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TECH 4850 – SEMINAR IN ADMINISTRATIVE AND TECHNOLOGY MANAGEMENT
Course Syllabus – Fall 2011

Individuals with disabilities who need to request accommodations should contact 
the Disability Services Coordinator, Student Center 255, 678-466-5445, disabilityservices@mail.clayton.edu. 
[bookmark: Course]Instructor Information:
Name: 		Dr. Christie Burton
Office: 		T- 109B in Clayton Hall, Morrow campus
Office Hours:  	Mon & Wed: 	9-10:45 am;  12-2 pm
		By appointment Tues 1-3 Fayette location
           		

[bookmark: Class]E-mail: 	Please use the GAView Email Feature for ALL emails.  GAView is the virtual classroom for this course and we will use it for communications related to the course.  Only on the very limited occasions when you are unable to access GeorgiaView, should you use christieburton@clayton.edu.

Responses:	IMPORTANT:  I check course email once daily during the business week (M-F), so I will generally respond within 24 hours depending upon the time of your initial email. Emails sent Fri-Sun will receive a response on Monday. 
Phone:  	678 466-4636 during office hours. If recommend that you telephone me first to determine which location I am at for office visits.
Credit Hours: 1.0 semester credit hours (1-0-3)
Catalog Description:  This is a "capstone" course designed to be taken in a student's senior year. Relevant topics in today's workforce will be examined for their impact on Administrative and Technology Mgmt. 

Course Prerequisites and Co-requisites: CRIT 1101 with a grade of C or higher and TECH 3101 or MGMT 3101 with a grade of C or higher.
Class Meetings:  This course is 100% online and will have no face to face class meetings. Students are expected to regularly participate in class through GeorgiaView. Enrolled students should complete the virtual roll call provided via Georgia View no later than the date listed on the course homepage. If you do not complete the survey/pre-test, you will be reported as a no show and may not be allowed back in the class.
[bookmark: Text]Textbook Information:  No textbook will be used; however, case studies and articles from the Harvard Business Review will be used and students will be required to purchase these case studies/articles in lieu of purchasing a textbook. Additional instructions follow under “Course Materials and Assignment Instructions.”
.
.	
Operation Study: At Clayton State University, we expect and support high motivation and academic achievement. Look for Operation Study activities and programs this semester that are designed to enhance your academic success such as study sessions, study breaks, workshops, and opportunities to earn Study Bucks (for use in the University Bookstore) and other items.
Computer Requirement:  Each CSU student is required to have ready access throughout the semester to a notebook computer that meets faculty-approved hardware and software requirements for the student's academic program. Students will sign a statement attesting to such access.  For further information on CSU's Official Notebook. Computers will be required to access course materials and to communicate with your instructor.   
Computer Skill Prerequisites:	
1. Able to use the WindowsTM operating system 
1. Able to use Microsoft WordTM word processing 
1. Able to use a Web browser
1. You must have access to the Internet, either through the local area network on campus, or through an Internet Service Provider (ISP) of your choice (the costs for the ISP are your responsibility).  No excuses will be accepted for inability to access the Internet.
1. You must activate your CSU Student E-mail account.  For directions on activation, go to http://thehub.clayton.edu/email.shtml. 
1. Students are responsible for regularly checking their GeorgiaView & CSU student email.   
[bookmark: Outcomes]
Program Learning Outcomes:
· communication skills
· ethical decision making
· professional business acumen
· critical thinking, analysis and synthesis skills

Course Learning Outcomes:	
· Use critical thinking skills to review and analyze case studies.
· Integrate and apply principles of management, leadership, ethics and other appropriate courses to case studies and articles provided in the course.
· Correctly identify appropriate scholarly references and use them to build a logical argument within writing. 

Evaluation:
	Case Study 1 Report
	30%

	Case Study 2 Report
	35%

	Article 1 & 2 Report
	35%

	TOTAL
	100%







Grades:  The academic catalog requires that upper division courses (3000- and 4000-level) be completed with at least a grade of “C.” There is no extra credit in this course. 
	
	A
	90-100%

	B
	80-89 %

	C
	70-79%

	D
	60-69%

	F
	Below 59%


[bookmark: Mid-term]
[bookmark: Schedule]Mid-term Progress Report:  The mid-term grade in this course, which will be issued between 9/20/11-10/4/11, reflects the case study 1 report grade and represents 30% of the entire course grade.  Based on this grade, students may choose to withdraw from the course and receive a grade of “W.”  Students pursuing this option must fill out an official withdrawal form, available in the Office of the Registrar or online at http://adminservices.clayton.edu/registrar/,  by mid-term, which occurs on October 7, 2011.
[bookmark: Policies]Course Materials on Harvard Business Publishing 
Instead of a textbook, you will purchase articles and case studies from the Harvard Business Publishing website for about $25. These course materials can be accessed through our course site using the link below. The site will require you to complete a brief registration process. As with any technological system, I recommend that you do not wait until the last minute to register or access materials in case you encounter difficulties.
http://cb.hbsp.harvard.edu/cb/access/9820956

Assignment Schedule
 	Virtual Roll Call Assignment and Syllabus Quiz
	Due 8/17/11: Follow the instructions on the course homepage in GAView.
Failure to submit results in NO SHOW.

Case Studies 
a.	Mount Everest– 1996 by Michael A. Roberto and Gina M. Carioggia
b.	Managing Conflict in a Diverse Workplace by Mary Gentile and Sara B.
Gant 
	
Articles 
a.	Managing Oneself by Peter F. Drucker
b.	What You Don’t Know About Making Decisions by David A. Garvin and Michael A. Roberto

Due Dates for Reports—by 5 pm on the following dates:
a.	Mt. Everest – September 12 (or postmarked by Saturday, 9/10)
b.	Managing Conflict – October 17 (or postmarked by Saturday, 10/15)
c.	Articles 1 & 2 Write Up – November 21 (or postmarked by Saturday, 11/19)
Assignment Instructions and Helpful Tips
IMPORTANT: Always keep a digital copy of your assignment.
Since the cases are fairly long you are encouraged to purchase them as soon as possible. You are also encouraged to take notes and read the articles and cases in such a way as to help you complete the writing assignment that accompanies them. Assignment instructions and grading rubric can be found on the course homepage.   
Please note that grammar, punctuation, sentence structure, and other writing essentials will be evaluated when grading any work in TECH 4850. If your report is poorly written, points will be deducted from your paper or assignment, and this could result in a failing grade on the paper/project (even if the business concepts were adequately addressed). 

Answers to case questions and articles should be provided in report format, using complete sentences and headings for organization. The body of each report should be between 6-9 full pages double-spaced, depending upon the paper. Each paper has its own length requirements listed in the instructions that you should follow.
For every paper, you will have 2 additional pages: 1 for the title page and 1 for your references. APA format is required (12 point Times New Romans font, 1-inch margins on all four sides, no extra spaces between paragraphs, citations within the body of the paper, no abstract required, etc.). You should use at least 3 scholarly sources to back up your assertions. These sources can be from articles you have read, from textbooks you have used in classes, or other sources that support your statements. 

Some of the report will be your opinion based on the information given and on your critical analysis of the information, but the information should be substantiated with statements that can support your statement (information you have learned in classes, read in some of your readings for your classes or other professional/personal readings, or experiences you have had on the job). It would NOT be appropriate to say something like “in my opinion XX made a bad decision” without giving a reason why it was a bad decision based on some principle of management, leadership, or supervision. Remember, the learning outcomes for the course are to show that you can think critically; apply management, leadership, and ethical principles to complex situations; and write professionally using documentation to build your argument.
Course Policies:
GAView Maintenance Schedule
Students are responsible for knowing and working around the posted maintenance schedule. This schedule can be found on the My GeorigaView site under the blue bar listing Campus Announcements. If planned maintenance conflicts with a due date, students should plan to submit their assignment or exam before maintenance begins so as not to miss a deadline. 

Grades and Feedback 
Students can access their grades under the “My Grades” function on the toolbar.  My goal is to have grades posted within 1-2 weeks after the due date. Please check your grades often and contact me if you have questions. 
General Policy
Students must abide by policies in the Clayton State University Student Handbook and the Basic Undergraduate Student Responsibilities.
University Attendance Policy
Students are expected to attend and participate in every class meeting. Instructors establish specific policies relating to absences in their courses and communicate these policies to the students through the course syllabi. Individual instructors, based upon the nature of the course, determine what effect excused and unexcused absences have in determining grades and upon students’ ability to remain enrolled in their courses. The university reserves the right to determine that excessive absences, whether justified or not, are sufficient cause for institutional withdrawals or failing grades.
Course Attendance Policy
Attendance is expected for all class periods. For online courses, students are expected to access the GAView course site and complete assignments regularly, logging in at least as often as prescribed by the assignment calendar.
Writing Assistance

The Writers’ Studio 224 is located in the A&S building, room 224.  There you can talk with trained writing tutors about your writing projects.  They are available to work with you at any stage of your paper, from generating ideas to organizing your paper to understanding how to format it correctly.  The service is free; you may drop in and wait for a tutor or sign up for a regular appointment.  But remember: you, not your tutor, are ultimately responsible for the quality and content of the papers you submit.

   http://a-s.clayton.edu/english/Writers'%20Studio/index.html

Academic Dishonesty
All assignments in this course are individual assignments and should be completed without assistance from others. Any type of activity that is considered dishonest by reasonable standards may constitute academic misconduct. The most common forms of academic misconduct are cheating and plagiarism.  All instances of academic dishonesty will result in a grade of zero for the work involved.  All instances of academic dishonesty will be reported to the Office of Student Life/Judicial Affairs.   Judicial procedures are described at http://adminservices.clayton.edu/judicial/. For online courses, students are expected to complete assignments and assessments without the aid of textbooks, notes or other individuals, except where noted as a group assignment.

Disruption of the Learning Environment
Behavior which disrupts the teaching–learning process during class activities will not be tolerated.  While a variety of behaviors can be disruptive in a classroom setting, more serious examples include belligerent, abusive, profane, and/or threatening behavior.  A student who fails to respond to reasonable faculty direction regarding classroom behavior and/or behavior while participating in classroom activities may be dismissed from class.  A student who is dismissed is entitled to due process and will be afforded such rights as soon as possible following dismissal.  If found in violation, a student may be administratively withdrawn and may receive a grade of WF. A more detailed description of examples of disruptive behavior and appeal procedures is provided at:  http://a-s.clayton.edu/DisruptiveClassroomBehavior.htm

Submission of Assignments
Assignments are to be submitted in hardcopy format by 5 pm on the day indicated. DO NOT SEND ASSIGNMENTS VIA EMAIL as they will not be accepted in this format. There are 3 options for submitting your assignment.

· Option 1: Mail the assignment (with proper postmark date) to the following address: Dr. Christie Burton, College of Arts & Sciences, T109B, 2000 Clayton State Blvd, Morrow, Georgia 30260.

· Option 2: Hand deliver the assignment to the instructor’s Morrow location, to my office (T109B in Clayton Hall) or to my faculty mailbox located (T211 in Clayton Hall). You will need to see the secretary if dropping off at my faculty mailbox as students do not have direct access. Leaving your assignment anywhere else is risky and may result in no credit.

· Option 3: Hand deliver the assignment to the instructor’s Peachtree City-Fayette faculty mailbox (again, see the secretary). If dropping off at Fayette, students should send me an email notifying me that they have done so at this location

Turnitin.com
In addition to the hardcopy, papers must also be electronically submitted to www.turnitin.com no later than the due date of the assignment. Papers not submitted by the due date will receive a 10-point penalty.  I recommend that you keep a copy of the receipt showing you submitted your paper. Note that the originality report for your paper should indicate a match of less than 40%.
	
Students should set up their turnitin accounts using the following link:
http://www.turnitin.com/s_class_portfolio.asp?r=4.41405211297941&svr=16&lang=en_us&aid=32847&cid=3738534

Follow the prompts on the site to enroll in our class and establish your account. 

The class ID and password are4191007 and Fall2011. The first assignment is labeled “paper 1”, second assignment is “paper 2” and the third assignment is “paper 3.” Papers found to be plagiarized will be subject to the University’s academic and conduct policies. To avoid plagiarism make sure you paraphrase appropriately and properly cite the scholarly sources you use.


Communication
All communication about assignments or other matters pertaining in to class will be sent to students using GerogiaView, either through the email function or as announcement on the course homepage. You should contact me through the GerogiaView email function regarding class matters. In the event that GeorgiaView is not working, I will use the CSU e-mail system. You are responsible for all course announcements and the contents in the emails sent by me to your CSU email account and GeorgiaView mail, as well as all information discussed in class. Make sure you regularly check homepage announcements, and your email in GeorgiaView and CSU for information and updates.

Exams
There are no exams in this seminar course. 

Makeup and Late Work
	
Assignments are considered late if they are not submitted in hardcopy format by the due date and time listed above. Late assignments will be accepted, with a 50% penalty, up until 2 business days from the original due date of the assignment. For example, an assignment that is due on Wednesday, May 26, may be submitted on Friday, May 28 at a 50% reduction in point value. The late assignment will not be accepted after 2 business days. Please do not wait until the last minute to submit the paper because if you have difficulties, this policy will be upheld. Remember that in business if you miss a deadline, you can lose the deal—even if you had a valid reason for missing the deadline, so it is important that work is submitted on time. The Turnitin.com deadline is the “no later than date” and does not have a late provision.


Important Dates:
Graduation Application Deadlines:		Withdrawal Without Academic Accountability: 
Fall Semester - June 1		Midterm Semester – June 24th  
Spring Semester - September 15	 
Summer Semester - January 29	
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