PERSONNEL SUPERVISION

SM208 FALL 2004

Instructor Information:



Bunny Sgambelluri








Email: sgamby1946@hotmail.com







HP
734-3730  (leave message.)








Pager:
476-4671

GCC: 
735-5618








Office:
D8b








Office Hours: Tue. 6:00 - 7:00PM









           Wed. 2:00 - 3:00PM
Course Description:

This course is designed to acquaint the student with the techniques involved in supervising people and the duties and responsibilities of a supervisor; it is organized around the following managerial functions: Planning, Organizing, Staffing, Leading, and Controlling at the first-line level of management. This theme is incorporated and studied throughout the course. Students will study and apply communication, motivational principles, critical thinking, and problem solving tequniques. In addition, students will learn how to manage work groups and resolve employee conflicts.
Prerequisites:
  None. 

Student Learning Outcomes:

supervision, first-line supervision, supervisory management, and first-line management are synonymous terms as used in this course 

Upon completion of SM208, the student will:

· Learn the Schools of Management thought: Scientific Approach; Functional Approach; t Human Relations/Behavioral Approach; and the Quantitative/Systems Approach;

· Learn the Functions of Management: Planning; Organizing; Staffing; Leading; and Controlling as they relate to first-line supervision;

· Be exposed to contemporary communication techniques—the vital link in supervisory management;

· Understand and apply Motivational Principles as used in supervision;

· Acquire the knowledge and skills of solving problems: Decision Making and the supervisor;

· Understand the basis, importance, and application of Positive Discipline in an organization;

· Define Planning and explain why all first-line management functions depend on this function; 

· Appreciate the need and importance of the Organizing function of first-line management;

· Learn how to manage meetings as an important component of supervision;

· Understand how Labor Unions affect the supervisory position;

· Learn the Staffing function and the roles of HR staff and supervisors;  

· Be introduced to Performance Management: appraising, coaching, promoting, and compensation;

· Understand the Leadership component of supervision;

· Learn how to manage Work Groups: teamwork, morale, and counseling;

· Understand the dynamic involved in supervising a Diverse Workforce;

· Learn the nature and importance of the Controlling function;

· Identify and apply the techniques employed to handle Conflicts in the Workplace;   

Required Text

All students must obtain the course textbook

Supervision: Concepts & Practices of Management, by Leonard and Hilgert, 9th edition

Course Activities

Students will be exposed to lectures, guest speakers, discussions, class group case analysis, lab work, and field trips. Student may be assigned work outside the classroom that may include but not limited to library, WWW research projects or other assignments at the discretion of the instructor.

Credit Hours  (3)


Meeting Dates and time 






M/W 4:00 P.M.– 5:30 P.M.

Course Guidelines

Attendance:  You are expected to be prompt for class meetings and your attendance is required.

The instructor will take attendance at each class meeting.

Class preparation:  SM208 is a comprehensive introductory course to supervisory management; therefore, it is your responsibility and to your benefit to be current with chapter and assignment preparations.  Being prepared for class not only affords you the opportunity to better understand the concepts being discussed, but also allows for easier class participation. 

Assignments:  Assignments—as scheduled—are expected on due dates; All Assignments must have student name, course number, Assignment No., MW or TTR class, and date, in upper left-hand corner. Assignments must be typewritten, double-spaced, and stapled. Deviations from these requirements may cause your papers to be rejected. Only assignments for the course in session will be accepted. And under no circumstance will assignments be accepted for another course taught by the same instructor.

Late Assignments: No assignments will be accepted past three consecutive class meetings after the due date. 

Makeup Tests:  It is the student’s responsibility to make prior arrangements with the instructor before the scheduled exam before makeup is allowed.  Makeup exams may be different from scheduled exams. The instructor reserves the right to assign a research paper or other assignments in lieu of a makeup exam. And in fairness to students who take their scheduled exams, the instructor reserves the right to make the final decision concerning makeup exams.  

Participation:  Always remember that each of you are unique individuals and have special experiences and contributions you bring to the class meetings. Please feel free to express your ideas and comments; it is important to all of us; we all can learn from each other—please participate!

Class Make-up: In the event classes are canceled as a result of a power outage, water outage, bomb scare, typhoon, or other natural disaster, all classes missed will be made up by:  (1) extending the class meeting time an additional 15-20 minutes until the contact hours missed are met or (2) scheduling the classes on a Friday or Saturday.
Grading Procedure:




Grading Scale:

Final Grade:





Tests   (three exams @ 20%)   60%


A
90 – 100

Assignments

 25%


B
80 – 89

Attendance/participation
 15%


C
70 – 79


Total 100%


D
60 – 69






F
  0 – 59

TENTATIVE SM208 FALL 2004 SCHEDULE

Date

Chapter Assignments



8/20

Classes start—Syllabus Presentation 
& Chapter 1



8/25

Chapter 2
The Managerial functions



Assignments: Chp. 1
answer questions  1 & 2 only


8/27

Chapter 3 
Communications
9/03

Chapter 4
Motivation Principles


Assignments: Chp. 2
answer questions  1,2,& 3 only


9/08

Chapter 4
Motivation Principles




Assignments: Chp.3
answer questions  1 & 2 only


9/10

Chapter 5
Solving Problems: Decision Making and the Supervisor

9/15

Chapter 6
Positive Discipline




Assignments: Chp. 4
answer questions  2 & 3 only


9/17

Chapters 
1,2,3,4,5, 6
Test Review


9/22

Chapters
1,2,3,4,5, 6
Test one



9/24

Chapter 7
Supervisory Planning



9/29

Chapter 7
Supervisory Planning

10/01

Chapter 8
Supervisory Organizing at the department Level



Assignments: Chp. 7
answer questions  1 & 2 only


10/06

Chapter 9
Managing Meetings



Assignments: Chp. 8
answer questions  1,3 & 4 only


10/08

Chapter 10
The Labor Union and the supervisor



Assignments: Chp. 9
answer questions  3 & 4 only


10/13

Chapter 10
The Labor Union and the supervisor








10/15

Chapter 11 
Employee Recruitment, Selection, Orientation, and Training



Assignments: Chp. 10 answer questions  1 & 2 only


10/20

Chapter 11 
Employee Recruitment, Selection, Orientation, and Training


10/22
Chapter 12
Performance Management: Appraising, Coaching, Promoting, and Compensating



Assignments: Chp. 11 answer questions  1 & 2 only


10/27

Chapters 
7,8,9,10,11,12
Test Review



10/29

Chapters 
7,8,9,10,11,12
Test two

11/03

Chapter 13
Supervisory Leadership and the Management of Change


11/05

Chapter 13
Supervisory Leadership and the Management of Change
 



Assignments: Chp. 12 answer questions  1 & 2 only


11/10

Chapter 14
Managing Work Groups: Teamwork, Morale, and Counseling

11/12

Chapter 15
Supervising a diverse Workforce




Assignments: Chp. 13 answer questions  1 & 3 only


11/17

Chapter 16
Fundamentals of controlling
11/19

Chapter 16
Fundamentals of controlling



Assignments: Chp. 14 answer questions  1,3& 4 only


11/24

Chapter 17
Resolving Conflicts in the workplace

11/26 

Chapter 17
Resolving Conflicts in the workplace



Assignments: Chp. 16 answer questions  1  only


12/01

Chapters 
13,14,15,16,17
Test Review

12/03
 
Chapters 
13,14,15,16,17
Test three

Classes End!
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