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E-mail:


ctn437@yahoo.com
INSTRUCTOR NOTES:

1.
This is an independent study course, not a tutorial.  It is your responsibility to read, understand, and comply with all of the requirements and directions included in this syllabus and all attachments to the syllabus. 

2.
It is also your responsibility to contact me if you have any questions about this course or if you are encountering problems that may keep you from meeting the submission dates for the assignments. If you have questions or problems, contact me as soon as possible. Do not wait until the last minute and do not let any questions, difficulties, or problems cause you to submit assignments later than the due date unless I have given you an extension. 
3.
PLAGIARISM WILL NOT BE TOLERATED.  If you have any question as to whether or not you are committing plagiarism, you should contact me immediately. 

4.
Checklist Requirement: All independent study students are required to complete and submit an ESTIS AND HCMIS ASSIGNMENT SUBMISSION CHECKLIST with each assignment. (See Attachment Four)The purpose of this checklist is to remind you to check your papers to ensure that you have met all requirements of the syllabus for each paper and that you have not inadvertently omitted major items that can adversely affect your grade.  Do not submit a paper until you are sure that you have met all the requirements on the checklist to the best of your ability.  Contact me via email to receive an electronic copy of this checklist 

COURSE DESCRIPTION: EST E51 addresses the use of written and electronic media resources relevant to Electronic Management and the development of an Electronic Management research bibliography and the use of bibliographic resources to produce written comparative or persuasive research reports.  May be independent study. 

PREREQUISITE:  EST 300-3 and Electronic Management major or consent of department
PREREQUISITE TO: EST 401-3 and EST 450-3

TEXTBOOKS:

Aaron, J. E. (2001). The Little, Brown compact handbook. (7th ed.). New York: Addison 

Wesley Longman, Inc.

American Psychological Association. (2009). Publication manual of the American 

Psychological Association (6th ed.). Washington, DC: Author.

 COURSE OUTCOMES
 These outcomes, which have been established by SIU, form the basis for the grading system used in this course, including the requirement that all topics be related directly to the Electronics Industry. 
	           Cognitive Objectives
	%  Topical Coverage

	Cognitive Objective:  The student will use written and electronic media resources to find, select, and document a bibliography that includes books, government documents, journal articles, periodical articles, electronics industry produced information, electronics industry association produced information, and newspaper articles on assigned topics of current interest to the electronics industry.

Assessment: Faculty evaluation of a bibliography that is relevant to the assigned topics and produced in a style and format consistent with academic works.
	30% 

	Cognitive Objective:  The student will prepare three organizational (topical) outlines for three comparative or persuasive reports to be produced by the student using references included in the above bibliography.

Assessment: Faculty evaluation of the three organizational outlines using common academic criteria.
	15%

	Cognitive Objective:  The student will analyze, write, and document three comparative or persuasive reports based on the faculty approved organizational outlines.
Assessment: Faculty evaluation of the content and comparative or persuasive merit of the three reports
	45%

	Cognitive Objective:  The student will use the technical writing style and documentation requirements of the Publication Manual of the American Psychological Association when producing the bibliography and writing the three reports.

Assessment: Faculty assessment of the technical writing style and documentation of the three reports using the criteria of the Publication Manual of the American Psychological Association
	10%


COURSE ASSIGNMENTS AND DUE DATES

	Assignment
	Points 
	 Due Date:

	Assignment #1: Documented (annotated) Bibliography 
	100
	4 February 2012

	Assignment #2:  Persuasive Report #1
	100
	3 March 2012

	Assignment #3: Persuasive Report #2
	100
	31 March 2012

	Assignment #4: Comparative Report
	100
	14 April 2012


GRADING SCALE:   This course has a total of 400 points. Each assignment is worth 100 points (25 % of the final grade).Final course grades will be based on the total number of points obtained on all four assignments. Grades will be computed as follows:

	Points Scored
	Percentage
	Grade
	
	Points Scored
	Percentage
	Grade

	360-400
	90- 100%
	A
	
	240-279
	60- 69%
	D

	320-359
	80 -89%
	B
	
	    0-239
	59% or less
	F

	280-319
	70 -79%
	C
	
	
	
	


Grading Criteria for Assignment One

The bibliography requires 25 entries. Each entry that meets the specified criteria is worth 2 points.  A bibliography that does not meet the format requirements described above will be awarded zero (0) points. Each organizational outline is worth 15 points. 5 bonus points will be awarded for exceptionally well constructed organizational outlines
Grading Criteria For Assignments 2, 3, and 4
	Grading Component
	Points Allocated
	Description and Requirements

	References and Citations

	10
	Used APA format to list references on reference list and to cite references in text (body of your paper). (2 points for each error). Included a citation for each paragraph in the paper that that is obviously taken from a source. (2 points for each error)

	Knowledge of Subject
Read the reference material,  understand what the authors are saying, and explain what they said in your own words
	45
	 Demonstrate an understanding of the research topic and how this topic applies to today's workplace
.  

	Grammar
Refer to the Little Brown Compact Handbook for help with grammar
	10
	Minus 2 points for each of the following grammatical errors:  subject-verb disagreement, pronoun-antecedent disagreement, incorrect verb tense, incomplete sentence (sentence fragment), run-on sentence (fused sentence or comma splice), vague antecedent, misplaced or dangling modifiers, mixed sentences.

	Quality
If you are drawing material directly from source and you are not using direct quotes, you must paraphrase and cite the source from which you obtained the information

	20
	Papers must: 

1.  Be edited and proofread for proper punctuation, spelling, capitalization, appearance, headings, page numbering, and typographical errors. 

2. Contain no paragraphs longer than 1/3 of a page.

3. Paragraphs must contain at least 3 complete sentences.

4. Papers must be double-spaced, typewritten, fully documented, contain one-inch margins on all sides; all pages must be numbered.
5.  Use only one double space between paragraphs/sections and after headings.

	Directions
Papers must comply with all directions and format requirements related to a specific assignment
	15
	1.  Failure to submit a completed Assignment Checklist (See Attachment Four to the syllabus) or submitting an Assignment Checklist that has obviously been falsified will result in a penalty of up to 10 points. 

2. Failure to use the required headings will result in a loss of all 15 points. 



ASSIGNMENT ONE:  BIBLIOGRAPHY AND ORGANIZATI0NAL OUTLINES 

This assignment requires that you develop an annotated bibliography and three organizational outlines. The bibliography contains the primary references you intend to use for the remainder of your assignments. The organizational outline contains the topic, thesis statement, main sections, and the references you intend to use in each section. 
Rationale and Purpose for Assignment One

Your study of Electronics Management will not be complete until you have become familiar with the whole realm of literature that supports Electronics Management as a field of study. The purpose of this assignment is to familiarize you with the available Electronics Management literature. One method you can employ that might make this assignment more useful and meaningful to you is to think in terms of your career goals, interests, and needs to determine which books and other reference sources would be of most interest to you.

A Bibliography is a complete or selective list of readings on a particular subject or topic. Because it would be nearly impossible for a student to compile a complete bibliography for Electronics Management, this assignment is restricted to producing a selective bibliography. NOTE: Your topic cannot be a management theorist or a management theory.
Your bibliography should not be limited to only electronics related sources. Your field of study includes management. When searching for appropriate bibliographic entries, think in terms of fiscal aspects, legal aspects, labor relations, personnel issues, safety, marketing, public relations, and similar areas of interest to managers within the Electronics Industry. Look for books and journals that provide detailed information about management theories, concepts, and practices. You may also wish to review the requirements for EST 401 and EST 450. Your bibliographic entries could be useful to you when completing those courses

Instructions for Assignment 1 (Part 1) Compile an Annotated Bibliography
1.
Before you start compiling your annotated bibliography, select a different Electronics Industry related topic for each of your three persuasive or comparative reports. NOTE: Choose your topics carefully; if you decide to change topics for assignments 2, 3, and 4, you will be required to resubmit assignment one with a new bibliography and topic summaries for your new topics.
2.
Next, select sources for your bibliography that will provide the information required to write topical outlines and reports on these topics. When considering books and most journals, look for those that provide detailed information about management concepts and practices.

3.
Each one of the 25 entries in the bibliography must contain two (2) brief annotations that state the topic supported by that entry and the importance of the entry to the topic supported.  Follow the example provided in the box below. NOTE: You do not have to place your entries in boxes; it is done here only for illustrative purposes:

	Aaron, J. E.  The Little, Brown compact handbook (5th ed.).  Reading, MA:  Allen Bacon Longman, Inc.

Topic Supported:  Writing well organized and grammatically correct papers.

Importance:  This book contains detailed information on organizing sentences, paragraphs, and reports.  It also provides clear examples of correct grammar usage.




4.
The title on your cover sheet for this assignment should be “Electronics Management Bibliography”.  In the abstract that goes on the cover page, identify the topics that you will be writing about in assignments 2, 3, and 4.

5.
For this assignment only, submit your bibliography in the format shown in Attachment Three to the syllabus. 

Instructions for Assignment 1 (Part 2) Develop 3 Organizational Outlines
The organizational outline contains the topic, thesis statement, main sections, and the references you intend to use in each section.  Each outline should consist of one page, formatted as follows:
Topic (center your topic at the top of the paper)

Thesis Statement: 
Put your thesis statement here. You may want to include 2 or sentences as required to explain or expand on the thesis statement. 

First Heading:
State the main points you intend to cover in the first section of your paper. List the references you intend to use in this section

Second Heading:
State the main points you intend to cover in the second section of your paper. List the references you intend to use in this section

Third Heading:
State the main points you intend to cover in the third section of your paper. List the references you intend to use in this section. 

You do not need a summary or conclusion in the outline

GRADING SCALE:   This course has a total of 400 points. Each assignment is worth 100 points (25 % of the final grade).Final course grades will be based on the total number of points obtained on all four assignments. Grades will be computed as follows:

	Points Scored
	Percentage
	Grade
	
	Points Scored
	Percentage
	Grade

	360-400
	90- 100%
	A
	
	240-279
	60- 69%
	D

	320-359
	80 -89%
	B
	
	    0-239
	59% or less
	F

	280-319
	70 -79%
	C
	
	
	
	


ASSIGNMENTS 2, 3, & 4:  PERSUASIVE OR COMPARATIVE REPORT 
Instructions for Assignment 2, 3, and 4  

1.
In each of these three reports, you have two options: (a) picking a topic and persuading the reader that your point of view on the topic is valid and should be accepted in practice or (b) picking two or more topics, comparing them, and making a recommendation on which one in the most appropriate for your situation.  This means that you must go beyond the requirements for a basic information report; you must use logic, organization, word choice, and writing style to persuade the reader or to compare topics. These reports must end with a conclusion that offers specific examples or definite information that supports your recommendation. Your topic summaries should provide the foundation for these requirements. 

2.
Do not use any long (block quotes). Do not include more that 2 short quotes: these should be used only if necessary to make a point.
3.
Papers must contain a fully documented body of no fewer than 5 full pages and no more than 7 full pages Papers must be double-spaced, typewritten, fully documented, and proofread for proper grammar, punctuation, spelling, and other errors.  Use one-inch margins and number all pages.

4.
A completed and accurate Assignment Submission Checklist must be attached to the end of your report.

FORMAT REQUIREMENTS 

Cover Sheet:
Refer to the example in Attachment Two.  Make sure you have at least three but no more than five sentences in the abstract.  The abstract should be left justified.
Introduction:  
Write a one or two-paragraph introduction that includes a well defined thesis statement.  (Keep in mind that a paragraph can be no longer than 1/3 of a page.) In this introduction, you should state the key points that you will be discussing in your paper.  The last paragraph of the introduction should include a well-developed thesis statement (Refer to the Little Brown Compact Handbook for information on thesis statements.). 
Body: 
The body of the paper starts with the first heading after the introduction and ends with the last sentence before the summary. The body of your paper must contain no fewer than 6 full pages and no more than 9 full pages and must be thoroughly documented.  This means that your introduction, summary, and conclusion do not count in the 5-7 page requirement for the body of the paper. 

Each major section in the body of your paper must have the appropriate headings and subheadings. You must have at least three headings in the body of your paper. (See the sample report format in Attachment Three to the syllabus).
Summary:   
Summarize the main points in your paper in one (1) paragraph of approximately 1/3 of a page. Only facts already discussed in the paper go in this section.  Do not put conclusions or recommendations in the summary. 
Conclusion:  
Draw a conclusion based on the facts in your paper. The conclusion should contain at least two (2) paragraphs and no more than three (3) paragraphs.
Recommendation: 
Make a recommendation based on your conclusions. Provide the reasons for your recommendations.  The recommendation should contain at least two (2) paragraphs and no more than three (3) paragraphs.
References:  
The Reference list for each assignment must contain a minimum of ten (10) references. You may use references that were not included in the bibliography that you submitted for Assignment One. However, you must use at least 10 references from your approved bibliography in each report.
ASSIGNMENT REMINDER
Make sure you have checked the syllabus to ensure that you have followed all directions for the assignment. Retain all of your notes and a copy of your paper until you receive a grade for the paper.
BIBLIOGRAPHY:

DuBrin, A. J.  (1994).  Essentials of management (3rd ed.).  Cincinnati, OH:  South-Western Publishing Co.

Houp, H. K., Pearsall, T. E., & Tebeaux, E.  (1995).  Reporting technical information (8th ed.). Boston:  Allyn & Bacon.

Pearlman, D. D. & Pearlman, P. R.  (1989).  Guide to rapid revision (4th ed.).  New York: MacMillan.

Strunk, W., Jr., & White, E. B.  (1979).  The elements of style (3rd ed.).  New York:  MacMillan.
ATTACHMENT ONE TO THE SYLLABUS-BASIC REQUIREMENTS

1.
Due Dates: Assignments may be sent as an e-mail attachment (MS Word only) or via regular postal mail or any other surface carrier. Assignments that are faxed will not be accepted. Each assignment must be mailed (postmarked) or e-mailed by the due date. Please be aware that if e-mail is used, the actual date of the completed transmission is the date that will be recorded. Two (2) points will be deducted for each day past the prescribed due date that assignments are mailed or e-mailed.   
2.
Plagiarism:  I have implemented A ZERO TOLERANCE POLICY REGARDING PLAGIARISM. Any paper that is plagiarized, whether intentional or unintentional, will receive zero (0) points. In most cases, this will result in a failing grade for the course. All questionable papers will be closely checked for plagiarism. A questionable paper does not appear to have been written by the person who submits it.  In the “real world”, writers are responsible for proving that they have not plagiarized. The same holds true in the academic world.  Questionable papers will be submitted to www.turnitin.com to check for plagiarism.  Any resulting penalties will depend on the degree of plagiarism that is evidenced.

3.
Class Meetings: I meet with Independent Studies classes at the beginning of each semester and towards the end of the semester on a Saturday of the regularly scheduled class. 
4.
Incomplete Grades:
A grade of Incomplete (INC) may be assigned when, for reasons beyond their control, students engaged in passing work are unable to complete all required assignments. Students must request the incomplete grade, in writing. Incomplete grade request forms are available in the SIU office. A student may not enroll in additional independent study courses with an outstanding incomplete in a prior independent study course. Incomplete grades that are not removed by the end of the following semester  will be converted to a WF or an F grade.

5.
Time Expectations:
An independent study course must be approached as you would approach any 3 credit hour college course.  The mount of work and time required are equivalent. The time expectations for a normal class are 40 hours in class and 2 hours of out of class work and study for each class hour (80 hours).  This is a total of 120 hours.  All four independent study courses typically require at least 120 hours of effort if a good grade is to be achieved
6.
Websites: You may find the following websites helpful in writing your reports and complying with APA format requirements.

www.apastyle.org

WWW.bartleby.com

Purdue Online Writing Lab (Go to Google, type in Owl, then click on "Welcome to the Purdue University On Line Writing Lab Owl.

7.
SAFETY INSTRUCTIONS: Not applicable to Independent Study
8.
ACADEMIC DISHONESTY: See Attachment 1 for specifics related to this course.
 Students may be subject to disciplinary proceedings resulting in an academic penalty or disciplinary penalty for academic dishonesty.  Academic dishonesty includes, but is not limited to, cheating on a test, plagiarism, or collusion

9.
ADA STATEMENT FOR STUDENTS REQUIRING SPECIAL ACCOMMODATIONS:  

As per 504 of the Vocational Rehabilitation Act of 1973 and the American Disabilities Act (ADA) of 1990, if accommodations are needed, inform the instructor or program advisor as soon as possible.  

--------------------------------------------------------------------------------------------------------------------------

ATTACHMENT TWO TO THE SYLLABUS: COVER SHEET/TITLE PAGE FORMAT

Center your Course Number and Title at the top of the paper

Center the assignment number

Center the title of your paper 

Prepared for

Craig T. Neville
ESTIS Visiting Assistant Professor

By

Your Name

Southern Illinois University

	Put a one-paragraph abstract of your paper here. No fewer than three complete sentences and no more than five complete sentences. Use left hand justification for the abstract



Date Submitted


ATTACHMENT THREE TO THE SYLLABUS: BIBLIOGRAPHY FORMAT

FOR THIS ASSIGNMENT ONLY, submit your bibliography in the following order, using the headings shown. Remember to put the references in alphabetical order under each section and to put all entries under each heading in APA format.  The bibliography must include:

	Books
	A minimum of five (5) books dated 1997 or later with topics that include management, supervision, and/or Electronics related topics. You may include the current edition of SIU textbooks. (Include only the most current edition of any one book). In addition to the normal bibliographic information, each entry must include the library where you obtained the book and the call number of the book.

	Government Documents:  


	A minimum of five (5) government documents dated 2000 or later that are related to Electronics Management. In addition to the normal bibliographic information, each entry must include the library where you obtained the document.

	Journals


	A minimum of five (5)  management, supervision, human relations, and/or Electronics Management related journal articles that are dated 2003 or later. NOTE: Journals are compilations of scholarly works usually published under the auspices of a professional organization. Do not confuse other periodicals and/or magazines (regardless of their title) with journals.  On line journals are not acceptable for this assignment unless they were retrieved from a college or university on line service. In addition to the normal bibliographic information, each entry must include the library where you obtained the journal.

	Periodicals
	A minimum of five (5) different articles from periodicals/magazines dated 2005 or later, each of which was published in a different periodical/magazine and all of which are related to Electronics Management. In addition to the normal bibliographic information, each entry must include the library where you obtained the document.  NOTE:  Consult the Reader’s Guide to Periodical Literature to help find sources.  These periodicals must be print media; on line sources are not acceptable.

	Internet Sources


	A minimum of  five (5)Electronics Management related documents/articles that are currently available on the World Wide Web


ESTIS CHECKLIST

(Revised 31 October 31, 2011)

	1
	Assignment cover sheet has been completed correctly, including the correct course number, title, and a one paragraph abstract on the cover sheet.  
	

	2
	Paper includes the required number of pages in the body of the

paper as defined in the syllabus. All pages are numbered. 
	

	3
	Paper conforms to the required number of paragraphs in specified

sections of the paper as defined in the syllabus.
	

	
	Paper has one inch margins on all four sides and only one double space 

between paragraphs. Paper contains no paragraphs longer than 1/3 of a page. 
	

	4
	Reference list is in APA format and includes the number and type of 

references for the assignment required by the syllabus. Lines in each reference list entry are single spaced with double spaces between entries.
	

	5
	All citations in the paper refer to sources that are on the reference list. Paper contains no citations from sources not on the reference list. Direct quote citations are in the proper format for the type of quote (short or long(block)) and  include all of the following information: author(s), date or n.d., and a page, paragraph, or section number, as applicable. All portions of the paper that are obviously taken from a source are cited.  
	

	6
	.Introduction contains a clearly written thesis or problem statement that indicates what will be discussed  in the paper
	

	7
	Paraphrasing has been accomplished in accordance with guidance provided on the information sheet entitled “Correct Way to Quote and Paraphrase From a Source”. (NOTE:  If you do not have this information sheet, contact me via email and I will send you a copy.)
	

	8
	Checked the syllabus to ensure you have followed all directions for the assignment. 
	

	9
	Proofread your paper for format, grammar, correct citations, and redundancy.


	

	10
	Ensured that there is no instance of plagiarism in your paper. 
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