



























































































































































REQUEST FOR A REVISED CATALOGUE COPY

{(New Learning Qutcomes, Adntissions, or Other Program Policies)

Valdosta State University

Area of Change: Core [ ] Senior

[ ] Graduate

Current Catalogue Page Number: p.149

Proposed Effective Date for Revised
Catalogue Copy: (new or revised) Fall 2011

Degree and Program Name: B.A. in Mathematics

Present Requirements:
Additional Requirements and Notes

1. The foreign language courses in area F must
meet Arts and Sciences guidelines for

the B.A. degree; furthermore, these courses, along
with an additional language

course either in Area C or in Electives, must
constitute a 3-course sequence in any

foreign language. Minimum acceptable grades in
the language courses are the

same as minimum acceptable grades in the Core
Curriculum.

2, If taken, a grade of “C” or better is required in
MATH 1111, MATH 1112, MATH

1113, MATH 2150, MATH 2261, MATH 2262,
MATH 2263, and CS 1301.

Proposed Requirements: (highlight changes
after printing)
Additional Requirements and Notes

1. The foreign language courses in area F must
meet Arts and Sciences guidelines for

the B.A. degree; furthermore, these courses, along
with an additional language

course either in Area C or in Electives, must
constitute a 3-course sequence in any

foreign language. Minimum acceptable grades in
the language courses are the

same as minimum acceptable grades in the Core
Curriculum.

2. If taken, a grade of “C” or better is required in
MATH 1111, MATH 1112, MATH

1113, MATH 2150, MATH 2261, MATH 2262,
MATH 2263, C8 1010, CS 1301, and €S 1340.

Justification: (select one or more of the following to indicate why the requested change will be
beneficial, giving your justification. Include and/or append relevant supporting data.)

[ ] Improving Student Learning Outcomes
[_] Adopting Current Best Practice(s) in Field

[ ] Meeting Mandates of State/Federal/Outside Accrediting Agencies

D1 Other - Correction of mistake in catalog.

Source of Data to Support Suggested Change:

["] Indirect measures: SOTs, student, employer, or alumni surveys, etc.

[ ] Direct measures: Materials collected and evaluated for program assessment purposes (tests,

portfolios, specific assignments, etc.)
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ACED 3101 —WORKPLACE COMPUTERIZED BOOKKEEPING SIMULATION
| (3 CREDITS)
Tentative Assignment Schedule

Sessions Dates Topics Activities Points Points
Poss Earned

GO ~3 | W

=)

10

11

12

13
14
15
FINAL EXAM

TOTAL POINTS POSSIBLE | 1000

four professor reserves the right to change this schedule and point structure as necessary.
You will be notified of any changes in class and in BlazeVIEW.
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REQUEST FOR A NEW COURSE
Valdosta State University

Date of Submission: 02/04/2010 (mm/dd/yyyy)

Department Initiating Request: Faculty Member Requesting:
Adult & Career Education (ACED) Dr. Cindy Prater
Proposed New Course Prefix & Number: Proposed New Course Title:

(See course description abbreviations in the catalog

for approved prefixes) Computer Operating Systems for the Office

ACED3150 Proposed New Course Title Abbreviation:
(For student transcript, limit to 30 character spaces)
Comp Op Sys Office

Semester/Year to be Effective: Estimated Frequency of Course Offering:

Fall/2010 Every Semester

Indicate if Course willbe : [X] Requirement for Major [] Elective

Lecture Hours: Lab Hours: Credit Hours: 3

Proposed Course Description: (Follow current catalogue format and include prerequisites or
co-requisites, cross listings, special requirements for admission or grading. A description of fifty
words or fewer is preferred.) Provides an introduction to operating systems, with hands-on
experience in at least one operating system widely used in contemporary office settings. Topics
include operating system development, function, system resources, memory management,
processor management, user interface, and imbedded software applications. This course helps
prepare students to take a certification exam for a current operating system.

Justification: Select one or more of the following to indicate why the requested change will be
beneficial, giving your justification. Please include and/or append relevant supporting data.

[] Improving student learning outcomes:

Adopting current best practice(s) in field: According to the Bureau of Labor Statistics
Occupational Outlook Handbook, 2010/2011 Edition, today's office administrator is expected to
"provide training and orientation for new staff, conduct research on the Internet, and troubleshoot
new office technologies" (bls.gov). A thorough understanding and practical experience with
computer operating systems will prepare our graduates for these responsibilities.

[] Meeting Mandates of State/Federal/Outside Accrediting Agencies:
[ ] Other:

Plans for assessing the effectiveness of the course: Graded excercises, discussions, and
activities. Completion of a “hands-on” certification examination based on the use of operating
system software in the workplace/educational environment with at least a 70% pass rate.




**Attach a course syllabus with course outcomes/assessments and general education
outcomes/assessments,**




Approvals:

Dept. Head: Q‘ﬂNM ‘{ M A

Date: Q/[?//O

College/Division Ex_;:q. Comm.:

pue:_7/24/ 10

Dean/Director:

Date: 2/2'—/ //c

Graduate Exec. Chnm.:

(for graduate course): Date:
Graduate Dean:

(for graduate course): Date:
Academic Committee: Date:

Form last updated: August 6, 2009




ACEDI1 3150
Computer Operating Systems for the Office
3 Semester Hours
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College of Education
Valdosta State University
Department of Adult and Career Education

Conceptual Framework: Guiding Principles
(adapted from the Georgia Systemic Teacher Education Program Accomplished Teacher Framework)

Dispositions Principle: Productive dispositions positively affect learners, professional growth, and
the learning environment.

Equity Principle: All learners deserve high expectations and support.
Process Principle: Learning is a life-long process of development and growth.

Ownership Principle: Professionals are committed to, and assume responsibility for, the future of
their disciplines.

Support Principle: Successful engagement in the process of learning requires collaboration among
multiple partners.

Impact Principle: Effective practice yields evidence of learning.

Technology Principle: Technology facilitates teaching, learning, community building, and resource
acquisition.

Standards Principle: Evidence-based standards systematically guide professional preparation and
development.

Positively Impacting Learning Through Evidence-Based Practices




COURSE DESCRIPTION

Provides an introduction to operating systems, with hands-on experience in at least one operating
system widely used in contemporary office settings. Topics include operating system development,
function, system resources, memory management, processor management, user interface, and
imbedded software applications. This course helps prepare students to take a certification exam for a
current operating system.

COLLEGE OF EDUCATION CONCEPTUAL FRAMEWORK STANDARDS (CFS)

.  CONTENT AND CURRICULUM: Teachers demonstrate a strong content knowledge of content
area(s) appropriate for their certification levels.

GENERAL EDUCATION OUTCOMES (GEOY):

VSU’s eight General Education Outcomes (GEO) provide a broad overview of the skills and knowledge that all

VSU students should be able to demonstrate at increasing levels of proficiency throughout their college careers.
The GEQ addressed in this course:

GEO3. Students will use computer and information technology when appropriate.

COURSE OBJECTIVES (COY:

Upon completion of this course, the student will be able to:

Define an operating system;

Compare and contrast several current operating systems;
Identify the functions of an operating system;

Describe basic components of the operating system;

Identify various ways to protect the computer;

Manage firewalls, antivirus software, and malware;

Create and organize files and folders;

Search for files and folders;

Manage software, disks, devices, driver, and display settings;
10. Manage Windows settings;

11. Backup and restore files and folders;

12. Customize the Start menu and toolbars;

13. Personalize the appearance and sound of a computer;

14. Increase processing speed;

15. Locate system information;

16. Locate troubleshooting information;

17. Troubleshoot printing errors;

18. Repair a network connection;

19. Change the settings of the mouse or other input devices;

20. Establish user accounts.

21. Demonstrate a practical understanding of the use of operating system software in the
workplace/educational environment through an industry certification exam. |

e e AR e e

REQUIRED TEXTBOOKS AND ELECTRONIC SUPPORT
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COURSE ACTIVITIES / ASSIGNMENTS / REQUIREMENTS / EVALUATION

1.

Students will complete a “hands-on™ certification examination based on the use of the operating systems
software in the workplace/educational environment. (GEO 3, CO 6-20)

2. Each student will complete tutorials and exercises involving the effective use of the operating systems
software. (CO 6-20)

3. Each student will activély participate in activities and class discussions related to the development and
functions of different operating systems, system resources, memory management, processor management,
and user interface, as well as operating system functions and imbedded software applications. (CO 1-20)

4, The final course grade will be calculated as follows:

Tutorials, Exercises, Activities, Discussions =75 % (GEO 3, CO 1-10)
Certification Examination (one) =125% (GEO 3, CO 1-10)
| A= 90-100 [ B = 80-89 | C= 70-79 | D= 60- 69 | F= 59 and below |

METHOD OF DELIVERY

This class will be delivered over the Internet using the BlazeVIEW platform.

1. Itis the student's responsibility to visit the Distance Learning VSU Website at
http://www.valdosta.edu/vista/requirements.shtml to ensure that all software and equipment requirements
are met BEFORE the class begins.

2. The instructor will provide announcements, readings, asynchronous discussions, email communications,
and weekly assignments through Learning Modules in BlazeVIEW.

3. For attendance purposes, students are required to access and participate in the course in BlazeVIEW a
minimum of TWO DIFFERENT DAYS each week.

4. Students are expected to check BlazeVIEW announcements and email several times a week.

5. Students will actively interact with each other, the instructor, the content, and the Blaze VIEW interface.

6. In addition to participation in the BlazeVIEW platform, students are expected to maintain their VSU

BlazeNET email account and to check it regularly for messages from their instructor and other university
officials.

MAKE-UP POLICY

L.

All work is to be submitted on time unless arrangements have been made with the professor prior to the
assipnment’s due date.

Late assignments will carry a penalty of 50 percent deduction of the total assignment points before grading.
Work will be accepted for grading no later than one week after original due date.

There will be NO MAKEUP for missed examinations ustless a student has made prior arrangements with
the professor. Without this prior permission, the grade for that student's missed examination will be zero

(0).

Revised 12/14/09 3




POLICY STATEMENT ON PLAGIARISM AND CHEATING

Academic integrity is the responsibility of all VSU faculty and students. Faculty members should promote
academic integrity by including clear instruction on the components of academic integrity and clearly defining
the penalties for cheating and plagiarism in their course syllabi. Students are responsible for knowing and
abiding by the academic integrity policy as set forth in the Student code of conduct and the faculty members’
syllabi. All students are expected to do their own work and to uphold a high standard of academic ethics,

Cheating and plagiarism are academic integrity violations. Additional viclations may be added as deemed
appropriate. The following academic integrity violations are not to be considered all-inclusive:

1. no student shall use or attempt to use unauthorized materials or devices to aid in achieving a better
grade on a component of a class.

2. no student shall receive or give or attempt to receive or give assistance not authorized by the instructor
in the preparation of an essay, laboratory report, examination or other assignment included in any
academic course.

3. no student shall take or attempt to take, steal, or otherwise procure in an unauthorized manner any
material pertaining to the conduct of a class, including but not limited to tests, examinations, laboratory
equipment, and roll books.

4. no student shall sell, give, lend, or otherwise furnish to any unauthorized person material which can be
shown to contain the questions or answers to any examinations scheduled to be given at any
subsequent date in any course of study offered by the university, without authorization from the
university.

5. no student shall engage in plagiarism, which is presenting the words or ideas of another person as if
they were the student’s own. essays, term papers, laboratory reports, tests, online writing assignments,
and other similar requirements must be the work of the student submitting them.

Some typical examples of plagiarism are:

s Submitting an assignment as if it were one’s own work when, in fact, it is at least partly or entirely the
work of another.

s  Submitting a work that has been purchased or otherwise obtained from an internet source or

¢ another source.

» incorporating the words or ideas of an author into one’s paper without giving the author due credit, e.g.,
when direct quotations are used, they must be indicated, and when the ideas of another are incorporated
in the paper they must be appropriately acknowledged.

SEE STUDENT HANDBOOK FOR MORE INFORMATION ON ACADEMIC CONDUCT.

The consequences for acts of academic dishonesty in the Dewar College of Education are:
FIRST OFFENSE:

1. The faculty member will administer an academic response (e.g. resubmit / retake assignment, failure of
the assignment, failure of the course).

2. The faculty member will complete a Level Two Dewar College of Education Concern form
{http://www.valdosta.edu/coe/studentsinfo.shtml).

3. The faculty member will complete a Valdosta State University Report of Academic Dishonesty
(http://www.valdosta.edu/academic/AcademicHonestvatV ST shtml).

SECOND OFFENSE:

1. The faculty member will administer an academic response (e.g. resubmit / retake assignment, failure of
the assignment, failure of the course).

2. The faculty member will complete a Level Two Dewar College of Education Concern form
(http://www.valdosta.edu/coe/studentsinfo.shtml). According to the Dewar College of Education
Concern Form Policy, “a second level two concern form will result in the student being dismissed from

Revised 12/14/09 4
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his/her program of study. This dismissal will result in an automatic review by the COE Undergraduate
Policies Committee.”

3. The faculty member will complete a Valdosta State University Report of Academic Dishonesty
(http://www.valdosta.edu/academic/AcademicHonestyatV SU.shtml). According to the Academic

Honesty Policies and Procedures document, “after a second (or subsequent) Report of Academic
Dishonesty has been submitted to the Student Conduct Office in the Dean of Students Office, official
charges will be drawn up and the disciplinary matter will be referred to the Valdosta State University
Judicial Committee.” -

Warning: Do not turn in someone else’s lab work or class work as your own or allow someone else to copy
your work or your disk! This is cheating. It is wise to save all of your lab assignments on your disk. Do not
access any files or directories other than your own or those requested by the instructor.

ATTENDANCE POLICY

The nature of the course requires participation online each week, and an absentee policy will be enforced. One
absence will be recorded any time a student does not participate in an academic event on at least two different
days during a week. An “academic event” may include: posting to a discussion board, submitting homework,
sending email to an instructor, taking a test or quiz, etc. The following points will be deducted from the final

" course average for:

0-3 absences = final course average not affected

4 absences = 2 points deducted from course average
5 absences = 4 points deducted from course average
6 absences = 6 points deducted from course average
7 absences = § points deducted from course average
8 absences = 10 points deducted from course average
9 absences = 12 points deducted from course average
10 absences = student dropped from course with “F”

LIBRARY

For students both on- and off-campus, the Odum Library offers full journals, books and other resources
essential for completing course assignments. Go to http://www.valdosta.edw/library/ or visit the library in
person. Librarians are often available to help you via live chats.

SPECIAL NEEDS STATEMENT

Valdosta State University is an equal opportunity educational institution. It is not the intent of the institution
to discriminate against any applicant for admission or any student or employee of the institution based on the
sex, race, religion, color, national origin, or handicap of the individual. It is the intent of the institution to
comply with the Title VI of the Civil Rights Act of 1964 and subsequent executive orders as well as Title X1
in Section 504 of the Rehabilitation Act of 1973,

Students requesting classroom accommodations or modifications due to a documented disability must contact
the Access Office for Students with Disabilities. The phone numbers are 245-2498 (V/VP) and 219-1348
(TTY).

INSTRUCTOR
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REQUEST FOR A NEW COURSE
Valdosta State University

Date of Submission: 02/04/2010 (mm/dd/yyyy)

Department Initiating Request: Faculty Member Requesting:
Adult & Career Education (ACED) Dr. Mary Willis
Proposed New Course Prefix & Number: Proposed New Course Title:

descripti iati in th . .. .
g:z;s::s: d ;iggi:sgn abbreviations in the catalog Intermediate Administrative Office

ACED3940 Technology Skills

Proposed New Course Title Abbreviation:

(For student transcript, limit to 30 character spaces)
Interm Admin Office Tech Sklls

Semester/Year to be Effective: Estimated Frequency of Course Offering:
Fall/2010 Every Semester

Indicate if Course will be : [ ] Requirement for Major [ Elective

Lecture Hours: Lab Hours: Credit Hours: 1-6

Proposed Course Description: (Follow current catalogue format and include prerequisites or
co-requisites, cross listings, special requirements for admission or grading. A description of fifty
words or fewer is preferred.) Prerequisite ACED2944). 1 credit per each year of valid, verifiable
employment experience beyond 3 years. Reserved for the granting of academic credit based on
either successful completion of office administrative and technical experiential credit based on 4
to 9 years of past work experience, military service, or approved professional licensure (such as
CPS/CAP). Requires approval of academic advisor prior to registration.

Justification: Select one or more of the following to indicate why the requested change will be
beneficial, giving your justification. Please include and/or append relevant supporting data.

[} Improving student learning outcomes:
[[] Adopting current best practice(s) in field:
[[] Meeting Mandates of State/Federal/Outside Accrediting Agencies:

Other: Nontraditional students who return to college after a minimum of 3 years of full-time
work experience in administrative office technology have an opportunity to demonstrate college-
level learning they have acquired outside the formal classroom setting. As these students work
through the rest of their courses in the QAT curriculum, they will be able to relate the classroom
learning to their real-life experiences. Many scholars, including John Dewey and David Kolb
have studied the value of experiential learning. Dewey wrote of , "an intimate and necessary
relation between the process of actual experience and education” (1938, p. 7). Kolb wrote about
experiential learning as, "the process whereby knowledge is created through the transformation
of experience" (1975).

Dewey, J. (1938). Experience and education. New York: Macmillan Co.
Kolb, D. A. and Fry, R. (1975). "Toward an applied theory of experiential learning". In C.




Cooper (Ed.) Theories of Group Process, London: John Wiley.

Plans for assessing the effectiveness of the course: Student experience will be evaluated
according to standards used in the Valdosta State University Prior Learning Assessment process,
which include a combination of student interviews and document reviews by subject matter
experts.

**Attach a course syllabus with course outcomes/assessments and general education
outcomes/assessments.**




Approvals:

Dept. Head: WM% M Date: 7} } )1 [1o

College/Division Exec Comm.: ( $#77/14- " ' ' ﬂ 4{,{ Date: ;7 / Z/'/ / / 9]
L vse 2/ 24 1

Dean/Director: {7/,
Graduate Exec. mm‘:

(for graduate course): Date:
Graduate Dean:

(for graduate course): Date:
Academic Committee: Date:

Form last updated: August 6, 2009




ACEDI1 3940
Intermediate Administrative Office Technology SKkills
1-6 Semester Hours
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College of Education
Valdosta State University
Department of Adult and Career Education

Conceptual Framework: Guiding Principles
(adapted from the Georgia Systemic Teacher Education Program Accomplished Teacher Framework)

Dispositions Principle: Productive dispositions positively affect learners, professional growth, and
the learning environment.

Eguits_f Principle: All learners deserve high expectations and support.
Process Principle: Learning is a life-long process of development and growth.

Ownership Principle: Professionals are committed to, and assume responsibility for, the future of
their disciplines.

Support Principle: Successful engagement in the process of learning requires collaboration among
multiple partners.

Impact Principle: Effective practice yields evidence of learning.

Technology Principle: Technology facilitates teaching, learning, community building, and resource
acquisition.

Standards Principle: Evidence-based standards systematically guide professional preparation and
development.

Positively Impacting Learning Through Evidence-Based Practices




COURSE DESCRIPTION

Prerequisite ACED2940. 1 credit per each year of valid, verifiable employment experience beyond 3
years. Reserved for the granting of academic credit based on either successful completion of office
administrative and technical experiential credit based on 4 to 9 years of past work experience or
approved professional licensure (such as CPS/CAP). Requires approval of academic advisor prior to
registration.

COLLEGE OF EDUCATION CONCEPTUAL FRAMEWORK STANDARDS (CFS)

[. CONTENT AND CURRICULUM: Teachers demonstrate a strong content knowledge of content
area(s) appropriate for their certification levels.

GENERAL EDUCATION OUTCOMES (GEO):

VSU’s eight General Education Qutcomes (GEQO) provide a broad overview of the skills and knowledge that all
VSU students should be able to demonstrate at increasing levels of proficiency throughout their college careers.
The GEO addressed in this course:

GEO3. Students will use computer and information technology when appropriate.

COURSE OBJECTIVES (CO):

Upon completion of this course, the student will be able to:

1. Document learning from 4 to 9 years of work experience, military service, or approved professional
licensure (such as CPS/CAP) for the granting of academic credit using the OFFICE
ADMINISTRATION AND TECHNOLOGY (OAT) REQUEST FOR EXPERIENTIAL CREDIT FORM.

REQUIRED TEXT

NONE

COURSE REQUIREMENTS

Credit documentation from at least one of the following (all related to CO 1)

1. Approved professional licensure (CPS/CAP)
2. Guide to the Evaluation of Educational Experiences in the Armed Services

3. In-field work experience

COURSE EVALUATION
Approved by advisor and Department Head.

Revised 12/14/09 2 |
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REQUEST FOR A NEW COURSE
Valdosta State University

Date of Submission: 02/04/2010 (mm/dd/yyyy)

Department Initiating Request:
Adult & Career Education (ACED)

Faculty Member Requesting:
Dr. Vesta Whisler & Karen Pickles

Proposed New Course Prefix & Number:
(See course description abbreviations in the catalog

Proposed New Course Title:
Virtual Office Technology

for approved prefixes)

ACED4020 Proposed New Course Title Abbreviation:

(For student transcript, limit to 30 character spaces)
Virtual Office Technology

Semester/Year to be Effective: Estimated Frequency of Course Offering:

Fall/2010 Every Fall and Spring Semester
Indicate if Course will be : <] Requirement for Major ~ [_] Elective
Lecture Hours: Lab Hours: Credit Hours: 3

Proposed Course Description: (Follow current catalogue format and include prerequisites or
co-requisites, cross listings, special requirements for admission or grading. A description of fifty
words or fewer is preferred.) Prerequisites: ACED 2400 or CS 1000 or instructor consent, and
overall GPA of 2.3. Overview of skills needed to perform as a virtual office assistant. Emphasis
on the use of time and information management applications. Increased knowledge of the role of
online meeting/internet telephone communication software, Internet research, social networking
tools, e-commerce, and mobile devices in the modem office. This course helps prepare students
to take a certification exam for a current communication software program.

Justification: Select one or more of the following to indicate why the requested change will be
beneficial, giving your justification. Please include and/or append relevant supporting data.

DXl Improving student learning outcomes: Requiring a 2.3 GPA requirement for this 4000-level
course will motivate students to earn higher grades in prerequisite courses, which will prepare
them better for the senior-level courses.

<] Adopting current best practice(s) in field: According to the Bureau of Labor Statistics
Occupational Outlook Handbook,.2010/2011 Edition, more administrative assistants are working
from home offices as "virtual assistants". They use the Internet, e-mail, fax, and the phone to
communicate with clients. Secretaries and administrative assistants perform a variety of
administrative and clerical duties necessary to run an organization efficiently. They serve as
information and communication managers for an office; plan and schedule meetings and
appointments; organize and maintain paper and electronic files; manage projects; conduct
research; and disseminate information by using the telephone, mail services, Web sites, and e-
mail (bls.gov). Today's office administrator is expected to utilize, monitor, and often maintain
current communication technology in the workplace.

] Meeting Mandates of State/Federal/Outside Accrediting Agencies:
] Other:




Plans for assessing the effectiveness of the course: Graded excercises, discussions, and
activities. Completion of a “hands-on” certification examination based on the use of the
communication sofiware in the workplace/educational environment with at least a 70% pass rate.

**Attach a course syllabus with course outcomes/assessments and general education
outcomes/assessments.**




Approvals:

Dept. Head:

Wufﬂ/u@

puel [ [0

College/Divisicn !x;q Comm.;

bue: 2/ 24 /76

Dean/Director:

Graduate Exec.

Date: Z/Z ‘,/_//D

(for graduate course): Date:
Graduate Dean:

(for graduate course): Date:
Academic Committee: Date:

Form last updated: August 6, 2009




ACED 4020
Virtual Office Technology
3 Semester Hours
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College of Education
Valdosta State University
Department of Adult and Career Education

Conceptual Framework: Guiding Principles
{Adapted from the Georgia Systemic Teacher Education Program Aég;%ﬁlished Teacher Framework)
Preiaiiany

Ownership Principl
of their disciplines.

Impact Princ Effective practlce yielgs ‘evidence of learning.

Technology Principlé

Technology facilitates teaching, learning, community building, and
resource acquisition, et

Standards Principle: Evidence-based standards systematically guide professional preparation
and development.

Positively Impacting Learning Through Evidence-Based Practices

Revised 12/14/09 1
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COURSE DESCRIPTION

Prerequisite: ACED 2400 or CS 1000 or instructor consent, and overall GPA of 2.3.
Overview of skills needed to perform as a virtual office assistant. Emphasis on the use of time
and information management applications. Increased knowledge of the role of online
meeting/internet telephone communication software, Internet research, social networking tools,
e-commerce, and mobile devices in the modern office. This course helps prepare students to take
a certification exam for a current communication software program.

COLLEGE OF EDUCATION CONCEPTUAL FRAMEWORK STANDARDS (CFS)

I. CONTENT AND CURRICULUM: Teachers demons
content area(s) appropriate for their certification

té a strong content knowledge of

GENERAL EDUCATION OQUTCOMES (GEO): . .+

VS8U’s eight General Education Qutcomes (GE_@} provide a broad overview of the skills and
knowledge that all VSU students should be able to demonstrate at increasing levels of
proficiency throughout their college careers. The GEQ addressed in this course;

GEO3. Students will use computer and.i

COURSE OBJECTIVES (CO):
Upon completion of this ¢
COl. i
CO2.
CO3.

for virtual meetlngs

CO4. ElfMaster the use of a.co

CO5.

Use electrorie mail and the Internet for communicating, locating resources, and
downloading files and electronic media.

CO7. Demonstrate skill

CO 8. Explain the issues, impact, and relationships involved with e-commerce and businesses
today.

C0 9. Demonstrate a practical understanding of the use of communication software in the
workplace/educational environment through an industry certification exam.

COe6.

¢ating, preparing for, and attending virtual meetings.

REQUIRED TEXTBOOKS AND ELECTRONIC SUPPORT
CCI Learning (2008) Microsoft Office 2007—Exam 77-604, Canada: CCI Learning.

All students will be required to have an e-mail account.
Revised 12/14/09 2 {
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COURSE ACTIVITIES / ASSIGNMENTS / REQUIREMENTS/EVALUATION

1. Students will complete a “hands-on” certification examination based on the use of the
communication software in the workplace/educational environment. (GEQ 3, CO 4, 5, 6, 7,
8)

2. Each student will have an active e-mail account that will be used for correspondence to and
from the instructor. {(CO 4, 5, 8)

3. Each student will complete tutorials and exercises involving the effective use of the
communications software, (CO 4, 5,6, 7, 8, 9)

4. Each student will actively participate in activities and class discussions related to social
networking tools, mobile devices, virtual meeting software, and e- commerce in the business
environment. (CO 1, 2, 3, 10) -

5. The final course grade w111 be calculated as follows: . -

" féé,::f“
Tutorials, Exercises, Activities, Discussions = 75 %(GEO 3, CO1-10)
Certification Examination {one) =25 % (GEO 3, C@ 1 -10)

below |

|A=90-100 | B = 80-89 | C= 70-79 | D= 60-69 | F= 5n

METHOD OF DELIVERY

This class will be delivered over the Intemﬁ%mmg the BlazeVIEW platform.
"x v{‘* s %&?

1. It is the student's responsibility to visit the Distance Learnmg VSU Website at
http://www.valdosta. edu/wsta/reqmrements shtml to-ensure t software and equipment
requlrements are met BEFORE the clas! ,

3. For attendarice purposes, studen § are'
BlazeVIEW a minimum of TW

4, Stu&ents are expected to check BIazeVIEW announcements and email several times a week.

5. Students wﬂl actlvely mteraet with each other, the instructor, the content, and the

the Blaze VIEW platform, students are expected to maintain
their VSU BlazeNET email account and to check it regularly for messages from their
instructor and other un1ver31ty officials.

MAKE-UP POLICY

1. All work is to be submitted on time unless arrangements have been made with the professor
prior to the assignment’s due date.

2. Late assignments will carry a penalty of 50 percent deduction of the total assignment points
before grading. Work will be accepted for grading no later than one week afier original due
date.

3. There will be NO MAKEUP for missed examinations unless a student has made prior
arrangements with the professor. Without this prior permission, the grade for that student’s
missed examination will be zero (0).

Revised 12/14/09 . 3



POLICY STATEMENT ON PLAGIARISM AND CHEATING

Warning: Academic integrity is taken very seriously by this department. Points for individual assignments
are recorded based on each student’s efforts to master the content.

» Do not turn in someone else’s work claiming it as your own.
* Do not copy answers from anyone else’s work, computer screen, jump drive, or other media.

* Do not allow anyone else to copy your work, look at your computer screen, or borrow your jump
drive.

All parties involved in this type of activity will be held accountable, as noted in VSU and Dewar College
| of Education policies. Below is information directly quoted from the Academic Honesty Policies and
} Procedures: ‘

Academic integrity is the responsibility of all VSU faculty and students. Faculty members should
promote academic integrity by including clear instruction on the components of academic integrity
and clearly defining the penalties for cheating and plagiarism in their course syllabi. Students are
responsible for knowing and abiding by the Academic Integrity Policy as set forth in the Student
Code of Conduct and the faculty members’ syllabi. All students are expected to do their own work
and to uphold a high standard of academic ethics.

i

5.is available in the on tﬁ demic Affairs
website (http://www.valdosta.cdu/academic/AcademicHong :SU.shtml). Please stitdy the following
consequences for acts of academic dishonesty in this course:

First Offense:
R v
e L,

1. The student will earn a zero for the entire assignment or exam.

2. The faculty member will complete a Valdosta State University Report of Academic Dishonesty
(http://www.valdosta.edu/academic/AcademicHonestyatVSU.shtml). A copy of this form is sent
to the Student Conduct Office in the Dean of Students Office.

3. The faculty member may complete a Level Two Dewar College of Education Concern form
(http://www.valdosta.edw/coe/studentsinfo.shtml).

Second Offense:

1. The student will carn a gi'ade of “F” for the course.

2. The faculty member will complete a Valdosta State University Report of Academic Dishonesty
(http://www valdosta.edu/academic/AcademicHonestyatV SU.shtml). According to the
Academic Honesty Policies and Procedures document, “after a second {or subsequent) Report of
Academic Dishonesty has been submitted to the Student Conduct Office in the Dean of Students
Office, official charges will be drawn up and the disciplinary matter will be referred to the
Valdosta State University Judicial Committee.”

3. The faculty member will complete a Level Two Dewar College of Education Concern form
(http://www valdosta.edu/coe/studentsinfo.shtml). According to the Dewar College of Education
Concern Form Policy, “a second level two concern form will result in the student being dismissed
from his/her program of study. This dismissal will result in an automatic review by the COE
Undergraduate Policies Committee.”

Revised 12/14/09 4
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ATTENDANCE POLICY

The nature of the course requires participation each week, and an absentee policy will be
enforced. One absence will be recorded any time a student does not participate in an academic
event on at least two different days during a week. An “academic event” may include: posting to
a discussion board, submitting homework, sending email to an instructor, taking a test or quiz,
etc. A student who misses more than 20% of the scheduled classes of a course will be subject to
receiving a failing grade in the course.”

LIBRARY
For students both on- and off-campus, the Odum Library offers full journals, books and other resources
essential for completing course assignments. Go to hitp://www. valdosta edu/hbrarv/ or visit the library in
person. Librarians are often available to help you via live chats.

SPECIAL NEEDS STATEMENT

Valdosta State University is an equal opportunity educanonal 1nst1mt10n It is not the intent of the
institution to discriminate against any applican dmissi
institution based on the sex, race, religion, cok ap of the individual. It
is the intent of the 1nst1tut10n to comply Wlth the T;tle VI of th Civil Rights Act of 1964 and

4 the Rehablhtanon Act of 1973.

(g?{‘”“‘ ””x,r

disability must contact the Access Office for Students with Disabilities in Farber Hall. The phone
numbers are (229) 245-2498 (voice) and (229) 219—»1%48 (tty).

INSTRUCTOR
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REQUEST FOR A REVISED COURSE
Valdosta State University

Date of Submission: 02/04/2010 (mm/dd/yyyy)

Department Initiating Revision: Faculty Member Requesting Revision:
Adult and Career Education Dr. David Seiler

Current Course Prefix, Title, & Number:
(See course description abbreviations in the catalog for approved prefixes)

ACED 3400

List Current and Requested Revisions: (only fill in items needing to be changed)

Current: Requested:

Course Prefix and Number: Course Prefix and Number:

Credit Hours: Credit Hours:

Course Title: Course Title:

Prerequisites: ACED 2400 or consent of Prerequisites: ACED 2400 or CS 1000, or
instructor instructor consent.

Co-requisites: Co-requisites:

Course Description: Development of Course Description: Development of
intermediate and advanced skills in the use of | intermediate and advanced skills in the use of
word processing, spreadsheets, databases, spreadsheet, database, and presentation
communications and presentation software. software. Emphasis placed on creation of
Emphasis placed on creation of computer computer projects appropriate to the student's
projects appropriate to the student's major major

Semester/Year to be Effective: Estimated Frequency of Course Offering:
Fall 2010 Every Semester

Indicate if Course will be : [X] Requirement for Major [ ] Elective

Justification: Select one or more of the following to indicate why the requested change will be
beneficial, giving your justification. Please include and/or append relevant supporting data.

[1 Improving student learning outcomes:
[] Adopting current best practice(s) in field:
[] Meeting Mandates of State/Federal/Outside Accrediting Agencies:

X Other: Eliminates redundancy--the word processing concepts in ACED 3400 are covered in
several different classes in our department. Communication software will be covered in ACED
4020, Virtual Office Technology. Local employers of our interns have indicated that our students
need more practical knowledge of spreadsheets and databases, which this change will facilitate.
Adding "or CS 1000" to the prerequisite will greatly reduce the number of substitution forms




nceded because many students who transfer into OAT have taken CS 1000.

Plans for assessing the effectiveness of the course: Student performance in the capstone
(ACED4160) course and local employer feedback from internships. Also increased advising
effeciency with the prerequisite change, because of the need for fewer substitution forms.




Approvals:

Date:

2)11/s0

ettt W’[W@ ,

College/Division !)/(,ep Comm.:

Date:

2/24/ 1

Z’/ 24 /10

Dean/Director: . 777 b / / T ls) Date:
Graduate Exec. (ﬁmm.: \77” - 0 v

{for graduate course) Date;
(Graduate Dean:

{for graduate course) Date:
Academic Committee: Date:

Form last updated: August 6, 2009




College of Educaﬁon
Valdosta State University
Department of Adult and Career Education

ACED 3400--Applied Computer Technology

3 semester hours

Dispositions Principle: Productive dispositions positively affect learners, professional growth,
and the learning environment.

Equity Principle: All learners deserve high expectations and support.
Process Principle: Learning is a life-long process of development and growth.

Ownership Principle: Professionals are committed to, and assume responsibility for, the future
of their disciplines.

Support Principle: Successful engagement in the process of learning requires collaboration
among multiple partners.

Impact Principle: Effective practice yields evidence of learning.

Technology Principle: Technology facilitates teaching, learning, community building, and
resource acquisition.

Standards Principle: Evidence-based standards systematically guide professional preparation
and development.

Positively Impacting Learning Through Evidence-Based Practices

1




REQUIRED TEXTBOOK

Beskeen, Cram, Duffy, Friedrichsen, & Wermers. (2008) Microsoft Office 2007 Illustrated
Second Course, Windows Vista, Thomson Course Technology, Boston, MA.

Recommended Media: Jump drive or USB

COURSE DESCRIPTION

Prerequisite: ACED 2400 or CS 1000 or instructor consent.

Development of intermediate and advanced skills in the use of spreadsheet, database, and
presentation software. Emphasis placed on creation of computer projects appropriate to the
student’s major.

COLLEGE OF EDUCATION CONCEPTUAL FRAMEWORK STANDARDS(CFS)

l. CONTENT AND CURRICULUM: Teachers demonstrate a strong content knowledge of
content area(s) appropriate for their certification levels.

I. KNOWLEDGE OF STUDENTS AND THEIR LEARNING: Teachers support the intellectual,
social, physical, and personal development of all students.

Vv, PLANNING AND INSTRUCTION: Teachers design and create instructional experiences

based on their knowledge of content and curriculum, students, learning environments,
and assessment.

COURSE OBJECTIVES

{(Numbers in parentheses following each objective refer to the College of Education Conceptual
Framework Standards). Upon completion of this course, the student will be able to:

1. Demonstrate a mastery of basic system commands and concepts used in the Windows
Vista environment. (I, V)

2. Use database software packages to prepare and print mailing labels and form letters to be
used for mass mailings. {I,V)

3. Use a linear presentation software package incorporating text and graphics to prepare on
screen class presentations, transparencies, class note-taking handouts, and speaker notes.
(1, 1, V)

4. Use the advanced functions of an electronic spreadsheet package to construct
sophisticated worksheets for budgeting and grading projections as well as graphs and
charts for educational presentation material. (V)

5. Use a database management software package to set up class projects where students
create, manipulate, print, and maintain data files, for illustrative groups of students. (V)




.

POLICY STATEMENT ON PLAGIARISM AND CHEATING

The full text of this policy is available in the College of Education Dean’s Office, EC room 227.

| The following penalties will be enforced, as stated in the Policy:

| e  FIRST OFFENSE: The student will earn a “0” on the assignment, test, project, etc.

i o SECOND OFFENSE: The student will earn the letter grade “F” for the course.

| e THIRD OFFENSE: The student will earn the letter grade “F” for the course, and further
action involving referral of the matter (with documentation) to the appropriate college
(university} officials within the administrative structure will be taken. {Please also see
page 39 of the VSU Student Handbook.)

SPECIAL NEEDS STATEMENT

Valdosta State University is an equal opportunity educational institution. It is not the intent of
the institution to discriminate against any applicant for admission or any student or employee
of the institution based on the sex, race, religion, color, national origin or handicap of the
individual. It is the intent of the institution to comply with the Title VI of the Civil Rights Act of
1964 and subsequent executive orders as well as Title XI in Section 504 of the Rehabilitation Act
of 1973.

Students requesting classroom accommodations or modifications because of a documented
disability must contact the Access Office for Students with Disabilities located in Farber Hall.
The phone numbers are (229) 245-2498 {voice) and (229) 219-1348 (tty).

INSTRUCTOR CONTACT INFORMATION

Name: Dr. David Seiler, Assistant Professor
Phone: 333-5652

Office: Room 213 Education Center

Email: daseiler@valdosta.edu

Alternate:  dave.seiler@yahoo.com

Office Hrs: TBA




REQUEST FOR A REVISED COURSE
Valdosta State University

Date of Submission: 02/04/2010 (mm/dd/yyyy)

Department Initiating Revision: Faculty Member Requesting Revision:
ACED Dr. J. D. Thomerson

Current Course Prefix, Title, & Number:

(See course description abbreviations in the catalog for approved prefixes)

ACED 3700: Desktop Publishing

List Current and Requested Revisions: (only fill in items needing to be changed)

Current: Requested:

Course Prefix and Number: Course Prefix and Number:

Credit Hours: . Credit Hours:

Course Title: Course Title:

Prerequisites: ACED 2400 or consent of Prerequisites: ACED 2400 or CS 1000, or
instructor instructor consent

Co-requisites: Co-requisites:

Course Description: Course Description:

Semester/Year to be Effective: Estimated Frequency of Course Offering:
Fall 2010 Every Semester

Indicate if Course willbe : [X] Requirement for Major [ ] Elective

Justification: Select one or more of the following to indicate why the requested change will be
beneficial, giving your justification. Please include and/or append relevant supporting data.

[] Improving student learning outcomes:
[1 Adopting current best practice(s) in field:
[ ] Meeting Mandates of State/Federal/Outside Accrediting Agencies:

Other: Inclusion of CS 1000 eliminates the need to fill out many course substitution forms
before students can take ACED 3700. The CS 1000 course prepares students for ACED 3700
adequately and if it is included as a possible prerequisite course it makes registration much easier
for students when using Banner.




Plans for assessing the effectiveness of the course: Assessments will not change with this
revision.




Approvals:

Dept. Head: K@mflﬂk{ WA Date: 2{} (9 / (>
/ ! , /M o 2/ 24 /1o
/ ?ﬂn

College/Division Eégg. Comm.:

) ¥
Dean/Director:

Y,

A
QJML Date: Z/Z ‘?L’/'/O

Graduate Exec. Cdphm.:

{for graduate course) Date:

Graduate Dean;

(for graduate course) Date:

Academic Committee: Date:

Form last updated: August 6, 2009




ACED 3700
Desktop Publishing
3 semester hours

* % * % k %k %k % k % *k k % k * *k % * * % *k Kk * % Kk %k * Kk k * *x *

College of Education
Valdosta State University
Department of Adult and Career Education

Conceptual Framework: Guiding Principles
{(adapted from the Georgia Systemic Teacher Education Program Accomplished Teacher Framework)

Dispositions Principle: Productive dispositions positively
affect learners, professional growth, and the learning
envircnment.

Equity Principle: All learners deserve high expectations and
support.

Process Principle: Learning is a life-long process of
development and growth.

Ownership Principle: Professionals are committed to, and assume
responsibility for, the future of their disciplines.

Support Principle: Successful engagement in the process of
learning requires collaboration among multiple partners.

Impact Principle: Effective practice yields evidence of
learning.

Technelogy Principle: Technology facilitates teaching,
learning, community building, and resource acquisition.

Standards Principle: Evidence-based standards systematically
guide professicnal preparation and development.

Positively Impacting Learning Through Evidence-Based FPractices




REQUIRED TEXTBOOX

Neone

COURSE DESCRIPTICN

Prerequisite: ACED 2400 or CS5 1000, or instructor consent.
Development of desktop publishing concepts and their application
to the modern office. Basic, intermediate, and advanced
features of various page design programs will ke used to create
various business-related documents.

COLLEGE OF EDUCATION CONCEPTUAL FRAMEWORK STANDARDS (CFS)

The following College of Education Conceptual Framework
Standards will be addressed in this ccurse:

I. CONTENT AND CURRICULUM: Teachers demonstrate a strong
content knowledge of content area(s) appropriate for
their certification levels.

II. EKNOWLEDGE OF STUDENTS AND THEIR LEARNING: Teachers
support the intellectual, sccial, physical, and personal
development of all students.

III. LEARNING ENVIRONMENTS: Teachers create learning
environments that encourage positive social interaction,
active engagement in learning, and self-motivation.

V. PLANNING AND INSTRUCTION: Teachers design and create
instructional experiences based on their knowledge of
content and curriculum, students, learning environments,
and assessment.

COURSE OBJECTIVES

{Numbers in parentheses following each objective refer to the
Cecllege of Education Conceptual Framework Standards)

1. Demonstrate skills in the basic features of working with text
in page layout software packages InDesign, Publisher, and
Word. This would include such concepts as placing text from
outside word processors and Story Editcr, formatting text, and
working with text blocks. (I, II, III, V)

2. Demonstrate skills in the basic features of working with
graphics in page layout software packages InDesign, Publisher
and word. This would include such concepts as creating



graphics with the Toolbox, using clipart graphics, placing
graphics, resizing and cropping graphics, and wrapping text
around graphics. (I, II, III, V)

3, Demonstrate skills in the intermediate features of page layout
software packages InDesign, Publisher and Word, such as the
use of templates, use of paragraph styles, tabs, and document
enhancements. (I, IT, III, V)

4. Apply basic graphic design principles. (I, II, III, V)

5. Design and create newsletters, flyers, and brochures applying

all techniques. (I, II, III, V)

REQUIREMENTS

Complete hands-on computer exercises, projects, and tests using
the software packages InDesign, PageMaker, and Publisher.
(Course Objectives 1 - 5)

COURSE EVALUATION

The final course grade will be calculated as follows:

Classwork/Homework Assignments = 30% of course grade {Obj. 1-5)
Examinations (Two} = 50% of course grade (Cbj. 1-5)
Project = 20% of course grade {(Obj. 1-5)

Grading Scale: 90 - 100 = A
8C - 89 =B
70 - 719 = C
60 -~ 69 =D
Balow 60 = F

PLAGTARISM AND CHEATING

The following penalties will be enforced:

FIRST OFFENSE: The student will earn a “0" on the assignment,
test, project, etc. The student will also not be eligibkle to
receive an “A"” for the course.

SECOND CFFENSE: The student will earn the letter grade of “p”
for the course.




ATTENDANCE POLICY

Absences, for whatever reason (excused or unexcused), will be
handled in the following manner:

Up to 3 hours = Final course average will not be affected.
4 hours = 2 peoints deducted from final course average.
5 hours = 4 points deducted from final course average.
6 hours = 6 points deducted from final course average.
7 hours = 8 points deducted from final course average.
8 hours = 10 points deducted from final course average.
9 hours = 12 points deducted from final course average.
10 hours= Student dropped from c¢lass roll with grade cf F.

NCTE: THE CALCULATIONS ABOVE ARE FOR HOURS, NOT DAYS FOR
ABSENCES. IF YOU LEAVE CLASS EARLY, THE TIME COUNTS AS ABSENTEE
TIME. ALSC, THREE (3) TARDIES = 1 HOUR OF ABSENCE.

SPECIAL NEEDS STATEMENT

Students requiring classroom accommodations or modifications
because of a documented disability should discuss this need
with the professor at the beginning of the semester. Students
not registered with the Special Services Program must contact
the Access COffice for Students with Disabilities located in
Farber Hall. The phone numbers are 245-2498 (V/VP) and 212-1348
(TTY) .

PLEASE NOTE:

1. Students will need to purchase (1) Jjump drive.

2. It is expected that each student will complete all
assignments cn time. Late assignments will carry a penalty
of 50 percent deduction of the total assignment points before
grading. Work will be accepted for grading no later than one
class meeting after due date.

3. There will be NO MAKEUP for missed examinaticns unless a
student has made prior arrangements with the professcr. For a
missed examination, the exam grade will be zerc ({0).

4. If a student misses a class, the student is responsible for
all materiai that was covered in the class.

5. It will be necessary to attend "open lab" to complete the
assignments. The hours for the computer labs are posted.
Smoking, food, and drinks are NOT ALLOWED in the computer
labs at any time!




6. It is the instructer's opinion that "group computing” is an
effective learning experience for only one member of the
group--the ocne who does the work. Warning: Do nct turn in
somecne else’s lab work or class work as your own or allow
someone else to copy your work or your disk! This is

cheating.

INSTRUCTOR

Dr. J. D. Thomerson

Telephone: 259-5095
Office: Room 287, Education Center
e-mail: jthomers@valdosta.edu

Office hours as posted on door




REQUEST FOR A REVISED COURSE
Valdosta State University

Date of Submission: 02/04/2010 (mm/dd/yyyy)

Department Initiating Revision:
Adult and Career Education

Faculty Member Requesting Revision:
Dr. F. W. Polkinghorne

Current Course Prefix, Title, & Number:

(See course description abbreviations in the catalog for approved prefixes)

ACED, Office Management , 4050

List Current and Requested Revisions: (only fill in items needing to be changed)

Current:

Course Prefix and Number:
Credit Hours:

Course Title: Office Management
Prerequisites:

Co-requisites:

Course Description: Fundamentals of
organizational behavior and management
applied to the administration of the modern
office. Topics include techniques of
supervision, personnel problems, office
productivity, ethics, and current legislation.
Use of the case methods in solving problems
encountered in the office.

Requested:
Course Prefix and Number:
Credit Hours:

Course Title: Workforce Development and
Management

Prerequisites: Overall GPA of 2.3
Co-requisites:

Course Description: Fundamentals of
organizational behavior, management, and
training; examined through the applied context
of business education, office adminstration,
technology, and training. Topics include
functions of management, education,
legislation, personnel, supervision and training.

Semester/Year to be Effective:
Fall 2010

Estimated Frequency of Course Offering:
Every Semester

Indicate if Course will be :

X] Requirement for Major

[] Elective

Justification: Select one or more of the following to indicate why the requested change will be
beneficial, giving your justification. Please include and/or append relevant supporting data.

X] Improving student learning outcomes: Reduces overlap among existing courses.

[J Adopting current best practice(s) in field:

[] Meeting Mandates of State/Federal/Qutside Accrediting Agencies:

] Other:




Plans for assessing the effectiveness of the course: SOI and comprehensive program
cvaluation.




Approvals:

Dept. Head: ge@w“{ m
I—r

College/Division'éxec. Comm.:

Date:’g/{‘y{[o

Date:?/X‘l(//O
Date: 2’/14//0

Dean/Director:

Graduate Exec. f!-

(for graduate course) Date:

Graduate Dean:

(for graduate course) Date:

Academic Committee: Date:

Form last updated: August 6, 2009




ACED 4050
Workforce Development and Management - 3 Semester Hours
Section: Days: Time:

College of Education
Valdosta State University
Department of Adult and Career Education

Conceptual Framework: Guiding Principles
{Adapted From the Georgia Systematic Teacher Education Program Accomplished Teacher Framewark)

Dispositions Principle: Productive dispositions positively affect learners, professional growth, and
the learning environment.

Equity Principle: All learners deserve high expectations and support.

Process Principle: Learning is a life-long process of development and growth.

Ownership Principle: Professionals are committed to, and assume responsibility for, the future of
their disciplines.

Support Principle: Successful engagement in the process of learning requires collaboration among
multiple partners.

Impact Principle: Effective practice yields evidence of learning.

Technology Principle: Technology facilitates teaching, learning, community -building, and resource
acquisition.

Standards Principle: Evidence-based standards systematically guide professional preparation and
development.

FPasitively Impacting Learning Through Evidence-Based Practices Page 1




Instructor Contact Information:

Dr. Frederick W. Polkinghorne, Ph.D. Office: 229-249-2778
Assistant Professor, Dept. Adult and Career Education fwpolkinghorne@valdosta.edu
Education Center, RM 2105

Office Hours: TBD

Course Description:

Prerequisite: Overall GPA of 2.3. Fundamentals of organizational behavior, management, and training;
examined through the applied context of business education, office adminstration, technology, and
training. Topics include functions of management, education, legislation, personnel, supervision and
training.

General Education Qutcome:

#1: Students will demonstrate understanding of the society of the United States and its ideals. They will
possess the reguisite knowledge of the society of the United States, its ideals, and its functions to enable
them to become informed and responsible citizens. They will understand the connections between the
individual and society and the roles of social institutions. They will understand the structure and
operational principles of the United States government and economic system. They will understand
United States history and both the historical and present role of the United States in the world.

# 8 Students will demonstrate knowledge of principles of ethics and their employment in the analysis
and resolution of moral problems. They will recognize and understand issues in applied ethics. They will
understand their own value systems in relation to other value systems. They will judge values and
practices in a variety of disciplines.

Textbooks/Course Requirements:
To be determined

Course Evaluation:

Examinations 45 percent
Homework {cases, papers, & projects) 30 percent
Discussion/Attendance 15 percent
Fina! Examination (Electronic Submission) 10 percent

Grading Scale: A=90-100 B=80-89 (=70-79 D=60-69 F=<60Q
Course Objectives:
Upon completion of this course, the student will be able to:
1. Discuss the four major functions of workforce development management
2. Solve workforce development problems based on management theory and current {egisiation

3. Discuss the application of systematic decision making to industry scenarios

4, Utilize workforce development management vocabulary to solve complex problems

Positively Impacting Learning Through Evidence-Based Practices Page 2




5. Synthesize current workforce development and management literature with workforce practice

6. Develop systematic problem-solving models for commaon issues in workforce development and
management

7. Develop projects based on training theory and practice

Course Activities:
1. There will be four theory examinations in this course. The examinations will be based upon
material covered in the textbook, handouts, lectures, and class discussions. {(1-7)

2. Each student will complete hocmework assignments and class projects. These assignments and
projects will be based upon the material in the textbook and information provided in class
lectures. (1-7)

3. Each student will actively participate in class discussions related to workforce development and
management. (1-7)

Attendance Policy:

Absences, for whatever reason {excused OR unexcused), will he handled according to school policy as
set forth in the Valdosta State University catalog. A student who misses more than 20 percent of the
classes will be subject to receiving a failing grade for the course.

General Policies:

All work is to be submitted on time unless arrangements have been made with the professor prior to
the assignment’s due date. Homework must be turned in by the beginning of the class on the day
which it is due. Unless prior arrangements have been made with the professor, late assignments will
carry a penalty of 25 percent deduction of the total assignment points before grading. Work will be
accepted for grading no later than one class meeting after the due date. Homework will not be
accepted after that time and a grade of zero will be posted.

There will be no makeup for examinations unless a student has made prior arrangements with the
professor. If a student misses an examination and permission has not been granted for a makeup exam
by the professor, the grade for that student's missed examination will be ZERO (0).

College of Education Conceptual Framework Standard (CFS):
. CONTENT AND CURRICULUM: Teachers demonstrate a strong content knowledge of content

area(s) appropriate for their certification levels.

Dewar College of Education
POLICY STATEMENT ON PLAGIARISM

Below is information directly quoted from the Academic Honesty Policies and Procedures:
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Academic integrity is the responsibility of all VSU faculty and students. Faculty members
should promote academic integrity by including clear instruction on the components of
academic integrity and clearly defining the penalties for cheating and plagiarism in their
course sylfabi. Students are responsible for knowing and abiding by the Academic
Integrity Policy as set forth in the Student Code of Conduct and the faculty members’
syllabi. All students are expected to do their own work and to uphold a high standard of
academic ethics.

The full text of Academic Honesty Policies and Procedures is available in the on the Academic
Affairs website (http://www.valdosta.edu/academic/AcademicHonestyatVSU.shtml).
The consequences for acts of academic dishonesty in the Dewar College of Education are:

FIRST OFFENSE:
1. The faculty member will administer an academic response (e.g. resubmit / retake
assignment, failure of the assignment, failure of the course).
2. The faculty member will complete a Level Two Dewar College of Education Concern
form (bttp://www.valdosta.edu/coe/studentsinfo.shtml).
3. The faculty member will complete a Valdosta State University Report of Academic
Dishonesty (http://www.valdosta.edu/academic/AcademicHonestyatVSU.shtml).

SECOND OFFENSE:

1. The faculty member will administer an academic response (e.g. resubmit / retake
assignment, failure of the assignment, failure of the course).

2. The faculty member will complete a Level Two Dewar College of Education Concern
form (http://www.valdosta.edu/coe/studentsinfo.shtmi). According to the Dewar
College of Education Concern Form Policy, “a second level two concern form will result
in the student being dismissed from his/her program of study. This dismissal will result
in an automatic review by the COE Undergraduate Policies Committee.”

3. The faculty member will complete a Valdosta State University Report of Academic
Dishonesty (http://www.valdosta.edu/academic/AcademicHonestyatV5U.shtml}.
According to the Academic Honesty Policies and Procedures document, “after a second
{or subsequent) Report of Academic Dishonesty has been submitted to the Student
Conduct Office in the Dean of Students Office, official charges will be drawn up and the
disciplinary matter will be referred to the Valdosta State University Judicial Committee.”

Special Needs Statement:

Valdosta State University is an equal opportunity educational institution. It is not the intent of the
institution to discriminate against any applicant for admission or any student or employee of the
institution based on the sex, race, religion, color, national arigin, or handicap of the individual. It is
the intent of the institution to comply with the Title VI of the Civil Rights Act of 1964 and subsequent
executive orders as well as Title Xl in Section 504 of the Rehabilitation Act of 1973.

Students requiring classroom accommodations or modifications because of a documented disability
should discuss this need with the professor at the beginning of the semester. Students requesting
classroom accommodations or modifications because of a documented disability must contact the
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Access Office for Students with Disabilities located in Farber Hall. The phone numbers are 245-2498

{voice} and 219-1348 (tty).
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REQUEST FOR A REVISED COURSE
Valdosta State University

Date of Submission: 02/04/2010 (mm/dd/yyyy)

Department Initiating Revision: Faculty Member Requesting Revision:
Adult and Career Education Dr. Mary S. Willis

Current Course Prefix, Title, & Number:
(See course description abbreviations in the catalog for approved prefixes)

ACED 4070

List Current and Requested Revisions: (only fill in items needing to be changed)

Current: _ Requested:

Course Prefix and Number: Course Prefix and Number:

Credit Hours: Credit Hours:

Course Title: Course Title:

Prerequisites: Grade of "C" or better in ACED | Prerequisites: Grade of "C" or better in ACED
2050, ACED 3000, and ACED 2000 or 2050 and ACED 3000; overall GPA of 2.3;
Exemption. restricted to OAT and BE Majors.
Co-requisites: Co-requisites:

Course Description: Course Description:

Semester/Year to be Effective: Estimated Frequency of Course Offering:
Fall 2010 Every Fall and Spring Semester

Indicate if Course will be :  [X] Requirement for Major ~ [_] Elective

Justification: Select one or more of the following to indicate why the requested change will be
beneficial, giving your justification. Please include and/or append relevant supporting data.

X Improving student learning outcomes: Raising the GPA requirement for this 4000-level
course will motivate students to earn higher grades in prerequisite courses, which will prepare
them better for this capstone course.

[ ] Adopting current best practice(s) in field:
] Meeting Mandates of State/Federal/Outside Accrediting Agencies:

Other: Based on the growth of both OAT and BE programs, without additional faculty to

support the growth, our students’ ability to register for this 4000-level course is jeopardized by
the enrollment of students outside the major. ACED 2000 is a prerequisite for ACED 3000, so
stating it as a prerequisite of this course is redundant.




Plans for assessing the effectiveness of the course: Student course evaluations; grades on
projects, assignments, and exams; verbal feedback.
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ACED 4070
OFFICE APPLICATIONS

3 Semester Hours
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College of Education
Valdosta State University
Department of Adult and Career Education

Conceptual Framework: Guiding Principles
(adapted from the Georgia Systemic Teacher Education Program Accomplished Teacher Framework)

Dispositions Principle: Productive dispositions positively affect learners, professional growth, and the
learning environment.

Equity Principle: All learners deserve high expectations and support.
Process Principle: Learning is a life-long process of development and growth.

Ownership Principle: Professionals are committed to, and assume responsibility for, the future of their
disciplines.

Support Principle: Successful engagement in the process of learning requires collaboration among multiple
partners.

Impact Principle: Effective practice yields evidence of learning.

Technology Principle: Technology facilitates teaching, learning, community building, and resource
acquisition.

Standards Principle: Evidence-based standards systematically guide professional preparation and
development.
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REQUIRED TEXTS (THE BOOKSTORE WILL SEND BACK ANY UNSOLD BOOKS)

| 1) The Gregg Reference Manual: A Manual of Style, Grammar, Usage, and Formatting,
Tenth Edition Author: William A. Sabin ISBN: (-07-293653-3
Description: ©2005 / Spiral-With-Flap Binding / 704 pages

2} Gregg Reference Manual Comprehensive Worksheets: This set of worksheets provides exercises
that cover all 18 sections in the manual. Included are problems involving the formatting of letters,
memos, and other business documents.

The Comprehensive Worksheets accompanying The Gregg Reference Manual are available for
download on this Web site, free of charge.

B Comprehensive Worksheets (712.0K)

Student Edition

|
|
http://highered. megraw-hill.com/sites/0072936533/information_center_view(/

3} Henne, A. (2007). Intensive records management (3" ed.) Cincinnati, OH: South-Western

4) Slater, Jeffrey (2007). Practical business math, BRIEF 9™ EDITION. Boston, MA: McGraw-
Hill.

COURSE DESCRIPTION

Prerequisites: Grade of "C" or better in ACED 2050 and ACED 3000; overall GPA of 2.3; restricted to
OAT and BE Majors.

Focus on three major aspects of office administration—machine transcription, records management, and
business calculations. Emphasis in the course is on keying a variety of business documents from machine
transcription, completing a records management simulation, and solving business mathematics problems
using the electronic calculator and other methods.
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VALDCSTA STATE UNIVERSITY GENERAL EDUCATION CUTCCMES {GEQ)

Students will use computer and information technology when appropriate. They will demonstrate
knowledge of computer concepts and terminology, possess basic working knowledge of a computer
operating system, be able to use at least two software tools, and be able to find information using
computer searching tools.

Students will express themselves clearly, logically, and precisely in writing and in speaking, and they
will demonstrate competence in reading and listening.

COLLEGE OF EDUCATION CONCEPTUAL FRAMEWORK PRINCIPLES (CFP)

The following College of Education Conceptual Framework principles will be addressed in this course:

1.

The teacher understands the central concepts, tools of inquiry, and structures of the fields of
knowledge he/she teaches and can create learning experiences that make these aspects of subject
matter meaningful for students.

4. The teacher understands and uses a variety of instructional strategies, including the use of
technology, to encourage students’ development of critical thinking, problem solving, and
performance skills.

6.  The teacher uses knowledge of effective verbal, nonverbal, and media communication techniques,
including technology, to foster active inquiry, collaboration, and supportive interaction in the -
classroom.

COURSE OBJECTIVES

{(Numbers in parentheses following each objective refer to the College of Education Conceptual Framework
Principles)

Upon completion of this course, the student will be able to:

1.

2.

Demonstrate positive employability skills and work habits. (CFP# 1)

Correctly apply grammar, punctuation, confusing words, and business letter styles. (GEO# 4; CFP#
1,4, 6)

Demonstrate proficiency in transcribing documents using a computer and transcription equipment
and correcting errors in punctuation, spelling, formatting, keying, and word usage striving to make

each document mailable (error free and in correct format). (GEO# 3, 4; CFP# 6)

Demonstrate an understanding of the records management cycle, what it includes, and why it is
important, (CFP# 1)

Understand and apply the basic principles and procedures for effective document filing and retrieval.
(GEO#4; CFP#1,4)
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10.

11.
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Demonstrate the ability to apply filing rules in the completion of filing exercises and examinations.
(CFP# 1, 4)
Create an electronic records management file. (GEO# 3; CFP# 6)
Demonstrate proficiency in using the touch system for the ten-key electronic calculator in
performing the fundamental processes of addition, subtraction, multiplication, and division rapidly

and accurately. (CFP# 1)

Use a systematic approach to solve word problems involving basic business mathematical concepts.
(CFP# 1, 4)

Demonstrate proficiency in reconciling selected bank records. (CFP# 1, 4)

Understand the various methods of computing finance charges and the advantages and disadvantages
of each method. (CFP# 1, 4)

SPECIAL NEEDS STATEMENT

Valdosta State University is an equal opportunity educational institution. It is not the intent of the institution
to discriminate against any applicant for admission or any student or employee of the institution based on
the sex, race, religion, color, national origin or handicap of the individual. It is the intent of the institution to
comply with the Title VI of the Civil Rights Act of 1964 and subsequent executive orders as well as Title XI
in Section 504 of the Rehabilitation Act of 1973.

Students requesting classroom accommodations or modifications because of a documented disability must
contact the Access Office for Students with Disabilities located in Farber Hall. The phone numbers are (229)
245-2498 (V/VP) and (229) 219-1348 (TTY).

INSTRUCTOR

Dr. Mary S. Willis Telephone:  333-5631 (office)
Office: Room 1124 Dewar Education Center

E-mail: mwillis@valdosta.edu FAX: (229)219-1354
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ATTENDANCE POLICY (SICK LEAVE/ABSENTEE/TARDY POLICY)

Regular attendance is a positive employability skill, and because this is job training, as a student/employee
you are expected to attend all regularly scheduled class meetings. The unexcused absence or “cut” is not
regarded as a student/employee privilege.

The Board of Regents policy on absenteeism will be enforced. This information is printed in the VSU
catalog for your review. In accordance with this policy, any student who misses more than 20% of the
scheduled class time (by absences or tardies) will be dropped with a grade of F in the course. This
means that you cannot miss more than 6 hours of class time FOR ANY REASON! If you are late to
class by more than 15 minutes or leave class more than 15 minutes early, the time counts as absentee
time (each 15 minute increment = % hour of absence).

This is the only “leave time” you are entitled to without possibility of being dropped for attendance
violation by midterm or failing the class altogether after midterm. You must plan your “leave time”
accordingly. If you discover that you cannot attend this class at the scheduled times, (for whatever
reason) it would be in your best interest to drop the course by midterm before 5 p.m.

A Conscientious Employee Is Prepared When He/She Arrives at Work — This Class Is To Be Treated
-With The Same Seriousness As You Would Treat Your Job Upon Graduation

. Bring your book and jumpy/flash drive EVERY DAY,

2. It is expected that each student will complete all assignments on time. (ASSIGNMENTS WHICH ARE
DUE AT THE BEGINNING OF THE CLASS PERIOD SHOULD BE ALREADY PRINTED AND IN
MY BOX BY THE TIME CLASS STARTS.) Assignments are assessed a 25 percent penalty if
turned in after I collect them from the basket on the due date and a 50 percent deduction if
turned in on the next day. Assignments which are due and not in the basket by the time I leave the
classroom will be counted as late and must be taken to the Departmental Office, Room 212, Education
Center.

—

3. There will be NO MAKEUP for missed examinations and class work unless you have made prior
arrangements with the professor or have a verifiable doctor’s excuse. For a missed examination,
the exam grade will be zero {0).

4. Tdon’t give make up work or extra credit assignments. If I do it for you, I’ll have to do it for all
students, all classes.

5. If you miss a class, must work through the hands-on exercises on your own time. You will have a
problem completing the assignments if you skip related textbook information. YOU are
responsible for all material and handouts covered on the date(s) you are absent. When you are
absent, your assignments will still be due on the date that is printed on the class schedule which
you will be given. You won’t get extra time to turn in assignments just because you were absent
from class. Only those students whe are absent with a valid medical excuse will be granted an
extension if necessary.

6. It will be necessary to attend "open lab" to complete the assignments. 1 WILL DISCUSS AND
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DEMONSTRATE YOUR ASSIGNMENTS IN CLASS; YOU WILL COMPLETE THEM OUT OF
CLASS. The hours for the computer labs will be posted. Smoking, food, and drinks are NOT
ALLOWED in the computer labs at any time!

7. No work for other classes, Facebooking, My Space communication, Netsurfing, Instant messaging,
logging on to music stations and videos, or listening to IPODS shall be done during the allocated time
for ACED 4070.

8. Cell phones and pagers should be turned to silent. If you are expecting an emergency communication,
let me know.

POLICY ON PLAGIARISM AND CHEATING AND STUDENT MISCONDUCT

There will be NO TOLERANCE for student misconduct in class or for plagiarism, cheating on
assignments and other forms of academic dishonesty. NO CREDIT WILL BE GIVEN FOR DUPLICATE
OR SHARED WORK. If you share a computer with another ACED 4070 student, you must each make a
folder for your work. Do not turn in someone else's work as your own or allow someone else to copy your
work or your disk!

A. Academic Integrity Violations

Cheating and plagiarism are academic integrity violations. Additional violations may be added as deemed
appropriate. The following academic integrity violations are not to be considered all-inclusive:

1. No student shall use or attempt to use unauthorized materials or devices to aid in achieving a better grade
on a component of a class.

2. No student shall receive or give or attempt to receive or give assistance not authorized by the instructor in
the preparation of an essay, laboratory report, examination or other assignment included in any academic
course.

3. No student shall take or attempt to take, steal, or otherwise procure in an unauthorized manner any
material pertaining to the conduct of a class, including but not limited to tests, examinations, laboratory
equipment, and roll books. :

4, No student shall sell, give, lend, or otherwise furnish to any unauthorized person material which can be
shown to contain the questions or answers to any examinations scheduled to be given at any subsequent date
in any course of study offered by the University, without authorization from the University.

5. No student shall engage in plagiarism, which is presenting the words or ideas of another person as if they
were the student’s own. Essays, term papers, laboratory reports, tests, online writing assignments, and other
similar requirements must be the work of the student submitting them. Some typical examples of plagiarism
are:

¢ Submitting an assignment as if it were one’s own work when, in fact, it is at least partly or entirely
the work of another.

s Incorporating the words or ideas of an author into one’s paper without giving the author due credit,
e.g., when direct quotations are used, they must be indicated, and when the ideas of another are
incorporated in the paper they must be appropriately acknowledged.

6. Offenses such as buying and selling papers or stealing an exam will result in immediate dismissal from
the program with a grade of “F”’ and referral to the VSU judicial Committee).
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From VSU’s Academic Integrity Code (the full code is available at
http://www.valdosta.edu/academic/AcademicHonestyPoliciesandProcedures.shtml

In instances of student misconduct, plagiarism, cheating (or aiding in cheating):

v'FIRST OFFENSE: The student will earn a “0™ on the assignment, test, project, etc. Further, a Concern
Form will be completed and sent to the student’s advisor, the Head of the Department, and to the Vice
President for Student Affairs. (First time serious offenses such as buying and selling papers or stealing
an exam will result in immediate dismissal (with a grade of “F”) from the course and referral to the VSU
judicial Committee). ‘

v' SECOND OFFENSE: Official charges will be drawn up and the disciplinary matter will be referred to
the Valdosta State University Judicial Committee.

DRESS CODE POLICY

ACED 4070 is a senior-level professional course. You are an impending graduate who
is in training to become an office professional. It is our goal to assist you in developing
a more professional mindset about your appearance. Therefore, males and females
should remove hoods, hats, baseball or skull caps, bandanas, and doo-rags upon entry
into the classroom. Sagging pants, athletic shorts, tank tops, undershirts
(“wifebeaters”), blouses which show cleavage, and pajamas should not be worn to this
class by either males or females.

Business Tips by Burleson Consulting  http:/www.dba-oracle.com/dress_code.him

With today's young people going into "Body Art", the question arises about how these people can advance
within American professional careers. Some corporations maintain a strict policy against visible tattoos,
especially companies that must make a good impression on the general public.

Dress Codes Are Protected By Law. Remember, employers in the USA have a legal right to ask you to
adhere to dress codes:

"A person can be fired because the company doesn’t like your shoes,” explains Robert D. Lipman, who
manages the New York employment firm Lipman & Plesur, LLP . ..

“People say ‘This is America. We should be able to do what we want.” But I tell them that once you walk
into a private employer’s workplace, your rights are limited.”

REQUIREMENTS

1.  Successfully complete a unit on machine transcription consisting of spelling, proofreading, English
and grammar worksheets and keying a variety of documents IN the correct format.

2. Successfully complete a number of exercises to demonstrate knowledge of specific filing rules.

3. Successfully complete business mathematics worksheets and calculator exercises to demonstrate
knowledge of specific math concepts.

4.  Achieve an adequate score on the end of unit exam which will be given at the culmination of each of
the units to be covered (transcription, records management, business mathematics).
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EVALUATION

Machine transcription Worksheets and Exam(s)

(Objectives 1 and 2) 35%
Filing Unit Worksheets and Exam(s)

(Objectives 3-5) 35%
Practical Business Math Worksheets and Exam(s) 30%

(Objectives 6-15)

=100%

Tutorials and Assignments: You will also be required to proofread each lesson before submitting it.
Omissions and errors will lower the grade you receive on your class assignments. Points will be
deducted as follows: -5 each major formatting error, -3 each minor formatting error, -2 each
spelling/typographical error.} Also, make sure you have included all jobs for each lesson. (You will lose
points for each exercise that is omitted.) '

Final Grading Scale

| 90—100=A | 8- 8=B | 70— 79=C | 60—69 =D | Below60=F |

THE FINAL EXAM WILL BE GIVEN AT THE SCHEDULED EXAM DATE AND TIME
ESTABLISHED BY THE UNIVERSITY AND PRINTED IN THE COURSE SCHEDULE.

EXAM DATE & TIME.:

SEMESTER EVALUATION METHOD FOR ACED 4070

A B | C )
1 TRANSCRIPTION UNIT _
2 35% of Final Grade Transcription Unit
3 Homework Transcription Exam Average
4 =AVERAGE*20% =AVERAGE*30% | =AVERAGE*50% =(A4+B4+C4)*35%
5 :
6 RECORDS MANAGEMENT UNIT
7 35% of Final Grade : Filing Unit
8 Worksheets Exam Average
9 =AVERAGE*30% =AVERAGE*70% =(B11+C11)*35%
10
11 PRACTICAL BUSINESS MATH UNIT
12 30% of Final Grade Business Math Unit
13 Worksheets Calculator Tech. Exam(s) Average
14 =AVERAGE*25% =AVERAGE*10% | =AVERAGE*G5% =(B18+C18)*30%
15
16 Overall Grade =D4+D11+D18
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POLICY ON PLAGIARISM AND CHEATING AND STUDENT MISCONDUCT

There will be NO TOLERANCE for student misconduct in class or for plagiarism, cheating on
assignments and other forms of academic dishonesty. NO CREDIT WILL BE GIVEN FOR DUPLICATE
OR SHARED WORK. If you share a computer with another ACED 4070 student, you must each make a
folder for your work. Do not turn in someone else's work as your own or allow someone else to copy your
work or your disk!

A. Academic Integrity Violations

Cheating and plagiarism are academic integrity violations. Additional violations may be added as deemed
appropriate. The following academic integrity violations are not to be considered all-inclusive:

1. No student shall use or attempt to use unauthorized materials or devices to aid in achieving a better grade
on a component of a class.

2. No student shall receive or give or attempt to receive or give assistance not authorized by the instructor in
the preparation of an essay, laboratory report, examination or other assignment included in any academic
course.

3. No student shall take or attempt to take, steal, or otherwise procure in an unauthorized manner any
material pertaining to the conduct of a class, including but not limited to tests, examinations, laboratory
equipment, and roll books. '

4. No student shall sell, give, lend, or otherwise furnish to any unauthorized person material which can be
shown to contain the questions or answers to any examinations scheduled to be given at any subsequent date
in any course of study offered by the University, without authorization from the University.

5. No student shall engage in plagiarism, which is presenting the words or ideas of another person as if they
were the student’s own. Essays, term papers, laboratory repotts, tests, online writing assignments, and other
similar requirements must be the work of the student submitting them. Some typical examples of plagiarism
are:

e Submitting an assignment as if it were one’s own work when, in fact, it is at least partly or entirely
the work of another.

¢ Incorporating the words or ideas of an author into one’s paper without giving the author due credit,
e.g., when direct quotations are used, they must be indicated, and when the ideas of another are
incorporated in the paper they must be appropriately acknowledged.

6. Offenses such as buying and selling papers or stealing an exam will result in immediate dismissal from
the program with a grade of “F” and referral to the VSU judicial Committee).

From VSU’s Academic Integrity Code (the full code is available at
http://www.valdosta.edu/academic/AcademicHonegstyPoliciesandProcedures.shtml
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In instances of student misconduct, plagiarism, cheating (or aiding in cheating):

v'FIRST OFFENSE: The student will earn a “0” on the assignment, test, project, etc. Further, a Concern
Form will be completed and sent to the student’s advisor, the Head of the Department, and to the Vice
President for Student Affairs. (First time serious offenses such as buying and selling papers or stealing
an exam will result in immediate dismissal (with a grade of “F”) from the course and referral to the VSU
judicial Committee).

v'SECOND OFFENSE: Official charges will be drawn up and the disciplinary matter will be referred to
the Valdosta State University Judicial Committee.

DRESS CODE POLICY

ACED 4070 is a senior-level professional course. You are an impending graduate in
training to become an office professional. Therefore, no hoodies or baseball caps,
bandanas, doo-rags, sagging pants, tank tops, undershirts (“wifebeaters™) or pajamas
are to be worn to this class by either males or females. Hair should be neatly groomed.

The rules and policies for ACED 4070 have been discussed with me, and I understand
them as presented.

Print Last Name: First Name:

Signature: {(RETURN TO DR. WILLIS)

ABSENCES AND TARDIES

SEMESTER EVALUATION METHOD FOR ACED 4070

A B | C D
1 | TRANSCRIPTION UNIT
2 35% of Final Grade Transcription Unit
3 Homework Transcription Exam Average
4 =AVERAGE*20% =AVERAGE*30% | =AVERAGE*50% =(A4+B4+C4)*35%
5
8 RECORDS MANAGEMENT UNIT
7 35% of Final Grade Filing Unit
8 Worksheets Exam Average
9 =AVERAGE*30% =AVERAGE*70% =(B11+C11)*35%
10 '
11 PRACTICAL BUSINESS MATH UNIT
12 30% of Final Grade Business Math Unit
13 Worksheets Calculator Tech. Exam(s) Average
14 =AVERAGE*25% =AVERAGE*10% | =AVERAGE*65% =(B18+C18)*30%
15
16 Overall Grade =D4+D11+D18
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Valdosta State University

Date of Submission: 02/04/2010 (mm/dd/yyyy)

Department Initiating Revision:
Adult & Career Education

Faculty Member Requesting Revision:
Dr. Marcella G. Prater

Current Course Prefix, Title, & Number:

(See course description abbreviations in the catalog for approved prefixes)

ACED 4160 Administrative Office Procedures

List Current and Requested Revisions: (only fill in items needing to be changed)

Current:

Course Prefix and Number:

Credit Hours:

Course Title:

Prerequisites: ACED 3000 and ACED 3400
Co-requisites:

Course Description:

Requested:

Course Prefix and Number:
Credit Hours:

Course Title:

Prerequisites: Grade of "C" or better in ACED

2050, ACED3000, and ACED 3400; overall
GPA of 2.3; restricted to OAT and BE Majors.

Co-requisites:

Course Description:

Semester/Year to be Effective:
Fall 2010

Estimated Frequency of Course Offering:
Every Fall and Spring Semester

Indicate if Course will be :

] Requirement for Major

[] Elective

Justification: Select one or more of the following to indicate why the requested change will be
beneficial, giving your justification. Please include and/or append relevant supporting data.

[X] Improving student learning outcomes: Raising the GPA requirement for this 4000-level
course will motivate students to earn higher grades in prerequisite courses, which will prepare

them better for this capstone course.

[ ] Adopting current best practice(s) in field:

[] Meeting Mandates of State/Federal/Qutside Accrediting Agencies:

[ Other: Based on the growth of both OAT and BE programs, without additional faculty to
support the growth, our students' ability to register for this 4000-level course is jeopardized by

the enrollment of students outside the major.




Plans for assessing the effectiveness of the course: Student Opinion of Instruction surveys;
grades on projects and assignments; verbal questions and answers; teacher observation; lower
course failure rate.
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ACED 4160
Administrative Office Procedures
3 Semester Hours
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College of Education
Valdosta State University
Department of Adult & Career Education
Conceptual Framework: Guiding Principles
(adapted from the Georgia Systemic Teacher Education Program Accomplished
Teacher Framework)

Dispositions Principle: Productive dispositions positively affect learners, professional
growth, and the learning environment.

Equity Principle: All learners deserve high expectations and support.

Process Principle: Learning is a life-long process of development and growth.

Ownership Principle: Professionals are committed to, and assume responsibility for, the
future of their disciplines.

Support Principle: Successful engagement in the process of learning requires
collaboration among multiple partners.

Impact Principle: Effective practice yields evidence of learning.

Technology Principle: Technology facilitates teaching, learning, community building,
and resource acquisition. '

Standards Principle: Evidence-based standards systematically guide professional
preparation and development.

REQUIRED TEXTBOOKS

Cooperman, Susan (2009). Professional Office Procedures, Fifth Edition. Prentice Hall.
(“POP™). Please make sure you are purchasing the FIFTH edition — we will not be using
the fourth edition.

RECOMMENDED TEXTBOOK
Savin, William A. (2005). The Gregg Reference Manual. 10™ Edition. NY: Irwin
McGraw Hill.

COURSE DESCRIPTION

Prerequisite; Grade of “C” or better in ACED 2050, ACED 3000, and ACED 3400,
overall GPA of 2.3; restricted to OAT and BE majors.




Development of increased awareness of the role and scope of the administrative assistant
position. This course will focus on basic and expanded job responsibilities,
professionalism, and performance of simulated office activities.

GENERAL EDUCATION OUTCOMES (GEQ)
1. Students will demonstrate cross-cultural perspectives and knowledge of other
societies. (CFS 1; CO 4,9, 12)
2. Students will use computer and information technology when appropriate. (CFS
1; CO 6-8)
3. Students will demonstrate knowledge of principles of ethics and their employment
in the analysis and resolution of moral problems. (CFS 1; CO1-3, 5, 9, 12)

SELECTED EDUCATION OUTCOMES (SEO)
BACHELOR OF SCIENCE DEGREE WITH A MAJOR IN ADMINISTRATIVE SERVICES

1. Program graduates will demonstrate an acceptable level of competency in job
skills.

2. Program graduates will demonstrate the ability to integrate into simulated
activities such higher-level office administration skills as decision-making skills,
communication skills, advanced keyboarding skills, advanced word processing
skills, and problem solving skills.

3. Program graduates will report an adequate level of perceived competence in a
variety of computer-technology applications, such as desktop publishing,
multimedia applications, word processing, spreadsheets, databases, and
presentation software. '

SELECTED EDUCATION OUTCOMES (SEQ)
BACHELOR OF SCIENCE IN EDUCATION DEGREE WITH A MAJOR IN BUSINESS
EDUCATION

1. Students in initial teacher education programs know the content that they plan to
teach and can explain important principles and concepts delineated in
professional, state, and institutional standards.

2. Students in initial teacher education programs understand the relationship of
content and content specific pedagogy and have a broad knowledge of
instructional strategies that draws upon content and pedagogical knowledge and
skills delineated in professional, state, and institutional standards to help all
students learn. '

3. Students in initial teacher education programs are able to analyze educational
research findings and incorporate new information into their practice.

4. Students in initial teacher education programs assess and analyze student learning,
make appropriate adjustments to instruction, monitor student learning, and have a
positive effect on learning for all students.

COLLEGE OF EDUCATION CONCEPTUAL FRAMEWORK PRINCIPLES
(CFS)

The following College of Education Conceptual Framework Principles will be addressed
in this course:

. CONTENT AND CURRICULUM: Teachers demonstrate a strong content
knowledge of content area(s) and appropriate for their certification levels.




COURSE OBJECTIVES

(Numbers in parentheses following each objective refer to the College of Education
Conceptual Framework Principles.}) Upon completion of this course, the student will be
able to:

L.

et

\D

10.

11.

12.

13.

Determine the importance of utilizing time well, establish effective time management
techniques, and identify time wasters. (CFS 1; GEO 3)

Identify the role and responsibilities of the office professional. (CF'S 1; GEO 3)
Identify and use effective decision-making techniques. (CFS 1; GEO 3)

Demonstrate proper business etiquette. (CFS 1; GEO 1)

Recognize the importance of ethical behavior and identify characteristics of an ethical
organization and traits of an ethical employee. (CFS 1; GEO 3)

Have formatting expertise with a variety of realistic business documents—Iletters,
repotts, budgets, electronic calendars, etc.—from a variety of source copies. (CFS 1;
GEO 2)

Describe the types of telephone systems, equipment, and features available and use of
proper telephone techniques. (CI'S 1; GEO 2)

Identify the responsibilities of the office professional for meetings and conferences.
(CFS 1; GEO 1, 3)

. Describe the duties associated with executive travel including travel arrangements,

itineraries, and expense reports. (CFS 1; Geo 1)

Identify the classes and special services of mail and determine which class should be
used when preparing outgoing mail. (CFS 1; GEO 2)

Identify ways to handle stress on the job and to deal with conflict on the job. (CFS 1;
GEO 1, 3)

Be able to use the basic functions of e-mail, calendar, tasks, and contacts features of
Outlook. (CFS 1; GEO 2)

Recognize the difference in cultures and their influence on office administrative
procedures.

COURSE REQUIREMENTS/GRADING PROCEDURE

TASKS POINTS
Final Exam 150
Travel Project 100

20 Software Applications 400
Outlook Assignments 60
Grammar/Punctuation Reviews 140
Queendom.com Self Assessments 40
Harvard Implicit Association Test 10
Various Writing Assignments 100
TOTAL 1000

Grading Scale: A=896-1000 B=796-395 C=696-795 D=596-695 F=Below 396

FINAL EXAM:

REQUIRED MEDIA
Flash drive with at least 2 GB of space dedicated to this class




METHOD OF DELIVERY

Course materials and many activities for this course will be available over the Internet using the
BlazeVIEW platform.

e Students will actively interact with each other, the instructor, the content, and the BlazeVIEW
interface.

s The instructor will utilize Learning Modules in Blaze VIEW for such course components as:
announcements, readings, asynchronous discussions, synchronous chats, email
communications, and assignments.

e Students are asked to check Blaze VIEW announcements and email at least twice a week.

e Ifyou are planning to use your own computer to access materials or submit work for this
course, it is your responsibility to visit the Distance Learning VSU Vista Website at
http://www valdosta.edu/vista/requirements.shtml to ensure that all software and equipment
requirements are met BEFORE the class begins.

COMMUNICATION POLICY

Student-to-Instructor and Instructor-to-Student interaction are critical components of any learning
environment. Please feel free to stop by during your professor’s office hours or email her if you
have a question or problem that you would like to discuss in private.

Your professor is frequently online at different times during the week (except possibly on week-
ends or holidays). Any time that you are in BlazeVIEW, you can check to see if your professor
has BlazeVIEW open. If so, you can initiate a chat invitation if you need to talk one-on-one. To
help insure that we can communicate effectively throughout the semester:

¢ Please send your emails through the email tool of your course in BlazeVIEW. This account
will be checked daily. Blaze VIEW email automatically provides a list of class participants
(including your professor) to ¢nsure that the message goes to the correct address. It also
places a copy in the sender’s BlazeVIEW email account.

e Asacourtesy, ALWAYS include a descriptive subject line with your email messages and
sign your full name at the end of your message.

s If for some reason the BlazeVIEW server is down, and you cannot access it to send an email
message, feel free to use your BlazeNET email account to send a message to your professor
at . You MUST include the course number in the subject line of your message, and
be sure to type your full name at the end of your message.

e If BOTH the BlazeVIEW and BlazeNET servers are down, you may email your professor at

o Students who include the word "QUESTION" or "PROBLEM" in the subject line of an email
can generally expect a response within 24 hours (except possibly on week-ends or holidays).

ATTENDANCE POLICY

While there may be many cxcellent reasons why you must miss class, there are no
excused absences. An absence is an absence regardless of the reason. Therefore, you do
not need to explain why you are absent.

All work is to be submitted on time. If a student misses a class, s/he is still responsible for
all material that was covered in the class, and any assignment will have the same due date
as the class. It is the student’s responsibility to check the course calendar, or to contact
the instructor, if absent.




Absences will be handled according to University guidelines. A student who misses
more than 20% of class may be dropped from the roll with a grade of an F. Three tardies
make one absence. ' '

If a student is absent, S/HE SHOULD ARRANGE TO HAVE ANY ASSIGNMENT
DUE DELIVERED BY CLASS TIME TO AVOID LATE PENALTY. Late assignments
will carry a penalty of 50 % (of total assignment value) for each day an assignment is
late, unless approved otherwise.

GENERAL RULES AND OTHER INFORMATION
In addition to the text, students will need to purchase a jump drive for use in class.
Use your books as you progress throughout the course — textbooks are required.

Do not allow others to copy your work or your disk. Dishonesty can result in both parties
receiving a grade of 0 on the assignment, a course grade of "F", or referral to a University
official. THIS IS CONSIDERED CHEATING!

Do not access any directory or software other than your own unless permitted by the

All written assignments will be typed, double space, 17 margins, unless instructed
otherwise.

DEWAR COLLEGE OF EDUCATION

POLICY STATEMENT ON PLAGIARISM

PLAGIARISM AND CHEATING

Academic integrity is the responsibility of all VSU faculty and students. Faculty
members should promote academic integrity by including clear instruction on the
components of academic integrity and clearly defining the penalties for cheating and
plagiarism in their course syllabi. Students are responsible for knowing and abiding by
the academic integrity policy as set forth in the Student code of conduct and the faculty
members’ syllabi. All students are expected to do their own work and to uphold a high
standard of academic ethics.

Cheating and plagiarism are academic integrity violations. Additional violations may be
added as deemed appropriate. The following academic integrity violations are not to be
considered all-inclusive:

1. no student shall use or attempt to use unauthorized materials or devices to aid in
achieving a better grade on a component of a class.

2. no student shall receive or give or attempt to receive or give assistance not
authorized by the instructor in the preparation of an essay, laboratory report,
examination or other assignment included in any academic course.

3. no student shall take or attempt to take, steal, or otherwise procure in an
unauthorized manner any material pertaining to the conduct of a class, including
but not limited to tests, examinations, laboratory equipment, and roll books.

4. no student shall sell, give, lend, or otherwise furnish to any unauthorized person
material which can be shown to contain the questions or answers to any
examinations scheduled to be given at any subsequent date in any course of study
offered by the university, without authorization from the university.

5. no student shall engage in plagiarism, which is presenting the words or ideas of
another person as if they were the student’s own. essays, term papers, laboratory
reports, tests, online writing assignments, and other similar requirements must be
the work of the student submitting them.




Some typical examples of plagiarism are:

e Submitting an assignment as if it were one’s own work when, in fact, it is at least
partly or entirely the work of another.

o Submitting a work that has been purchased or otherwise obtained from an internet
source or

¢ another source.

e incorporating the words or ideas of an author into one’s paper without giving the
author due credit, e.g., when direct quotations are used, they must be indicated,
and when the ideas of another are incorporated in the paper they must be
appropriately acknowledged.

SEE STUDENT HANDBOOK FOR MORE INFORMATION ON ACADEMIC
CONDUCT.

The full text of Academic Honesty Policies and Procedures is available in the on the
Academic Affairs website
(http://'www.valdosta.edu/academic/AcademicHonestyatVSU.shtml).

The consequences for acts of academic dishonesty in the Dewar College of Education
are: '
FIRST OFFENSE:
1. The faculty member will administer an academic response (e.g. resubmit / retake
assignment, failure of the assignment, failure of the course).
2. The faculty member will complete a Level Two Dewar College of Education
Concern form (http://www.valdosta.edu/coe/studentsinfo.shtml).
3. The faculty member will complete a Valdosta State University Report of
Academic Dishonesty

(http://www,valdosta.edu/academic/AcademicHonestyatVSU.shtml).

SECOND OFFENSE:

1. The faculty member will administer an academic response (e.g. resubmit / retake
assignment, failure of the assignment, failure of the course).

2. The faculty member will complete a Level Two Dewar College of Education
Concern form (http://www.valdosta.edu/coe/studentsinfo.shtml). According to
the Dewar College of Education Concern Form Policy, “a second level two
concern form will result in the student being dismissed from his/her program of
study. This dismissal will result in an automatic review by the COE
Undergraduate Policies Committee.”

3. The faculty member will complete a Valdosta State University Report of
Academic Dishonesty
(http://www.valdosta.edu/academic/AcademicHonestyatVSU.shtml). According
to the Academic Honesty Policies and Procedures document, “after a second (or
subsequent) Report of Academic Dishonesty has been submitted to the Student
Conduct Office in the Dean of Students Office, official charges will be drawn up
and the disciplinary maiter will be referred to the Valdosta State University
Judicial Committee.”

Warning: Do not turn in someone else’s lab work or class work as your own or allow
someone else to copy your work or your disk! This is cheating. Itis wise to save all of




your lab assignments on your disk. Do not access any files or directories other than your
own or those requested by the instructor. '

STUDENT SUCCESS CENTER

The Student Success Center (SSC) at Valdosta State University is located in Langdale
Residence Hall and is available to all students. SSC provides free professional academic
advising, peer tutoring in core curriculum courses, and campus job information in one
location. They strongly encourage students to make use of their services. You may
contact them at 229-333-7570 or email ssc@valdosta.edu.

SPECIAL NEEDS STATEMENT

Valdosta State University is an equal opportunity educational institution. It is not the
intent of the institution to discriminate against any applicant for admission or any student
or employee of the institution based on the sex, race, religion, color, national origin,
handicap, veteran status, or sexual orientation of the individual. It is the intent of the
institution to comply with the Title VI of the Civil Rights Act of 1964 and subsequent
executive orders as well as Title IX and Section 504 of the Rehabilitation Act of 1973.

Students requesting classroom accommodations or modifications due to a documented
disability must contact the Access Office for Students with Disabilities located in the
Farber Hall. The phone numbers are 245-2498 (V/VP) and 219-1348 (TTY).

PROFESSOR

Name:

Phone:

Office:
Email:

Alternate:
Web site:
Office Hrs:




