[image: image1.jpg]BARNED EXCELLENCE

THE BEST BUSINESS SCHOOLS
T Tre Wontn



[image: image2.png]SAVANNAH STATE
UNIVERSITY




                                                                                                                               [image: image1.jpg]                                                                                                             

Instructor:
S. K. Bradford

Location:
Howard Jordan- Room 123

Phone: 
(912) 358-3390(campus)


E-mail:
bradfors@savannahstate.edu
Office Hours:  Mon 10:30am-12:30pm & 4pm-5pm



 Wed By appointment



 Thurs 10:30am-12:30pm & 4pm-5pm
Course Description
This seminar series is required for all undergraduate business students.  One course is to be completed each academic year beginning with the freshman year.  Each course serves as a prerequisite for the following course in the series.  The courses are designed to help students identify, appreciate and capitalize on natural strengths that will enable them to communicate, learn, and think more effectively. Students will be able to make critical decisions more efficiently and set realistic goals for success in college and the world of work. Prerequisites: None

Required Materials

· You will need an SSU e-mail (user ID and password available in PAWS) and E-learning account immediately
· You will need a registered CPS Unit by Tuesday, August 27th in order to remain in the course.
Course Objectives & Learning Outcomes

· Enhance developmental & interpersonal skills

· Explore various leadership frameworks and student development models

· Develop and demonstrate critical thinking and information literacy skills through experiential exercises, written and presentation assignments

· Create an authentic community/team while reflecting on the group dynamics, conflict, and small group theory

· Gain an awareness of how to work with multicultural and multiethnic individuals, groups and communities

· Explore current student life topics that impact new students, including alcohol and drug use, violence and harassment, sexual health and self esteem issues 
Instructional Procedures and Methods
The instructor will utilize a combination of methods to deliver instruction including:

· Class lecture

· Self study; case studies

· Videos, articles & reports

· Guest speakers; student presentations

· Peer Tutoring; team/partner teaching

Additionally, students may be asked to attend professional meetings, seminars and functions to reinforce classroom teaching. The incorporation of these methods is used to enhance learning experience.

This course incorporates information literacy, in which students will be required to access, evaluate, and use information effectively, ethically and legally, and to complete the Standardized Assessment of Information Literacy Skills (SAILS) exam. 
Electronic Devices (CELL PHONES, PDA'S, BLUE TOOTH, IPODS, MP3 PLAYERS, ETC.)

No electronic devices are to be seen or heard during regularly scheduled class time, quizzes, tests, or examinations - (note that this includes earpieces and ear buds).  If any are observed or heard during class, the student will be excused from class; and should such devices be observed or heard during assessment periods, there will be the presumption of academic dishonesty.  Those found to be in violation of this policy will be subject to the consequences for academic dishonesty under the College of Business Administration Policy on Academic Dishonesty.

ACADEMIC DISHONESTY

If academic dishonesty (as defined in the Code of Student Conduct) is established, then the minimum penalty for the offending student will be a grade of ZERO for the assignment (as per university policy).  However, students should be apprised that the instructor may well assign a penalty grade of F for the semester and request that the student is expelled from

the university.  In all cases, students are apprised that all incidents of academic dishonesty will be reported to the Office of the Dean of the COBA, the COBA Student Services Office (for inclusion in the student's academic record) and to the Vice President for Student Affairs. 
Plagiarism

Students should be aware that the professor will use various forms of internet software to detect cheating and plagiarism.  

Definition:

Plagiarism is intentionally or carelessly presenting the work of another as one’s own. It includes submitting an assignment purporting to be the student’s original work which has wholly or in part been created by another person.

 It also includes the presentation of the work, ideas, representations, or words of another person without customary and proper acknowledgement of sources. Students must consult with their instructors for clarification in any situation in which the need for documentation is an issue, and will have plagiarized in any situation in which their work is not properly documented.

Clarification:

1. Every direct quotation must be identified by quotation marks or appropriate indentation and must be properly acknowledged

by parenthetical citation in the text or in a footnote or endnote.

2. When material from another source is paraphrased or summarized in whole or in part in one’s own words, that source must be acknowledged in a footnote or endnote, or by parenthetical citation in the text.

3. Information gained in reading or research that is not common professional knowledge must be acknowledged in a parenthetical citation in the text or in a footnote or endnote.

4. This prohibition includes, but is not limited to, the use of papers, reports, projects, and other such materials prepared by someone else.

5. Students may not use work submitted previously by anyone (including student) without  prior approval from professor.

Disability Accommodations 

If a student has a documented and declared disability, reasonable accommodations will be provided if requested by the student according to the recommendations of the office of Counseling and Disability Services (CDS). Contact number(s) (912) 356-2285 / (912) 303 1650.

PROFESSIONAL EXPECTATIONS
Student/Classroom Conduct and Course Expectations
· Class disruptions which interrupt the educational process will not be tolerated in accordance with the academic Code of Conduct described in the Student Handbook.  Such disruptions include (but are not limited to) talking during class that is not related to class discussion. Students who consistently talk during lectures and class discussions will be asked to leave. This may result in a zero for the day for class participation and attendance.

· Cellular phones, pagers, radios and similar devices are prohibited from use in class. *These devices should not be visible at all during class. Students who use these devices in any way will be asked to leave the classroom and incur the penalty of an unexcused absence. Students who have and/or use cell phones during an exam or quiz will be ejected and receive a grade of F for the exam or quiz. 

· Students are expected to check Elearning daily for e-mail, assignments, changes and/or modifications to the schedule, coursework or assignments, etc. Therefore, it will be necessary for all students to update their e-mail addresses in PAWS and become familiar with SSU’s e-learning resource immediately.

· Read and outline material before class.  Make notations of salient points as preparation for class discussion, assignments & exercises.  

· Take comprehensive notes during class.  Rewrite notes to compile study guide while material is fresh. (Test/quiz material will be derived from a combination of in-class discussions, guest lectures, student presentations, and other coursework).

· Students are responsible for obtaining material from the instructor that may have been distributed in class on days when he/she was absent.

· In the event of an absence, students have one week from the missed day to turn in the proper documentation for an excused absence. For example if the student was absent on Wednesday, he/she has until next Wednesday to provide written documentation for that missed day.

· It is highly recommended that students avail themselves of Writing Lab for help with all writing assignments. For more information about Smarthinking, contact Dr. Josephine Foster, Assistant Coordinator, ReWrite Connection, at 303-4353.

· Students are expected to bring all course materials each class session.

· Students are expected to remain in the Auditorium for the duration of class.  Should a student leave at any time, without notification/authorization of instructor, the student will incur the penalty of an unexcused absence. 

Attendance & Participation 
Attendance in every class session is expected for the entire class period.  Attendance will be taken at the beginning of each class session and may be verified at the end of the class session as well.  It is expected that students remain in the Auditorium throughout the duration of class.  Unless in cases of extreme emergency that are approved in advance by Instructor, students who leave during class may incur the penalty of an unexcused absence; points will be deducted from your grade for each unexcused absence.

*Students may be excused from class by providing medical documentation, military documentation, University documentation authorizing absence or documentation of the death of an immediate family member only.  Students must provide this documentation within 1 week of absence or the absence will be considered unexcused.  

Tardiness will not be tolerated.  After the door closes, do not enter the classroom. *In cases of extreme emergency, you may be allowed to enter class if you make arrangements with the instructor to do so before class starts.  Should you enter after the door closes without making previous arrangements with the instructor to do so, you will incur the penalty of an absence therefore your presence will not be acknowledged & you will incur the penalty of an unexcused absence.  Early out (or leaving auditorium without permission) is considered an unexcused absence unless advance notice is given to and approved by instructor. 

An absence does not relieve the student of responsibility for knowledge of classroom materials, examinations, cases, assignments and/or the submission of any report(s), etc., nor the consequences of a late submission.

Exam day absences-if a student has an excused absence on exam day, he/she will be allowed to substitute the final exam grade for the missed exam. An original (not photocopied) written and signed medical excuse must be submitted in order to be eligible for grade substitution. This option is allowed only once during the semester.
Presentation day absences-No excuses are accepted for presentation day absences; presentations cannot be made up.
Grading Scale
All grades in this course will be based on 100 points.  **Please be advised, in order to successfully complete this course, the student’s overall average must be greater than 69.5.  Thus, for example, should a student end the course with an average of 69.44, the student will receive a grade of “D” and will need to repeat the course.

***If a student’s course average at Midsemester is such that there is no mathematical possibility for the student to pass the course, the Instructor will inform them that they will be required to withdraw from the course.

Grade Distribution:

90-100 = A

80-89 = B

70-79 = C

60-69 = D

< 60

= F

Exams






20%

Dress & Attendance




20%

Dyad






20%

Weekly Journal




10%

Assignments 





10%

Group Project/ Presentation



20%

Total






100%

EXAMS = 20% of Final Grade

All quizzes will be given during the first fifteen minutes of class. Quizzes/exams may be announced or unannounced; therefore students should review course materials on a daily basis. Students who enter the classroom after the quiz/exam is distributed will not be allowed to take it.  Students are not permitted to leave the classroom during an exam.  

DRESS & ATTENDANCE = 20% of Final Grade

It is expected that you conduct yourself as a business professional and practice life experience while taking this course.  Therefore, a conservative business dress code will be observed for the duration of the semester; business professional dress expected every class session beginning Tuesday, August  20th .  You will be graded on your adherence to the professional dress policy.  Each student starts the semester with 100 points in this section.  **There will be a minimum 15 point deduction in this section for each time a student fails to dress professionally for class.  

Attendance in every class session is expected for the entire class period.  Attendance will be taken at the beginning of each class session and may be verified at the end of the class session as well. 15pts will be deducted for each unexcused absence.

Acceptable Business Professional Dress: 







FOR WOMEN:

Basic 2-Piece Suit:
A suit is a must!  Choose classic colors such as navy blue, black, and gray.  The jacket is the most important item of professional clothing at all times.

Suit Skirt:
   The length of the skirt should be no shorter than 2 inches above the knee so that 
   your thighs will not show when you sit or cross your legs at the ankle.  The split
   should be in the back, 3-6 inches.  Avoid overly tight skirts; they are 
   unacceptable for business.

Pantsuits:
   Are acceptable for business/professional dress.   Choose classic colors such as navy blue, black, and gray.  Pantsuits must be of the same fabric.

Suit Blouses:
   Select sophisticated, complimentary colors, e.g., white, light pink, light blue,
   eggshell/off white, beige in silk or cotton.  Low necklines and sleeveless blouses are unacceptable.

Hosiery:
   Always wear hosiery, colors should be slightly darker or lighter than your skin tone.   NO RUNS. No designer or fancy hosiery, e.g. flowers, bows, etc.

Shoes:
   Wear black, brown basic pumps with moderate heels of 1.5 or 2 inches to match wardrobe.  Avoid suede, pattern, multicolor trimming, and gold toe, etc.

Jewelry:
   Don't wear anything that dangles or jingles.  Wear small stud pearl, gold or silver 
   earrings.  One ring per hand.  Chain bracelets are acceptable.  Charm bracelets are 
   not professional.  If you have more than one piercing in your ear, adorn only one
   per ear.  Wear no more than 3 pieces of jewelry.


Hair:
   If longer than shoulder length, it should be neatly styled or pulled back from the 
   face and secured.  No highly styled trendy designs or colors.

Fingernails:
   Keep nails clean, well manicured, and short.  Clear polish is always appropriate.  If
   you do wear a color, don't be garish and always match nails and lip color 
   appropriately.  No designer nails.

Makeup:
   Use neutral (skin color) tone.  Avoid mascara rings under the eyes.








FOR MEN:
Suit:
    A suit is a must!  Conservative 2 or 3 buttons single or double-breasted suits are
   acceptable.  Acceptable colors are navy blue, black, and gray .  No 4,5, or 6 
   button suits.  Long suit jackets are not acceptable.

Trousers:
   Jeans, Dockers, and Nautica are unacceptable for business/professional dress.

Shirt:
   Shirt should be long sleeved white, light blue, or beige (French cuffs are
   acceptable).  Conservative ties with subtle patterns.  Band collar unacceptable.
   Short-sleeved shirts are accepted with a suit.

Jewelry:
   Appropriate jewelry includes a conservative watch and one ring per hand.  Do not
   wear earrings, bracelets, or gold chains.  Cuff links should be small and simple. 
   Lapel pins are acceptable if professional organization is being represented, 
   fraternity pins, or large rings are not appropriate for business.  Limit jewelry to 2
   to 3 pieces.  Gold cap or teeth are not acceptable for business.

Hair:
Hair should be neatly trimmed, also, moustache, sideburns and beards.  *Braids will be tolerated for men in BUSA 1101 & 2101 if brushed, combed neatly, and trimmed.  Longer hair must be neatly styled or pulled back from the face and secured.  However, please know that men with braids and/or dreads will not earn dress points in BUSA 4101.


Shoes:
   Shoe color should be black, blue, brown, or cordovan (burgundy), and SHINED.
   Loafers, lace-ups, penny loafers, and wing tips are acceptable.  Patent leather
   shoes, sandals, and brogans are unacceptable.  Shoe should have no metal
   ornaments on them.

Hose:
   Men should wear dark, mid-calf length hose so that skin is not seen when legs are
   crossed.


Belt:
Wear a black, blue, gray, burgundy, or brown leather belt.  The belt should match
your shoe color.  Suspenders should be the same color as suit.
Please be aware that certain attire is never acceptable (see Dress Guidelines below); students in violation of the dress code will be required to leave class and incur the consequences of an unexcused absence.  
Not Acceptable At Any Time:


	Gentleman and Ladies:

	Ill fitting or tight clothing/ultra short clothing

	Pajamas or loungewear

	Spaghetti string tops, strapless tops

	Bare midriff  or revealing clothing of any type

	Hats/Head scarf/Head wraps (unless for religious purposes—must be disclosed to instructor)

	Earrings (males)


Because this course is designed to effect change in the behavior of students in Savannah State University’s College of Business Administration, should the professor find you in  violation of the above dress policy anywhere in the College of Business Administration, it  could impact your grade in the Leadership & Professional Development course.
Weekly Journal = 10% of Final Grade

Students are expected to maintain a weekly journal using the Discussion Tool beginning Sunday 1/18.  Each entry should be a minimum of 3 full paragraphs, reflecting on your professional growth and the development of the specific leadership skill(s) assigned for that week.  *Anything less than 3 full paragraphs will receive a grade of zero. *Because you are using the discussion tool, you must follow the Course Communication Rules to receive credit for this assignment.
Dyad Encounter = 20% of Final Grade

Students are expected to complete Dyadic Encounters outside of class.  During weeks when the dyad is assigned, you will be assigned a “Dyad” partner to spend time with during the week.  During this Dyad, students should experience something outside of their usual activities.  Students are encouraged to explore diverse activities/organizations, attend performances, political rallies, and religious services, eat unusual foods, et.  The dyad is also an opportunity to discuss issues/topics in more depth with your peers.   

The dyad partner will be assigned by the Professor weekly.  Each dyad is expected to have their activity approved/accepted by the professor no later than midnight on Thursday in order to receive credit for the assignment.  Students are to then submit a Discussion entry on Desire2Learn describing the encounter by midnight on the following Sunday in order to get credit for the activity.  *Only approved activities will be graded.  Students do not have the ability to change partners once assigned. 
The word “dyad” means “2”; these assignments cannot be completed alone.  If you cannot connect with your dyad partner, you must notify professor before midnight on Thursday to be reassigned.  Documenting false information will be considered academic dishonesty subject to the penalty of any other ethic violation.  To verify your activity, the dyad should take a photo and attach to the write-up.  Both partners must be in the photo along with an “item” verifying the experience or you will not receive credit for the activity. Students must submit their own write-up of the experience.
Group Assignment- 20% of Final Grade

Working in small groups, students will be responsible for planning and organizing activities for benevolent causes ie: Susan G. Koman Foundation, Toys for Tots, Hunger Relief, etc..  Students will be challenged to raise awareness of the issue and/or cause by designing a marketing/fund raising campaign around a theme.
You will be graded on 1) originality of your marketing strategy and 2) how well your team works together. 

Each team is required to meet with the professor during planning stages of the project.  Teams must have marketing strategy (campaign) approved by the date announced in order to proceed and earn full credit for the assignment.  All activities must be complete before the end of the semester; an in-class presentations on the experience will be required.
Be responsible to your team!  Your teammates will ultimately decide your final grade for this project. Teammates also have the ability to fire you if you fail to contribute to your team.  Any ‘fired’ teammate will be required to complete the project alone.
Assignments- 10% of Final Grade- Late assignments are never accepted!
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	DATE
	Chapter/Topic
	 
	 
	 

	1
	13-Aug
	Course Introduction & Overview
	 
	 
	 

	 
	 
	 
	 
	 
	 

	2
	20-Aug
	Are YOU a Collegian
	 
	 
	 

	 
	 
	 
	 
	 
	 

	3
	27-Aug
	The Environment of Business
	 
	 
	 

	 
	
	
	
	
	 

	4
	3-Sep
	10 Skills
	 
	 
	 

	 
	 
	 
	 
	 
	 

	5
	10-Sep
	Emotional Intelligence
	 
	 
	 

	 
	 
	 
	 
	 
	 

	6
	17-Sep
	Diversity Awarenss
	 
	 
	 

	 
	 
	 
	 
	 
	 

	7
	24-Sep
	The Power of Perception
	 
	 
	 

	 
	 
	 
	 
	 
	 

	8
	1-Oct
	Guest Lecture
	
	
	 

	
	 
	 
	 
	 
	 

	9
	8-Oct
	Midterm Exam 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	10
	15-Oct
	Leadership & Followship
	
	
	 

	
	
	
	
	
	 

	11
	22-Oct
	Stages of Team Development
	 
	 
	 

	 
	
	 
	
	
	 

	12
	29-Oct
	Guest Lecture
	 
	 
	 

	 
	 
	
	
	
	 

	13
	5-Nov
	Interpersonal Communication
	 
	 
	 

	 
	 
	
	
	
	 

	14
	12-Nov
	Process of Finding a Job
	 
	 
	 

	 
	 
	
	
	
	 

	15
	19-Nov
	Group Presentations
	 
	 
	 

	 
	
	
	
	
	 

	16
	26-Nov
	Group Presentations
	 
	 
	 

	 
	 
	 
	 
	 
	 


