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Foundations of Organizational Behavior and Administration
	
	Fall 2010

	
	Section
	
	04475 | Mon/Wed 8:00 to 9:30a.m. | UTC 2.112A
04480 | Mon/Wed 9:30 to 11:00a.m. | UTC 2.112A

	Instructor
	
	Dr. Kristie Loescher

	Office
	
	CBA 2.216

	Email
	
	Kristie.Loescher@mccombs.utexas.edu 

	Phone
	
	(512) 471-9318

	Office Hours
	
	Mon/Wed 11:00 to 12:00p.m. 
Tue/Thu 12:30 to 1:30p.m. and by appointment


	Teaching
Assistants

	
	Larry Anazia (larry.anazia@gmail.com) 
Office Hours: 	TBA and by appointment CBA 2.216 

Ankit Bansal (ankitbansal23@gmail.com)
Office Hours :    TBA and by appointment CBA 2.216            

	
	
	


Prerequisites
· Upper division standing (completion of a minimum of 60 credit hours)

Course Description 
This upper-division course is designed for non-business majors. The course is structured to provide students with an introduction to management of organizations and organizational behavior. Emphasis is placed on the importance of ethical leadership in organizations.
Course Objectives 
1. Explore the management functions of planning, organizing, leading, and controlling at the individual, group, and organizational level
2. Analyze how cognitive, behavioral, and emotional outcomes contribute to  and sustain organizations, identifying processes and methods that can improve the behavior, attitudes, and effectiveness of organizational members, with a particular emphasis on ethical decision making and change management
3. Apply organizational behavior and management theories to practice in the classroom, organization, and society through readings from modern management literature

Required Materials 
	Textbook 
	A custom textbook (available at the co-op) containing:  One-Key passcode for access to online content, Management 10th Edition by Stephen Robbins and Mary Coulter, and selected articles from The Manager’s Bookshelf, 8th Edition by Jon Pierce and John Newstrom. ISBN: 0558689000 (Publisher: Pearson)

	
	

	Blackboard
	Homework assignments must be completed on Blackboard


	Readings 
	In addition to Manager’s Bookshelf, other required and supplemental readings are provided on Blackboard.  See Class Calendar for reading assignments.



Grading 
The course grade will include the following components: 

Exam #1			25%
	Exam #2			25%
	Exam #3			25%
	Homework			15%
	Class Attendance		10%
	Final Exam - Cumulative	Optional – replace or improve an exam grade
Due to the large class size, make-up exams will not be available and earlier alternative test dates will only be available with prior approval and with documentation of exigent circumstances.  However, the final exam is optional and may be used to replace a missing or low exam grade.  Students requiring accommodation for exams must present their SSD accommodation letter to the instructor as soon as possible before an exam.  
No exceptions will be made to the uniform final exam date provided by the registrar (the date for the uniform final will not be available until about three weeks before the end of the semester).  Since no make-up exams are offered besides the final, if you plan to leave campus before the end of the final exam period, it is recommended that you switch to another section of MAN 320F.
You may earn up to 2% extra credit for either (1) participating in approved research studies during the semester or (2) writing a 10-page paper discussing research from at least 2 management journal articles.  Option 2 requires prior approval of topic and journal articles from the instructor by mid-term and final paper submission one week before the last class day.  Announcements regarding new research studies will also be posted through Blackboard.  Full instructions for both options are listed online at: http://www.mccombs.utexas.edu/dept/management/programs/subjectpool.asp
The course grade will be computed as follows.  Class grade curves are generally avoided, assume exact score required for the listed grade (e.g. 89.50  is a B+; 92.50 is an A-; no rounding).
A 	93.0 and above	Excellent - indicates mastery, professional level
A- 90.0-92.9
B+	87.0-89.9
B	83.0-86.9		Good - respectable level for business environment
B-	80.0-82.9
C+	77.0-79.9
C	73.0-76.9		Average - marginal for business environment
C-	70.0-72.9
D+	67.0-69.9
D	63.0-66.9		Insufficient mastery - unacceptable for business environment
D-	60.0-62.9
F	59.9 and below          Unsatisfactory

During the semester, homework quiz grades, exam grades, and attendance points will be posted on Blackboard. Extra credit will be tracked on the subject pool website (http://mccombsmanagement.sona-systems.com/).  All grades will be centralized onto Blackboard at the end of the semester.  Please raise questions about potential data entry or calculation errors with the TA within one-week of grade posting.  
To respect each student’s privacy, individual grades are never discussed over email or phone.  You may email the TA to initiate an investigation into missing/incorrect grades, but to verify grades, please see the TA or instructor in person.  
The final grade assigned in the course is an informed and final evaluation and not open for discussion or negotiation.  Any lobbying efforts (i.e. asking for a higher grade because you want one, need one, etc.) will not be tolerated.  No additional extra credit assignments are offered to individual students.  
Meeting Your Grade Goals
First, review this syllabus and the course requirements carefully.  There are many opportunities provided to help you succeed in this course.  However, you must take advantage of them throughout the semester since the assignments and extra credit opportunities are time-limited.  A full 25% of your grade is determined solely by your class attendance and completion of attendance quizzes, with an additional 2% available to add to your final grade through extra credit.  
To make your desired grade in this course, your exam scores, homework, and attendance record must earn the points tied to the grade-level standards indicated above.  Please note that grades are based on your output, not your effort, nor your improvement.  I expect upperclassmen to have the time management skills to evaluate course requirements and complete them on time, or accept the consequences of their choices with the maturity of seasoned students.  
Please see the instructor for guidance early in the semester if you are not meeting your grade goals.  A free learning styles assessment is offered (see link on first day of class calendar) to provide you with personalized guidance on effective learning approaches.  Any member of the teaching team is happy to assist you in using this information to devise a more successful study system.  
It is always disappointing to hear from students at the end of the semester who did not take advantage of attendance, homework, and/or extra credit and then are only one or two points away from a higher grade.  Do not be one of them! All choices have consequences – even ‘right’ ones – so skipping class/studying less to meet other legitimate life needs does not excuse you from getting the grade you earn in this class.  The instructor will not discuss or consider any grade changes at the end of the semester (regardless of special circumstances, catastrophes, improvement, good intentions, needs, desires, etc), so please put your effort into this class throughout the semester and/or accept the consequences of your choices.  
Attendance 
Reliable and punctual attendance is critical in the workplace.  As a business class, this course is designed as an opportunity to begin to practice good business habits.  While formal attendance will not be taken in class, unannounced quizzes will be given periodically during the semester and the results will constitute 10% of the final grade.  These short quizzes, each worth 2% of your grade, cover the day’s lecture material and are given sometime during the class period (i.e. no preparation is required, you just have to be there).  While there are no make-ups for attendance quizzes, there will be 6 quizzes given during the semester and only 5 are required for full credit.  Please check Blackboard to verify your attendance points.  Any missing points must be discussed within one-week of posting.

This system is designed to reward those students who make class attendance a priority.  All sections of MAN 320F have some system of rewarding attendance.  Students with other priorities (e.g activities, jobs, etc.) are welcome in this class and can certainly achieve a passing grade by completing the homework, doing the assigned readings, and taking the exams, but should not expect an A.  Similarly, students adding the class late who miss the first attendance quiz will not be given any credit or make-up for that quiz.  Note that late adding students can still earn full attendance credit with 5 quizzes, but have lost the opportunity to miss a quiz without grade penalty.

You are welcome to attend either lecture offered each class day (8:00 or 9:30) regardless of your registered section.  Attendance quizzes taken in either section will count towards your attendance grade. However, there are two important caveats:
1. You MUST take all exams during your registered section time.  
If you do not take the exam with your registered section, you will be given a zero (0) for that exam and expected to take the final exam to replace this grade.   See exam policies section for more information.
2. Switching back and forth between sections may cause you to miss attendance quizzes.  Since attendance quizzes are given randomly and typically on different days in different sections, switching back and forth is highly discouraged.  Pick a section (either 8:00 or 9:30) and attend it regularly.  There is typically no harm in occasionally attending a different section from the one you usually attend since you can miss one attendance quiz and still earn full attendance credit (6 quizzes are given and only 5 are needed for full credit).  There are no make-ups or allowances for attendance quizzes missed due to section switching, so please remain consistent.

The ONLY time an absence can be exempt from this policy is for observance of a religious holy day (see University policies below) or in the case of exigent circumstances. Attendance quizzes are not typically held on religious holidays, but please contact the instructor in advance if you are missing class for this purpose to assure you are not inadvertently penalized.  Exigency is defined as any situation that causes you to become physically or emotionally unable to attend class, as judged and documented by the Office of the Dean of Students. If you think your physical illness or emotional duress might qualify as exigency, please request a letter from your doctor and make an appointment with Services for Students with Disabilities or the Counseling and Mental Health Center.  I must receive an accommodation letter authorized by the Dean of Students to exempt you from the attendance policy. 
This course is intended for registered students listed on the course roster.  Professional note takers are strictly forbidden from attending the class.  You may tape record the lecture, but you are to use the tapes only for your own personal educational benefit.  
Communication
E-mail and attending office hours are the preferred methods of communication.  Please consult the TA with questions regarding exams, grades, attendance, and other general class concerns.  You may address any member of the teaching team (preferably in office hours) with questions regarding applying class topics in the real world or to discuss any personal management dilemmas, concerns, or issues.  You are also welcomed and encouraged to come to my office hours to introduce yourself and chat.

Please put “MAN320F 800” or “MAN 320F 930” in the subject line of all e-mails.  E-mails without this subject line risk not being seen or addressed.  Please also include your full name at the end of your e-mail (particularly those of you without your name in your e-mail address).

E-mails to any member of the teaching team will be answered within 1 working day.  Remember to consider the audience in your e-mail communication.  Please keep e-mails professional and polite; e-mails with unprofessional/rude tone or content will not be answered, and you may be required to meet individually with me.
Lecture Policies 
Your questions and observations are welcome during lecture.  Please feel free to ask for clarification if a point is unclear.  You may also e-mail the instructor with questions you would like addressed in the next lecture.  If I determine you need more individual attention, I may ask that you see me after class or in office hours in order to meet your specific needs more appropriately.
In an effort to create a classroom environment in our large lecture hall that remains conducive to learning, please remember to follow these rules every day:
1. Turn off all cell phones and pagers – if you forget, turn it off quickly.  Please do not take any calls in the classroom.  If you are expecting an important call, sit by an exit and step outside to take it
2. Put away all newspapers, books, and other materials not related to our class – keeping your attention on the lecture helps you and helps me.  You are not expected to bring your textbook to class, but please do so if you find it helpful.  Feel free to take notes on your laptop.
3. Avoid side conversations.  The classroom acoustics make these very distracting for your fellow students. 
4. Treat your fellow students and professor with respect by being polite and considerate.  In particular use inquiry more than advocacy in discussions: “seek first to understand, then be understood” (Stephen Covey)
Lecture notes are posted on Blackboard at least 24 hours prior to each lecture (in the Lecture Slides folder under the course documents tab).  I encourage you to use them in class to facilitate your note taking.  Note that many class concepts are discussed only in lecture and are not covered in the textbook.
Homework Policies 
The homework quizzes are found under Blackboard’s Assignment tab.  Homework quizzes are assigned for each chapter and each quiz is worth 1% of your grade.  Note that quizzes are available only for a limited time (minimum seven  days) and must be completed by the due date listed on the class calendar.  Once a quiz expires, it will not be reposted. 

You must complete 15 quizzes offered throughout the semester for full credit.  There will be a couple extra quizzes posted for chapters not covered in class to allow students to make-up missed quizzes.  However, only chapters covered in class will be on exams.  

You may take each quiz a second time as desired to improve your grade.   Be sure to hit the “Submit” button when you complete a quiz.  Note that each time you open a quiz, the system will assume you are taking it again and will wipe out your previous grade (if you see a symbol instead of a grade on Blackboard, you must reopen the quiz, complete it, and hit submit to enter a grade). Once you have a 100 for a quiz, it is recommended that you do not open it again.  There are plenty of practice test questions available for each chapter.

Please check Blackboard to verify your quiz points.  Any questions or concerns about quiz grades must be discussed within one-week of the quiz due date.  
Assigned Readings 
All assigned readings are listed on the class calendar.  Most readings are articles from The Managers Bookshelf (MB) and are included in the custom course packet.  A few readings are loaded under the course documents tab on Blackboard.  There are questions on every exam from each assigned reading.  See lecture notes for the questions you should be prepared to answer.  

The purpose of these assigned readings is first to provide practice in integrating class concepts with similar concepts from non-academic authors.  Secondly, these articles are summaries of popular management books and provide you with grounding in the common literature guiding today’s managers.

Since a primary purpose of these readings is to give you practice in concept integration, you must develop your own answers to the questions included in lecture notes.  However, you are free to collaborate on answers with other students.  I am also happy to review your answers with you and let you know if you are on the right track.  You may contact me by email or in office hours to review your MB work.
Supplemental Resources 
The passcode included with your course packet provides you with access to a number of supplemental resources.  Self-assessment library tests (SALs) are provided on Blackboard to help enhance your understanding of lecture material and increase your ability to apply course concepts.  These supplemental materials are not covered on exams with the exception of the online assessments assigned for Chapter 13 (see class calendar).    SALs are accessed under the Course Documents tab.  

The passcode also provides access to self study quizzes for you to use in preparing for exams. These resources are accessed in the Self Study Quizzes folders under the Course Documents tab.

Supplemental reading suggestions are also provided for students interested in more information on complex class concepts.  These readings can be accessed through the Additional Readings folder under the Course Documents tab on Blackboard.  
Exam Policies 
Please consult the calendar and establish that the exam dates/times will be possible with your schedule during the first day of class.  Due to limited room capacity, you must take the exam with your registered section on the dates indicated in the class calendar.  Students who take an exam in a different section without prior approval from the instructor, will be given a zero (0) for that exam and expected to take the uniform final exam to replace that grade.  

 No alternative test dates or times will be provided except as required for those students presenting a letter of accommodation from the Dean of Students SSD office.   An earlier alternative test date may be provided at the discretion of the instructor for students who have a planned exigency (such as a university event or job interview - documentation must be provided).  No make-up dates are offered for students who miss an exam.  Remember that if you miss an exam, while you will be given a 0, you may take the optional final to replace the grade.  However, if you miss two exams, a make-up may be provided for the second missed exam at the discretion of the instructor.  Make-up exams will be in a different format (short-answer and essay).  You must contact the instructor and all alternative exam date decisions will be made on a case-by-case basis and include a 10% grade deduction.  Instructor support for your situation will depend largely on your attendance record. 

Scholastic Integrity during Exams: Please accept the responsibility of aggressively avoiding ANY behavior that may appear to be cheating.  Violation of any of the following rules will be considered a violation of scholastic integrity requirements and may result in a report to Student Judicial Services as well as exam and/or final grade penalties.

1. POWER OFF all cell phones, blackberries, laptops, or other electronic devices – do not just silent the ringer, please turn off these devices.  Any electronic device found powered on and in your possession will be considered a violation of scholastic integrity requirements.
2. Keep your scantron sheet in front of you, your eyes on your own paper.
3. Ball caps must be turned backwards during the exam and may be inspected.  
4. No headphones or ear buds are allowed; however, ear plugs are permissible.
5. No notes, books, or papers are allowed on your person or visible during the exam.  All notes should be left at home or closed up inside a back pack.  Any loose notes brought to an exam should be given to the instructor or TA before the test begins.  Any visible notes found on or near your person once the exam begins will be considered a violation of scholastic integrity requirements.
6. If in doubt about the use of a tool or possession of an item during the exam, please check with the instructor BEFORE the exam begins.
Should any exam proctor observe a student behaving in a way that arouses their suspicion, they may ask the student to move to another seat to complete the exam and will ask the student to speak with the instructor after class.  This is not an accusation, the instructor will merely ask for an explanation of what was observed.  Any suspected violations of scholastic integrity will be referred to the Office of the Dean of Students, Student Judicial Services for investigation.  An 'F' in the course will be the recommended penalty in most cases of exam cheating or other scholastic integrity violations.

Exam Management Rules: The following rules are key to exam efficiency and help the teaching team accurately capture and record your grade. Repeated failure to follow any of these rules will result in a 5% grade deduction:

1. Bubble in your EID and full name on your scantron for all exams and attendance quizzes.  
2. Bring a photo ID to all exams (student ID, drivers license, passport, etc).  
3. Stop writing and stand up to hand in your exam when ‘time’ is called.  Note that students arriving late to an exam will not be given additional time.
4. Stay in your seat until you are ready to turn in your exam.  Leaving the room unaccompanied during the exam will not be permitted except in cases of medical emergencies (i.e. don’t drink a Big Gulp right before a test!).

Students who have English as their second language may bring a language dictionary (books only, no electronic dictionaries are allowed).  It will be inspected and should not include any notes, loose pages, or any additional course material/information.

Note that if you receive a very low grade on an exam (e.g. less than 40%), you may have put your scantron in the wrong box for your form.  If you would like your exam grade reviewed, please come to office hours or make an appointment within one week of exam grade posting.  You will be allowed to find your scantron, and the TA or instructor will check the grade against the alternate form’s key.  Exams will be available for any student to review during TA and instructor office hours or by appointment.  When you review your exam, you may take brief notes regarding the type or topic of questions you missed, but you may not take verbatim notes or remove the scantron, exam, or exam key (including pictures of these items) from the instructor’s office.  Removal of exam-related material or verbatim notes from the instructor’s office will be considered a violation of scholastic integrity expectations.   
The final exam will be a uniform final; that is, students from both sections will be taking the final exam together.  These uniform finals are scheduled by the Registrar late in the semester—usually three weeks before the last class day.  The Registrar will use the letter “u” to indicate that it is a uniform final.  As soon as the Registrar schedules our uniform final, I will announce the time and date on Blackboard and in class.  The Registrar will also report another exam time, and will use the letter “m” to indicate that it is a make-up final.  The make-up is ONLY for students who have another final exam at the same time as our uniform final (not for students who have already purchased plane tickets, scheduled a job interview, or planned any other sort of event that conflicts with the uniform final exam).  I cannot make any exceptions; please don’t ask me.  If you want to take the final exam and the uniform final exam date/time conflicts with another final, please email your name, UTEID, and your final exam schedule to the instructor on or before 12:00p.m. (noon) of the first dead day after classes end.
Please note that after classes end, the only student meetings I will schedule are for discussing exams from a learning perspective, and these will be scheduled during the next semester.  No grade discussions of any kind (other than to correct data entry or calculation errors) will occur at the end of the semester.
Scholastic Integrity

The McCombs School of Business strives to uphold high standards of scholastic integrity and has no tolerance for acts of scholastic dishonesty.  The University defines scholastic dishonesty as cheating, plagiarism, unauthorized collaboration, falsifying academic records, and any act designed to avoid participating honestly in the learning process. Scholastic dishonesty also includes, but is not limited to, providing false or misleading information to receive a postponement or an extension on an exam or other assignment, and submission of essentially the same written assignment for two different courses without the permission of faculty members. 

The responsibilities of both students and faculty with regard to scholastic dishonesty are described in detail in the Policy Statement on Scholastic Dishonesty for the McCombs School of Business.

By teaching this course, each instructor agrees to observe all faculty responsibilities described in that document. By enrolling in this class, you have agreed to observe all student responsibilities described in that document.  If the application of this Policy Statement to any class assignments is unclear in any way, it is your responsibility to ask the instructor for clarification.  

Students who violate University rules on scholastic dishonesty are subject to disciplinary penalties, including the possibility of failure in the course and/or dismissal from the University.  Since dishonesty harms the individual, all students, and the integrity of the University, policies on scholastic dishonesty will be strictly enforced.  

You should refer to the Student Judicial Services website at http://deanofstudents.utexas.edu/sjs/ or the General Information Catalog to access the official University policies and procedures on scholastic dishonesty as well as further elaboration on what constitutes scholastic dishonesty.
University Policies Relevant to MAN 320F Students

Class Websites and Student Privacy.  Students who do not want their names included in these electronic class rosters must restrict their directory information in the Office of the Registrar, Main Building, Room 1. For more information visit the Registrar’s website at: http://www.utexas.edu/student/registrar/faq.html#directory

Services for Students with Disabilities.  Students requiring alternative test taking arrangements due to a learning disability, must first provide documentation and be on file with the Office of the Dean of Students Services for Students with Disabilities (SSD) in compliance with Section 504 of the Rehabilitation Act of 1973.  Only when this process is completed fully will alternative test taking procedures be arranged.  It is your responsibility to contact the SSD office immediately so the proper documentation of accommodations is available and alternative test taking arrangements can be discussed with the instructor well in advance of the test dates.  Information on UT’s Services for Students with Disabilities program is available from the Office of the Dean of Students at 471-6259, 471-4641 TTY, or online at:   http://deanofstudents.utexas.edu/ssd/

Religious Holidays. A student who is absent from a class or examination for the observance of a religious holy day may complete the work missed within a reasonable time after the absence, if proper notice has been given. This policy can be reviewed online at:  
http://www.utexas.edu/student/registrar/catalogs/gi03-04/ch4/ch4g.html#religious
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