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COURSE INTRODUCTION
Classroom/Time:
Online Course
Instructor:
· Professor Michael Bailey.
· michael.bailey@unt.edu
· 214-874-3909 (cell)

The primary tool for communication in this course is email.  If you have questions or concerns, please send to  michael.bailey@unt.edu.  Do NOT send email to me via Canvas. You should expect a reply from me within 48 hours except on weekends and holidays.  When possible, you should communicate with me using your UNT email account.  Please note that I cannot respond to questions about grades, or other personal concerns or issues you might have to a non-UNT email address because it violates federal law on student privacy.  Normally, I will return feedback on all written assignments within 1 week of the due date.

The posted office hours for this class are Tuesdays and Thursdays from 1:30-3:00. These office hours are virtual office hours - via phone or video. To schedule an appointment outside of office hours, please email me to set up a scheduled meeting time.

Course Description
In this required course within the Bachelor of Applied Arts and Sciences degree program, students will examine various ways that individuals engage in the American Workplace during the 21st century. This course will use a cooperative learning approach that will provide students with opportunities to learn from one another including peer critique and feedback, essential to working in project teams within the workplace. Students will be asked to examine and critically reflect on their own values and assumptions, their course work experiences and the impact of these experiences on their knowledge and personal growth. Key professional skills developed and used in this course include technical writing, effective teamwork, giving meaningful feedback, critical thinking and reflection.

Course Structure
[bookmark: _Hlk510015410]This course takes place in Canvas with work and learning being conducted online. Your interaction with me and with your fellow students will take place mainly in Canvas.

[bookmark: _Hlk510015447]Prerequisites
Required prerequisites for this course include B.A.A.S. 3000; B.A.A.S. 3020; Senior Standing; Declaration of the B.A.A.S. degree as the program of study at UNT.
Course Objectives
Students will understand and apply the skills of a 21st Century Career by:
CO 1. Applying effective analysis and research skills to develop alternative recommendations for action.
CO 2. Using effective individual and group professional writing and presentation skills.
CO 3.  Articulating a range of methods for leadership and collaboration.
CO 4.  Examining a complex problem and generating proposals.
Students will understand the basic skills necessary to productively participate in the development and execution of a business pitch through corporate teams, applicable research, and innovation by creating a consultant report and corresponding presentation for a specific problem, which will include:
· A team contract
· Research of a specific problem using peer-reviewed sources
· Proposing three alternatives of action via a consultant report
· Choosing and justifying the best alternative of action
· Creating an interactive presentation to a panel "pitching" the best alternative of action
Prerequisites
Required prerequisites for this course include B.A.A.S. 3000; B.A.A.S. 3020; Senior Standing; Declaration of the B.A.A.S. degree as the program of study at UNT.

Required Texts 
· Burnison, Gary (2018). Lose the Resume, Land the Job. ISBN: 9781119475200
· Coehlo, Paulo (1988/ 1993/ 2006) The Alchemist. ISBN: 978-0061122415
· Johnson M.D., Spencer (2009) Who Moved My Cheese. ISBN: 978-0743582858

Project Teams 
It is in your best interests to be a highly effective member of a team! 
If a member of a team is not contributing sufficiently to the work of the team, the other members have the right to:
1)             notify the team member that they are not contributing well, copying the professor and all other teammates on that email message (using UNT email addresses);
2)             give the team member 7 days to improve contribution to the team; and,
3)             if contribution has not improved sufficiently, to eject that member from the team.
[bookmark: Calendar]If a team member is ejected, he/she may complete a different project on their own in the remaining time left in the term. However, their teamwork score will be zero, and any prior team assignments will also have a score of zero. In other words, the possible points to be earned are not retroactive, but rather pick up at the point of ejection of the team member.


COURSE REQUIREMENTS AND GRADING
	Assignment
	Point Value
	Percent of Grade

	Assessments
Elevator Pitch
Career Comparison
Resume
Foliotek/ ePortfolio/ LinkedIn
	65
	16%

	Quizzes (13)
Course Info
Learning Material
	130
	33%

	Discussions (5)
	25
	6%

	Exams (2)
	80
	20%

	Business Project
Contract
Drafts
Presentation
Executive Report
Peer Critique
	100
	25 %

	Total
	400
	100 %


[bookmark: CPolicies]A (360+)      B (320 - 359)     C (280 - 319)    D (240-279)    F (279 or below)
To receive credit for this course within the Bachelor of Applied Arts and Sciences degree, a grade of C or higher is needed.
Use of Canvas
Copies of syllabus, assignments, grades, instructor contact information, calendar, and other important course documents can be found on the course Canvas site.  Assignments will be submitted via Canvas. Written work may be submitted using a plagiarism detection software program. Look for details on how to submit those assignments in the Canvas class site.
Late Work
I will not accept late work in this course. All work turned in after the deadline will receive a grade of zero unless the student has a university-excused absence (opens in a new window) and provides documentation with 48 hours of the missed deadline.

Technical Difficulties
 Students will not be allowed to retake any assessment based on technical difficulties. Please check compatibility with Canvas in advance. Specifications are posted in the getting started module. NOTE: While the Canvas Calendar with alerts is an additional organizational tool, it is not always accurate. In other words, students should not rely solely on the Canvas calendar and/or alerts to complete assignments. Rather, students are expected to meet deadlines according to the provided course schedule. . If you have any technical difficulty with Canvas, please contact the Student Helpline immediately at (940) 565-2324 or at helpdesk@unt.edu. Remember to get a ticket.
Turn-around Time
 I aim to return graded work to you within one week of the due date. 
Grade Disputes
You are required to wait 24 hours before contacting me to dispute a grade. 
· Within that time, I expect that you will review the assignment details and reflect on the quality of the work you turned in. If you would still like to meet, email me to set up a meeting (I cannot discuss grades over email). 
· You should come to our scheduled meeting with specific examples that demonstrate that you earned a higher grade than you received. 
· If you miss your scheduled meeting, you forfeit your right to a grade dispute. If you do not contact me to schedule a meeting within seven days of receiving your grade, you also forfeit your right to a grade dispute. 
· Keep in mind that including all necessary elements in an assignment, does not guarantee a perfect score. It usually indicates at least a passing score of 70%, to earn 80-89% requires work that is above average or to earn 90-100% requires work that is outstanding.
Extra Credit
If an opportunity for extra credit presents itself, it will be announced and available to the entire class at the discretion of the instructor. There will be no individual opportunities for extra credit.


POLICIES
Dropping the Course
We want you to succeed in this class and at UNT. If you are concerned about your progress in the course, or believe you need to drop for other reasons, it is important that you contact the instructor as soon as possible. We want to make sure that dropping the course is your best or only option. There are consequences to dropping classes that extend beyond losing your invested time, money, and effort. Dropping one or more classes may make you ineligible for financial aid. There are also limits on the number of courses you can drop. You can learn more about this at registrar.unt.edu/registration/dropping-class. If you absolutely have to drop the course, you may do so through my.unt.edu. Be sure to check the university registrar schedule for the last date to drop a class with an automatic grade of “W”.

Request for Incomplete
Students may request a grade of incomplete (“I”) only if he/she meets all of the following conditions:
· The request occurs on or after the university registrar official date.
· The student is passing the course;
· There is a justifiable and documented reason beyond the control of the student (i.e., serious illness or military service) for not completing the course on schedule; and,
· The student has the approval of the instructor and the faculty director.
Students meeting these criteria must arrange with the instructor to finish the course at a later date (no longer than 12 months after the I grade was reported) by completing specific requirements outlined by the instructor. These requirements must be listed on a “Request for Grade of Incomplete” form signed by the instructor, student, and faculty director. More information on UNT’s incomplete grade policy is available at registrar.unt.edu/grades/incompletes.
Grade Appeals
If you have a question about a grade on an assignment, please arrange to meet with the instructor during office hours or via phone or email. Grades for individuals will not be discussed before, during or after class in the classroom for privacy reasons. At the end of the term, if you believe an error was made in your grade, please ask for a copy of the B.A.A.S. unit grade appeal policy, which you can obtain from the instructor or from the department’s administrative assistant.

Syllabus Change 
In the rare cases that there is a date change for an assignment, exam or any other syllabus change, the instructor will notify students through an announcement in Canvas. This notification will be provided a minimum of seven days in advance of the change.

Retention of Student Records
Student records pertaining to this course are maintained in a secure location by the instructor of record. All records such as exams, answer sheets (with keys), and written papers submitted during the duration of the course are kept for at least one calendar year after course completion. Course work completed via the Canvas online system, including grading information and comments, is also stored in a safe electronic environment for one year. Students have the right to view their individual record; however, information about student’s records will not be divulged to other individuals without proper written consent. Students are encouraged to review the Public Information Policy and the Family Educational Rights and Privacy Act (FERPA) laws and the University’s policy. See UNT Policy 10.10, Records Management and Retention for additional information.

Access to Information
Students’ access point for business and academic services at UNT is located at: my.unt.edu. All official communication from the University will be delivered to a student’s Eagle Connect account. For more information, please visit the website that explains Eagle Connect and how to forward e-mail: eagleconnect.unt.edu/

Student Evaluation
Student feedback is important and an essential part of participation in this course. The student evaluation of instruction is a requirement for all organized classes at UNT. The survey will be made available during weeks 13, 14 and 15 of the long semesters to provide students with an opportunity to evaluate how this course is taught. Students will receive an email from "UNT SPOT Course Evaluations via IASystem Notification" (no-reply@iasystem.org) with the survey link. Students should look for the email in their UNT email inbox. Simply click on the link and complete the survey. Once students complete the survey they will receive a confirmation email that the survey has been submitted. For additional information, please visit the SPOT website at http://spot.unt.edu/ or email spot@unt.edu.

Campus Carry
In accordance with state law and UNT policy, students who are licensed may carry a concealed handgun on campus premises except in locations and at any function, event, and program prohibited by law or by this policy. Students may learn more about UNT’s concealed handgun policy at https://campuscarry.unt.edu.

Academic Integrity Standards and Consequences
According to UNT Policy 06.003, Student Academic Integrity, academic dishonesty occurs when students engage in behaviors including, but not limited to: cheating, fabrication, facilitating academic dishonesty, forgery, plagiarism, and sabotage. A finding of academic dishonesty may result in a range of academic penalties or sanctions ranging from admonition to expulsion from the University.

Acceptable Student Behavior
Student behavior that interferes with an instructor’s ability to conduct a class or other students' opportunity to learn is unacceptable and disruptive and will not be tolerated in any instructional forum at UNT. Students engaging in unacceptable behavior will be directed to leave the classroom and the instructor may refer the student to the Dean of Students to consider whether the student's conduct violated the Code of Student Conduct. The University's expectations for student conduct apply to all instructional forums, including University and electronic classroom, labs, discussion groups, field trips, etc.
The Dean of Students Office (opens in a new window) enforces the Code of Student Conduct (opens in a new window). The Code explains what conduct is prohibited, the process the DOS uses to review reports of alleged misconduct by students, and the sanctions that can be assigned. When students may have violated the Code they meet with a representative from the Dean of Students Office to discuss the alleged misconduct in an educational process.
ADA Accommodation
UNT makes reasonable academic accommodation for students with disabilities. Students seeking accommodation must first register with the Office of Disability Accommodation (ODA) to verify their eligibility. If a disability is verified, the ODA will provide a student with an
accommodation letter to be delivered to faculty to begin a private discussion regarding one’s specific course needs. Students may request accommodations at any time, however, ODA notices of accommodation should be provided as early as possible in the semester to avoid any delay in implementation. Note that students must obtain a new letter of accommodation for every semester and must meet with each faculty member prior to implementation in each class. For additional information see the ODA website. You may also contact them by phone at 940.565.4323.
Important Notice for F-1 Students Taking Distance Education Courses
Federal Regulation
To read detailed Immigration and Customs Enforcement regulations for F-1 students taking online courses, please visit the Electronic Code of Federal Regulations (opens in a new window) website. The specific portion concerning distance education courses is located at Title 8 CFR 214.2 Paragraph (f)(6)(i)(G).
The paragraph reads:
(G) For F-1 students enrolled in classes for credit or classroom hours, no more than the equivalent of one class or three credits per session, term, semester, trimester, or quarter may be counted toward the full course of study requirement if the class is taken on-line or through distance education and does not require the student's physical attendance for classes, examination or other purposes integral to completion of the class. An on-line or distance education course is a course that is offered principally through the use of television, audio, or computer transmission including open broadcast, closed circuit, cable, microwave, or satellite, audio conferencing, or computer conferencing. If the F-1 student's course of study is in a language study program, no on-line or distance education classes may be considered to count toward a student's full course of study requirement.
University of North Texas Compliance
To comply with immigration regulations, an F-1 visa holder within the United States may need to engage in an on-campus experiential component for this course. This component (which must be approved in advance by the instructor) can include activities such as taking an on-campus exam, participating in an on-campus lecture or lab activity, or other on-campus experience integral to the completion of this course.


If such an on-campus activity is required, it is the student’s responsibility to do the following:
(1) Submit a written request to the instructor for an on-campus experiential component within one week of the start of the course.
(2) Ensure that the activity on campus takes place and the instructor documents it in writing with a notice sent to the International Student and Scholar Services Office.  ISSS has a form available that you may use for this purpose.
Because the decision may have serious immigration consequences, if an F-1 student is unsure about his or her need to participate in an on-campus experiential component for this course, s/he should contact the UNT International Student and Scholar Services Office (opens in a new window), telephone 940-565-2195 or email internationaladvising@unt.edu to get clarification before the one-week deadline.
1/15/04
Rev. 7/22/2016
Sexual Assault Prevention
UNT is committed to providing a safe learning environment free of all forms of sexual misconduct. Federal laws and UNT policies prohibit discrimination on the basis of sex as well as sexual misconduct. If you or someone you know is experiencing sexual harassment, relationship
violence, stalking and/or sexual assault, there are campus resources available to provide support and assistance. The Survivor Advocates can be reached at SurvivorAdvocate@unt.edu or by calling the Dean of Students Office at 940-565-2648. Visit Title IX Student Information (opens in a new window) for more resources.

Undocumented Students
Please see UNT'S Resources for DACA Students web page for more information.

Emergency Notification & Procedures
UNT uses a system called Eagle Alert to quickly notify students with critical information in the event of an emergency (i.e., severe weather, campus closing, and health and public safety emergencies like chemical spills, fires, or violence). In the event of a university closure, please refer to Canvas for contingency plans for covering course materials.

Student Verification
UNT takes measures to protect the integrity of educational credentials awarded to students enrolled in distance education courses by verifying student identity, protecting student privacy, and notifying students of any special meeting times/locations or additional charges associated with student identity verification in distance education courses. See See UNT Policy 07-002 Student Identity Verification, Privacy, and Notification and Distance Education Courses

Use of Student Work
A student owns the copyright for all work (e.g. software, photographs, reports, presentations, and email postings) he or she creates within a class and the University is not entitled to use any student work without the student’s permission. See UNT CLEAR Student Work Policy

Important Dates
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Fall 2020 Term

Date

August 24, 2020
September 7, 2020
November 26-27, 2020
December 2-3, 2020
December 3, 2020
December 4, 2020
December 5-11, 2020
December 24, 2020 -
January 1, 2021

Event

First Class Day (Monday)
Labor Day (no classes; university closed)
Thanksgiving Break (no classes: university closed)
Pre-finals Days

Last Class Day

Reading Day (no classes)

Finals

Winter Break (no ciasses; university closed)
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