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CATALOG DESCRIPTION

This is a special topics course. It includes major ideas, concepts, skills and strategies that will help you to understand better and to work more effectively with people, particularly as a leader.

FUNCTIONAL DESCRIPTION (my view of the course)
The course covers major ideas, concepts, skills and strategies that I think will help you to understand better and to work more effectively with people. We’ll look at people skills and strategies from a leadership perspective since you are our future leaders. Understanding and refining these ideas with experience will help you relate with and develop individuals in work settings to commit to their tasks, enhance the organizations’ functioning and, possibly, even to enjoy themselves in the process. We’ll talk about people and processes rather than about things, data, services or dollars. I want to emphasize the value and importance of the individual in organizations. I’ll talk about some things, and we’ll discuss them, we’ll have some video tapes, personal development scales, instructional exercises and scales, numerous written assignments and several examinations. 

STRATEGIC OBJECTIVES (from the University’s course evaluation form)
(1)
You will gain factual knowledge and learn some fundamental principles, generalizations or theories;

(2)
You will develop specific points of view, and,

(3)
You will know more about some of your personal attributes.

SPECIFIC OBJECTIVES (what I really hope you’ll get from the course)
(1)
You will gain a deep respect for the value of the individual in an organization;

(2)
You will develop a consistent, value-based model of leadership;

(3)
You will learn practical models of personality, motivation and human resources development;

(4)
You will Increase your understanding of interpersonal communication and relational skills; and,

(5)
You will increase your awareness of selected personal attributes related to your personal and professional functioning.

TEXTBOOKS (selected references on page 9)
Maxwell, J. C. (1993). Developing the leader within you. Nashville: Thomas Nelson Publishers.

Abstracts of Chapters 1, 4, 5, 6, 7 and 9 in Hunter, J. C. (2004). The world’s most powerful leadership principle: How to become a servant leader. New York: Crown.

COURSE EVALUATION

Subject:


170 Points:
100%
Method of Evaluation
Maxwell textbook:
50 points:
30%
Weekly reaction paper on 10 chapters, each worth 5 points

Lecture material:
68 points:
40%
2 examinations with essay and short answer questions

Written assignments:
36 points:
21%
3 written assignments, 12, 12 and 12 points each

Homework (scales):
16 points:
9%
4 scales or exercises, 4 points each

GRADE DISTRIBUTION
A
95-100% of total points
Excellent (outstanding)
A-
92-94 % of total points
Excellent (outstanding)

B+
89-91 % of total points
Good


B
86-88 % of total points
Good

B-
83-85 % of total points
Good


C+
80-82 % of total points
Satisfactory

C 
77-79 % of total points
Satisfactory

C-
74-76 % of total points
Passing; below average

D+
71-73 % of total points
Passing; below average
D
65-70 % of total points
Passing, well below average

F
64.9 % of total points
Failure (below acceptable standards)

I will post on blackboard under “Performance to Date” a spreadsheet listing you by your ID number that shows grades the the class sorted by rank after each Thursday morning after an examination or assignment. This will show you your position with respect to the entire class and give you your current grade.

POLICIES AND PROCEDURES

(1)
I’d like you to be in class, but that’s up to you. There are no excused absences – you’re simply here or you’re not. You are responsible for everything that goes on in a class you miss, including handouts and any assignments. 

(2)
Arrange to take an examination in advance to get points when you know you will miss it.

(3)
I don’t give extra credit assignments.

(4)
I give incomplete grades only for documented medical reasons or if you suffer the loss of a family member.

(5)
I discard examinations one week after we review it in class so talk to me quickly if you have questions on it.

(6) I adhere to the University's Academic Code of Honesty. I’ll give you an “F” for the assignment or examination if you copy someone else’s work. This includes any written assignment and examinations.

GET A CONTACT IN CLASS
It helps to arrange with another student to take notes, pick up materials, get assignments and information for you if you cannot be in class – you are always responsible for everything that goes on in the class you miss.

ON WRITING
I believe the ability to write well is one of the characteristics of an educated person, and of a competent professional. I grade all writing assignments on spelling, grammar, word usage, organization and flow of ideas. Please carefully proofread and edit your written work since around 50% of your final grade involves some form of written material. Review my handout on “Writing at Work” before writing any paper.

WRITTEN ASSIGNMENTS
Three written assignments (a critique of a business letter and writing two business letters and a business memo) total 36 points. Submit the assignments on or before the dates shown on the course outline and in the format stated in the Assignment Guidelines on pages 6 – 8.

REACTION PAPERS ON CHAPTERS IN MAXWELL’S BOOK
Reaction papers worth 5 points are required for each of the chapters of Maxwell’s book except for chapter 10. In lieu of this, you will write a reaction paper on my abstract of Hunter’s chapter 4. These are the evaluation on the book. We’ll spend 20 minutes or so at the beginning of each class discussing your reaction to the chapter. I’ll call on you periodically if you do not voluntarily enter the discussion. I’ll collect the papers following our discussion and return them the next week with comments. I grade your papers on writing as well as content. Page 5 describes the assignment.
SCALES
You will complete certain scales and exercises on weekly throughout the course. You do these at home. They illustrate class concepts or assess personal attributes related to individual and professional functioning. I will ask to see four of these throughout the course. You can earn up to 16 points (4 points each) by having the scale or exercise completed and correctly scored at the beginning of class. Scoring is 0 or 4 points – close does not count. 

ASSIGNMENT DEADLINES
All assignments – chapter reaction papers, scales and the letter and memo writing assignments – must be delivered at the class in which it is due, or before, to get credit. A colleague or friend may turn in the assignment at the beginning of the class if you cannot attend. You may also submit it to me electronically. I will check my email at 8:00p on the evening of the class before I leave the University. Examinations must be taken in advance if you cannot be present to take the examination on the scheduled date.

OTHER CONSIDERATIONS
Class members with disabilities who need reasonable accommodations should contact the University’s Equity and Diversity Office at 941-6645 and discuss any special needs for accommodations with me after the first class.

E MAIL

Contact me by e-mail if you have questions or issues. See me personally after class or by appointment for complicated issues. Please don’t ask me questions about an examination or an assignment on the day it is due or scheduled since I may not even see it that day.

INSTRUCTOR
John K. Stout, D.Ed., Professor Emeritus, 405 McGurrin Hall, phone: 941-4333, e-mail: stoutj1@scranton.edu.

Secretaries: 401 McGurrin Hall: Joanne Reichle (7:00a - 3: 00p); Michele Heenan (3:30p - 8: 00p); Phone: 941-4350.

HRS 284 – PEOPLE STRATEGIES AND SKILLS
SPECIFIC ASSIGNMENTS (I’ll announce any change in assignments the week before(
PART ONE: Models for Understanding People

(1)
M
8/29
INTRODUCTIONS




Comments:

Philosophy of the Course – Where I’m Coming From!




Structure:

Introductions and Overview of Course

(X)
M
9/05
HOLIDAY:

LABOR DAY
(2)
M
9/12
TOPIC:

SELF ESTEEM – AN IMPORTANT PERSONAL ATTRIBUTE




Maxwell Text:
Introduction and Chapter 1 – Definition of Leadership: INFLUENCE (vii – 18)




Stimulus:

Pick a three-hour period. Log the major interactions you have with others. What happened during the interactions? How were you affected? Did you affect the other person positively or negatively?




Hunter notes:
Chapter 1: On Leadership (1)




Scale:

Self-Esteem (2)




Lecture:

Self-Esteem (4)




Exercise:

Maintaining Self-Esteem (in class)

(3)
M
9/19
TOPIC:

WHAT MAKES PEOPLE WHAT THEY DO THE THINGS THEY DO?




Maxwell Text:
Chapter 2 – Key to Leadership: PRIORITIES (19 – 34)




Stimulus:

Review your priorities. List your long and short-term priorities. Are you on track? 



Video/Lecture:
More than Money (10)




Scale:

Minnesota Importance Questionnaire (MIQ) (11)



Lecture:

Work Adjustment Model (12)




Lecture:

Work Habits for a New World (13)




Note on:

Need Hierarchy Table (15)




Discuss:

Writing at Work Handout

(4)
M
9/26
U of S LETTER CRITIQUE DUE



TOPIC:

ONE VIEW OF MOTIVATION AND LEADERSHIP



Maxwell Text:
Chapter 3 – Most Important Ingredient of Leadership: INTEGRITY (35 – 48)




Stimulus:

“You will only become what you are becoming right now (p. 47).” Where are you now? Do you know? Where do you want to be? Are you on a direct course? Think about one or two items that you might want to change in order to move toward what you want to become. What do you think about the level of integrity of our leaders and CEO’s today?



Hunter notes:
Chapter 7: On Character and Human Change (16)




Lecture:

Expectancy Theory (18)




Exercise:

Expectancy Theory (19)



Lecture:

Expectancy Theory Figure (21)

(5)
M
10/03
U of S EXEMPLAR LETTER DUE




TOPIC:

ONE VIEW OF PERSONALITY AND BEHAVIOR




Maxwell Text:
Chapter 4 – Ultimate Test of Leadership: CREATING CHANGE (49 – 74)




Stimulus:

“How have you changed lately” (p. 50?) Reflect on one or two ways that you have changed since you started at the University. What difference has it made for you? To others around you? Has it been all positive? If not, what happened?




Scale:

Assumptions about People (22)




Lecture:

Reality Therapy and Choice Theory: William Glasser: (26)




Lecture:

Rational-Emotive-Behavioral Theory: Albert Ellis (32)




Exercises:

Focusing on Behavior (in class)

(6)
M
10/10
TOPIC:

CONCEPTS OF EMPOWERMENT




Maxwell Text:
Chapter 5 – Quickest Way to Gain Leadership: PROBLEM-SOLVING (75 – 98)




Stimulus:

Think of a major problem you overcame and experienced personal and/or professional growth as a result. Do you know what you did it? What did you learn from it?



Hunter notes:
Chapter 9: On Motivation and Other Essentials (35)




Scale:

How Resilient are You? (37)




Lecture:

Empowerment (39)




Discuss:

Growth, Motivator, Job Characteristics and Intrinsic Motivators (43)




Review for:

Examination

(X)
M
10/17


FALL BREAK
(7)
M
10/24
EXAMINATION
36 points on notes and class material
PART TWO: Models for Developing People

(8)
M
10/31
REVIEW:

EXAMINATION




TOPIC:

CLIMATES OF COMMUNICATION




Maxwell Text:
Chapter 6 – Extra Plus in Leadership: ATTITUDE (97 – 112)




Stimulus:

Think about our previous discussion on Ellis and Glasser and that events do not directly produce consequences – it is what we tell ourselves about the events that actually produce the consequences. Does this make sense when it comes to attitude?




Scale:

Who Controls your Life? (1)




Scale:

Attitude Check (3)




Scale:

Are You an Effective Listener? (5)




Discuss:

Listening (7)




Video:

Communicating non-defensively (9)




Lecture:

Communications Model (11)




Lecture:

Supportive vs. Defensive Climates of Communication (13)




Exercise:

Active Listening (in class)

(9)
M
11/07
COPYCO, INC. LETTER DUE




`TOPIC:

LEADING AND DEVELOPING PEOPLE 




Maxwell Text:
Chapter 7 – Developing your Most Appreciable Asset: PEOPLE (113 – 138)




Stimulus:

Can you recall a situation or time in which you completely misjudged another person and operated on those assumptions? Why did you assume something inappropriate about the other? What happened because of your misjudgment? How did the situation play out? Did you change? What did you learn?




Hunter notes:
Chapter 6: On Human Nature (15)




Scale:

Leadership Style Preference (17)



Video:

How to Lead Effectively (19)




Lecture:

Situational Leadership and Individual Development (21)

(10)
M
11/14
TOPIC:

HOW TO GET WORK DONE



Maxwell Text:
Chapter 8 – Indispensable Quality of Leadership: VISION (139 – 160)




Stimulus:

Think of a leader that you feel exemplifies having a vision. What implications and/or actions resulted from the vision?




Scale:

Emotional Intelligence (25)




Lecture:

Task Assignment, Delegation and Goal Setting (27)




Lecture:

Goal setting theory (31)




Lecture:

Preventive Management and Coaching (33)



Exercise:

Goal Setting (in class)

(11)
M
11/21
HR DEPARTMENT MEMO DUE



TOPIC:

GETTING PEOPLE TO DO WHAT YOU NEED THEM TO DO



Maxwell Text:
Chapter 9 – Price Tag of Leadership: SELF-DISCIPLINE (161 – 178)




Stimulus:

“Great leaders never set themselves above their followers except in carrying out responsibilities” (p. 165). What do you feel are the major implications of this statement - what three major thoughts come to mind?



Hunter notes:
Chapter 5: On Hugging and Spanking (37)




Scale:

Conflict Handling Style (39)



Lecture:

Conflict Handling and Conflict Management (42)




Video/Lecture:
Documenting Discipline (45)




Lecture:

Working with Difficult People (47)




Lecture:

Counseling the Troubled Employee (49)




Complete:

My personal course evaluation and suggestions for changes in the course

(12)
M
11/28
EXAMINATION
30 points on notes and class material
(13)
M
12/05
REVIEW:

EXAMINATION




Maxwell Text:
Chapter 10 – Most Important Lesson of Leadership: STAFF DEVELOPMENT (179 – 198)




Stimulus:

“Those closest to the leader will determine the level of success for that leader (p. 180).” What are several major implications of the statement and what does the statement imply about the personality of the leader?



Hunter notes:
Chapter 4: On Leadership and Love (51)

(14)
M
12/12
MEETINGS:
INDIVIDUAL CONFERENCES AS NEEDED

(15)
F
12/16 – 12/17

FINAL EXAMINATION PERIOD

GUIDELINES FOR REACTION PAPERS ON MAXWELL TEXT
CHAPTERS
The objective of this assignment is to demonstrate that you have read critically the chapters in the textbook.

ASSIGNMENT

(1)
A one-page reaction paper on each chapter in the textbook is required each week. The first part of each class will be devoted to discussing the chapter. I will call on you periodically to discuss your paper if you don’t periodically volunteer.

(2)
Each reaction paper is worth 5 points. 

REQUIREMENTS

(1)
Some suggestions to think about for your reaction paper include:


(a)
This idea or concept was great or dumb and for these reasons.


(b)
Do certain things make sense? Are they practical and/or workable? Describe how or how not.


(c)
Here are the implications of a certain idea or concept for me personally or professionally.


(d)
This idea or concept relates to this idea or concept from this course or another course in this way.


(e)
Comment on or react to some of the interesting quotations or stories in the chapter.


(f)
Be creative!


(g)
Be personal!


(h)
Poof read and edit your paper. Writing counts!

(2)
Format:


Limit your paper to at least ¾ of a page, but not more than one full page. Single space with 1-inch margins all around. Use 10 or 12 pitch Times New Roman or Arial font. Write your name and chapter number in the upper left hand corner of the page: SMITH 1.

(3)
I will provide specific feedback and comments to you on your paper each week. Proof and edit your work carefully.

EVALUATION CRITERIA and GUIDELINES
1 point:
Basic writing skills, adherence to formatting requirements and overall readability accounts for 1 point.

4 points:
I will look at and for points (a) through (g above for the remaining 4 points. Here are some things that I consider and/or prefer:


(a)
I look for evidence that you read the entire chapter, but I don’t want a one page summary of the chapter.


(b)
I like to see critical analysis of ideas or concepts in the chapter.


(c)
I like to see ideas and concepts integrated with or compared to other ideas or other information of some type.


(d)
I like taking quotations and/or stories from the chapter and relating them to your personal or professional experiences, but not for the entire paper.


(e)
For my pleasure in reading, I like it when you “own” the paper; that is, it is personal, friendly and interesting as opposed to formal (stuffy), impersonal  and academic (boring).

Note:
Spend a fair amount of time, thought and energy of chapter 1. I’ll give you specific and informative feedback that will help you on the remaining chapters via e-mail by Wednesday morning if I feel you are not “on track.”

ASSIGNMENT GUIDELINES ON LETTER CRITIQUE
LETTER

The objective of this assignment is to demonstrate your ability to see common errors in business writing and to write a professional letter that corrects them.

SCENARIO
You are Dr. John K. Stout, Professor Emeritus and Supervisor of Undergraduate Human Resources Services Internships at the University of Scranton. You supervise internships each fall semester and have 12 students enrolled for the 120 hour internship course that runs from August 29, 2005 to December 5, 2006. Your students have registered preferences for their internship sites. Now, you must formally request the HR professional at each site to officially accept the student for the internship. You ask your graduate assistant, Sally ill. Literate to formulate an introductory letter for your signature to send to each of the 12 HR professionals. Within a day, Sally gives you a letter for your review. She used Times Roman font, 11 pitch.

Part 1: You are to review this letter and make comments and suggestions so Sally can improve the letter as well as develop her skill in business writing. Make comments and suggestions on the letter itself. The letter contains errors, issues and problems in word usage, grammar, spelling, organization, flow of ideas, specificity, irrelevant information, format, margins and others. You know that the letter represents the University, your students and yourself and is important in forming initial impressions in the reader. You want the letter to be reasonably formal, but friendly; to be professional and error free; and, to contain enough information, but not too detailed, for the supervisor to make a tentative decision on accepting your student.

Part 2: After reading Sally’s letter and commenting directly on the page, you decide to give Sally a positive example that will be a model of professional writing in this specific situation.

ASSIGNMENT
(1) Part 1 is due on 9/26 and worth 3 pts. Review the letter and make comments and suggestions about errors and problems directly on the letter. Your comments should provide direction to Sally for her re-write of the letter. Bring an original and a copy to class on 9/26. I’ll grade and return the copy to you on 10/3.
(2) Part 2 is due on 10/3 and worth 9 pts. You are to re-write the letter as an exemplar for Sally. Use the University’s letterhead stationery on blackboard.

REQUIREMENTS

(1)
The letter assignment is worth 12 points. Submit the assignment on the date required and at the beginning of the class.

(2)
Limit your letter to one single spaced page on the letterhead stationery. Use 1 inch side margins and 10 or 12 pitch Times New Roman or Arial font. Proof read and edit your paper. Writing counts!

(3)
Review my handout on “Writing at Work” before you complete this assignment. Look for samples of letters and use one style consistently throughout your letter.

EVALUATION CRITERIA
Part 1: 3 pts

(1) You commented on and make appropriate suggestions to Sally on at least 7 relevant problems in the letter that I feel are important, and that were discussed in class on 9/26 (3 pts).

Part 2: 9pts

(1) Your letter corrects the major problems outlined in the previous class (2 pts).

(2) Your letter flows logically from beginning to end. Your train of thought is easy to follow. Overall, your letter shows organization, contains the appropriate professional information and shows evidence of editing and rewriting (5 pts).

(3) You format conforms to my stated guidelines for the assignment and my handout materials (1 pt).

(4) Yours is an outstanding letter (1 pt).

ASSIGNMENT GUIDELINES ON LETTER
LETTER

The objective of the assignment is to demonstrate your ability to write an excellent business letter.

ASSIGNMENT
(1)
You are to write a letter to Mr. Shy Ster, district manager of Copyco, Inc., describing the trouble you are having with your copy machine. Include the following information, but recognize that not all points are of equal significance, they are not listed in any logical order and not every point mentioned has to be in the letter.
· You are the Director of Purchasing for the Ever Good Door Knocker Company.

· The company has only one Copyco Model-T copy machine, but between 8 and 10 other brand copiers.

· You have had the machine for 10 months.

· After you bought the copier, you discovered that the local address for Copyco service you were given is a manufacturer’s representative but that the nearest service center is 125 miles away.

· The machine has required outside service from a local repair shop five times. This cost you $150 for each service call. It was out of service for a total of 12 days for these repairs.

· There is top management pressure on you to replace the Copyco machine with a better-known brand copier.

· The machine gives off a strong odor after operating continuously for about 25 minutes.

· The Model-T Copyco was the cheapest machine available that seemed to fit your needs and you did not purchase a service contract.

· The sales representative promised prompt service.

· You have admitted to yourself that your own company contributed to the problem when it bought the lowest priced machine and did not buy the service contract.

(2)
You should decide before writing the letter what you want, how you see the problem being resolved and request this in your letter.

REQUIREMENTS

(1)
The letter assignment is worth 12 points. Submit the assignment on the date required and at the beginning of the class.

(2)
Limit your letter to one single spaced page on the letterhead stationery on blackboard. Use 1 inch side margins and 10 or 12 pitch Times New Roman or Arial font. Proof read and edit your paper. Writing counts!

(3)
Read my handout on “Writing at Work” before you complete this assignment. Look for samples of letters and use one style consistently throughout your letter.

EVALUATION CRITERIA
(1)
Your content and format clearly conform to the stated guidelines and my handout materials (1 pt).

(2)
You state the problem(s) and issue(s) accurately and concisely with tact and sensitivity (2 pts).

(3)
You suggest a resolution clearly and forcefully with tact and sensitivity. It is reasonable (2 pts).

(4)
Your letter flows logically from beginning to end and your train of thought was easy to (2 pts).

(5)
Overall, your letter shows organization, was rhetorically sound, showed ample evidence of editing and rewriting. You wrote a solid, professional letter (3 pts).

ASSIGNMENT GUIDELINES ON MEMO

MEMO

The objective of the assignment is to demonstrate your ability to write an excellent business memorandum.

ASSIGNMENT AND SCENARIO
(1)
You are Director of Human Resources of the Do Good Health and Rehabilitation Center. You supervise 15 people: 10 human resources generalists, three human resources assistants and two clerical staff. You work from 8:00 a.m. to 4:30 p.m. and service a 250 bed rehabilitation hospital that also includes a nursing home and a health center. Your unit is not involved in direct patient care, but you work closely with all levels of administrative and direct service staff. The HR department is involved in all aspects of personnel including hiring, training, evaluation, discipline and terminations. You are also responsible for developing and implementing personnel and affirmative action policies. You deal with payroll for all non-administrative personnel, and develop and implement the benefits program for all hospital personnel. All of your staff are closely involved in collaborative activities with staff throughout the hospital and get consulted frequently by phone or e-mail regarding real-time actions and decisions that staff must make regarding personnel and/or policies.


The vice president of staff operations, to whom you report, indicated that he has received numerous reports that each member of your staff at one time or another was not reachable for 15 to 20 minutes following the morning and afternoon breaks or after lunch. This results in callers leaving voice- or e-mail messages. It has either delayed them in making informed decisions on a variety of personnel and policy issues or forced them to make uninformed decisions. The vice president considers this a serious problem since improper or incorrect decisions could lead to various problems, including potential legal issues. You concur.


After this meeting with the vice president, you mentioned the need for all of your staff to be back at their desks immediately after the 15 minute breaks and 30 minute lunch period at the next two staff meetings. You reminded them that these times are in the personnel policies that your department wrote. You assumed your informal comments would correct the problem; however, at your next meeting, the vice president again mentioned it as a continuing problem. You decide to discuss it again at a staff meeting, but also to distribute a memo on the issue. You wonder, now, what to put in the memo and how forceful to make it.

(2)
Write a one-page memo on this issue to your staff addressing the problem.

REQUIREMENTS

(1)
The memo assignment is worth 12 points. Submit the assignment on the date required and at the beginning of the class.

(2)
Limit your memo to one single spaced page on the letterhead stationery on blackboard. Use 1 inch side margins and use 10 or 12 pitch Times New Roman or Arial font. Proof read and edit your memo. Writing counts!

(3)
Read my handout on “Writing at Work.” Check it for a style for your memorandum.

EVALUATION CRITERIA
(1)
Your content and format clearly conforms to the stated guidelines and my handout materials (1 pt).

(2)
You state the problem(s) and issue(s) accurately, concisely and with tact and sensitivity (2 pts).

(3)
You provide a clear and logical rationale and/or background for the suggested action (2 pts).

(4)
You suggest a resolution clearly and forcefully, but with tact and sensitivity. It is reasonable (1 pt).

(5)
Your memo flows logically from beginning to end and your train of thought was easy to follow (2 pts).

(6)
Overall, your memo showed organization, was rhetorically sound, showed ample evidence of editing and rewriting. You wrote a solid, professional memo (2 pts).
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