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Principles of Management

Kent State University

Kent Branch

M&IS 24163

Section 002 – Call Number 13800
Spring Session, 2003
Instructor: Jalane Meloun, M. A. (not to be confused with all the other Jalanes you may know)

Weekly time we will spend together: M,W 6:15-7:30  M,W 
Location at which we will spend time together: BSA100

Time we can spend together outside of class: 7:30-8:30 M & W or by appointment (no office hours are kept during exam week)

Office: A422 located in the M&IS department

E-mail: use WebCT to contact me
Phone: Leave message with wonderful senior secretary, Pam Silliman: 330-672-2750

Fax: 330-672-2953 (designate that the fax is meant for Jalane Meloun)

Prerequisite: Sophomore standing

Text: 

Williams, C. (2002). Effective Management: A Multimedia Approach. Cincinnati, Ohio: South-Western.

The instructor reserves the right to provide you with additional readings.

Course Description:
This course will introduce students to the application of sound management principles and theories.

Students should spend class time actively listening to lecture, participating with insightful comments and questions, and being involved with in-class exercises.

Teaching philosophy:

It is my goal to educate you to the best of my ability on all topics covered in this course.  I aim to imbue you with the same level of enthusiasm that I feel toward this subject matter.  Throughout the course, I will share my flavor of humor and plan exercises that I consider to be “fun.”  However, do not misinterpret these actions to mean that the course is not a serious one.  Furthermore, understand that a certain level of professionalism must be maintained in the classroom at all times.   Within this context, we can learn and have a good time doing it. 

Electronic Devices:


No tape recorders, videotape equipment, cameras or other communication equipment and/or devices are to be used in class without the written permission of the instructor.

Participation:


Occupying space in my classroom is not synonymous with participating.  Please make a concerted effort to meaningfully contribute to the class.  Much research shows a strong correlation between participation and course grade.  Please take this hint.

Questions I am typically asked:

Do you take attendance?


No, I consider you adults, and, if I wanted to be employed as a babysitter, I would not have applied to KSU.  However, research suggests that attendance is strongly correlated with course grades.  Therefore, it can do you no harm to regularly attend and it can only help you and your grade.  Also, on a personal level, I would prefer if you attend my class.

Do I have to buy the book?


I am not going to torture you into purchasing the book, but I STRONGLY endorse it.  I have seen that students who purchase the textbook typically score better in my courses.  I am only recommending the book for your own good; I do not reap any personal or financial gain from your purchase.  If I thought that you could get the same value from the course without spending your hard-earned cash on the textbook, I certainly would not have recommended it.  What you can take from this is: Buy the book.

How can I score well in your class?


Read the assigned textbook material before the class meets.  Attend every class meeting.  Then, do your very best to actually participate in class.  By extending the effort to participate, you will be engaging your cognitive abilities and it should aid your memory.


Then you should also take good notes, while paying close attention to the point of the discussions.  Do NOT try to write down every single word that I say nor every single word on my PowerPoint slides.  That is not the point in taking notes.


I would also highly recommend forming study groups or at the very least developing a buddy system, thus allowing you a means of getting notes if you happen to miss a class.


Study before quizzes.  Enough said.

What do I do if I miss a class?


Due to the class sizes, please do NOT contact the instructor to let her or the departmental secretary know this.  It is your responsibility to gather the material discussed in the class.  Do this from other students, NOT your instructor.  Specifically, I suggest you get the notes and/or discuss what transpired in class with several different students.  That should help to ensure that your absence will minimally penalize you on the tests. 

What about The format and content of your course quizzes?


At the discretion of the instructor, quizzes may be administered via the computer or paper.  Quizzes for this course will be multiple choice – probably with 4 or 5 alternatives each.  Quizzes will test on important words, concepts, and how well you can integrate material.  On each quiz, there will be a possibility of accumulating more points than the quiz is stated to be worth. i.e. the quizzes will include extra credit items.  The extra credit is included to combat any misunderstood or oddly worded items, etc.  This precludes any reason to argue with the instructor about items and/or grades.  No argument will be entertained.


Be advised that my lectures/exercises will present material not found in the textbook, and that material will appear on the quizzes.  Anything mentioned in class or located in class reading material is fair game for quiz material.  This means that you will probably not do well in my class if you simply read the book and do not attend the classes.  Likewise, if you only attend the class meetings and neglect to read the book, you probably will not score well on the quizzes.  The simple solution is to show your beautiful face in my classroom and put that same beautiful face in your book before class meetings. Each quiz may also cover fresh material and material covered in prior quizzes.


Although it should go without saying, each exam is to be completed individually by one student; this means no sharing of answers, group work, or other forms of academic dishonesty.


*On quiz day, after the first student completes the quiz and leaves the classroom, any tardy students will be denied a quiz.

How may I review my quizzes?


If paper quizzes are used, quizzes will be placed on file in the M&IS Student Service Center (located in the A4XX section of BSA), where you may browse through them, providing the office is open. However, you are not allowed to remove the quizzes from the office.  The telephone number for the office is: 330-672-1164.


Although grade changes will not be made (see What about the format and content of your course quizzes?), you can feel free to ask the instructor why one answer is more correct than another.

May I miss a quiz?


For an unavoidable quiz absence such as emergency medical condition, etc. to be excused, a note on official letterhead from a doctor or other appropriate professional needs to be submitted within 48 hours of the scheduled quiz time.  You may either fax it in to the M&IS department to my attention or have one of the administrative assistants in the M&IS department time stamp, sign, and put your note in my mailbox.  After you submit your written excuse, do not assume that your absence is officially excused until I explicitly tell you this. Excused non-final quizzes will NOT be retaken, instead, the remaining quizzes’ weights will be adjusted accordingly.  In this case, the final will count the same as two quizzes i.e. for 60% of your course grade.  Unexcused non-final quizzes will score zero points and other quiz weights will NOT be adjusted.  Should something happen that prevents you from taking the final (i.e. a bus runs you over on your way to take the final quiz, thus preventing you from taking it), alternative arrangements may be made within 48 hours.  You still have the responsibility of submitting your written excuse (see above) and contacting the professor to set up alternative arrangements. However, in every case in which a student has missed one of my final quizzes and been given a make-up (typically essay) quiz, each student has confided in me that they wished they had not missed the regular quiz.  My make-up quizzes are always several notches more difficult than my standard quizzes.  This simply means: do not miss the final quiz. 

WHAT DO I DO IF I HAVE A CONCERN ABOUT THE CLASS?


Contact your instructor (see HOW MAY I CONTACT YOU? below).

How may I contact you?


Please feel free to contact me via WebCT or by phoning me and leaving a message.  I check WebCT often, but do not expect that I check it several times daily. Time critical messages should not be left to WebCT.  You may use WebCT to email me or send me files. There is also a discussion board which you may use for posting questions or ideas relevant to the entire class.

HOW SHOULD WE AVOID CONTACTING YOU?


I have given you several means of appropriately contacting me; therefore, it is not appropriate that you phone me at my residence or at my consulting business. You should also refrain from using any of my other email addresses. Furthermore, if you see me in the hallway, in my office, or elsewhere at times other than during my office hours, there are times I can meet with you, but do not be offended if I let you know I am busy and would prefer to meet with you during my stated office hours or during an appointment we set.

What should I Never Do?


Do not phone the M&IS departmental administrative assistant or me to ask whether or not class is running on a particular day or what time/place the final quiz is given.  Information concerning the final exam period is located in the schedule of classes book and/or on this syllabus.


Do not submit any assignments after the last regularly scheduled class meeting.


Do not contact your instructor to ask if there is anything you can do to earn extra credit and/or have your grade rounded at the end of the course.  It will NOT happen.


Do not wait until the end of the semester to inform your instructor that you have a medical condition that has affected your course attendance or performance.  In fact, submitting a physician’s note at any point before, during, or after the course does not magically increase your grade. However, if you do have a medical issue that may affect your attendance, your instructor would be interested in knowing this at the beginning of the term.


Do not ask your instructor or the departmental senior secretary a question that is covered in the syllabus.  If you ask your instructor, her answer will be one word: “syllabus.”


Do not misplace your syllabus.


Do not harass your instructor.

What is really worth realizing?


Take each class individually; do not assume that the way you have studied for one course will best benefit you in each of your other courses.  This thinking extends to the idea that you cannot study for each course a certain specified number of hours and expect to earn the same grade.  Remember that grades are based solely on results, which are correlated with effort, but not specifically given based on effort.  Try not to compare hours of studying to others’ hours of studying.


The grade that you earn is up to you—take responsibility for it.  Don’t cheat yourself; put your all into this course.  If you do not earn an “A” or learn the material, look to yourself for the reasons you fell short of these goals.

How may I find out my grades?


Use the website: class.kent.edu.  (Do not put in the WWW or it will not work.)  Click on MyWebCT and enter your username (same as your KSU email address before the “@”) and a password which initially is the first 8 digits of your Social Security Number.  Keep in mind that both username and password are case sensitive.  You will be able to click on Grades.

What is the grading scale?

Grade Components:

	Quizzes
	Point Value

	Quiz #1
	200

	Quiz #2 
	200

	Quiz #3
	200

	Comprehensive Quiz #4 (Final)
	400


Grading:

	A
	Aim here and be goal-driven
	1000-900

	B
	Not bad, but could be better
	899-800

	C
	Average – who wants to be only average?
	799-700

	D
	Surviving education by the skin of your teeth is not admirable
	699-600

	F
	Needs no comment
	( 599


Tentative Class Schedule*

Day class will approximate one-half chapter per class meeting; Evening class will approximate one chapter per class

	Monday
	Week
	Itinerary

	1/13
	1
	Introduction 

	
	
	Chapter 1

	1/20
	2
	1/20 MLK Day – no laboring at KSU on this day

	
	
	Chapter 2

	1/27
	3
	Finish Chapter 2, Chapter 3

	
	
	

	2/3
	4
	Chapter 4

	
	
	

	2/10
	5
	Quiz #1 covering Chapters 1, 2, 3, & 4

	
	
	Chapter 5

	2/17
	6
	Finish Chapter 5, Chapter 6

	
	
	

	2/24
	7
	Chapter 7

	
	
	

	3/3
	8
	Chapter 8

	
	
	

	3/10
	9
	Chapter 9

	
	
	Quiz #2 covering Chapters 5, 6, 7, 8, & 9

	3/17
	10
	Chapter 10 

	
	
	

	3/24
	
	Spring Break – Try to observe management in action

	3/31
	11
	Chapter 11

	
	
	

	4/7
	12
	Chapter 12

	
	
	

	4/14
	13
	Chapter 12/Chapter 14 (instructor may be at a conference 4/14)

	
	
	

	4/21
	14
	Chapter 14/Chapter 16

	
	
	

	4/28
	15
	Finish Chapter 16

	
	
	Quiz #3 covering chapters 10,11,12,14,16

	Exam
	Week
	Final Exam – Monday 5:45-8:00 P.M. (tentative)


*Instructor reserves the right to make changes to the above schedule, however, the changes will be announced in advance and, sometimes, in writing.

##INSTRUCTOR RESERVES THE RIGHT TO MAKE CHANGES TO THIS SYLLABUS##

The Following Policies Apply to All Students in this Course

A. Students attending the course who do not have the proper prerequisite risk being deregistered from the class.

B. Students have responsibility to ensure they are properly enrolled in classes.  You are advised to review your official class schedule during the first two weeks of the semester to ensure you are properly enrolled in this class and section.  Should you find an error in your class schedule, you have until the date specified on the official university calendar (www.kent.edu) to correct it with your advising office.  If registration errors are not corrected by this date and you continue to attend and participate in classes for which you are not officially enrolled, you are advised now that you will not receive a grade at the conclusion of the semester for any class in which you are not properly registered.
C. Academic Honesty:  Cheating means to misrepresent the source, nature, or other conditions of your academic work (e.g., tests, papers, projects, assignments) so as to get undeserved credit.  The use of the intellectual property of others without giving them appropriate credit is a serious academic offense.  It is the University's policy that cheating or plagiarism result in receiving a failing grade for the work or course.  Repeat offenses result in dismissal from the University.

D. For all semesters, the course withdrawal deadline (March 22, 2003) is specified on the Kent website (www.kent.edu).  Withdrawal before the deadline results in a "W" on the official transcript; after the deadline a grade must be calculated and reported.

E. Students with disabilities:  In accordance with University policy, if you have a documented disability and require accommodations to obtain equal access in this course, please contact the instructor at the beginning of the semester or when given an assignment for which an accommodation is required.  Students with disabilities must verify their eligibility through the Office of Student Disability Services (SDS) in the Michael Schwartz Service Center (672-3391).
