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	                                                                                             BU200

	Time
	Item
	Owner
	Process
	Intended Outcome

	5:30 

7:30

	Welcome

Agenda Purpose and Scope

1. Syllabus

2. APA format 
3. School Policies 

4. Instructor and student

         expectations

5.     Team Concept Overview 

BREAK

5.     Class Exercises  

   a) How do you handle conflict? 

   b) Kiersey Temperament

   c) Right and left brain exercises

6.    Team Members Selection 

7.     Team Working Agreement 

8. Lessons 

Learned and Feedback


	All

Instructor

Instructor

All

Instructor 
All

All

All

Instructor

All

Instructor 
Team members
All

	Round Table 

Designate a  note-taker, timekeeper

Review syllabus 

Q&A

Lecture and Q&A

Round table: Create a list of expectations, both for instructor and students

Lecture - Class Discussion 

Lecture and Q&A
Fill out handouts; review and share individual results
Each student will share his or her communication and working styles with the class  
Team selection process techniques

Team members meet to draft a working agreement for the semester.
Round table: What worked and what did not? Did we meet our intended outcome criteria? Review the intended outcome column
	Getting to Know You

Provide clear direction 

Introduction to classroom learning structure. Understanding course requirements and allocation of grades

APA format understanding

School Policies Clarification as needed

Mutual agreement 

Introduction to team skills and knowledge benefits

To provide an understanding of individual  differences in communicating and working styles between self and others

To share team selection best practices and create teams

To communicate and provide clear direction on course  team goals and objectives 

To provide information that assists instructor and students in improving performance by creating a learning environment for success


Note: Class agenda. See attached syllabus and course criteria. Feel free to submit an email for clarification and questions.
                  BU200 Introduction to Business Management    
Instructor Information: 
Name: 


Dr. Edna M. Colon 
Email address: 

emcolon@hawaii.rr.com
edna.colon@adjunct.chaminade.edu
Phone: 


808-627-0348 (H)
Office Day/Hour: 
Monday 1700 - 1730 

Class Session:  Location: Schofield Barracks Day/Hour:Monday 1730 – 2140

            Text:                  Business in Action 3rd edition 
by Courtland L. Bovee and John V. Thill 





Upper Saddle River, New Jersey, 07458

Course Description:
This course provides a survey of business functions, principles, and practices; managerial tools for analysis; people’s behavior in organizations; practical applications in problem solving and decision-making. This course offers insight into these areas while providing guidance for students wishing to study business management. The class material will include both theory and practical application of business management. This includes the study of how individuals and groups impact the behavior within an organization. 
Expected outcomes: Upon completing this course, you should be able to:

1.  Apply theories and concepts of decision making problem solving to develop strategies and

    design effective business management systems in these areas.

2.  Apply theories and concepts of goal setting, feedback, and conflict management to develop 

     strategies for improving organizational business techniques.
PURPOSE AND APPROACH

The purpose of this course is to provide the learner a broad overview of the functions, institutions, principles, and practices of business. Class members will explore historical influences on the relationship between these separate, but closely linked variables. So doing, students should develop new skills to function more effectively in working environments and create a portfolio that supports their learning in this course as well as begin to develop library research, analytical, and communication skills.  

Further, functioning within working teams will enhance students’ interpersonal skills and experiences. Within the safe environment of the classroom, students will be able to develop their personal and interpersonal skills as they complete team assignments designed to enhance their understanding of the competitive workforce. Students will develop their own personal philosophies about the value of teamwork.

Changes to Syllabus: The Instructor reserves the right to modify this syllabus at any time. Such changes will be announced during class meetings. You are responsible for ensuring that your syllabus is current.
Academic Integrity: All students are expected to observe the rules and regulations of the college. Please refer to your student handbook for specific details. Ethically appropriate behavior is expected from all students. Students who violate the CUH's code of ethics and/or other academic policies will be referred to the appropriate disciplinary body.
Accessibility: Students with disabilities or special needs are asked to inform the instructor as early as possible in the term in order to facilitate accommodation.

Attendance and class participation:

Attendance (includes both absence and tardy) is required and taken on a weekly basis. Excessive absenteeism will be addressed through the CUH absence policy found in the student handbook. Excessive absenteeism for this course is defined as missing more than 20% of the scheduled class time (without notice and prior approval) and can lead to a reduction in final grade. Participation is expected and reflected by student involvement in assignment completion, discussion, and other activities assigned in class.

Course assignments 



Exam/Quiz Structure

Each exam/quiz will consist of short answer, multiple choice, true or false, and short essay questions. The exam/quiz will cover the chapter’s material discussed in class and are due the following week. You are required to take 14 quizzes, of which you can drop one of the lowest grades for a final grade of 15%.   

Individual Assignment:

1. Team Evaluation Paper: Due week 10; W=5% of grade. Each student is responsible for a double-spaced, 2-3-page paper critiquing his or her team’s members performance, discussing both strategies that worked and those that did not work, as well as suggesting means to improve.

Team Assignments:

2. 
Team Project Paper (Due WK9) and PowerPoint Presentation (Due WK10): W=20% of grade. Write a double-spaced, 8-15-page (APA format) team paper describing how you, as a team, would address one of the topic’s challenges listed (choose a topic and submit to instructor for approval by WK03): 

1. Starting and organizing a e-business

2. Managing four generations(veterans, baby boomers, generation x and generation y) in today's working environment
3. Developing marketing strategies to meet both internet and extranet customers needs



4.    Introduction to Small Business Administration Tools
The use of PowerPoint and other visual adjuncts is strongly encouraged. The presentations will be scored on thoroughness, organization of material, and the style of presentation. Class members will participate in evaluating each presentation.

                         Guidelines for Paper and Presentation  
	CRITERIA                                             Writing Guidelines and Grading Scale

	Originality of Ideas and Research:  20%
Papers and Presentation should reflect your efforts and creativity. When you use sources, make sure to use appropriate style and citations for your references. You will find APA format examples on the following websites: http://www.apa.org/ and http://webster.commnet.edu/apa/index.htm 

	Consistency and Logic: 20%
Your coverage of facts, arguments, and conclusions must be logic based and consistent. Inductive or deductive arguments are appropriate.

	Format and Organization: 15% 

Use the APA format. You will find APA guidelines on the following websites: http://www.apa.org/ and http://webster.commnet.edu/apa/index.htm 

	Usage, Language, and Writing: 30%
Please use simple, straightforward, standard American English in your papers.  Avoid long and complex sentences. Avoid jargon. Correct spelling is a must. Be sure to write, edit and rewrite each paper before submission. Reviews by Peer Coaches or other colleagues would be appropriate and helpful. 

	Neatness: 15%
All papers must be typed and double-spaced.  Use one-inch margins and cover sheets in APA style. Staple all papers. Do not use folders, binders or other jackets. Papers that do not meet these “neatness” requirements will be returned for revision and resubmission. 

	TOTAL = 100%


Grades     

Note: Each late assignment equates to 5% off final grade:          

Grade Scale: 
100-90 = A
89-80 = B
79-70 = C
69-60 = D 
59 and below = F





                    Weekly Outline 
	WEEK
	ASSIGNMENT
	DUE
	  %

	
	
	
	BKN

	Weekly 
	1. Weekly summary 3 to 5 complete sentences identifying your new learning from weekly lecture, personal research, and student participation due by Tuesday of the following week under WebCT discussion folder. 

2. Take-home and or pop quizzes and or developing your research skills 

3. Chapter presentation  and class participation
4. Team activities (includes video assignments and class participation)
5. Team paper and presentation

6. Peer evaluation paper
	Wkly

Wkly

Wkly

Wkly

Wkly

Wkly
	10%

15%

25%

25%

20%

  5%

	Week 1
	First day of class
	
	

	
	Introduction to Business in Action Agenda Coverage
	
	

	Week 2
	
	
	

	
	Chapter 1-    Chapter 1 Take-home Quiz – p 24 Developing your research skills 

Chapter 2 -   Chapter 2 Take-home Quiz – p 61 Developing your research skills
	
	

	Week 3
	                                                                             Chapter   1 and   2 quizzes
	Due W3
	

	
	Chapter  3 -  Chapter 3 Take-home Quiz – p 86 Developing your research skills 
Chapter  4 -  Chapter 4 Take-home Quiz – p 111 Developing your research skills
	
	

	Week 4
	                                                                             Chapter   3 and   4 quizzes
	Due W4
	

	
	Chapter  5 -  Chapter 5 Take-home Quiz – p 135 Building your team skills 
Chapter  6 -  Chapter 6 Take-home Quiz – p 161 Questions for review 
	
	

	Week 5
	                                                                            Chapter   5 and   6 quizzes
	Due W5
	

	
	Chapter  7 -  Chapter  7 Take-home Quiz – p 187 Questions for applications
Chapter  8 -  Chapter  8 Take-home Quiz – p 215 Building your team skills 
	
	

	Week 6
	                                                                            Chapter   7 and   8 quizzes
	Due W6
	

	
	Chapter  9 -  Chapter  9 Take-home Quiz – p 245 Sharpening your communication 
Chapter 10 - Chapter 10 Take-home Quiz – p 272 Developing your research skills
	
	

	Week 7
	                                                                             Chapter  9 and   10 quizzes
	Due W7
	

	
	Chapter 11 - Chapter 11 Take-home Quiz – p 304 Sharpening your communication 

Chapter 12 - Chapter 12 Take-home Quiz – p 330 Developing your research skills
	
	

	Week 8
	                                                                             Chapter   11 and  12 quizzes
	Due W8
	

	
	Chapter 13 - Chapter  13 Take-home Quiz  - p 358 Questions for analysis  
Chapter 14 - Chapter  14 Take-home Quiz – p 386 Questions for applications
	
	

	Week 9
	                                                                             Chapter   13 and  14 quizzes
	Due W9
	

	
	Radio Video  exercise – Appendix B and C review

Team Paper (double-spaced, 8-15-page paper) APA Format
	
	

	Week 10
	Last day of class
	Due W10
	

	
	Team presentation (10-minute presentation; submit a hard copy of the presentation prior the start of the class) Class members will participate in evaluating each presentation (see evaluation form attached) PPT

Team Evaluation (double-spaced 2-3-page Paper) APA Format
	
	

	
	
	
	

	
	
	
	


Weekly Team Class Exercise Business Management Schedule
          
  Note: A minimum of three team activities listed below will be assigned in class for each chapter. When finished be prepared to present your strategy to the entire class for each team exercise. Be specific as possible.
	Week
	Chapter
	 Teams
	Activity
	Direction

	2


	1, 2
	T1, T2, T3, T4

	1. Questions for review

2. Questions for analysis 
3. Questions for application
4. Sharpening your communication skills
5. Building your team skills
	Each team has a total of 20 minutes to complete the exercise, presentation, and class Q&A

	3


	3, 4
	T1, T2, T3, T4
	1. Questions for review

2. Questions for analysis 
3. Questions for application
4. Sharpening your communication skills

5. Building your team skills
	Each team has a total of 20 minutes to complete the exercise, presentation, and class Q&A 

	4


	5, 6
	T1,T2,
T3,T4
	1. Questions for review

2. Questions for analysis 
3. Questions for application
4. Sharpening your communication skills

5. Building your team skills
	Each team has a total of 20 minutes to complete the exercise, presentation, and class Q&A 

	5


	7, 8
	T1,T2, T3,T4

	1. Questions for review

2. Questions for analysis 
3. Questions for application
4. Sharpening your communication skills

5. Building your team skills
	Each team has a total of 20 minutes to complete the exercise, presentation, and class Q&A 

	6
	9,10
	T1,T2,
T3,T4

	1. Questions for review

2. Questions for analysis 
3. Questions for application
4. Sharpening your communication skills

5. Building your team skills
	Each team has a total of 20 minutes to complete the exercise, presentation, and class Q&A 

	7


	11,12
	T1,T2,
T3, T4

	1. Questions for review

2. Questions for analysis 
3. Questions for application
4. Sharpening your communication skills

5. Building your team skills
	Each team has a total of 20 minutes to complete the exercise, presentation, and class Q&A

	8


	13,14
	T1,T2,
T3,T4
	1. Questions for review

2. Questions for analysis 
3. Questions for application
4. Sharpening your communication skills

5. Building your team skills
	Each team has a total of 20 minutes to complete the exercise, presentation, and class Q&A

	9


	Appendix  B, and C
Review
	T1,T2,

T3,T4
	1. E-business in action p 389 

Questions for critical thinking 1, 2, and 3
2. Appendix B – Business Law

3. Appendix C – personal finances
	Each team has a total of 20 minutes to complete the exercise, presentation, and class Q&A

	10


	Team presentations
	T1-4
	Team presentation
	Each team has a total of 20 minutes to complete the  presentation, and class Q&A


Class Room Team Exercise Process





               Introduction

This process constructs a safe environment for you to understand, practice, and use Benjamin Bloom’s Taxonomy concept in these exercises, which will improve your critical thinking skills. Improving your critical thinking skills will increase your performance value to any organization. Regardless of position or industry, you do need to be able to analyze, reason, and communicate effectively. These skills are potent and will be beneficial throughout your studies and career, as well. Developing these skills allows you to maximize your inferential and evaluative competence to achieve better planning and decision-making efficiencies. 

Benjamin Bloom’s Taxonomy Concept:

Bloom’s Taxonomy has been found to be a useful method in guiding educational objectives across developmental levels (Kunen et al., 1981). Bloom's Taxonomy (Bloom et al., 1956) provided educators with one of the first systematic classifications of cognitive operations. The taxonomy divided the cognitive domain into six hierarchical levels, ordered from the least to the most complex: Knowledge, Comprehension, Application, Analysis, Synthesis, and Evaluation. It is one of the most widely accepted models of cognitive abilities and educational objectives used in education, and even its severest critics agree that the model has enormous influence and is an important step toward understanding the structure of learning outcomes (Kottke & Schuster, 1990). 
         The Levels of Bloom's Taxonomy
Each of the six levels in the hierarchy provides an essential skill for students to improve critical thinking skills. The levels are articulated as follows with descriptions: 

1. Knowledge-exhibiting learned material recalling facts, terms, basic concepts and answers

2. Comprehension-demonstrating understanding of facts and ideas by organizing, comparing, translating, interpreting, giving descriptions and stating main ideas.

3. Application-solving problems by applying acquired knowledge, facts, techniques and rules in a different way.

4. Analysis-examining and breaking information into parts by identifying motives or causes, making inferences and finding evidence to support generalizations.

5. Synthesis-compiling information together in a different way by combining elements in a new pattern or proposing alternative solutions.

6. Evaluation-Presenting and defending opinions by making judgments about information, validity of ideas or quality of work based on a set of criteria.
Source: http://:www.umuc.edu/ugp/ewp/bloomtax.html

             TEAM CONCEPT AND PROJECT GUIDELINES

Team Concept

The Team is a cooperative group of 2-3 students who will work together on specific assignments. While completing assignments, students will be expected to share resources, skills and knowledge with team members and to distribute work equally. The objective of this exercise is to allow all members of the team to learn from each other in a collaborative learning environment in which they may experiment and practice a wide range of interpersonal skills, communication techniques and roles.

A WORD ON GROUP DYNAMICS

During the first week of class, you will form teams of 2-3 students each.  You will work with these teams for the rest of the semester for all the group and team assignments.  You will be asked to evaluate each member of your team at the end of the course (A sample evaluation sheet will be distributed ).

Peer Evaluation

Your group will evaluate your participation, and this will affect your final grade in the course.  At the end of the semester, Peer Evaluation forms will also be distributed to each team member (forms will be distributed after group presentations and assignments are made).  Your individual grade will be a weighted number reflecting your straight group grade, weighted by your individual contribution, as determined by your peers.


Dysfunctional Groups
If a group is having trouble with a member who fails to attend group meetings, fails to do his/her share of the work or otherwise disrupts the group process, then the group is empowered to “fire” that member.  A member who has been “fired” from a group will not under any circumstances receive a grade for this class higher than a “B.”

Team Working Agreement

During the first Team meeting, teams are required to create a working agreement. This is to be completed by team members by a collaborative process and a copy is to be submitted to the instructor at the next class.

Attendance Requirements

Students are expected to attend team meetings and be active participants in their team's activities, such as e-mail, chat. Students will be given the opportunity to evaluate the contributions of each team member to the accomplishment of team goals in the peer evaluation paper.

Team Assignments

Each student will be assigned to a team, which will be responsible for one team project. The team project is due during week 9. In addition, each student will be responsible for a double-spaced 2-3-page Team Evaluation paper critiquing his or her team’s members performance, discussing both strategies that worked and those that did not work, as well as suggesting means to improve.

Teams will be required to meet outside of class and/or communicate by e-mail or chat as appropriate to work on team assignments and satisfy learning objectives, if appropriate. During team meetings, members should allocate tasks pertaining to the current overall assignment; each team member then should be held responsible for completing all of his or her allocated tasks, such as, meeting deadlines, prepare for chapter presentation,   

Team Log

During each meeting, members of the Team will schedule their next meeting time, duration and place. This information is entered in a Team Log, which will be turned in to the instructor on the last day of class with the Team Evaluation paper. As the team meets, the Log is used to document the attendance of members and record what was learned and the team’s processes. Students will be expected to record the time they spend in team activities and to comment upon their experiences in the process (this should include mention of strategies that worked and those that did not work) in a written report to be submitted on the last day of class.

Note: Learning is the responsibility of both the instructor and the students. Class participation is a central part of the learning process. I track participation throughout the term on a per class basis and you are welcome to come discuss your level of participation with me at any time. Emphasis is placed on quality of participation. Your absence from class disrupts the exercise experience for yourself and others.  

Please feel free to submit suggestions in writing to improve our learning and time management. Thank you.

Source: http://www.eed.state.ak.us/tls/frameworks/wrldlang/wlinstr3.html#GroupPerformance (edited)Comments
                                              Teaching and Learning Peer Evaluation Form 
Presenter/Team's Name: 






Course:


Observer's Name: 







Date:



	                     Level of Thinking 
	                        Skills Demonstrated

	Knowledge

Comments:_______________________________

                                                                          
	               Know facts

               Memorize material
               Recall information  

	Comprehension

Comments:_______________________________

                                                                          
	               Grasp meaning

               Translate knowledge into new context

               Interpret facts       


	Application
Comments:_______________________________

                                                                          
	             Use information

             Solve problems

	Analysis

Comments:_______________________________

                                                                          
	               See patterns

               Organize parts
               Recognize hidden meanings

	Synthesis

Comments:_______________________________

                                                                          
	               Combine elements in different ways

               Organize elements in new pattern

               Proposes alternative solutions

	Evaluation

Comments:_______________________________


	               Presents and evaluates opinions by making judgments about information
               Validity of ideas or quality of work based on set of criteria        

	
	


