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Credit Information:
4 Credit Hours





4 Contact Hours

Course Prerequisites:
None

Instructor:


Mrs. Cindy Nauer –e-mail – cnauer@cotc.edu




Associate Professor

Office -  Reese Center Room 238





Phone number: (740)366-9484 or 800-9Newark ext. 484





Office hours by appointment or T/TH 9am-12pm
Textbook:
Gitman and McDaniel. The Future of Business. (4th edition). Thomson Southwestern.

Sign-on:


The website address for the online course is 





http://cotcangellearning.com.  To complete the course you will need access to a computer and the Internet, knowledge of signing on your COTC e-mail account along with computer and e-mail skills.  You should bookmark the website as a favorite.  Please take the time to get familiar with the website locating assignments, e-mail, quizzes, etc.

NOTE: Whenever following links on the Internet, please keep two things in mind: 1) the error message “no DNS entry” usually means that the server you are trying to reach is temporarily or permanently unavailable, and 2) pages and links change frequently. Be sure to try the link again at a less busy time before reporting to your professor it is a bad link.  

ITS Resources:

Tech Connect


http://www.newarkcampus.org/Departmental/TechConnectweb/default.htm 

Student Services:
http://cotc.edu/studentlife/
Library:
http://www.newarkcampus.org/library/ 

Course Description:
This introductory course presents the principles, terminology, and concepts necessary for understanding our business systems. It covers related business formation and ownership decisions, management, and organization, the various functional departments within businesses, and the interaction of business and society. Please see syllabus part II for further details on the specific course goals.
General Policy:
Any student with a documented disability that may require special accommodation should self-identify to the instructor as early as possible in order to receive effective and timely accommodation.

As part of COTC’s campus wide assessment initiatives (quality assurance program), samples of student performance such as test results, projects, papers, etc. may be used. The data gathered will not identify individual students and is not related to the student’s grade for the course, but will be used to improve student learning at COTC.

Communications:
Students should plan to communicate with the professor and with other classmates regularly throughout the course. Post any questions to the class discussion board. The professor or other students from the class will then have the opportunity to post a response for the entire class to view. Students may also communicate with the professor and other classmates by using the class chat room for informal, real-time discussions.


For individual issues, students should contact the professor directly by e-mail or telephone. E-mail and telephone messages will normally be answered within 48 hours. Among these communications options, students can expect e-mail (through the book website) to provide the fastest response.
Virus Policy:
All e-mail sent within the website and through COTC is automatically scanned for viruses.  Messages that contain attachments found to be carrying viruses are deleted.  It is the student’s responsibility to ensure that a virus free assignment is delivered on time to the professor. 

Grading System:
The student’s final grade for this course will be determined on the following basis:






Individual Assignments:
240 points






Group Assignments:
130 points






Participation:


 75 points






Quizzes/Assigned Ch:
320 points






Group Business Plan:
200 points






Total:



990 points
Grading Scale:
Total points

Grade 

Total points

Grade





990 to 936

A


784 to 758

C





935 to 901

A-


757 to 723

C-





900 to 874

B+


722 to 696

D+





873 to 847

B


695 to 669

D





846 to 812

B-


668 to 634

D-





811 to 785

C+


633 or less

E

Participation Points:
Class participation is considered very essential to successful performance in this course. Each assignment will be graded based on the participation of each student with the exercise.  Note that participation points are NOT automatically awarded to students simple on the basis of their presence in the class. Students will be expected to read all assigned materials and be prepared to participate in discussions related to course material.



Evidence of active participation by a student is defined broadly as:


*Offering relevant comments and questions that are aligned with the topic at hand.


*Participation in chat activities and discussion board discussions.


*Evidence of clarity, accuracy, precision, relevance, depth, breadth, logic, significance, and ethics will be assessed.

Assignment Due Dates:
Weeks for the quarter begin on Monday and end on Sunday.  Assignments are due Sunday by midnight of the current week Any late assignments/tests will automatically be penalized 30%. NO assignments or tests will be accepted more than one week late unless there is an emergency situation.

Communications:
Students should plan to communicate with the instructor and with other classmates regularly throughout the course. Post any questions to the class discussion board. The instructor or other students from the class will then have the opportunity to post a response for the entire class to view. Students may also communicate with the instructor and other classmates by using the class chat room for informal, real-time discussions.


For individual issues, students should contact the instructor directly by e-mail or telephone. E-mail and telephone messages will normally be answered within 48 hours. Among these communications options, students can expect e-mail to provide the fastest response.  It is required that your class and assignment be in the subject line of all emails or they will not be answered.
Students are required to make sure they post to the correct discussion board.  Communication with the instructor in chat rooms is possible at any time as arranged by the professor and student(s).

Regular attendance will be monitored through your participation in class interactions and your completion of assignments and utilization of resources within the site.

Student Responsibilities:

This course will require 8-12 hours per week (the actual amount is dependent on each student’s background). This requirement may influence the time allotted to other classes. Planning and time management are essential for students. 



Students are expected to initiate contact with the instructor. 


Written assignments should demonstrate elements of good writing such as unity, coherence, clarity and appropriate grammar and mechanics. Effective business and professional writing is clear, concise, complete and appropriate in tone and format. 



Students are required to make sure they post to the correct discussion board as well as identify the class they are in any email as well as the assignment being turned in.  Communication with the instructor is essential to the student’s success and the chat room is available at any agreed upon time and day by the student and professor.
  


Regular attendance will be monitored through your participation in class interactions and your completion of assignments.

Assignments:
The individual assignments will consist of Internet, library, research, or critical thinking based on the chapters assigned and read.
The group assignments will require each person to participate in the work assigned. They will consist of Internet, library, research and group thinking exercises.  Group exercises may request you to bring information back to the classroom, etc. You are required to complete the assignments as a group on the group’s discussion board. However you can use email and chat rooms to communicate yet group work will be graded based on the assignment turned in and each group members contribution posted on the group discussion board.
All assignments are at the end of each chapter and are listed in each week assignments. Each assignment is to be completed by Sunday of the week listed.

Group discussion boards need to be utilized by the group to put your group assignments together and will be part of the groups overall grade based on utilization of the discussion board and communication of the members.  Chat rooms and emails may be utilized however each group members contribution has to be posted to the discussion board to get credit for any and all assignments!!
All assignments will be graded based on the following:40% - Relevance + 30% content + 15% grammar + 15% turning the assignment in on time.

Assignment Due Dates:  
Weeks for the quarter begin on Monday and end on Sunday.  Assignments are due Sunday by midnight of the current week



Individual assignments will consist of Internet, library, research, or critical thinking and chapter discussion boards.  



Chapter discussion boards take the place of conversation in the 



 in the classroom.   Your posting and response should contribute to the topic by asking questions, debating ideas, and presenting relevant or current information and providing examples.  


The criteria for grading discussion boards:



Coverage of topic and explains position, applies course concepts, contributes personal experience, includes examples, adds relevant information, which adds to the discussion, or debates the topic. Grading is also based on the following as well - 30% - Relevance + 30% content + 15% grammar + 15% turning the assignment in on time


When additional posts are assigned 40% of the total points will be assigned to the response posts which will include- Valid response to one other posting, stating the reason you agree/disagree or adding additional material.



Individual chapter assignments will be either located on the website or within the chapter context.  You will need to read the directions for completing each assignment within the syllabus or within the announcements.
Group assignments will require each person to participate in the work assigned. They will consist of Internet, library, research and group discussion boards.  To communicate with your group, discussion boards are provided for use by only team members.  As a team you will need to decide which discussion you will use for communication.  E-mails are not recommended as a form of group communication. All work contributed by each group member must be posted on the group discussion board for each week there is a group assignment.  Groups Assignment grades will be adjusted at the end of the quarter based on Peer Evaluations. And during the quarter as necessary.
Criteria for the grade for group assignments;



Grading criteria for assignments:

Coverage of topic and explanation of  position, applies course concepts learned, contributes personal experience(s), includes examples, adds relevant information which adds to the discussion, or debates the topic and is pulled together in a post as a combined group answer!!. Group postings should not be written in first-person; these are group assignments.

You have to include only those group members in the post or email. Be sure to indicate when submitting assignments, the group members who participated as well as those who did not.  
Grading is also based on the following as well – 
Composition:  35%

Content: 50%

Creativity:  15%

	Explanation of Grading Rubric

Composition

	- Organization of the paper

	- English composition including sentence structure

	- Use of headings

	- Correct use of grammar, spelling and punctuation

	- Absence of typographical errors

	- Adherence to length and format guidelines



	Content

	- Quality of the coverage of action items/assignment requirements



	Creativity

	- Evidence of creativity in format

	- Evidence of creativity in content

	- Evidence of creativity in overall presentation of assignment guidelines



Mirrored Business 

Plan:


This plan will be developed in groups that will be set up by the professor.  The group members will be notified as to which group they belong.  The group you are assigned to will be the group the student will participate in through out the quarter on all group exercises and the group project. 

This project will need to be worked on throughout the entire quarter; it is not stated in the assignments but is expected.

Each group will pick a business of interest.  As we progress through each chapter in the book you will research the already established company as it pertains to those chapters that we are learning. Each member will be responsible for specific parts of the paper – this is decided by the team as to who does what.
The paper (maximum 6 pages in length) is due the last week of the quarter on the Monday of Finals Week. This is emailed to the Professor within the Angel Email.
Your paper must include the following (Use the Business Plan Model in your text for more information):

a) Cover Page with Group Members Listed

b) Name, mission and goals of the business 

c) Ethical policies and social responsibility

d) Global Participation

e) E-business 






f) Type of business Ownership

g) Service or/and product they provide

h) Management, leadership and organizational structure 

i) Marketing 

j) Human Resource policies and training and development

k) Financial and Investment overview 

l) A summary of what each student learned individually, as well as overall what the group learned and could apply in their professional endeavors.  
a. The individual student and group summaries should be included in the Appendix of your group paper and do not count towards your total paper’s length. 

m) Suggestions regarding the company you chose and how they might improve one or more areas of their business to make them more competitive, effective, etc.  
a. The suggestions for your company should be part of your Appendix of your group paper and do not count towards your total paper’s length.

Select a business to research that is of interest to you and one that you want to learn about.

Make sure there is enough information for you to obtain to complete the plan – using the library, internet, personal & professional contacts, videos, magazines and newspapers.

Decide who will do what in the beginning. 

Take your time and work with care – ask questions – START NOW!

Plagiarism:


All of the work of the student will be in their own words 



and will not be copied from the work of another.  If work is 



copied it will be handled according to College Policy.

Quizzes:
There will be 2 quizzes per chapter for the 16 Chapters covered in this course.  Each chapter has a pre-test which is worth 10 points; take this quiz after reading each chapter.  Review what you have missed and study those concepts in more detail and then return to that chapter and take the post-test which is also worth 10 points. They are listed in the weekly assignments throughout the quarter.  

Withdraw Date:

The last day to drop or withdraw and receive a grade of 




“W” is located in the College Catalog.

PORTFOLIO REQUIREMENT:
THIS CLASS HAS THE PORTFOLIO REQUIREMENT – ALL PROJECTS IN THIS CLASS NEED TO BE KEPT IN YOUR PORTFOLIO WHICH WILL BE REVIEWED IN THE INTERSHIP CLASS.
COURSE ASSIGNMENTS:
THE CHAT ROOMS ARE FOR ANY STUDENT AND ANY GROUP AT ANY TIME!!

DISCUSSION BOARD POSTS WILL BE RESPONDED TO THE FIRST COUPLE OF DAYS IN THE NEXT WEEK AFTER IT IS DUE = IT IS THE STUDENTS RESPONSIBILITY TO GO BACK AND LOOK AT THE INSTRUCTORS RESPONSE TO THE ASSIGNMENT!

Weeks begin on a Monday and end Sunday

Assignments due Sunday at midnight of the current week
All chapters should be read and you should be prepared for each assigned chapter before completing any assignment!!
WEEK 1: September 23 - 27
Syllabus and Website Review
Take the Student Guide to Online Assessment – you must pass with an 80% to move forward in this class – 30 points. 

Individual Post to the Discussion Board- Summary of yourself = 5 points

Read Chapter 1

Chapter 1 - Individual assignment Preparing for Tomorrow’s Workplace #1 page 32 - post your detailed answers to the Chapter 1 Discussion Board = 15 points
Each chapter has a pre-test which is worth 10 points; take this quiz after reading each chapter.  Review what you have missed and study those concepts in more detail and then return to that chapter and take the post-test which is also worth 10 points.

Take Pre-Test Chapter 1 – 10 points

Take Post Test Chapter 1 – 10 points
WEEK 2:September 28 – October 4



Reading Chapters 2 and 3

Chapter 2 - Individual assignment Ethics Activity page 55- post to the Chapter 2 Discussion Board = 20 points

Chapter 3 - Individual assignment Creative Thinking Case questions 1,2,3 page 93 post your answers in the assessment link under Chapter 3 =20 points

Take Pre-Test Chapters 2 and 3 each worth 10 points

Take Post Tests Chapters 2 and 3 each worth 10 points.
WEEK 3: October 5 - 11
Groups will be assigned -Contact Group Members by posting a message about yourself on your team’s discussion board – 15 pts(Individual grade). YOU HAVE TO USE THE GROUP DISCUSSION BOARD FOR ALL GROUP ASSIGNMENTS COMMUNICATION! You will also need to determine GROUP MEMBERS RESPONSIBILITIES.  This has to include a LEADER for each group assignment, ASSIGNMENT DUE DATES (FOR ALL THE GROUP MEMBERS CONTRIBUTIONS) – I suggest all group members have their parts posted to the discussion by Wednesday – the leader can put all the work together and post a review to the discussion board by Friday – comments can be made and adjustments completed to post by Sunday. The leader for the week also makes the additional response post where it is assigned. There are 16 chapters to cover in your mirrored Business Plan that is due at the end of the quarter – you have to set up due dates for this throughout the quarter so that you complete all the information needed.This has to be set up and EMAILED TO PROFESSOR WITH AGREEMENT AND INPUT FROM ALL GROUP MEMBERS BY October 13th – 20 POINTS

Reading Chapters 4 and 5 


Chapter 4 –Individual assignment-Go to Chapter 4 Discussion Board and complete the Ethics Activity that is also on page 121 and post your answers to the Chapter 4 discussion board = 20 points


Chapter 5 – Individual assignment – Creative Thinking Case pages 147-148 and  post your detailed learned answers in the assessment link for Chapter 5 – 25 points. 

Take Pre-tests Chapter 4 and 5 each worth 10 points



Take the Post-test Quizzes Chapters 4 and 5. Each quiz is worth 10 points.


WEEK 4:  October 12 - 18  



Group outline agreement due on October 13th through an email to professor with all group members included in the email.  The subject line must contact the class, group #, and assignment to be accepted – 20 points – your grade will be based on your participation with your group members. 


Read Chapter 6
Chapter 6 -Individual assignment –Creative Thinking Case page 174-175 and post your detailed learned answers in the assessment link under Chapter 6 =20 points
Take Pre-tests Chapter 6 worth 10 points


Take Post Test Chapter 6 worth 10 points.
WEEK 5: October 19 - 25


Read Chapter 7 and 8


Chapter 7 -Group assignment Preparing for Tomorrow’s Workplace page 198 #2 and post your combined group answers to the Chapter 7 Discussion board – 20 points.


Chapter 8 -Individual assignment –Working the Net page 230 #4 – post your answers in the Chapter 8 Drop Box – 25 points. 

Take Pre-Tests Chapters 7 and 8 each worth 10 points


Take Post quizzes Chapters 7 and 8 each worth 10 points.
WEEK 6: October 26 – November 1


Read Chapter 9 and 10


Chapter 9 -Group assignment –Creative Thinking Case pages 255-256 – post your combined group answers to the Chapter 9 Discussion Board = 20 points

Chapter 10 – Individual Assignment – Creative Thinking Case – page 282 post your answers in the assessment link under Chapter 10=15 points

Take Pre-tests Chapters 9 and 10 each worth 10 points

Post Test Quizzes Chapters 9 and 10 must be completed each worth 10 points. 
WEEK 7: November 2 - 8

Read Chapters 11 and 12


Chapter 11 – Group Assignment –Ethics Activity page 315 – post your combined group answers to the Chapter 11 Discussion Board– 20 points.



Chapter 12 – Individual Assignment – Creative Thinking Case pages 341-342



-post your answers in the assessment link under Chapter 12 assignment link – 15 points.


Take Pre-tests Chapter 11 and 12 each worth 10 points


Take post test quizzes chapters 11 and 12 each worth 10 points.


WEEK 8: November 9 - 15


Read Chapters 13 and 14


Chapter 13-Group assignment Working the Net page 373 #4 and #5 and post your combined group answer to the Chapter 13 discussion board = 30 points.


Chapter 14- Individual assignment –Creative Thinking Case on pages 401-402. Post  your answers in the assessment link under Chapter 14 – 20 points
Take Pre-tests Chapters 13 and 14 each worth 10 points.
Take post quizzes chapter 13 and 14 each worth 10 points.
WEEK 9: November 16 - 22

Read Chapter 15 



Chapter 15 -Group assignment Preparing for Tomorrow’s Workplace page 424 #1 and post your combined group answers in to the Chapter 15 Discussion Board. - 20 points.

Take Pre-tests Chapter 15 worth 10 points


Take post test quiz chapter 15 worth 10 points.
WEEK 10: November 23 - 29

Read Chapter 16


Chapter 16-Individual assignment –Creative Thinking Case page 453-454 and post your answers in the assessment link under Chapter 16= 15 points.

Take Pre-test Chapters 16 worth 10 points


Take post test quiz chapter 16 worth 10 points.
WEEK 11: November 30 – December 6

Work on Group Business Plan
WEEK 12: December 7 – 13 FINALS WEEK

Business Plans due – paper 6 pages maximum-emailed to professor in Angel Email - due by Monday December 7th= 200 points.


PEER EVALUATION DUE BY EACH INDIVIDUAL STUDENT –10 points. Put this in the Drop box under week 12.
TEAM EVALUATIONS

YOUR NAME:_____________________________

TEAM NAMES AND NUMBERS:(Check by the number that applies to that team member).

1._______________________________


2._______________________________


3._______________________________


4._______________________________


5._______________________________


6._______________________________
	Evaluation Criteria
	Always
	Usually
	Rarely
	Never

	Leadership/Collaboration:

Contributed to the building of the team purpose; actively listened, shared ideas and knowledge to teams mission.
	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.

6.


	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.

6.

	Work Quality:

Work output was good and concepts were applied.
	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.

6.

	Dependability:

Attended meetings, accessible and communicated as well as individual preparation done for team work.
	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.

6.

	Attitude:

Committed to team effort, considerate of other team members, able to give and receive feedback.
	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.

6.
	1.

2.

3.

4.

5.

6.



