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Avila Advantage

Dear Adult Learner:

The attached instructional materials are the result of the efforts and creativity of a number of faculty who are familiar with the principles of adult learning theory, as well as the content specific to each course.  All of their efforts have been combined in order to promote your success within our accelerated degree program.  These materials are designed to facilitate your efforts to learn in an accelerated manner, while outlining the content of each meeting and related assignments.

The format of this course is designed for online learning. As an Internet course, it means you have tremendous flexibility in your studies. You choose the time and place of your studies; however, you must stay on schedule by completing weekly assignments and milestones. An accelerated course requires your focus and commitment throughout the term.

Avila University has served the educational needs of the Kansas City area for more than 90 years.  Throughout its rich history, Avila has been committed to promoting quality education in a user-friendly atmosphere designed to promote interaction with and service to others.  We in the Avila Advantage Program plan to continue and strengthen this heritage.

As you study this course, I encourage you to make the most of your opportunities for personal and professional growth and development.

Sincerely,

Steve Iliff

Dean of the School of Professional Studies
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Mission Statement of Avila University

Avila University, a Catholic University sponsored by the Sisters of St. Joseph of Carondelet, is a values-based community of learning providing liberal arts, professional, undergraduate and graduate education to prepare students for responsible lifelong contributions to the global community (adopted 1986; reviewed 1995; revised 2005).
Value Statements of Avila University

THE AVILA COMMUNITY VALUES . . .

· Excellence in teaching and learning 

· The Catholic identity of the University 

· The sponsorship and contribution of the Sisters of St. Joseph 

· The worth, dignity, and potential of each human being 

· Diversity and its expression 

· Commitment to the continual growth of the whole person 

· Interaction with and service to others 

      (adopted 1988; reviewed 1996, 2005)

Purposes of Avila University

Pursue academic excellence by providing an educational experience rooted in the Catholic tradition and in the spirit of the Sisters of St. Joseph, both of which emphasize collaboration, examination of social justice issues, responsiveness to needs of others, and respect for the worth and dignity of each individual. 

Offer liberal arts and professional undergraduate and graduate programs grounded in scholarship with well defined educational outcomes which emphasize communication and thinking skills, knowledge, and personal, social and spiritual development of each student.

Strive for excellence through responsiveness to on-going assessment, evaluation, and self-reflection.

Promote student learning by emphasizing teaching-learning strategies which actively engage the student in the learning process. 

Foster development of the whole person for life-long learning and service to the global community through curricular and co-curricular programs. 

Serve a community of learners with diverse backgrounds and needs by providing a variety of educational formats. 

Address the broader educational needs of the greater Kansas City area by exploring, initiating, and supporting partnerships within the community.

(adopted 1996; revised 2005)

History of Avila University

The Sisters of St. Joseph were founded in LePuy, France, in 1650 to serve their neighbors by responding to the needs of society.  In 1836, six Sisters arrived in America and traveled up the Mississippi to St. Louis, Missouri, and settled in a small town south of the city known as Carondelet.  These women established several schools and were soon known as the Sisters of St. Joseph of Carondelet.

In 1866, five Sisters came to Kansas City and opened the first private high school for young women, St. Teresa's Academy.  In 1916, the academy administration chartered the first private college for women in Kansas City, the St. Teresa College, and offered a two-year program leading to an Associate of Arts Degree.  Fifteen years later, St. Joseph's Hospital School of Nursing became affiliated with the college and nursing students were enrolled in basic science and humanities courses.

In 1940, the college was expanded to a four-year liberal arts college with professional programs in nursing, education and business.  It was fully accredited by the North Central Association of College and Secondary Schools in 1946 and was called the College of St. Teresa.

The college established Kansas City's first baccalaureate degree program in nursing in 1948 and was accredited by the National League of Nursing in 1966.  Additional programs in allied health, social work, and special education were developed to complement strong programs in the liberal arts.

The growth of the college resulted in a move to its present campus in 1963, which is located in suburban South Kansas City, three miles from Interstate 435.  Seeking to serve a diverse population, the college became coeducational in 1969, established graduate programs in business, education and psychology in 1978 and began Kansas City's first Weekend College in 1984.  The Avila Advantage Program, an adult degree completion program, began in the Fall of 1997.

Since its founding in 1916, Avila University has been committed to excellence in teaching and learning in an environment that respects the uniqueness of each person and stresses responsible service to others.
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CASE STUDY AND APPLICATION 
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Course Syllabus

(8-Week Online Format)

COURSE DESCRIPTION

This course focuses on a case study with students assigned to teams and chartered to develop a detailed case study solution and supporting project plan. It incorporates the materials covered in previous course work and gives the student a real world feel for the rigors of the Project Management Process. 

The Case Study course will be a dynamic “simulation” process. The project case will be impacted weekly with typical business world problems including conflicts, lack of information, staff issues, etc. Students will be required to respond to scripted changes and adjust their project case solution until course completion. At the final Week, each team will present a solution of their respective case to a “management committee” using the full suite of Project Management techniques.

The class will also provide continuing preparation for taking the PMP examination. As such, sample PMP questions will be presented each week through Week Seven, with Week Seven including a “mock” PMP exam.

COURSE RATIONALE

Project management requires the practitioner to master a complex set of skills. These skills not only spell success for the individual but, most importantly, success for the project. This course simulates, through case study, the dynamics and breadth of the required skill set.
PREREQUISITES
PM 672 - The Practice of Project Management

PM 673 - Tools and Technology of Project management

MATERIALS OF INSTRUCTION

Required Texts:

Project Management: A Systems Approach to Planning, Scheduling, and Controlling  -  

Harold Kerzner, John Wiley & Sons – 9th Ed. ISBN #: 978 0 471 74187 9.
The 80/20 Principle, Richard Koch, Doubleday. ISBN # 978 0 385 49174 7.

Leading With the Heart, Mike Krzyzewski, Warner Books. ISBN: 446676780.

COURSE LEARNING OUTCOMES/OBJECTIVES

Upon successful completion of this course, students are expected to:

1. Grasp the necessary requirements of an undefined project.

2. Define a project management approach.

3. Apply the project management life cycle to solve a business need.

4. Use project management software to manage the case study project.

5. Understand the dynamics of real project management and how to respond to changing environments.

6. Demonstrate PMP exam preparedness in completing a “mock” PMP exam.

UNIVERSITY-WIDE INTENDED LEARNING OUTCOMES

Avila University has developed a set of university-wide outcomes for all graduates.  These include personal, spiritual and social outcomes, communication outcomes, higher level thinking outcomes, and knowledge outcomes.  The outcomes addressed in this course are listed below.


Personal, Spiritual and Social Intended Learning Outcomes
•
Address issues of corporate and professional ethics

•
Participate in group interaction to achieve an identified goal

•
Demonstrate civic, social, and business responsibility


Communication Intended Learning Outcomes
•
Employ active listening techniques, including summarizing, paraphrasing, questioning, and nonverbal response

•
Read a document and demonstrate an understanding of its written and quantitative content

•
Use group process skills


Higher Level Thinking Intended Learning Outcomes
•
Employ skeptical, evaluative and logical approaches in processing information and drawing conclusions

•
Make and evaluate decisions based on appropriate criteria and projected consequences

SUGGESTED GRADING CRITERIA

The facilitator may present alternative grading criteria during Week One, as circumstances and experience dictate, (e.g. the addition of assignments, extra credit options, different weights to the assignments, etc.). Unless changes are announced and published in WEEK ONE, the suggested grading criteria will be followed:

Graded Assignments/Point Values

	Grading Activity
	Submission Type
	Number
	Points
	Total Points
	% of Grade

	Reading Report 1
	Paper/Drop Box
	1
	  25
	  25
	   8%

	Status Reporting
	Participation Credit
	8
	  10
	  80
	  28%

	Reading Report 2
	Paper/Drop Box
	1
	  25
	  25
	   8%

	Project Paper
	Paper/Drop Box
	1
	  50
	  50
	  16%

	Quiz
	Exam
	1
	  30
	  30
	  10%

	Final Presentation
	Team Oral Exam
	1
	  90
	  90
	  30%

	
	300
	100%


Letter Grade Scale
	Point Range
	Percentage Range
	Letter Grade

	276 – 300
	92% - 100%
	A

	224 – 275
	75% - 91%
	B

	101 – 225
	34% - 74%
	C

	50 – 100
	17% - 33%
	D

	Below 50
	Below 33%
	F


NOTES REGARDING ASSIGNMENTS AND WORKLOAD

This online course consists of EIGHT weeks of learning activities, some of which are independent study with most requiring extensive active online participation with the instructor and other students. As an online course you have the advantage of managing your workload when and where it is convenient for you; however, there are weekly milestones/expectations that you must meet to stay on track.

As a three-credit hour course scheduled in eight weeks, it requires a highly concentrated pace so students must take a great deal of responsibility for their own learning outcomes. Students are expected to actively participate in discussion forums and group collaboration activities.  You should expect to do a minimum of 15-20 hours per week of study, homework, law library research, and/or group project interaction.

CHEATING AND PLAGIARISM

The Avila University policy concerning cheating and plagiarism will be strictly followed in this course.

DISABILITY SERVICES

If a student has a disability that qualifies under the Americans with Disabilities Act and Section 504 of the Rehab Act requires accommodations, he/she should contact the Disability Services office for information on appropriate policies and procedures. You will need to provide documentation of your disability to the Disability Services before any accommodations will be arranged. The office is located in Hodes Center; the telephone/TTY is 816-501-3666.
WRITTEN ASSIGNMENTS

Written assignments are a critical component of this course. Expectations, scheduling and specific assignments will be discussed in WEEK ONE. The “Characteristics of Effective Writing and the Holistic Scoring Guide”, included at the end of this module, are designed to help students and the facilitator in organizing and evaluating written assignments.

All papers should be keyboarded using Microsoft Word, double-spaced, using 1” margins, 12 point font size, on 8 ½” x 11” plan background artifact (no special wall paper). Written assignments may include appropriate graphics as well as supporting charts and graphs. NOTE: All formatting and citations MUST follow APA style requirements at submission.
Please use the link below to copy and paste into your internet browser and become informed on proper APA style conventions:

http://psychology.vanguard.edu/faculty/douglas-degelman/apa-style/ 
Reading Reports

The “80 / 20 Principle” and “Leading With the Heart”, are assigned as additional class readings to impart technical as well as personal insight capabilities. Each work will require a written report. Refer to the “Written Assignments” section above for specific submission style requirements and the “On-line Course Outline Summary Schedule” below for submission dates. The general content format will be as follows:

1. Page 1 will be an executive summary of the main topic, the essential issues, and a student opinion / observation of personal and professional value.

2. The following 4 to 5 pages will detail the essential points, why they are important, and what methods they will use to incorporate the core ideas and values into their daily routines. 
3. A cover page detailing student name, Avila session name and number, date, and reading report title will also be included.

Case Study “Simulation” and Internet Presentation
The case study “simulation” is the core learning experience for this course. By nature, simulations are non-structured by design. The course rhythm will employ standard lecture / tutorial Power Point slides addressing micro & macro technical topics. Videos include outside experts on contract legal understandings as well as project team dynamics. The remainder of the sessions will place the student in their respective project team to receive updates to their process and allow them to operate on the project solution. Team meetings can take place face to face if the team is able. The teams will also be provided with the capability to meet via the Internet to build their case study solution and presentation planning. A specific instructor video will be provided to explain this approach and internet technology.
At WEEK EIGHT, the student project teams will be allowed 45 minutes to present their project solutions to a management committee, via the Internet, of local senior business leaders who will have been prepared for the project evaluation. Feedback will be provided by the committee after each presentation.
The PMP Exam

An additional concentration of the Project Management curriculum is preparing the student to take the Project Management Institute’s “Project Management Professional” exam. The “PMP” designation is a highly regarded, and often required, professional certification to hold a project management job.

In this course - one specific knowledge area of the PMP exam will be addressed: Closing the Project. Specific content of this knowledge area will be reviewed during each class session and include specific examples of PMP exam questions. PMP type questions will be included on the quiz. A “mock” PMP exam will be conducted at Week Six as a non-graded exercise.
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ON-LINE COURSE OUTLINE SUMMARY

	WEEK
	READING

ASSIGNMENTS
	SUMMARY OF

ASSIGNMENTS

	One
	Overview in PM textbook

   pp. 1 – 28
80 / 20 Principle
	Reading as assigned
PMP Exam Questions

View Instructor Video on class overview

View Instructor Video on Reading Report Assignments

View Instructor Video on Team communication method(s)

View MS Project Tutorial

	Two
	Contracts & Procurement 
  in PM textbook 
  pp. 803 – 826
	Reading as assigned

Project as assigned
PMP Exam Questions

View MS Project Tutorial

	Three
	Working with Executives in PM 
  textbook pp. 371 – 382
80 / 20 Principle
	Project as assigned
PMP Exam Questions

View MS Project Tutorial

	Four
	Management Functions in PM 
  textbook pp. 191 – 244
Begin Leading readings
	80 / 20 - Reading Report # 1 Due

Project as assigned
PMP Exam Questions

View MS Project Tutorial

	Five
	Conflicts in PM textbook pp. 
  289 – 300
Leading
	Project as assigned
PMP Exam Questions

View MS Project Tutorial

	Six
	Planning in PM textbook pp. 
  395 – 456
Leading
	Project as assigned
Mock PMP Exam – On-line
View MS Project Tutorial

	Seven
	Risk Management in PM 
  textbook pp. 707 – 764
Leading
	Quiz

Project as assigned
View MS Project Tutorial

	Eight
	Special Topics in PM textbook 
  pp. 313 – 344
Leading
	Leading - Reading Report #2 Due

Project Team Presentations


Legend: PM – is Project Management main textbook – 9th Edition

     80 / 20 – is The 80 /20 Principle


     Leading – is Leading With the Heart
ASSIGNMENTS TO BE COMPLETED DURING
WEEK ONE

Review of Project Management Life Cycle and Case Description / Assignments

1. READ the following assignments: 

a. Overview from the Project Management textbook, pp. 1-28.

b. Reading – The 80 / 20 Principle - self-directed.

2.
In addition, students are requested to present an experience of their project team participation from their current - or prior - work experience to the first class via the “Q & A Discussion Forum” found in the Angel system Lessons tab for PM 674.

  3.
Students are also encouraged to specify objectives and articulate what they expect to learn from the class. The best method and time is to do this week one (or before) with a post to the “Q & A Discussion Forum” found in the Angel system Lessons tab for PM 674.
LEARNING OUTCOMES/OBJECTIVES

Upon completion of WEEK One, students are expected to:

1. 
Be re-acquainted with the scope of the project management life cycle.

2. 
Receive a team assignment.

3. 
Be assigned a case study project.

ACTIVITIES

1. Course overview: Expectations, requirements, grading criteria and assignments.

2. 
Review of the project management life cycle.

3. 
Reference review MS Project software.

4. 
Assign students to one of 3 to 4 teams, depending on class size.

5. 
Assign and describe the case study to teams.

6. 
Define course “process management” with regard to the case study.
7.  PMP exam question review.

ASSIGNMENTS TO BE COMPLETED DURING
WEEK TWO
CONTRACTS & PROCUREMENT

Team Case Study / Project Plan Development

READ the following assignments: 

a. Contracts & Procurement chapter from the PM textbook, pp. 803 – 826
b. Reading in The 80 / 20 Principle – self directed.

LEARNING OUTCOMES/OBJECTIVES

Apply all project management concepts and methods to the team case study.

ACTIVITIES

1. “Contracts” Legal Subject Matter Expert guest lecture & discussion.
2. Brief review of Week 1 subjects.
3. Chapter assignment study discussion.

4. File “status report” on team project activities (video or status form).

5.   Work in teams.

6.   Receive information that may affect the conduct of their respective case studies.
7.  PMP exam question review.

ASSIGNMENTS TO BE COMPLETED DURING
WEEK THREE
WORKING WITH EXECUTIVES

Team Case Study / Project Plan Development

READ the following assignments: 


a. Working with Executives chapter from the PM textbook, pp. 371 - 382

b. Reading in The 80 / 20 Principle – self directed.

LEARNING OUTCOMES/OBJECTIVES

Apply all project management concepts and methods to the team case study.

ACTIVITIES

1. Brief review of Week 2 subjects

2. Chapter assignment study discussion.
3. File “status report” on team project activities (video or status form).

4. Work in teams.

5. Receive information that may affect the conduct of their respective case studies.
6.  PMP exam question review.

ASSIGNMENTS TO BE COMPLETED DURING
WEEK FOUR
MANAGEMENT FUNCTIONS

Team Case Study / Project Plan Development

READ the following assignments: 


a. Management Functions chapter from the PM textbook pp. 191 - 244

b. Reading in The 80 / 20 Principle – self directed.

LEARNING OUTCOMES/OBJECTIVES

Apply all project management concepts and methods to the team case study.

ACTIVITIES

1. Brief review of Week 3 subjects

2. Chapter assignment study discussion

3. File “status report” on team project activities (video or status form).

4.   Work in teams.

5.   Receive information that may affect the conduct of their respective case studies.
6.  PMP exam question review.

ASSIGNMENTS TO BE COMPLETED DURING
WEEK FIVE
CONFLICTS

Team Case Study / Project Plan Development

READ the following assignments: 


a. Conflicts chapter from the PM textbook, pp. 289 - 300

b. Reading in Leading With the Heart – self directed.

LEARNING OUTCOMES/OBJECTIVES

Apply all project management concepts and methods to the team case study.

ACTIVITIES

1. Brief review of Week 4 subjects.

2. Chapter assignment study discussion.

3. File “status report” on team project activities (video or status form).

4. Work in teams.

5. Receive information that may affect the conduct of their respective case studies.
6.  PMP exam question review.

ASSIGNMENTS TO BE COMPLETED DURING
WEEK SIX
PLANNING

Team Case Study / Project Plan Development

READ the following assignments: 


a. Planning chapter from the PM textbook pp. 395 - 456


b. Reading in Leading With the Heart – self directed.

LEARNING OUTCOMES/OBJECTIVES

Apply all project management concepts and methods to the team case study.

ACTIVITIES

1. QUIZ !

2. Brief review of Week 5 subjects

3. Chapter assignment study discussion

4. File “status report” on team project activities (video or status form).

5. Work in teams.

6. Receive information that may affect the conduct of their respective case studies.
7.  PMP exam question review.

ASSIGNMENTS TO BE COMPLETED DURING
WEEK SEVEN
RISK MANAGEMENT

Team Case Study / Project Plan Development

READ the following assignments: 


a. Risk Management chapter from the PM textbook pp. 707 - 764

b. Reading in Leading With the Heart – self directed.
LEARNING OUTCOMES/OBJECTIVES

Apply all project management concepts and methods to the team case study.

ACTIVITIES

1. Brief review of Week 6 subjects.

2. Chapter assignment study discussion.

3. File “status report” on team project activities (video or status form).

4. Work in teams.

5. Receive information that may affect the conduct of their respective case studies.
6. Take “Mock” PMP exam.

ASSIGNMENTS TO BE COMPLETED DURING
WEEK EIGHT
Team Project Plan Presentations

READ the following assignments: 


a.  Special Projects chapter from the PM textbook pp. 313 - 344

b. Reading in Leading With the Heart – self directed.
Team - project case solution presentation - via the Internet.
LEARNING OUTCOMES/OBJECTIVES

Provide a real world setting for student teams to present their case study solutions.

ACTIVITIES

1. Team Project Plan Presentations

2. Certificate in Project Management

COURSE PERFORMANCE CRITERIA

In general, the performance criteria or expectations for each letter can be spelled out as follows:

Grade Requirements
A
1.
Demonstrates accurate and sophisticated understanding of readings and issues.  Does more than repeat what the text says or what was addressed in learning sessions.  Draws out additional important implications.

2.
Shows critical stance toward opinions communicated in class or in the readings.  The student expresses his or her own views articulately and defends them well.

3.
Shows originality of thought in expressing the critical stance, in drawing out additional implications from the readings and class interactions, and in finding personal meaning in the readings and issues addressed.

4.
Expresses his or her ideas clearly.  Papers contain very few grammatical or stylistic weaknesses and conform to APA style format and citation requirements.

B

Shows all the elements of grade level "A" work, but with less accomplishment.  An accurate understanding of readings and issues with a demonstrated ability to do more than repeat the text; a critical stance with some effort, not always successful, to defend that stance; some attempt to find personal meaning, with at least hints of originality and creativity of thought, and, very clear expression of thoughts and ideas.

C
1.
Overall, demonstrates an accurate grasp of the readings and issues, but with some inaccuracy and without deeper sophistication and the ability to draw out additional implications.

2.
Some attempt to take a critical stance, but with little effort or success in defending that stance.

3.
Some attempt to find personal meaning.

4.
Sufficient clarity of expression to communicate ideas, but with stylistic or grammatical weaknesses which create some difficulties.

D
1.
Genuine efforts to understand has been made, with some demonstrated understanding of readings and issues, but with serious deficiencies.

2.
Generally lacking in critical stance or in a defense of that stance.

3.
The attempt to find personal meaning is either lacking or greatly hindered by difficulties in understanding.

F
Student effort is simply an unsatisfactory effort in all key respects, especially in understanding and clarity of expression in virtually all assignments and interactions.
DEFINITIONS OF GRADES
As they relate to mastery, each of the letter grades has the following meaning:


A
     Exceptional or outstanding mastery


B     
Very good mastery


C     
Satisfactory or adequate mastery 


D
     Some mastery, but generally inadequate and less than expected 


F
     Virtually no demonstrated mastery

HOLISTIC SCORING GUIDE

6.  (Outstanding)  A "6" paper completes the task set by the assignment and is excellent in nearly all respects.  It is well argued and well organized, with a clear thesis stated or implied.  It is well developed with content that is specific, accurate, interesting and appropriate.  It demonstrates the writer's ability to produce and synthesize complex ideas.  Logical transitions contribute to its fluent style.  It is virtually free from errors in mechanics, usage, and sentence structure and shows evidence of excellent control of language.

5.  (Very good)  A "5" paper shares most of the characteristics of the "6" paper.  It may not be as carefully reasoned as the "6" paper, but shows no serious errors in logic.  There may be minor weaknesses in paragraphing, but the content is effectively organized into coherent units.  The paper is well written and is largely free from errors in mechanics, usage, and sentence structure.

4.  (Satisfactory)  The "4" paper is generally competent.  It may accomplish the assignment less completely than the "6" or "5" paper, but it does come to terms with the basic task of the assignment.  Compared to a "5" paper, it may have a weaker thesis and less effective or complete development.  It may insufficiently develop minor points, but it does give evidence of the writer's ability to support key ideas.  It is organized well enough to allow the reader to move with relative ease through the discourse.  The "4" paper may contain some awkward or ineffective sentences and may show some problems with mechanics and usage, but these errors are not serious or frequent enough to consistently distract the reader from the content.

3.  (Minimally satisfactory)  The "3" paper may show difficulty managing the task of the assignment.  The thesis may be vague or too obvious to be developed effectively.  It may lack adequate support for the thesis.  There may be distinct weaknesses in paragraphing and organization, but the total effect is not chaotic.  Errors in mechanics, usage, and sentence structure interfere with readability.

2.  (Poor)  A "2" paper fails to come to terms with the assignment.  The primary task is ignored, misconstrued, badly  mishandled, or redefined to accommodate what the writer wants to say or is able to say.  There may be a combination of the following defects:  serious errors in reasoning, little or no development of ideas, or no clear progression from one part of the paper to the next. The "2" paper may have ungrammatical or poorly constructed sentences, and serious, frequent errors in mechanics and usage, which impede understanding.

1.  (Unacceptable)  A "1" paper is seriously flawed.  It is likely to have no clear thesis or central topic. Further, it may display random organization, lack adequate support or specific development, include irrelevant detail, fail to fulfill the assignment, or be unduly brief.  It may also contain major and repeated errors in mechanics, usage, and sentence structure.

Category "1" may also be used for the paper which is obviously "off-topic" regardless of the writing quality.  In this case the paper does not deal with the topic assigned and, therefore, does not fulfill the assignment.

CHARACTERISTICS OF EFFECTIVE WRITING

Main Idea
The paper is focused, meets the expectations set up by the writer, and makes these expectations clear to the reader.  The paper shows a clear sense of purpose.

Well-Organized
The paper is clearly developed; transitions are clear from sentence to sentence and paragraph to paragraph.  In other words, the writer has not simply made a series of unrelated or vaguely related statements.  Rather, each sentence and paragraph carries the reader closer to an understanding or appreciation of the writer's goal.

Support
The writer provides specific, concrete, and appropriate information from memory, observation, reading,  interviewing, or other sources.  The paper is well developed with examples, details, illustrations, anecdotes, or the like.

Style
Sentences are varied, and word choices are accurate.  There is an absence of "clutter" or "padding". Phrasing is clear and direct.  Tone is handled consistently; sentence length and word choice are appropriate to the audience and purpose of the piece. 

Mechanics
Punctuation, grammar, spelling, and aspects of format are handled correctly.  The writer has prepared the paper carefully with attention to appearance and other details.  Opening, closing, and title are strong and contribute to the sense of purpose, focus, and unity of the piece of writing.

Proofreading
Ask yourself the following questions:

  1.
What is my major point?

  2.
Have I supported generalizations, opinions, and conclusions with specific examples?

  3.
Have I avoided using unnecessary words and clichés?

  4.
Have I proofread for spelling, punctuation, and typographical errors?

GUIDELINES for Using Sources in Academic Writing

How to Avoid PLAGIARISM
Using Sources

In your academic writing you may freely make use of other people's ideas and information from a variety of sources if you give full credit to the sources of the ideas and information.

Your sources may include published information:  books, periodicals, brochures, other reports, and the like.  They may also include correspondence, interviews, lectures, and similar sources, as well. (Lesikar & Lyons, 1986, p. 202)

There are two important reasons for accurately citing the sources of any borrowed ideas or information.  The first, most obvious, reason is academic honesty; it is surely dishonest to present someone else's ideas as if they were your own, and it is likewise unfair to the originator of those ideas not to be given credit where credit is due.  The second reason for accurately citing your sources is that doing so gives credibility to your writing.

Explaining where you got your material. . .gives readers a chance to judge its reliability and accuracy and also makes it possible for them to look up more about the subject if they want to. (Johnson, 1992, p. 170)

There are two ways in which you may include information from sources in your writing:

You may either quote directly or paraphrase, that is, restate the information in your own words.  The choice should be made on a case-by-case basis.  You should paraphrase when you can convey information more efficiently or effectively than it is conveyed in the original.  You should quote directly when the wording is distinctive or when using the source's own words will add credibility to the information you are presenting. (Lesikar & Lyons, 1986, p. 203)

When quoting or paraphrasing you must "cite your source" by giving full information about where the information was found.  This information will usually include author, title, date, publisher, and page number.

You must always cite the source when information or an idea belongs to a specific person or group; however, if information or an idea is your own observation or is common knowledge and accepted as true by most people, you do not need to cite your source. (Johnson, 1992, p. 170)

Plagiarism

Plagiarism is the use of someone else's idea, as a quote or paraphrase, without giving full credit to the source.  It is an academic offense with serious consequences--unethical, unwise, and  unnecessary.

There is certainly no need to plagiarize, since you are allowed to use sources, provided that you acknowledge them.  In fact, there is no advantage in it either; papers based on expert sources, fairly acknowledged, are what is wanted. . . .  They are exactly what instructors are looking for. (Veit, 1990, p. 152) 

List of Works Cited

Johnson, J.  (1992).  The Bedford guide to the research process  (2nd ed.).  Boston:  St. Martin's.

Lesikar, R., & Lyons, M. P.  (1986).  Report writing for business  (7th ed.).  Homewood:  Irwin.

Veit, R.  (1990).  Research:  The student's guide to writing research papers.  New York:  Prentice Hall.

SMALL GROUP ACTIVITY GUIDELINES
PURPOSE:  Educational research has demonstrated that shared-learning activities raise student understanding and achievement.  Students can better develop higher-order thinking skills, like analysis, evaluation, and synthesis, by working in groups.  Further, assigning and evaluating group projects help students to:

1.
Learn how to work together in a team environment - positive interdependence.

2.
Understand group processes, including process management, conflict management, synergism, collaboration, resource utilization, individual accountability, shared knowledge, cooperation, planning and problem solving.

3.
Effectively and efficiently develop oral and written presentation skills.

4.
Be better prepared for social interaction at work.

5.
Explore and integrate a broader range of ideas and expertise.

6.
Respond to different learning styles.

7.
Supplement the knowledge of the facilitator.

8.
Develop a sensitivity to and awareness of cultural and gender diversity.

When engaged in small group activities, the following guidelines should be followed:

1.
When considering the formation of groups, take into account that it is desirable to balance the small groups by gender, age, experience, etc.  Try to bring as much diversity as possible to the group.

2.
Select a spokesperson(s)/Leader(s) for the group for keeping the team on task and for reporting back to the full class the findings, conclusions, and recommendations of the group.  The spokesperson(s) should also serve as the recorder(s) for the group.

3.
Select a timekeeper for the group.  Most small group activities should not exceed twenty minutes.  The timekeeper's task is to keep the team moving forward toward assignment completion within the allotted time frame.

4.
During the course, students are encouraged to try to participate in as many group roles as possible - spokesperson, recorder, or timekeeper.

5.
Solicit the facilitator's assistance at any time the group/team is unable to stay on task.

�Adapted from Edward M. White, Teaching and Assessing Writing (San Francisco:  Jossey-Bass, 1988) 135-136.
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