City College of San Francisco Spring 2018
Introduction to Supervision/Management  
Tu/Th 9:40 to 10:55 MUB 260
To contact me:  sberston@ccsf.edu 
My website (with my schedule and where to find me, if needed): 
www.buildequity.weebly.com 
Course prerequisites:  None

Required Text: Exploring Management 5e (be sure you have this edition) by John Schermerhorn and Dan Bachrach. It is available in the bookstore.  Please have the book by the second class.  It is well worth the investment.  
My teaching philosophy: Collaborative.  
Your required participation: 
Please: Show up. Be responsible.  Hold yourself accountable. Stay Committed.  Do not quit when it feels hard. 
Course Description: Basics of supervision and management including planning, organizing, recruiting, training, decision-making, communication, management/employee relations, motivation, discipline, rewards/incentives, and grievances. Time and stress management for the manager; speaking, listening, writing, and nonverbal communication. CSU (California State University Credit)   


Credit Value:  3 units
Grading Scale:  No curve.  
The criteria for determining a student’s grade shall be as follows (on a percentage of total point basis):
A
100-90

B
89-80

C
79-70

D
69-60

F
59 or below

Late Work
0


Course Learning Outcomes
1. Describe and explain the five management functions: planning, organizing, staffing, directing, and controlling. 

2. Compare management today with that of earlier periods; and assess the impact of the social/political economic climate on management theory and practice. 

3. Demonstrate analytical skills in identifying and solving supervisory business problems. 

4. Describe the steps in the decision making process 

5. Define the concepts of power, influence, and authority. 

6. Describe the concepts of Total Quality Management (TQM) and the goals it seeks to achieve. 

7. Describe the process of change management. 

8. Define corporate culture and its relationship to the climate that exists within an organization. 

9. Identify major laws and regulations applicable to recruitment, selection, and other employment practices. 

10. Discuss the significance of nonverbal communication in facilitating or countering the message. 

11. Relate the importance of leadership to the success of an organization. 

12. Discuss the manager's role in conflict management 

13. Describe the link between planning and controlling. 

14. Identify effective control methods. 

15. Identify the categories of information that are important in managing a business, whatever the size. 

16. Define the concept of productivity: what it is, what it isn't, and how it is measured. 

17. Discuss the kinds of stress managers typically encounter in the business environment. 

18. Suggest techniques available to managers that mitigate harmful effects of stress and avoid burnout. 

19. Recognize the diverse ethical dilemmas that a manager may face in today's business environment. 

20. Discuss a manager's responsibility to stakeholders (stockholders, employees, customers, suppliers, and the community) and how such responsibility may come into conflict with social or environmental interests. 

Materials and Supplies:

· Bring a binder and writing instruments for class notes. You will receive handouts in class. Keeping these handouts organized is important for success in this class.  In most cases, the handouts will also be posted upon the website.

· We will use the wileyplus.com website and the textbook for discussion, along with current and relevant articles from various business publications such as Business Week, Harvard Business Review, Forbes, Fortune and Wall Street Journal.  

Late Work Policy:

It is vital to maintain a realistic, firm and fair classroom policy as it applies to grading, attendance, etc. The nature of our business requires deadlines, and they must be enforced without exception. Students will be expected to use their class time in a productive manner. Grading will be based on the criteria of the project. 

All work is due at deadline. This means that it must be turned in by the due date indicated.  Any student who does not turn in his/her work by the specified deadline will receive a zero. Under no circumstance do I accept handwritten assignments or assignments via email.  These will not receive credit.   Thanks so much. 
· Absences: There is no need whatsoever to let the instructor know, either verbally or by email, why or when you will be absent.  My hyper-crowded inbox can’t take it….. I prefer to read emails related to career aspirations, business news, articles, videos, and your internship or transfer plans. You are allowed two absences for life events without any explanation whatsoever (which includes not sending me an email).  You will be dropped if you are absent four consecutive classes.  Additionally, with pervasive semester-long absences (a late counts as an absence), an instructor can initiate a drop – which results in a W. Now that you’re fully aware of my attendance policy, please be fully aware of the consequences of excessive absences – particularly if you’re an international student or a student on financial aid, who is required to take a minimum number of units.  Thanks.

Process for Evaluation:

Group Project (Don’t worry.  It will be fun)             



25%

Midterm Examination






25%

           Manager Interview 





          25%

Oral Presentation





          25%
Each student will make an eight-minute oral presentation on a current management topic of interest.  The topic will be your choice -- I will provide ideas in advance, so please keep in mind as we go along so that you can choose a topic which sparks your interest.  Takeaway: communication and public speaking (all managers must engage in this activity).

There will be a group project. Takeaway: teamwork, collaboration, problem solving, critical thinking and writing skills, both of which are crucial as a manager and in today’s organizational environment. 
Instructor and Contact Information/Office Hours: 

· Name:  Susan Berston   Email:  sberston@ccsf.edu  (I check email often, and this is the best way to reach me).  

· My office:  I will meet you somewhere on campus and I am always available before or after class. 
· Office Hours by appointment – please email me 24 hours in advance to schedule a meeting: sberston@ccsf.edu
Missed Tests:
If you are unable to take the online exam by the due date (which I’ll announce multiple times), you will not have the opportunity to take it again.  Thanks in advance. 
Attendance:  During the semester, each student will be allowed FOUR unexcused absences before your grade is impacted.  

Missed Classes:

I usually take attendance by the start date of class.  Attendance and follow-through are crucial for this class. Be honest with yourself about keeping this commitment. If you must go on vacation during the course, please take it at a time that better suits your schedule – and know that I am happy to have you in my class another time.  

Four unexcused absences (a late counts as an absence), are allowed for the semester – there are a total of 31 classes, so this is a very liberal policy.  More than two absences within the first four weeks of class results in being dropped.  Continued absences and failure to complete coursework and assignments also results in being dropped.  In much the same way that you make a commitment to a job or internship, it is imperative to come to class punctual, ready, prepared, and engaged. If you don’t think you can attend all classes, have that discussion with yourself or your counselor, and please drop by the required date (February 7). Doing so by this date will help you avoid a nasty, indelible W on your transcript – which transfer schools frown upon. Please manage your time and avoid telling me why you will be missing class, if at all, and any work conflicts.  It is far more interesting to discuss business issues, opportunities, majors, and transfer opportunities to amazing four-year colleges, on-campus clubs, leadership opportunities, internships, and careers.  
Disabled Students Programs and Services:  Reasonable accommodation of disabled students is required by law under the American with Disabilities Act.  Any disabled student who would like disability related accommodations (special arrangements of any sort) must register with DSPS (Disabled Students Programs and Services), and receive an official document from DSPS that outlines reasonable accommodations determined by the DSPS counselor.  The document from DSPS should be shown to the instructor.  If you do not have this document or you have yet to register with DSPS, please call a counselor at 415 452.5481.  DSPS is located in Room 323 of the Rosenberg Library. 
Don’t do it – it’s not worth it: Academic or intellectual dishonesty, such as cheating or plagiarism. Cheating is defined as taking an examination or performing an assigned, evaluated task in a dishonest way, such as having improper access to answers. Plagiarism is defined as the unauthorized use of the language and thought of another author and representing them as your own. 
Supervision 231 Supervision and Management Fall Semester 2017
Publisher’s website: www.wileyplus.com 

Questions? Email me at: sberston@ccsf.edu  

	Week
	In - Class Lecture  
	Important Dates/In-class activities 

	Tuesday / Thursday
	Chapter 1: Managers and the Management Process
	Class overview 

	Week 1: January 16 /18


	 Chapter 1: Managers and the Management Process
	Top managers scan the environment and pursue long term goals – provide an example of a top manager and discuss his/her long term goals and how work has changed from the past. Daniel Goleman (Ted Talk)

	Week 2: January 23 /25
	Chapter 2: Ethics and Social Responsibility
	Managers whose moral compass remains in question, whistleblower cases and does training help?

	Week 3: January 30 / Feb 1

	Chapter 3: Managers as Decision Makers
	Interview a Manager

Due Thursday, 2/1
Group Decision Making and Crisis Management Examples (think of one crisis to bring to class). How do you use the steps in the decision making process?

	Week 4: February 6 /8


	Chapter 4: Plans and Planning Techniques

(we will skip chapter 5)
	Contingency Planning Examples

Having a Plan (CCSF Workshop) 

	Week 5: February 13 /15
	Chapter 6: Strategy and Strategic Management
	Group Project Part I due Tuesday, 2/13

	Week 6: February 20 /22


	Chapter 7: Organizational Structure and Design
	Personal SWOT Analysis (see buildequity.weebly.com)

	Week 7: February 27 / Mar 1


	Chapter 8: Organizational Cultures, Innovation and Change
	Team Structures, org charts and Alternative Work Schedules (do they work?) Steve Jobs Video

	Week 8: March 6 /8
3/6 Flex Day No Classes

	Movie The Founder on 3/8 (Thursday)
	Take Home Exam #1 covers chapters 1-7 

(does not include chapter 5-- due Tuesday, 3/13)
Review Fast Company’s Most Innovative Companies 

(buildequity.weebly.com)

	Week 9: March 13/15
	Chapter 9: Human Resource Management
	Take Home Exam Due 3/13

	Week 10: March 20 /22
	Chapter 10: Leadership 

(We will skip chapters 11,12)
	Please relax and refuel – no homework 

	Week 11: March 27
SPRING BREAK 


	Rest and Relax (no homework)
	SHRM Website 

Transparent salary data?

Today’s Perks – how they have changed!

	Week 12: April 3 /5


	Chapter 13: Teams and Teamwork 


	Group Project Part II due Tuesday, 4/3

	Week 13:  April 10 /12


	Chapter 14: Communication
	Teamwork projects and competition in-class

	Week 14: April 17 / 19


	Guest Speaker
	Listening Survey 

Ted Talk about Listening (see Buildequity.weebly.com)

	Week 15: April 24 /26
	Review and practice for oral presentations
	

	Week 16: May 1 /3
	Oral Presentations  
	Oral Presentations

	Week 17: May 8 /10
	Oral Presentations – 

In order to earn full credit for your oral presentation, you must be present for all days of oral presentations
	Oral Presentations


4

