STATEMENT OF COURSE REQUIREMENTS

COURSE 

GEOFF LINTON
Office 1B41     Phone: 748 – 5220 ext 8214   
OUR  BUSINESS APPROACH

As a Professor,  my job is to guide, assist and challenge you develop your knowledge of business and marketing.  My class settings will be operated using common business principles.  Treat our classroom as a business head office (if you wouldn’t do there…don’t do it here!).

The assumption is made that all students at Conestoga College are mature persons of serious purpose.  This implies that they will be both regular and punctual in their attendance at classes.  In addition you will conduct yourself in a business like manner. Your co-operation in this regard is both requested and expected.

In the event of instructor absenteeism, the student will be responsible for the assigned material so that the student will be prepared to write all tests or complete assignments on previously published dates.

Professors are available for consultation by appointment at a time convenient for both parties. See my office 1B41 or website for scheduled office hours.

Any student requiring special arrangements to accommodate special needs as defined by the College must submit evidence to the Special Needs Co-ordinator.

(1) BASIC STUDENT REQUIREMENTS

In order to be successful in this course, the student should:

(2) prepare all assignments prior to the class for which they are scheduled, and

(3) participate responsibly in the learning experiences of each class

(4) achieve an average passing grade on the three scheduled unit tests and the final examination 

(5) attend a minimum of 80% of all classes.

CLASS SCHEDULE

A schedule of classes, tests, and reading assignments will be handed out in class  and will be available to the web at www.lintons.net

In order for students to get the most from each class session, they are required to read the assigned material in advance and come to class prepared to discuss the topic of the day.

The student is responsible for the material assigned and material covered in class.

Evaluation will cover material covered in-class and any assigned material for which there may not be time to discuss in-class.  Any student absent from class must make his/her own arrangements to obtain missed materials from other members of the class.

Those students who do not start the course on the official starting date will be responsible for material covered and will complete evaluations as scheduled for the class.

ATTENDANCE, ABSENCE, AND PUNCTUALITY

Attendance:  This course is designed for in-class discussion of the various topics, and it is expected that the student will attend all classes.  Attendance records will be kept for exemption and supplemental examination purposes.  If you are unable to attend class, as a matter of professional courtesy, please inform the professor.

Absence:  Authorized absence is limited to program-required field placement, illness requiring the care of a doctor, and death of an immediate family member.  All other absences are considered unauthorized. Excessive unauthorized absence means unauthorized absence from 21 percent or more of scheduled class hours.  Makeup work will be required for excessive, unauthorized absence. 

Punctuality:  The late arrival of one or more students can be disruptive to the class.  Please be on time.  Students who arrive late are responsible for ensuring that their attendance has been recorded for the class.  Attendance checks are to be done only at break or at the end of class.

TEST AND FINAL EXAMINATION STANDARDS

Passing Grade:  The minimum passing grade is 55 percent for each test or examination.  Unauthorized absence from a test or examination will result in a grade of 0 percent for that test or examination.  Students who have authorized absence from a test session will write the missed test at the end of the semester.

· Final Course Grade:  A student’s final course grade is the calculated based on the attached breakdown.  Students require an average passing grade of 55% on the midterm and final exam.  If a 55% test average is not achieved then  none of the other assignments count and a failing grade will be automatically assigned.
· Exam Exemption: To be eligible for an exemption from the final examination, you must satisfy 3 requirements: 

· attend class regularly (80 percent or more of the scheduled class hours)

· have a passing average on tests (with no failed tests)

·  who also has an 80% average in the course prior to the exam  

Special Final  Examination:  A student who has excessive, unauthorized absence from class will be required to do makeup work and demonstrate knowledge of the course content by passing a special final examination, longer than the regular final examination and commensurate in length with absence from class. 

SUPPLEMENTAL EXAMINATIONS

Definition:  A supplemental examination is a special examination granted to a student who has failed a course. A supplemental examination is a privilege, not a right, and must be written at the time designated by the professor.  The failure can be upgraded only to a minimum passing grade.

Qualifications:  In order to be considered for a supplemental examination, a student must (1) have failed the course with a grade no lower than 50, and (2) have attended 80 percent or more of the scheduled class hours.

Fee:  The College requires that an administrative fee be paid to the Registrar for a supplemental examination.  Se the current edition of the Student Procedures Guide for further information.

ASSIGNMENT EXPECTATIONS
Based on feedback from industry and our Program Advisory Committee, the marketing program has developed a policy re:  written assignments, cases and projects.  

1. All submitted work is expected to be free of spelling mistakes, grammatical errors and typos.

2. All submitted work is to be prepared using the format required by the instructor. Sloppiness, grammatical mistakes, spelling errors etc. will be assessed up to a 40% penalty (including refusal to accept the report).

3. No submitted work will be accepted after the due date unless prior arrangements have been made.  Extensions will be given at the sole discretion of the instructor.  Written proof of the circumstances necessitating an extension will usually be required.

4. Assignments are due at the start of class (15 min grace period).  Late work will be penalized at 10% per  business day and will be only accepted up to 3 days late.

5.  Only in exceptional cases, and with the permission of the instructor and program coordinator, will the students be allowed a rewrite.  In the case of a rewrite the maximum grade received will be 55%.

In addition, the following guidelines are also to be followed:

1. All assignments are to be typed double-spaced using New Times Roman font.  

2. Individual assignment  parameters will be outlined in further handouts.  Reports exceeding these limits will be penalized.

3. Reports must include a 1 page executive summary, table of contents and a bibliography and endnotes/footnotes to indicate the sources of all information (including internet sources)

4. Plagiarism will result in a ZERO grade for all of the students involved.  Instructors for each section will submit a list of topics to the course coordinator.  These lists will be compared with previous marketing and business projects and any duplications investigated.  Please note:  It is unacceptable to use the same products/service idea from another course or student.

5. Professionalism should not be confused with artistry or hyperbole.  The report should be business-like and considerate of the reader.  The thoroughness and substance of the report is the key.  Accordingly, the report should be easily read, concise and factual.

6. Each student will be provided with peer evaluation forms.  These forms will ask the student to identify and evaluate the contributions of each team member to the project.  Students will also be asked to identify their own contribution to projects.  (e.g. Research done, sections written, analyses performed).  These ratings may alter your final mark substantially.

TEAM ORGANIZATION & GROUP WORK

Team or group projects are often difficult for students.  However, working in teams will occupy a large portion of business career.  Personalities must remain secondary to the objective of producing analytical quality.

Group members may or may not receive the same grade on a group assignment.  An individual’s evaluation may consist of the group mark, contract obligations, peer evaluations, log of personal contributions, ability to explain the group submission or other components.  The specific elements will be established in each course outline and students will be notified at the beginning of each course.

Below are some suggestions when working in a group:

1. Typically the best organized teams produce the best results.  Try to agree upon areas of responsibility as soon as possible and continuously monitor toe progress being made by each group member.

2. Establish a schedule of deadlines as soon as possible.  Schedule meetings around these deadlines and ensure that the objectives of each meeting are clearly presented to each group member.

3. The peer evaluations provide an opportunity to ensure that each member of the group is carrying his/her weight.  However, these evaluations are completed after the fact.  They should not be used as an attempt to explain poor quality of reports.  Do not wait until the report and presentation have been completed before trying to resolve group problems.  As soon as a problem arises:

(a) Talk to the individual(s) involved and express discontent with their conduct immediately.

(b) If the problem(s) persists, send a written note outlining the specific problem(s) to the individual with a copy to the instructor –signed by the other members of the group.

(c) If the problem continues.  A second written note should be given to the individual with a copy sent to the instructor.  The student(s) receiving the note will be required to meet with the instructor immediately to discuss the situation.

In short, group projects can be difficult not do not need to be.  Group members should always be conscious that they are working to the same end and that cooperation is critical to smooth group dynamics which usually translate into superior performance.

UNETHICAL PRACTICES
(6) The College considers cheating to be a very serious matter.  Unethical practices, should they occur, will be handled according to College policy and procedures as outlined in the current Student Procedures Guide and the Program Standards manual.

