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Textbook:
Becoming a Team – Achieving a Goal; Herrenkohl, Roy; Thomson, Southwestern; 2004.
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.  

Course Description:
This course presents how formal teams are able to do more than just accomplish tasks that the individual alone could not.  Students will learn teams are a union of structure, process, culture, and politics.  

General Policy:
Any student with a documented disability which 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 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:






Class& Team participation:
  50  points






Team/Activities:


245 points






Team Projects:


250 points






Alpha Reviews:


150 points





Final Case Study:


100 points






Journals:



130 points






Total:




925 points

Grading Scale:

Total points
       Grade 
Total points

Grade






925 to 869

A
711 to 684

C






868 to 832

A-
683 to 647

C-






831 to 804

B+
646 to 619

D+






803 to 777

B
618 to 592

D






776 to 740

B-
591 to 555

D-






739 to 712

C+
554 or less

E

Participation Points:
Class participation is considered very essential to successful performance in this course. Each assignment and team work 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:
Any late assignments will automatically be penalized 30%. 





NO assignments or tests will be accepted more than 






1 CLASS 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;



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 and is pulled together in a posted as a combined group answer!!. You have to include only those group members in the post or email.  Grading is also based on the following as well - 40% - Relevance + 30% content + 15% grammar + 15% turning the assignment in on time


When additional posts are assigned 30% 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 and answers are complete and specific to the topic(the leader of the week post the additional response).  10% of the points will be distributed to the one group answer which is representative of the group, provides group name, and is located on the correct discussion board.
Team Activities &

Projects:
A series of activities and projects will be assigned to students to be done in teams. Each team will be given numerous scenarios and through skills learned in the class, be able to successfully complete these tasks as a team throughout the quarter. Each activity and project will require 1 team member (rotating each time) to be the leader and the other members will be led by that individual.  All activities and projects need to be done and recorded in your journals. 
Individual Journals:
Each student is required to keep a journal – within the Journal Blogs that have been set up for each individual in the class.  The journal needs to have a weekly submission containing descriptions of your thoughts and reactions to your experiences with your team members and the team projects and assignments. You will have a final Case Study that will contain information you have used from this journal so it needs to contain detailed learned information.
Final Case Study:
This final case study is described at the end of the syllabus (Appendix A) and all the questions need to be answered completely with detailed learned information from your journals and experiences throughout the quarter. 

Alphabet Review:
This assignment is to be completed every week. It is used to encourage each student to stretch their minds and their collective memories of useful items that have been learned in each chapter. Using at least 13 different letters from the alphabet generate a principle, concept, or conclusion from that chapter that starts with one of the 13 letters you choose.  You will summarize what the principle, concept or conclusion is and explain how you can use this at work, school or home. 
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.

ITS Resources:

Tech Connect: http://www.newarkcampus.org/Departmental/TechConnectweb/default.htm
Student Services:

http://www.cotc.edu/studentlife/
Library:


http://newarkcampus.org/library/

Withdraw Date:

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




“W” is listed in the College Schedule.

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.

PORTFOLIO REQUIREMENT:
THIS CLASS HAS THE PORTFOLIO REQUIREMENT – ALL PROJECTS IN THIS CLASS NEED TO BE KEPT IN YOUR PORTFOLIO AND SAVED TO BE REVIEWED IN THE INTERNSHIP CLASS.
COURSE ASSIGNMENTS

(Subject to change)

Week 1(9/23-9/27): 
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 Biographies – 15 points. You MUST include how many quarters you have taken, what plan of study you are on, where you live, what your interests are and complete description of yourself. I will use these posts to form your teams for the quarter. 

Read Chapter 1 – Review Chapter 1 Power Points –Individual Assignment - Post to the Chapter 1 Discussion Board – Characteristics of effective and ineffective teams – Exercise 1.1 page 12 – do this individually – 20 points
Submit an individual alphabet review (as described above in the syllabus) in the alphabet review drop box – 15 points

Week 2(9/28-10/4):

Teams will be set up by Tuesday, September 29th – go to the Team Discussion Board, Wikis and Drop box folder to find your team.  You must post information about yourself, any contact information and establish leaders for each week – rotating the team leader each week. This must be posted in the team leader discussion board within the week 2 folder – 10 points.
ALWAYS INCLUDE THOSE PARTICIPATING MEMBERS NAMES ONLY WITH ALL ASSIGNMENTS.
Read Chapter 2 – Review Chapter 2 Power Points

Chapter 2 – Team Assignment – Exercise 2.2 pages 31 and 32 – submit your report in the Chapter 2 Discussion Board – 20 points.
Complete your journal entry for week 2 – 10 points.

Submit a team alphabet review (as described above in the syllabus) in the alphabet review drop box – 15 points

Week 3(10/5-11):



Read Chapter 3 – Review Chapter 3 Power Points

Take a Trip to a Foreign Country – Each team will develop a power point, story, video or paper on taking a trip to a foreign country.  Submit your assignment in the Take a Trip Drop Box - 75 points.  All the instructions are listed in the Week 3 Folder.  The team with the best trip will receive 10 points extra credit.
Complete your journal entry for week 3 – 10 points.

Submit a team alphabet review (as described above in the syllabus) in the alphabet review drop box – 15 points

Week 4(10/12-18):



Read Chapter 4 – Review Chapter 4 Power Points



Chapter 4 – Developing an Inventory of Member Skills page 62 and post your team’s report in the Chapter 4 Drop box – 20 points.

Complete your journal entry for week 4 – 10 points.

Submit a team alphabet review (as described above in the syllabus) in the alphabet review drop box – 15 points

Week 5(10/19-25):



Read Chapter 5 – Review Chapter 5 Power Points

Real World Group Presentation - Each team will develop a power point or paper concerning one or more real-world critical issues facing our campus or community. Submit your paper or power point in the Real World Drop Box - 100 points.  All the instructions are listed in the Week 5 Folder. The team with the best presentation will receive 10 points extra credit. 

Complete your journal entry for week 5 – 10 points.

Submit a team alphabet review (as described above in the syllabus) in the alphabet review drop box – 15 points

Week 6(10/26-11/1):

Read Chapters 6 and 7 – Review Chapters 6 and 7 Power Points

Chapter 6 – Exercise 6.1 page 97 - Who Should Lead?  - Post your team’s detailed learned answers to the Chapter 6 Discussion board – 20 points.

Chapter 7 – Exercise 7.1 – Event Planning page 113 – Post your team’s detailed learned answers to the Chapter 7 Discussion board – 20 points.

Complete your journal entry for week 6 – 10 points.

Submit a team alphabet review (as described above in the syllabus) in the alphabet review drop box for both chapters – 15 points

Week 7(11/2-8): 


Read Chapter 8 – Review Chapter 8 Power Points



Watch the video in the Chapter 7 folder – Twelve Angry Men and answer the questions posted in the Twelve Angry Men Discussion Board as a team– 75 points. The team with the best answers will receive 10 points extra credit.
Complete your journal entry for week 7 – 10 points.

Submit a team alphabet review (as described above in the syllabus) in the alphabet review drop box – 15 points


Week 8(11/9-15):



Read Chapters 9 and 10 – Review Chapters 9 and 10 Power Points

Chapter 9 – Team -Exercise 9.1 pages 143 – 144 – post your team’s answers to the Chapter 9 Discussion board – 20 points.
Chapter 10 – Team –Exercise 10.1 page 161 – post your team’s answers to the Chapter 10 Discussion Board – 20 points

Complete your journal entry for week 8 – 10 points.

Submit a team alphabet review (as described above in the syllabus) in the alphabet review drop box for both chapters– 15 points

Week 9(11/16-22):



Read Chapters 11 and 12 – Review Chapters 11 and 12 Power Points



Chapter 11 – Team – Exercise 11.1 – Develop an Evaluation Plan – post your team’s detailed learned answers to the Chapter 11 Discussion Board – 20 points.



Chapter 12 – Team – Exercise 12.1 – Improving Team Performance – post your team’s detailed learned answers to the Chapter 12 Discussion Board – 20 points.

Complete your journal entry for week 9 – 10 points.

Submit a team alphabet review (as described above in the syllabus) in the alphabet review drop box for both chapters – 15 points


Week 10(11/23-29):


Read Chapters 13 and 14 – Review Chapters 13 and 14 Power Points



Chapter 13 – Traits of Leadership – Your team will identify qualities of leadership believed to be useful for success in today’s business world.  A more detailed description is in the Week 10 folder – post your answers to the Chapter 13 Discussion Board – 20 points.



Chapter 14 – Teams – Exercise 14.1 – page 217 – post your teams detailed learned answers to the Chapter 14 Discussion Board – 20 points.
Complete your journal entry for week 10 – 10 points.

Submit a team alphabet review (as described above in the syllabus) in the alphabet review drop box for both chapters– 15 points


Week 11(11/30-12/6):
Work on Final Case Study due Monday, December 7th in the Final Case Study Drop box = located in the Week 12 Folder – 100 points.
Submit a peer review on your team members and submit in the Week 11 Drop Box. – 15 points

Week 12(12/7-13):

All Assignments are due by Monday, December 7th – no assignments will be accepted after this date.

APPENDIX A
Final Individual Report/Case Study
The goal of this report is to give you an opportunity to review what you have learned and your reactions to what was covered in the course. Particular attention should be paid to what you learned from working as a team member. The emphasis is on learning. You need to cover the following items.

Journal Entries
*Review your journal entries

*What would you say are the most important things you learned about teams and teamwork during the quarter?

*Considering your own skills, what do you feel that you contributed to your team’s activities? In the future, would you change the way you contribute?

*What aspect of the course, i.e, discussions, activities, projects, team member interactions, etc., were the most difficult for you? Easiest for you? Why? 

*Are there aspects of your own performance that can be improved?

*How much satisfaction did you experience from being a member of your team? Why?

*How would you evaluate your team’s performance? What were its strengths? What were its weaknesses?

*What aspects of your team’s activities still need improvement? How might this be achieved?

Leadership

*What is the most important thing you learned about leadership?

*How would you describe your team’s leadership strategy? Did it work well?

*What advice would you give a newly formed team about the best way to handle leadership issues for their team?

Team Development

*Do you feel that your team improved its functioning and performance as the quarter went on? In what ways?

*Were there ways in which your team functioned less well as the quarter proceeded? In what ways?

*Overall, what were the differences in the way your team functioned at the beginning and toward the end?

The Course

*What about the course did you learn the most from? Less from?

*What about the course do you feel could be improved?

*Is there anything that needs to be added?

*Are there ways in which experiences in this course influence your views of or participation in other teams of which you are a member? If ‘yes’ describe.

