Fall 2005 Syllabus for Dr. Anne Cremarosa’s classes.

Part Two – this section provides information that is common to all of Dr. Cremarosa’s classes.
Items marked with 3 red asterisks *** do not apply to on-line courses.

Course Syllabus- Fall 2005
Instructor: Dr. Anne Cremarosa

Office: BUS 46; Phone: 638-3641 ext. 3785

Email:  anne.cremarosa@reedleycollege.edu
Website:  www.annecremarosa.com/rc

Office Hours: Fall 2005 – Tuesday & Thursday 9:30am  to 11:00 am

(Other hours by arrangement)

Course Title & Code #:  
       
BA 33 – HUMAN RELATIONS IN BUSINESS

                                                       
CODE #52096  THIS IS AN ON-LINE COURSE!!!
OPTIONAL orientation meetings: WEDNESDAY – AUGUST 17, 2005  2:30-3:30PM in BUS 41






MONDAY – AUGUST 22, 2005  6:00 – 7:00PM in BUS 41

Course Description: 
This is a survey course covering the basic areas of human relations in business.  Emphasis on is placed on motivating, communicating, counseling, training, managing time, evaluating performance, and understanding the worker.
Prerequisites:        None.  Advisories include: Eligibility for ENGL 125 & 126 and MATH 101

Learning Objectives & Outcomes: 
In the process of completing this course, students will:

A.
describe the impact of human perception on relationships with people.

B.
explain the importance of understanding motivation.

C.
demonstrate job enrichment and how it is used in the work environment.

D.
define formal and informal organizations and explain their differences.

E.
describe and identify four elements of an ideal organizational climate.

F.
explain how the environment affects communication between individuals.

Upon completion of this course, students will be able to:

A.
demonstrate understanding of what employees need to know about perception, employee attitudes, group pressures, and how they effect the work environment.

B.
use knowledge of motivation theories to effectively manage workers in the workplace.

C.
contrast and compare job enrichment techniques, when they may best be used, and formulate strategies on what 
combinations are most effective.

D.
evaluate the formal and the informal organization and examine how these two differ in structure and impact on employee 
morale.

E.
appraise the organizational climate through leadership analysis and propose solutions to create optimal scenarios for 
differing leadership styles.

F.
understand how the office environment can create communication problems among employees and apply strategies to 
promote effective communication.

Learning Methods & Course Activities:

· Lectures based on textbook materials

· Required readings and class discussions

· Problem solving

· Internet Research

Assessment:  
Students completing all exams, assignments, and activities with a cumulative, average grade of "C" or better will be deemed as having achieved the course objectives previously stated.

REQUIRED Textbook: Effective Human Relations by Reese and Brandt – ISBN: 0-618-34587-6 
Required Materials: INTERNET ACCESS IS REQUIRED FOR THIS COURSE
Final for this course: TBA

***Paper & Supplies: 
NON-SPIRAL edge paper, lined (8.5 x 11 in.) paper (please note: spiral edged paper WILL NOT BE ACCEPTED period!



A supply of quiz strips (15 questions – 815-E)




A supply of scantron answer sheets for tests (100 question– 882-E)

Email & Internet:
An email address is required of all students.



Access the course website at: www.annecremarosa.com/rc
Course Activities & Evaluations:                Earned Percentage of Possible Points - Grade:
Participation:


15%


90 - 100%



A

Homework Assignments
20%


80 -   89%



B

Chapter Quizzes/timed tests
20%


70 -   79%



C

Tests & Exams

30%


60 -   69%



D

Final



15%


< 60%




F

Your course grade will be based on the percentage of points (total earned / total possible).  You will have one (1) opportunity to earn extra credit.  That opportunity must be exercised within the first week of class and it WILL NOT be repeated later in the term.  This “use it or lose it” extra credit opportunity is worth 25 points and it must meet the very specific guidelines that follow.

Extra Credit BIO CARD guidelines are very specific and are as follows:

· NO LARGER THAN 4” by 6”

· Type written (no hand written work)

· A current picture of yourself

· Your correct, current email address

· Your major

· A brief bio (description) of yourself.
The bio card project gives me a chance to get to know each of you better.  I will keep the card in a course binder and use it to learn your name and face faster. 

Attendance & Participation:  Your attendance and participation are important.  Attendance will be taken at the beginning of each class period.  You will be given a “free ride” for up to three (3) class hours (50 minutes each); students missing six (6) or more hours may be dropped from the course for non-attendance.  For on-line courses, attendance is taken using the discussion board forum.
Unless you regularly prepare for and attend class you can not participate fully in the course.  Your success in this course depends on your active participation. In fact your participation is worth 15% of your grade.  There will be NO OPPORTUNITY to MAKE UP missed participation points.  Participation points will be earned for activities such as:
· Participating in group discussions

· Participating in group projects

· Demonstration of skills at the board

· Oral presentations

· In class projects and work papers

· And many other activities
***Students entering or leaving the classroom at times other than the scheduled start/end of class cause a disruption to students and instructors, and it is RUDE.  Class begins on the hour (or half hour – depending on the scheduled start time) not 10 minutes pas the hour.  In an effort to be courteous to your fellow students and the instructor, please make sure that you are in your regular seat (a seating chart will be created and used for roll taking) and ready to “get to work” on time.  Students who are habitually tardy (3 or more times per term) will be penalized, as will those who leave class early – without making prior arrangements.  
Students attending less than 30 of the normal 50 minutes of class per hour will be counted as absent and subject to the drop policy if 6 or more days are counted as absent.  You should be aware that participation points and quiz points are often earned at the beginning or end of the class session and there will be no opportunity to make up those points once they are missed.

Drop Policy:
If you decide to drop the course, and I hope you don’t, please do not simply stop attending.  In order to officially drop a class you must fill out a program change card, available in the admissions and records office.  For more details on dropping a class, please read the Reedley College Catalog (2004-2006 catalog, page 18) or the Fall Class Schedule, page 134.  Drop dates are listed in your Reedley College Class Schedule.  If you simply stop attending you may be saddened by the grade that may be issued.  The final drop date for the Fall (2005) semester – full term classes is October 14, 2005.
Homework, Quizzes & Exams:  Homework assignments are a way for you to did deeper into the course materials and prepare for the tests and exams. On scheduled HW due dates, answer keys will be provided for students to self-grade their HW assignments.  Homework WILL NOT BE ACCEPTED LATE.  You are welcome to turn in your homework early if you think you might miss class.  

If you are participating in school-sanctioned activities (sports, field trips, etc.) and find it necessary to miss class, it is YOUR RESPONSIBILITY to make sure that all your work is turned in and tests/quizzes are taken PRIOR to your departure.  There will be no special dispensation for absences, homework & tests/quizzes missed.

Exam dates and chapters to be covered are clearly identified in the Course Activities handout.  Each test is worth approximately 100 points (depending on the number of chapters covered) and may consist of true/false, multiple choice, and completion questions, as well as problems and case study questions.  In most instances, you will need to provide a scantron and a #2 pencil for tests and exams.  In some cases you will be asked to write your answers directly on the test form provided.  All written answers must be neat and legible in order for you to receive full credit for your correct answers. Accommodations will be made for students with disabilities.

Grades are final unless an error in math is found in the computation of your grade

Important Dates for Fall semester 2005:
8/15/05
School starts
8/26/05
Last day to drop for a refund

9/02/05
Last day to add a semester length course

9/5/05

Labor Day – No classes

9/16/05
Last day to change to/from CR/NC

10/14/05
Last day to drop without a grade

11/11/05
Veterans’ Day – No classes

11/24-26/06
Thanksgiving Break – No classes

12/12-16/05
Finals Week

***On a final note: * Please, if you carry a cell phone or pager, please turn the ringer off or to vibrate so the rest of the class is not disrupted by a ring or beep. If your cell phone/pager rings, beeps or makes any other audible sounds in class, you can expect to be asked to leave the class for the day – impacting your attendance/participation credit.  If you are “excused” from class more than once for a cell phone “violation”, you can expect to be asked to leave the class for on a permanent basis.  A ringing cell phone or pager may initiate a pop quiz for the entire class.
*** Food and drink are not permitted in the classroom.

* Ethics in the classroom (in person or on-line):  You will notice that we will often discuss ethical issues, as such you should understand that cheating and plagiarism is not acceptable in this class (or any other).

*Accommodations for students with disabilities: If you have a verified need for an academic accommodation or materials in alternate media (i.e.: Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation Act, please contact me, or the DSPS office - ext 3332  as soon as possible
* Please see the Reedley College catalog for clarification of issues and additional guidelines.

THIS SYLLABUS AND THE COURSE ACTIVITIES SCHEDULE ARE SUBJECT TO CHANGE AS DEEMED NECESSARY BY THE INSTRUCTOR.

BA 33 – Human Relations in Business   -   Course Schedule 
Please note this schedule is meant to be a guide and is not set in stone.  Items may be added or removed and timings may be changed as deemed necessary by the instructor. 

This course is being offered both in-person and on-line - both sections will follow the same format.

Historically, in-person and on-line students depend on having weekends to complete their assignments – and since technology problems “only happen on the weekends” – I have learned to stagger our “Monday” to Wednesday.  Using Wednesday as our first day of the week gives you, the student, the opportunity to do your work on the weekends if necessary – it also allows for weekend technology emergencies to be resolved prior to deadlines.  What this means to you is – first: all of your assignments (discussion boards, writings and assessments) will be assigned to you on Wednesday – second: everything is DUE by midnight on the Tuesday following the date it was assigned. 

Assignments will not be accepted late – unless there is a truly compelling reason.  Quizzes and tests will be available to you until midnight on Tuesdays – after that, they will “disappear” and will no longer be available to you.  

*** On-Line Students: It is very important that you plan ahead and give yourself plenty of time to complete your on-line quizzes and tests.  The assessments are NOT intended to be open book… because of that they are timed.  You will typically have 30 minutes to complete quizzes (20 to 30 questions) and usually 1 hour to complete your chapter tests (50 to 75 questions).  Time allowances for the midterm and final will be adjusted based on the number of questions assigned. If you exceed the allotted time by more than 2 minutes, your grade will be reduced one percentage point (1%) for each minute in excess of 2 that you take to complete your assessment.  This means – if you go over your test time by 15 minutes, you will lose 13% off of the score you earned.  Once you open an assessment, YOU WILL NOT BE ABLE TO EXIT AND RETURN.  Once you start it – you must complete it. That means, if the phone rings and your friend wants to talk to you about his/her day – you might run out of time for your test.

The MIDTERM for this class will be held at the ½ point of this course – somewhere around week 9 or 10.  The final is CUMULATIVE and will be available for you during finals week.

	Week 
	Dates
	Chapters
	Discussion Board Topic
	Project
	Other Assignments
(see assignment sheet for details)
	Quizzes / Tests

	1
	8/15 – 8/23
	Ch 1 & 2
	Introduction

AND

Do you think it is possible to maintain a healthy balance between work and personal life? If so (or if not) why (or why not)?  If you think you are maintaining a healthy balance, how do you do it?
	A project will be required for this course.  Complete details provided below.


	#1 Contact information
	Quiz Ch 1&2

	2
	8/24 – 8/30
	
	Do you think computers at work should be used only for work (to provide customer service or other business purposes)? Why or why not?
	
	# 2 Interpersonal communication news article assignment


	CH TEST #1 CH 1-2

	3
	8/31 – 9/6
	CH 3
	The textbook author believes there is NO “BEST” communication style.  Do you agree?  Why or why not?
	
	# 3 Communication style journal assignment
	Quiz Ch 3

	4
	9/7 – 9/13
	CH 4
	Why is self-esteem important in a person’s life (both personal and work)?
	
	# 4  Self efficacy scale project
	Quiz Ch 4

	5
	9/14 – 9/20
	CH 5
	In your opinion, what role does ethics play (or should it play) in the world of work?
	Project Proposal DUE
	
	Quiz Ch 5

	6
	9/21 – 9/27
	CH 6
	If you were an employer (maybe you are…) and you were hiring new employees, what types of attitudes would you look for and why?
	
	# 5 The attitudes for getting and keeping a job  
	Quiz Ch 6

	7
	9/28 – 10/4
	CH 7
	Who is the best judge of what is and what is not a motivating factor for employees?  Please explain.
	
	
	Quiz Ch 7

	8
	10/5 – 10/11
	
	
	
	
	CH TEST #2 CH 3-7

	9
	10/12 – 10/18
	
	How can self-disclosure contribute to improved teamwork in and organization?  How can self-disclosure impede teamwork?
	Project rough draft DUE
	
	MIDTERM (Ch 1-7)

	10
	10/19 – 10/25
	CH 8 & CH 9
	After reading the chapter, what does emotional balance mean to you?  And why?
	
	# 6 Feedback journal entry
	Quiz Ch 8&9

	11
	10/26 – 11/1
	CH 10
	What are some of the common energy-draining forces in today’s work environment?  Which ones impact you the most and why?
	
	
	Quiz Ch 10

	12
	11/2 – 11/8
	CH 11
	What creates a “first impression”?
	
	# 7 Article research & 2 page paper.
	Quiz Ch 11

	13
	11/9 – 11/15
	
	
	
	
	CH TEST # 3 CH 8-11

	14
	11/16 – 11/22
	CH 12 & 13
	In your opinion, what is the definition of a true leader?  Is a leader born or trained? 
	Project final draft DUE
	# 8 Team resume
	Quiz Ch 12&13

	15
	11/23 – 11/29

Thanks
	CH 14 & 15
	Some claim to work better under stress… what about you?  What causes you the most stress at work, at home, at school?  Why?
	Project presentations begin
	
	Quiz Ch 14&15

	16
	11/30 – 12/6
	CH 16 & 17
	What are the problems that women still experience as a result of discrimination?  Are there any issues that men face due to discrimination?
	
	# 9 Stress test assignment
	Quiz Ch 16&17

	17
	12/6 – 12/13
	
	
	
	
	CH TEST # 4 CH 12-17

	18
	12/12 – 12/16
	None
	None
	None
	None
	FINAL


BA 33 Assignments

1. Contact information

Find the Student Data Form, located in Course Documents/Weekly Assignments, and fill it out completely.  Once you have completed it, you will need to save it to your computer or diskette.  
Then visit the Assignments section and find the assignment titled “Student Data Sheet” and click on the “view/submit assignment” link.  A new page will open – scroll down past the comments box and locate the “file to attach” option.  Please use this tool to submit your assignments.

2. Ch 2 – Interpersonal Communication news article

· Find a current news story that discusses problems in an organization (like labor disputes, ethical issues etc.).  

· Identify the role interpersonal communication may have played in creating the problem.  

· Write a two-page summary of the article – making sure to include what role interpersonal communications played in the problem

· Your paper must include a complete article citation

3. Ch 3  Communication style journal assignment

· Using the provided form (paper or digital), please complete the assignment as detailed on the form.

4. Ch 4  Self efficacy scale project

· Using the provided form (paper or digital), please complete the assignment as detailed on the form.

5. Ch 6  Attitudes for getting and keeping a job  

· Using the provided form (paper or digital), please complete the assignment as detailed on the form

6. Ch 10 Journal Entry Assignment

· Consider the following paragraph from your textbook and write a one-page reaction to it.

      Some people fail to use positive reinforcement because they have misconceptions about this human relations strategy.  One misconception is that people will respond to positive feedback by demanding tangible evidence of appreciation.  “Tell people they are doing a good job and they will ask for a raise” seems to be the attitude of some managers.  Actually, just the opposite response will surface more often than not.  In the absence of intangible rewards (such as praise), workers may demand greater tangible rewards.

7. Ch 11 Article research

· Visit http://msn.careerbuilder.com/custom/msn/careeradvice/index.htm  and preview the current list of articles. 

· Pick an article that is relevant to issues discussed in Ch 11.  

· Read the article, then write a 2 page summary 

· Make sure you include a proper citation.

8. Ch 12   Team resume  

· You will be assigned to teams for this project – YES – I said assigned to teams….  This project will also apply to the on-line section of BA 33….

· Using the form provided (paper or digital), please complete the assignment as detailed on the form

9. Ch 14 Stress Test

· Using the form provided (paper or digital), please complete the assignment as detailed on the form

· Write a one-page response to the findings of the test.  Do you agree with the findings?  Why or why not.

SEMESTER PROJECT:  BA 5, BA 10; BA 26; BA 27; BA 33

Pick one of the following activities:
1. Read “A Higher Standard of Leadership: Lessons from the Life of Gandhi 
written by Keshavan Nair   ISBN 1-57675-011-6
Available at Amazon.Com  - cost = $13.27 (new)

http://www.amazon.com/exec/obidos/tg/detail/-/1576750116/104-6815565-9279152?v=glance  

One copy is on-reserve in the RC Library

2. Read one (1) of Stephen Covey’s books on leadership/management (please submit title for approval)
Available at most libraries

3. Volunteer 15 hours at an area NON-PROFIT organization – not your child’s school (please submit organization name for approval).

If you decided to read a book – you will need to read the book thoroughly and then:

1. Write a 3 to 5 page report on the information provided.  This report must discuss how the information provided in the book is related to this course. . For information regarding acceptable document formatting, please see the Standards for Documents posted on the link for this class on my website – www.annecremarosa.com/rc   

2. Prepare a 5 minute presentation based on the book – your presentation should include

a. some sort of visual display (PowerPoint, Story Board etc)

b. hand out materials for audience

*** For on-line class students – please see the assignments section of the class site for details about the presentation requirement for this project.

If you opted for the volunteer project – once you have completed your 15 hours you will need to:

1. Obtain a letter from the organization stating the number of hours you worked and what you did.

2. Write a 3 to 5 page report on the organization, your experiences and how this activity relates to some (or all) of the issues discussed in this class. For information regarding acceptable document formatting, please see the Standards for Documents posted on the link for this class on my website – www.annecremarosa.com/rc   

3. Prepare a 5 minute presentation based on the organization and your experiences – your presentation should include:

a. some sort of visual display (PowerPoint, Story Board etc)

b. hand out materials for audience

*** For on-line class students – please see the assignments section of the class site for details about the presentation requirement for this project.
