BU470: Senior Field Experience
	Spring 2021
Class Schedule for zoom meetings MWF 2:30 – 3:20
	Group Field Work Hours Arranged

SYLLABUS                                                         
Wayne M. Tanna JD, LL.M.: Instructor           Office:  739-4606 
EMAIL: wtanna@chaminade.edu					  
Office Hours   by appointment via zoom or in person on campus           	

                                                                 _____________________________________________	

There are no specific textbooks required for this course.
						
	Summary:	This course is designed to connect students’ coursework in business to the operations of a real world organization and facilitate transition from student to professional.  Student teams function as consultants, with the guidance of a faculty supervisor, to analyze an organizational situation, develop recommendations, and implement an appropriate project in a sponsoring community organization.  Teams accomplish their project, complete a project report and group process assessment, and present their results.  Your project will assist an organization to better serve the community, or a business further its bottom line.  In either situation you will be utilizing your previous course work to complete your assigned task.  In order to better mirror the realities of a real-world organization, student groups may also receive an “emergency” or unplanned “rush” project during the semester that you will need to complete in addition to your planned semester long project.  

Grading		Your grade will be based upon the quality of your individual reflections, a group research project/business plan and the oral presentations that presents your paper/plan.  You will be evaluated on the overall quality of your individual and group paper and presentation.  Please be aware that this is a transition course and you will be evaluated more along the lines of actual results not merely academic achievement, as such participation (doing your share of the work) is a requirement to successful completion of this course.  If you are not willing to do your share of the work you will be graded accordingly.  In this academic environment the instructor reserves the right to adjust your grade, including issuing a failing grade to any student who does not complete their respective part of the (group) assignments.  Needless to say, the group will suffer grade wise as well.  Please be aware of the time requirements for this class.  If you must work or have other pressing requirements this term you may need to rethink your schedule and consider taking this class when you can better arrange your schedule.  If you are not here on the day of a required presentation or do not turn in a paper on time, there will be grade sanctions imposed.  Also note that your agency/client (points may be assigned for both the planned and unplanned projects) will be directly involved in assigning you your final grade.  Teams may “fire” a participant that is not contributing to the success of the project.  Any student who is fired from a team will need to do an individual project or receive an “F” for the course.  The individual project will have the same type of requirements as the team projects.  This means that the individual project will have to be performed within 90 days of the end of the spring 2021 semester.  Any student who gets “fired” will receive a grade of “I” for the course and will have to complete the individual project between the date they are “fired” until 90 days after the end of the spring semester.  Instructor approval must be obtained before any student can be “fired.”  Instructor approval will be required for the individual project.

Points			Individual Work Journals (Reflections)					400
                                       (10 reflections in canvas @ 40 points or less per entry)

			Final oral group presentation (summary, and PPTx)			200
			
Final Group Paper							400

Consultation:	Teams should plan to meet with me and other business faculty resources weekly for consultation sessions.  It will be the team’s responsibility to make the appointments.  In addition to our regular sessions, students can see me during my office hours or schedule consultation with other faculty experts during their office hours. 

Time Requirements and Supervision:

The Senior Field Experience is in the nature of a directed internship.  The organization and the project are to be determined by the instructor in consultation with the Professional Studies Division.  The Senior Field Experience generally requires 90 hours of field experience working on the project for the organization and 45 hours of class and group work, report writing and class presentations in the course of one semester, to earn three semester hours.

 
RESEARCH PAPER REPORT (generally 20+ pages): 

A general research paper or business/marketing plan is one way for students to demonstrate their understanding of business administration principles.  Since you have no assigned textbooks for this class, the paper should address a project based on original or library research and consultations with other faculty experts related to a problem or issue in the student’s chosen field of study.  Students will share the results of this learning process with their peers and will assist each other in refining communication skills, developing research and information retrieval techniques, and other research related competencies.

Your research paper for this class must be in a form and style expected for a project that is a “cumulating scholastic effort.”  There are copies of the MLA Handbook for Writers of Research Papers, New York, 1995: on reserve in the library to use in completing your research paper.





WHEN TURNING ANYTHING IN, MAKE A COPY FOR YOURSELF

Final Paper/Report Grading Criteria:

Grading will cover both content and Format.  

I.  Content:
· Is there a well developed plan, vision, and strategy?
· Is the plan well organized?  Have you used a structure to organize the report?  Are there appropriate headings and subheadings that follow the structure you set out for the client?
· Does the report or plan construct, document, and support an argument or the overall thesis?
· Is there a logical chain of reasoning?
· Does the paper/report/plan use appropriate evidence, data, and examples?
· Does the plan or report demonstrate analysis, synthesis, and evaluation of data and information?
· Are there proper citations (does the group understand what constitutes plagiarism)?
· Have you presented a useful, interesting, or creative plan or solution?  

II. Format:  You will also be graded on the style and format of your paper.  Please remember that quality counts and leaning business report writing is a valuable skill.  Too many in business lose a sale or miss an opportunity for a raise or promotion, or get turned down for that dream job due to poor writing or poor editing.  It is expected that the report/Business Plan is error free and grammatically correct.  In order to accomplish this objective, you may seek assistance.  Allow yourselves (this is primarily a self-regulated project based course) enough time to write a quality report/Business Plan.  


Concisely, clearly written.  
Writing style for business documents uses active voice.
Professional caliber presentation—QUALITY COUNTS!  This includes the paper’s appearance, attractive graphics, neatness, page layout, corrected for grammar and spelling, etc.
Neatly typed 12 point font.
Double spaced
One-inch margins, top bottom and sides
Appropriate Headings prior to each section
Pages Numbered
Complete and readable Documentation and Bibliography



WHEN TURNING ANYTHING IN, MAKE A COPY FOR YOURSELF



Individual Work Journals (10 Reflections):

Guidelines and questions that may assist thinking and help you to organize your journal/refections.

· What have you learned about yourself through this experience?
· How has this experience challenged notions, stereotypes, of prejudices you had/have?
· Will these experiences change the way you think in the future?
· What happened?   Describe your experience.
· What would you change about this situation if you were in charge?
· Does the experience complement or contrast with what you have been learning in class?  How?
· How will this experience alter your future behaviors, attitudes, and career?
· From your experiences, what larger issues or trends are impacting the organization that you were working with?
· Has your experience intersected with Marianist and/or place based (Native Hawaiian) values?
· Individual entries are due starting with the first week of class on Sunday by midnight.  So the first entry is due on Sunday, February 7, 2021 in canvas.  All entries should at least address the prompt that was given in the assignment.



WHEN TURNING ANYTHING IN, MAKE A COPY FOR YOURSELF

Presentations (recorded):

Student groups must stay within the specified time frame.  Twenty (20) minutes for the presentation and ten (10) minutes for faculty and client Questions and Answers.  To comply with the timelines, you will need to carefully edit, prepare and even rehearse.  The final presentations will be during weeks 12 and 13 of classes and will be scheduled between 2:30 and 3:30pm.  All students are expected to attend all presentation sessions until they are competed.  Do not schedule any other meetings during this time.  

Oral Presentation Criteria:  Presentations will be graded for both content and style.  

Content of presentation:

· Did the speakers demonstrate a command of vocabulary and language appropriate to the project/business plan and appropriate to the client/audience?
· Was the presentation well organized?  Did the audience understand the organizational structure?
· Did the presentation identify the project/business plan’s purpose?
· Was the presentation’s content complete?
· What did the presenters choose to focus on for the presentation?  Did the audience/client follow the presentation as delivered?
· Did the speakers capture the audience’s attention?  Impart interest/enthusiasm in the project/business plan.
· For the question and answer session after the end of the presentation, did the speakers answer the questions that were posed?
· Timing
· Was there an original and creative contribution made by the presentation?

Presentation Style:

· How well did the speakers use their allotted time?
· Did the speakers address the client/audience?

1. Visuals/power point or other presentation formats
Were proper visual aids used?
2. Were the presentation slides readable online?
3. Were the slides of a consistent style throughout the presentation?
4. Did the power point add to the content of the presentation?
5. Was the power point distracting?

· Speaking voice  

1. Were the speakers understandable?
2. Did the speakers make appropriate use the presentation technology?  Did the speakers talk to the audience?
3. Were the speakers too stiff or nervous?

· Voice
1. Volume
2. Voice projection
3. Pacing (too fast or too slow)
4. Tone and pitch of voice


Late Work:	
Except for documented medical emergencies, NO LATE WORK WILL BE ACCEPTED.




Activities and Tentative Assignments (weekly assignments appear on canvas):
Weeks 1 – 11 Monday Zoom Sessions (Week Three Monday Holiday zoom session Wednesday)

Week One	Feb 1-7 	Review syllabus.  Outline potential projects.  Intro to nonprofits 
Week Two	Feb 8-14 	Continue Intro to nonprofits 
Week Three	Feb 15-21 	Business Plan basics
Week Four	Feb 22-28 	Legal and Ethical considerations - Governance
Week Five 	Mar 1-7 	Further legal considerations – Lobbying and Advocacy
Week Six	Mar 8-14 	Basics on Grant Writing
Week Seven	Mar 15-21 	Financial statements (Actual and Pro Forma)
Week Eight	Mar  22-28      To be announced based on the client projects 		
Week Nine	Mar 29-Apr 4 	To be announced based on the client projects 
Week Ten	Apr 5-11	To be announced based on the client projects 
Week Eleven	Apr 12-18	To be announced based on the client projects                                  


Weeks 12 and 13	April 19 – May 2 	Group Presentations.  
Your agency contacts should be invited and can attend.  

Final papers will be delivered to the agency for their review.
The agency/client may be giving you up a part of your grade. 

This timeline is subject to change to accommodate the availability of the community partners (your team’s client).  



PLEASE NOTE: 
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NAME__________________________________________________   BU470 Point Sheet
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		________	Reflective writing assignments on canvas (40 points each).  
                                                Weeks 1-8, 11 and 13 

				

400 possible points 


________	Group presentation of project.  All members must present. 

										200 possible points

		_________	Final version of group Project/Business Plan 

The final paper must include all of the requirements as 
listed on this syllabus and discussed in class and must also include all appendices.  a copy of your presentation and all powerpoint slides that you used in your oral presentation.  Each student must also submit a final paper (all 400 may come from the agency, the instructor may revise the agency totals).

										400 possible points

	

Grand Total	_________	(1000 Total possible points)


Marianist Values
This class represents one component of your education at Chaminade University of Honolulu. An education in the Marianist Tradition is marked by five principles and you should take every opportunity possible to reflect upon the role of these characteristics in your education and development:
1. Education for formation in faith
2. Provide an integral, quality education
3. Educate in family spirit
4. Educate for service, justice and peace
5. Educate for adaptation and change
[bookmark: _o4c5gflkntpt]Native Hawaiian Values
Education is an integral value in both Marianist and Native Hawaiian culture. Both recognize the transformative effect of a well-rounded, value-centered education on society, particularly in seeking justice for the marginalized, the forgotten, and the oppressed, always with an eye toward God (Ke Akua). This is reflected in the ‘Olelo No’eau (Hawaiian proverbs) and Marianist core beliefs:
1. Educate for Formation in Faith (Mana) E ola au i ke akua (ʻŌlelo Noʻeau 364) May I live by God
2. Provide an Integral, Quality Education (Na’auao) Lawe i ka maʻalea a kūʻonoʻono (ʻŌlelo  Noʻeau 1957) Acquire skill and make it deep
3. Educate in Family Spirit (‘Ohana) ʻIke aku, ʻike mai, kōkua aku kōkua mai; pela iho la ka nohana ʻohana (‘Ōlelo Noʻeau 1200) Recognize others, be recognized, help others, be helped; such is a family relationship
4. Educate for Service, Justice and Peace (Aloha) Ka lama kū o ka noʻeau (ʻŌlelo Noʻeau 1430) Education is the standing torch of wisdom
5. Educate for Adaptation and Change (Aina) ʻAʻohe pau ka ‘ike i ka hālau hoʻokahi (ʻŌlelo Noʻeau 203) All knowledge is not taught in the same school
Learning Outcomes 
By the end of our course, students will be able to:
1. Demonstrate competencies in identifying problems that are experienced by a community based non-profit organization.
2. Demonstrate the ability to synthesize information to provide business-based solutions in the context of the kinds of problems that are experienced by community based organizations.
3. Demonstrate the ability to apply business skills in alignment with Chaminade’s Marianist values and place based values.
4. Demonstrate competency in written business communication.
5. Demonstrate competency in oral business communication.
6. Demonstrate the ability to work effectively as part of a team.

[bookmark: _ya8hoiwdsw79][bookmark: _3tx06nelqr7l]Course Website:
The link to the Canvas course site:  
https://chaminade.instructure.com/courses/14424

Help on specific topics or to get tips in canvas


· Live chat with Canvas Support for students
· Canvas Support Hotline for students:  +1-833-209-6111
· Watch this video to get you started 
· Online tutorials:  click on “Students” role to access tutorials
· Contact the Chaminade IT Helpdesk for technical issues:  helpdesk@chaminade.edu or call (808) 735-4855

Tutoring and Writing Services 
Chaminade is proud to offer free, one-on-one tutoring and writing assistance to all students. Tutoring and writing help is available on campus at Kōkua ʻIke: Center for Student Learning in a variety of subjects (including, but are not limited to: biology, chemistry, math, nursing, English, etc.) from trained Peer and Professional Tutors. Please check Kōkua ʻIke’s website (https://chaminade.edu/advising/kokua-ike/) for the latest times, list of drop-in hours, and information on scheduling an appointment. Free online tutoring is also available via TutorMe. Tutor Me can be accessed 24/7 from your Canvas account. Simply click Account – Notifications – TutorMe. For more information, please contact Kōkua ʻIke at tutoring@chaminade.edu or 808-739-8305.

[bookmark: _2vpuyyb1rzpk]	
[bookmark: _7961evk6e563]Grading Scale
Grades are calculated from the student’s daily work, class participation, quizzes, tests, term papers, reports and the final examination. They are interpreted as follows: 
A Outstanding scholarship and an unusual degree of intellectual initiative 
B Superior work done in a consistent and intellectual manner 
C Average grade indicating a competent grasp of subject matter 
D Inferior work of the lowest passing grade, not satisfactory for fulfillment of prerequisite course work 
F Failed to grasp the minimum subject matter; no credit given
[bookmark: _27in7lbdf8w7][bookmark: _n28fpzhjrej7][bookmark: _ssueod6e3xwc]
[bookmark: _kxcnphdmd0vo]Course Policies 
[bookmark: _1evkuikj1kzc][bookmark: _m58nglkroe1n]
Disability Access 
[bookmark: _l4p9bh6ymaps]If you need individual accommodations to meet course outcomes because of a documented disability, please speak with me to discuss your needs as soon as possible so that we can ensure your full participation in class and fair assessment of your work. Students with special needs who meet criteria for the Americans with Disabilities Act (ADA) provisions must provide written documentation of the need for accommodations from Kōkua ʻIke: Center for Student Learning by the end of week three of the class, in order for instructors to plan accordingly. If a student would like to determine if they meet the criteria for accommodations, they should contact the Kōkua ʻIke Coordinator at (808) 739-8305 for further information (ada@chaminade.edu).
Title IX Compliance
Chaminade University of Honolulu recognizes the inherent dignity of all individuals and promotes respect for all people. Sexual misconduct, physical and/or psychological abuse will NOT be tolerated at CUH. If you have been the victim of sexual misconduct, physical and/or psychological abuse, we encourage you to report this matter promptly. As a faculty member, I am interested in promoting a safe and healthy environment, and should I learn of any sexual misconduct, physical and/or psychological abuse, I must report the matter to the Title IX Coordinator. If you or someone you know has been harassed or assaulted, you can find the appropriate resources by visiting Campus Ministry, the Dean of Students Office, the Counseling Center, or the Office for Compliance and Personnel Services.


Attendance Policy 
The following attendance policy is from the 2019-2020 Academic Catalog (p. 54-55). 

Students are expected to attend regularly all courses for which they are registered. Student should notify their instructors when illness or other extenuating circumstances prevents them from attending class and make arrangements to complete missed assignments. Notification may be done by emailing the instructor’s Chaminade email address, calling the instructor’s campus extension, or by leaving a message with the instructor’s division office. It is the instructor’s prerogative to modify deadlines of course requirements accordingly. Any student who stops attending a course without officially withdrawing may receive a failing grade.

Unexcused absences equivalent to more than a week of classes may lead to a grade reduction for the course. Any unexcused absence of two consecutive weeks or more may result in being withdrawn from the course by the instructor, although the instructor is not required to withdraw students in that scenario. Repeated absences put students at risk of failing grades.

Students with disabilities who have obtained accommodations from the Chaminade University of Honolulu Tutor Coordinator may be considered for an exception when the accommodation does not materially alter the attainment of the learning outcomes. 

Federal regulations require continued attendance for continuing payment of financial aid. When illness or personal reasons necessitate continued absence, the student should communicate first with the instructor to review the options. Anyone who stops attending a course without official withdrawal may receive a failing grade or be withdrawn by the instructor at the instructor’s discretion.

Academic Conduct Policy
From the 2019-2020 Undergraduate Academic Catalog (p. 39):  
Any community must have a set of rules and standards of conduct by which it operates. At Chaminade, these standards are outlined so as to reflect both the Catholic, Marianist values of the institution and to honor and respect students as responsible adults. All alleged violations of the community standards are handled through an established student conduct process, outlined in the Student Handbook, and operated within the guidelines set to honor both students’ rights and campus values.

Students should conduct themselves in a manner that reflects the ideals of the University. This includes knowing and respecting the intent of rules, regulations, and/or policies presented in the Student Handbook, and realizing that students are subject to the University’s jurisdiction from the time of their admission until their enrollment has been formally terminated. Please refer to the Student Handbook for more details. A copy of the Student Handbook is available on the Chaminade website.

[bookmark: _1da90cgnpluf]For further information, please refer to the Student Handbook: https://chaminade.edu/wp-content/uploads/2019/08/NEW-STUDENT-HANDBOOK-19-20-Final-8.20.19.pdf 

Credit Hour Policy
The unit of semester credit is defined as university-level credit that is awarded for the completion of coursework. One credit hour reflects the amount of work represented in the intended learning outcomes and verified by evidence of student achievement for those learning outcomes. Each credit hour earned at Chaminade University should result in 45 hours of engagement. This equates to one hour of classroom or direct faculty instruction and a minimum of two hours of out-of-class student work each week for approximately fifteen weeks for one semester, 10 week term, or equivalent amount of work over a different amount of time. Direct instructor engagement and out-of-class work result in total student engagement time of 45 hours for one credit. 
The minimum 45 hours of engagement per credit hour can be satisfied in fully online, internship, or other specialized courses through several means, including (a) regular online instruction or interaction with the faculty member and fellow students and (b) academic engagement through extensive reading, research, online discussion, online quizzes or exams; instruction, collaborative group work, internships, laboratory work, practica, studio work, and preparation of papers, presentations, or other forms of assessment. This policy is in accordance with federal regulations and regional accrediting agencies.


		February 1, 2021

Dear Student,

Teaching classes in business administration and law is my vocation.  Both business administration and my students are important to me.  I work hard at teaching and expect my students to work hard at learning.  I am a parent, a professor, an attorney, an accountant, a tax and business consultant, an author, a non profit manager and a cancer and a stroke survivor (I will move slower and may not seem to be as understanding due to this condition).

My office phone number is 739-4606 (Chaminade).  Please use this number or Email me at wtanna@chaminade.edu if you wish to reach me or if you have problems with the homework.  I read email daily, I do not respond to them daily but I do return phone calls unless I am away.  No cell phone use (including texting) in class.

It is your responsibility to learn the material.  It is my responsibility to make the learning process as productive as possible.  If you miss a class, check the course outline to determine what you must do, read the material in the text, do the homework, and call if you need help.

This class represents in some ways the culmination of your educational activities as an undergraduate here at Chaminade.  The course requirements are demanding and this is one of the only times I may have to force some of you to choose between class and other equally important activities.  Do not miss any assignments or deadlines.  If you do miss anything there may not be any opportunities for make-ups, so be sure that you do what you have to do.  

Being a student is not an easy job.  It is work.  Plan time to attend class, as well as time to work on the material outside of class.  If I can be of help, call me or see me in my office.  Additionally, please keep in mind that like the Stones have said, you can’t always get what you want.  You will have many times in life where you have to make hard choices.  This course will force that reality upon some of you right now.  Do not fall behind.  Do your part and do not let others down.  Stay in touch with your team/group.  Your professional responsibilities are in place now and your peers will be the toughest graders you have faced so far.  So "JUST DO IT."  As cliché as it sounds, your future starts now.

Very truly yours, 

Wayne M. Tanna

Wayne, your instructor

P.S.  I have a teaching assistant that usually accompanies me to class.  His name is R.P. Orange, the Reasonably Prudent (a term of great legal significance) Orangutan.  You may have previously seem or heard of him.  In reality, he is a stuffed animal.  However, it is what he stands for that is important.  There are three things that he is in class to promote: First, there is more to life than what is in any single class or classroom (priorities); Second, grades are not everything (it is what you learn or the knowledge that is gained that really matters); and Third, if you need a hug or something to make you take yourself (instructor included) less seriously, R.P. Orange is there for you. 



Now, for hopefully he last time, write a letter to me, Wayne, your instructor, telling me who you are.  Tell me of your strengths, weaknesses, fears, and goals.  Discuss your world and how your roles in this world might affect your performance in this class. Remember that for the most part, I will not see most of you ever again so it is your peers and mostly yourself who this letter truly addresses.  Speak of your business background.  Discuss how this class might play a role in your future.

Tell me what I might do to help you achieve your goals for this class.  Include in your letter a statement that you have read and understood the grading for this class and the academic dishonesty policy of the university.  This letter will count for your first week’s individual journal entry (Reflection 1).  

Also, as this is a service-learning course (see the catalog), each student must complete the online registration process on the Chaminade service learning webpage.
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