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MERCER COUNTY COMMUNITY COLLEGE
BUS 128

TEAM BUILDING AND BUSINESS MANAGEMENT
3 CREDITS  3 CLASS HOURS (15 WEEKS SEMESTER)

Text:  The Team Handbook, Peter R. Scholtes, Brian L. Joiner, and Barbara Streibel, Third Edition, ISBN #1-884731-26-0
Supplemental Text:  Team Building—A Structured Learning Approach, Peter Mears and Frank Voehl, ISBN#10884015-15-8
General Course Description:  The course defines the word “teams” and examines how they are formed and used in the business work environment to improve total quality, solve organizational problems, and to achieve the organization’s overall mission.  Various applications of teamwork within unit-based, cross-functional, customer, and vendor organizations are also explored.  The class will learn how to work in teams and to discover the individual strengths and weaknesses that they each bring to such a learning environment.  Individual writing assignments (5 reaction papers) will also be assigned for homework and graded.
Course Grade Evaluation:

2 Hourly Exams (to be announced) = 40% (20 pts each)

4 Reaction Papers (using proper format) = 40% (10 pts each)
Attendance and class/team participation = 20% 
Exam Schedule:  (Specific dates to be announced.)
Exam 1:  Chapters 1, 2, and 3 (Material covered in Weeks 1 -5)
Exam 2:  Chapters 4, 5, 6, and 7 (Material covered in Weeks 7-13)
Student Requirements for Completing Course:  The student must:  (1) Research, write, and present five reaction papers that pertain to the specific topic being assigned that week; (2) Collaboratively work and contribute within the team environment to create a unified presentation on a specifically assigned topic; (3) Satisfactorily pass three exams; (4) Actively participate in /contribute to workshop activities.
Reaction Papers:  Five reaction papers will be assigned.  Each student will individually research the topic type up a reaction paper (using proper format).  Topics will be assigned in syllabus. Students will then research their topic, prepare a reaction paper, and present their findings to the class (5 minutes).  Examples of topics might include the following:  (1) Continuous Quality Improvement; (2)Learning Organizations; (3) Strategic Planning, and (4) The Balanced Scorecard.
All reaction papers are due on the date posted.  If a student misses class, the paper should be e-mailed to the instructor by the due date.  All papers received after the due date will be lowered one letter grade.
Reaction Paper Instructions:  All topics should be researched to obtain articles from recognized business journals such as:(1) Business Week; (2) Harvard Business Review; (3) Wall Street Journal; (4) Nation’s Business; (5) Forbes; (6) Fortune; (7) Industry Week; (8) The Economist; (9) Finance; (10) Academy of Management Journal; (11) Journal of Management; (12) Academy of Management Review
Article Preparation:  The topic should be summarized so that the author’s intentions can be shared with the class.  The article should then be critiqued by the student to indicate how the messages highlighted in the article relate to corporate teamwork and to quality improvement.  All reaction papers should be at least two paragraphs summarizing the article and three paragraphs critiquing it (including recommendations). Complete sentences and correct grammar must be used in all papers. Attach a copy of original article to the back of your reaction paper.
-----------------------------------------------------------
Reaction Paper Format:

Reaction Paper #1

Name:


Topic Assigned:






Title of Article:

Author:

Source and Date:

Summary of Article:

Student’s Critique and Recommendations:

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

Note:  Attach a copy of the original article to the back of your reaction paper.
Academic Integrity Statement:  A student who knowingly represents the work of others as their own or uses unauthorized assistance in the execution of academic work, or gives fraudulent assistance to another student is guilty of cheating.  Any incidences will be reported to the Business Division Dean’s Office and the student will receive a failing grade.

Classroom Conduct:  It is the student’s responsibility to attend all classes.  If you miss a class for any reason, you are to immediately e-mail the class instructor and request the assignment and to acquire all materials distributed in class.  It is expected that all students are on time for class.  Students who are always late will have their class participation grade lowered.  If you walk into class after it has begun, you are to sit in the front of the class close to where you entered the room so that you will not disrupt the class meeting.  

All students are to be courteous and respectful of the opinions of others during in the course room. Engaging in private conversations during class time is not appropriate, and students will be asked to change their seats if this is a regular occurrence.
All cell phones will be turned off during class time.  There are no exceptions to this rule.  We welcome all students into a class environment that will support a culture of team learning and respect.  We will explore, learn, and move forward together as a team.
Course Outline and Assignments
Weeks 1 and 2 (January 27 and February 3): How Teams Meet Today’s Challenges—Teamwork and Synergy

· Objectives: (1) Define the term “team”; (2)Understand the purpose of teams; (3)Describe the types of teams; (4) Understand how teams work; (5) Define “conflict”; (6)Be able to discuss “customer focus”; (7) Understand “process excellence”;(8)describe the process of team development; (9) Explain “team synergy” (10) Discuss the importance of developing good listening skills.
· Assignment:  Read Chapter 1 in the Team Handbook and Team Building texts.  

· Answer the following questions in a classroom notebook and bring them to class for discussion.

1)  What is a team?


2)  How are tasks and responsibilities within the team        

handled?



3)  How do members manage their relationships within the 



organization?



4)  What is synergy? What are the elements related to 



     synergy?

5)  What types of team are there?


6)  Why is the purpose of the team linked to an 



     organization’s objectives?
7)  Why is change within organizations necessary?
8)  Why do people resist change?

9)  What can be done to help employees accept change?
Weeks 3 and 4 (February 10 and 17): Team Roles & Responsibilities –Member Service Roles
· Assignment:  Read Chapter 2 in the Team Handbook and Chapters 7 and 8 in the Team Building text.
· Research the topic “Learning Organizations.”  Write up a Reaction paper following the instructions/format provided. (Reaction paper is due no later than February 17). Be prepared to give a five minute presentation (counts toward class participation grade) summary of your reaction paper during class time (February 17).
· Answer the following questions in your classroom notebook and bring to class for discussion.
1) What are some of the various roles related to teams?

2) How does each contribute to the project’s success?

3) What skills should the ideal coach or team leader demonstrate?

4) How can coaches and leaders continue to develop their skills?

5) What is the risk of improvement projects that bubble up from the bottom of an organization?

6) What are some of the common errors organizations encounter in selecting improvement projects?

7) Why is it important to pinpoint where and when the problem occurs within an organization?

8) What are the responsibilities of the sponsor before announcing an improvement project?

9) What are the responsibilities of the sponsor during the project?

10) What are the responsibilities of the team members during the project?

11) What are some of the expanded team member roles? (Chapter 8 of T Building handbook)

Weeks 5 and 6 (February 24 and March 3) Doing Work In Teams – Supportive Team Cultures
· Objectives:  Students will: (1) Understand what elements teams need and the tools that can be used for effective meetings, effective discussions, effective decision-making, effective recordkeeping, and effective planning;(2) define Joint Review Meetings; (3) Describe the team leader’s responsibilities for initial and regular team meetings, and in closing a project.
· Assignment:  Read Chapter 3 (Work in Teams) in the Team Handbook and chapter 4 in Team Building.  
· Exam 1: Chapters 1 through 3 to be given during class time Week 6 (March 3). Questions will be taken from textbooks as well as from homework questions.
· Answer the following questions into a classroom notebook and bring to class for discussion.

1) What guidelines should a manager follow to have a good 

    team meeting?

2) What is the purpose of a meeting agenda?

3) What items should be included as part of the agenda?

4) When should a meeting agenda be sent?

5) What member roles do effective meetings include?

6) What are the responsibilities of the meeting facilitator?

7) Why is evaluation important to meetings?

8) How can meetings be evaluated?

9) What steps should be followed for an effective discussion?

10) What are the discussion phases?

11) What is brainstorming?

12) What is nominal group technique? When is it used?

13) What is an affinity diagram?  When is it used?

14) What is multivoting?
15) What is a simple prioritization matrix?

16) When should group consensus be used in decision making? When should the group vote? When should a subgroup be used? When should one person make the final decision?

17) What are tree diagrams?  How are they used? What are the drawbacks to using this in planning?
18) List the steps a facilitator should follow to conduct the first team meeting.

19) How should teams share their progress with their  
sponsors/manager? 

20) What three steps should a writer follow in giving a presentation?

21) What steps are included in evaluating a team’s work? 

Weeks 7 and 8 (March 10 and 24) Note: Winter break the week of March 17
· Objectives:  Students will: (1) understand how the organization is a system; (2) be able to apply a scientific approach to problem solving and process improvement; (3) define Pareto charts, time plots, control charts, scatter plots, failure modes and effects analysis, cause and effect diagrams, and the 7-step method and describe how they are used to problem solve.

· Assignment:  Read Chapter 4 (Tools to Solve Problems) in Team Handbook and Chapter 2 (Quality Improvement) in Team Building.
· Reaction Paper #2:  Research the topic “Cross Functional Project Teams.”  Write up a Reaction paper following the instructions/format provided. (Reaction paper is due no later than March24). Be prepared to give a five minute presentation summary (counts towards your class participation grade) of your reaction paper during class time (March 17).
· Answer the following into your classroom notebook and bring to class for discussion.
1) What is the goal of continuous quality improvement with regard to errors?
2) What is the definition of the word “process?”
3) What is the purpose of a SIPOC diagram?

4) Explain how organizations are systems.

5) How can organizations obtain information from their customers?

6) Define the term, “scientific approach.”

7) How is data useful for organizational improvements?

8) What types of tools help managers/teams see patterns in the data?

9) What steps should teams follow to operationalize their plan?

10) What is the purpose of stratification?
11) What are check sheets?

12) What are concentration diagrams?

13) What are work-flow diagrams?  Why are they powerful?

14) What are detailed process maps?  Why are they used?
15) What is the difference between detailed and deployment process maps?

16) What process maps highlight opportunities for improvement?

17) How is the Failure Modes and Effects Analysis (FMEA) used?

18) What charts show the most frequent problems or causes of problems? When can these charts be used?

19) What plots can be used to analyze changes or variations over time?

20) What charts allow management to distinguish between variations in process and those stemming from special causes?

21) What charts show the shape or frequency of the distribution of the data by demonstrating how often certain values occur?

22) What are cause and effect diagrams? Who developed them?  Why are they called fish diagrams?

23) What are the 4 P’s and the 5 M’s used in the fishbone diagram?

24) What does the shape of the points in a scatter plot tell you about the data factors?

25) What is the DMAIC method?  How can it be used?

Weeks 9 and 10 (March 31 and April 7)
· Objectives: Students will be able to:  (1) Understand and apply the 7 Step Method and DMAIC methods for problem solving; (2) build an improvement plan; (3) plan for how to collect data; (4) discuss 16 improvement strategies; (5) map a process, and (6) become familiar with the different types of teams 
· Assignment:  Read Chapter 5 Building an Improvement Plan (Team Handbook) and Chapter 10 Teams, Teams (Team Building)

· Reaction Paper #3 Research the topic “Strategic Planning.”  Write up a Reaction paper following the instructions/format provided. (Reaction paper is due no later than April 7). Be prepared to give a three-to-five minute presentation summary (counts towards your class participation grade) of your reaction paper during class time (April 7).
· Answer the following into a classroom notebook and be prepared to discuss during week 10.

1) What is an improvement strategy?

2) What are the 16 improvement strategies?

3) What are the five steps for managing and improving daily work?

4) What is the benefit of following the five steps?

5) What are the major types of quality improvement teams?

6) What is the function of each quality improvement team?

7) What does “sustainability” mean with regard to improving quality within an organization?

8) How is quality improvement sustained by an organization?

Weeks 11 and 12 (April 14 and 21)

· Objectives: Students will: (1) understand the dynamics within a team; (2) describe the stages of team growth; (3) discuss what is needed for team success; and practice constructive feedback.
· Assignment:  Read Chapter 6 Learning to Work Together (Team Handbook)
· Reaction Paper #4: Research the topic “Balanced Scorecard”. Write up a Reaction paper following the instructions/format provided. (Reaction paper is due no later than April 21). Be prepared to give a five minute presentation summary (counts towards your class participation grade) of your reaction paper during class time (April 21).
· Answer the following into a classroom notebook and be prepared to discuss during week 12.

1) What are the stages of team growth?

2) What is probably the most difficult stage for the team?

3) Why do some teams panic during the storming phase?

4) What happens within a team during the norming phase?

5) How can the team leader help the members in the performing phase?

6) What essential ingredients are recommended for a successful team?

7) Why is it important that teams have a reasonably balanced participation?

Weeks 13 and 14 (April 28 and May 5)
· Objectives:  Students will: (1) Understand the value of conflict; (2) describe the responses to conflict; (3) discuss how to manage group conflict; (4) define ten common problems that contribute to team conflict and solutions.
· Assignment: Read Chapter 7 (Dealing with Conflict) Team Handbook.  Be prepared to do a complete review of Chapters 4-7 on April 28.
· Note:  Exam 2 (Chapters 4-7 Team Handbook) will be given during class time on May 5.
· Answer the following into a classroom notebook and be prepared to discuss them during Week 13.

1) What are some of the reasons teams experience conflict?

2) What valuable contributions can conflict add to a team?

3) How can team members avoid group think?

4) How can you recognize groupthink?

5) How can groupthink be prevented?

6) What are some common responses to conflict?

7) What is the danger when conflict is not managed within the group?

8) What can the team leader or coach do to help the team through conflict?

9) What triggers have been known to escalate conflict?
10) What are some of the common problems that project teams encounter?

11) How can a team deal with overbearing participants?

12) What strategies can a team use to deal with dominating participants?

13) How can a team handle feuding members?

Week 15:  Course Wrap Up (May 12)
· Students will come to class to pick up final grade summary sheets.
