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COURSE OVERVIEW:

The learner applies the skills and tools necessary to perform the functions of a contemporary frontline leader. Students engage in operational planning, analyze organizational structures, review the staffing process, employ techniques to enhance employee personal and group effectiveness, and develop control techniques to measure effectiveness in the above areas.
STUDENT EXPECTATIONS:

· Students are expected to come to class during all scheduled class periods. If you must miss class for an extended period of time, please contact the instructor to make arrangements for missed work.  
· Students are also expected to be prepared for class and participate in a positive manner. Students not participating in a positive manner will face disciplinary actions up to and including being dropped from the course. Disciplinary process typically includes a verbal warning, written warning, and then being dropped from the course. 
· It is the student’s responsibility to complete work in this class. If a student is absent, it is his/her responsibility to find out what was missed and complete any assignments. 

· Assessments will be completed during class time. Students missing class may not have the ability to make up the assessment. 

· Students are expected to come to class on time. Latecomers are a distraction to the learning environment for both the instructor and other students. While everyone can be late occasionally, any student being habitually late may be subject to a penalty and asked to not enter the classroom late.

· Students are expected to submit original work. This means that every student must submit unique work that is primarily their own. Work copied or plagiarized from another source will automatically receive a zero.  This includes cutting and pasting from web sites. 

· Students should keep copies of their work.

· Students are expected to leave electronic devices outside of the classroom or turn them off while in the classroom. Those people requiring devices for emergency use should inform the instructor.

· Students are expected to use their email account provided by the college.

· Students are expected to check their grades periodically in the online MyMSTC gradebook. 

GRADING PROCEDURES:
At the beginning of each unit, a packet will be distributed with competencies, learning objectives and performance criteria information.  Each unit will have at least one graded activity such as a test, case study or written work.  Upon successful completion of these activities, students will receive a grade based on the assigned criteria. 

Assigned work is due at the beginning of the class period. Students may also email work to the instructor prior to class. Each student will receive one “forgiven” which allows him/her to turn in one late assignment without penalty. Otherwise, late work will be penalized a full letter grade. Exceptions to this rule include the following:

· No more than two assignments may be turned in late during the semester.  Once a student is late on a third assignment he/she will receive an F for the semester.

· Assignments will not be accepted more than one week late unless special arrangements are made with the instructor. After a week the student will receive a zero for a numeric grade.

· If there are special circumstances, such as an illness, the instructor may waive these policies.

Some units will ask for students to complete tests as a performance assessment. Tests will be announced at least one week in advance so students may have adequate time to prepare. Students will be expected to take the test on the scheduled date unless prior arrangements are made due to a documented reason. Students taking the test late without prior approval will be subject to a different test and will automatically drop one letter grade. Tests will not be given more than one week after the original testing date.

Some units will require students to work in teams to complete assignments. Work submitted by a team is the responsibility of all individual team members. Therefore all members receive the same grade unless otherwise indicated. Team members must take responsibility to make sure all work is original and conforms to class standards. 

Each unit is worth 100 points throughout the course.  Once all units have been successfully completed, the grades will be averaged.  A letter grade will be assigned according to the following scale:

100% - 95%
A

 93% - 94%
A-

 91% - 92%
B+

 88% - 90%
B

 86% - 87%
B-

 84% - 85%
C+

 78% - 83%
C

 76% - 77%
C-

 74% - 75%
D+

 72% - 73%
D

 70% - 71%
D-

 Below 70%
NC

 COMPETENCIES:

1. Apply organizational policies and procedures.

2. Apply the principles of delegation 

3. Use the hiring process 

4. Establish performance expectations

5. Assess employee performance.

6. Conduct an employee performance appraisal.

7. Use constructive feedback to enhance employee performance. 

8. Coach for improved job performance.

9. Implement a motivational plan. 

10. Assess individual employee training needs.

11. Conduct a training session based on individual employee needs.

12. Apply conflict resolution strategies

13. Use discipline to enhance employee performance.

14. Demonstrate effective team management.   

ACADEMIC INTEGRITY POLICY

Business Division students are expected to maintain and promote the highest standards of personal honesty and professional integrity. These standards apply to all examinations, assigned work, and projects. Therefore, a student who is found to have been dishonest (fraudulent or deceptive in the completion of work or willing to help others to be so) or who plagiarizes (presents the work of others as his or her own) is subject to disciplinary action up to and including suspension.
ADA STATEMENT

If you know you have a recognized disability, or suspect that you might have one, it is your responsibility to identify yourself as soon as possible to the Disability Services staff in Student Services.  Course standards will not be lowered but various kinds of accommodations are available to you.  Adequate and reasonable time will be required to develop and provide appropriate accommodations so contact Disability Services as soon as possible.  It is MSTC’s goal to assist you in your individual educational plan.

FINAL WORDS

This syllabus is intended to be a guideline for student success and course management. Please recognize that it cannot cover every situation that may occur. Decisions will be made by the instructor as needed throughout the semester to address specific issues.
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