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SHORTER COLLEGE
MISSION STATEMENT

The Mission of Shorter College is to provide quality higher education, enabling and
encouraging student commitment to active life-long learning, personal spiritual values,
responsible citizenship, and community and societal leadership in a global context.

The College seeks to accomplish this Mission through quality undergraduate liberal arts
programs, specialized professional programs, and select graduate programs. Geographically
distant locations provide educational opportunities to individuals who are unable to attend class
in a traditional setting. The College affirms a commitment to the Christian faith and strives to
integrate Christian values within a nurturing community in its whole process of education.
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School Contact Information

Rome Campus

315 Shorter Avenue

Rome, Georgia 30165

Phone: 706-291-2121

Fax: 706.236.1515

Atlanta Number: 770-748-0231

Lawrenceville Campus

585 Old Norcross Road, Suite K
Lawrenceville, GA 30045
Phone: 678-260-3578

Fax: 770-237-5292

Shorter Student Services
Monday - Thursday 9:30 - 7:30

Associate Dean of Students

North Atlanta Campus (Main)
6151 Powers Ferry Rd. NW Suite 170

Atlanta, GA 30339
Phone: 678-260-3600
Fax: 770-988-9506

Riverdale Campus

1903 Phoenix Boulevard, Suite 150

Atlanta, GA 30349
Phone: 678-260-3605
Fax: 770-994-0948

Regqgistrar's Office

Jacqueline Avant (678) 260-3538
javant@shorter.edu

Room Reservations
Contact campus to reserve a

room. Contact numbers are above.

Betsie Potaz (678) 260-3535
bpotaz@shorter.edu

Library
Michael Wilson (678) 260-3563
mwilson@shorter.edu

Accounting Contact Information: M - F 8:30am - 5:00pm

Jackie Thorne (N Atl+Rome) (678) 260-3524 jackie.thorne@apollogrp.edu
Erika Issac (Rivdle) (678) 260-3517 erika.issac@apollogrp.edu
Terree Wakefield (Lawrvl) (678) 260-3518 terree.wakefield@apollogrp.edu

Advisors

Dr. J. Fisher (678) 260-3586 jfisher@shorter.edu Asst. Dean Lawrvlle
Troy Lindsey (678) 260-3605 tlindsey@shorter.edu Asst. Dean Rivrdle

Dr. A Jones (678) 260-3530 ajones@shorter.edu N. Atlanta campus
LaShay Taylor (678) 260-3606 Itaylor@shorter.edu Riverdale campus
Daniel Haynes (678) 260-3534 dhaynes@shorter.edu N. Atlanta campus

A. Dabrowski  (678) 260-3584 adabrowski@shorter.edu Lawrenceville
Nancy Graham (706) 233-7266 ngraham@shorter.edu Site Coordinator

E x = = = = PLEASE NOTE******
All email correspondence from the
College will be emailed directly to your
Shorter email address.
firstname.lastname@students.shorter.edu
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Financial Aid Information:
Michelle Dozier (N Atlanta)

(678) 260-3600 mdozier@shorter.edu
Teresa Cushing (Rome)

(706) 233-7271 tcushing@shorter.edu
Tesa Satcher (Riverdale)

(678) 260-3607 tsatcher@shorter.edu
TBA (Lawrenceville)

(678) 260-3585

Useful Websites:

www.shorter.edu
www.apastyle.org
https://scholar.shorter.edu
www.galileo.usg.edu
www.fafsa.ed.gov
www.gsfc.org/hope/




Why We Require Learning Teams

Learning teams form an integral part of Shorter College’s Professional Studies Program.
Since learning teams make a big difference on what students learn, the more effective the team,
the more valuable the student’s school experience. Anything we can do to help increase the
effectiveness of learning teams will also increase the quality of our programs. The concept of
learning teams is consistent with the principles of educating adults, and the research we have
studied bears out its effectiveness.

The Professional Studies Program (PSP) recognizes the distinction between younger
college students and the adult learners who have assumed responsibility for accomplishment in
the workplace and for continued professional development. The primary focus of Shorter's
accelerated programs is to help students learn as much as possible in the least amount of time
possible. Learning teams helps us do that more effectively.

An ancient proverb states: “lI hear and | forget. | see and | remember. | do and |
understand.” In traditional learning environments, students often assumed a relatively passive
role. By contrast, the learning team process demands active participation by students in their
educational development and places greater responsibility for knowledge and skill acquisition on
the learner.

Here are several ways the learning team process enhances our programs.

e Students gain knowledge and experience from one another.

A group brings a wider range of knowledge and experience to each challenge than does any
one individual. As a result, new insights and synergism emerge that surpass the collective
backgrounds of individual members. In addition, a variety of problem-solving techniques and
innovative approaches also emerge. This allows individuals to learn from one another through
participation in group inquiry and decision-making. This concept of shared learning
responsibility and transfer of knowledge comprises an integral element of the adult educational
philosophy.

e Students develop skills in blending individual strengths and weaknesses.

Students learn how identify the strengths and weaknesses of each other, and how to draw upon
those strengths in positive ways. In the process, they learn to rely on each other and support
each other. The result is a blended synergism, which is greater than the simple sum of the
individual member characteristics.

e Students develop strong interpersonal communication skills.

Working in teams forces students to learn effective ways to work together, argue constructively,
and challenge each other’s thinking. They develop skills in managing the inherent conflict that
occurs when different personalities are brought together. It also helps students practice
interaction skills to achieve a common objective.

e Students learn to rely on each another.

As students realize that others are depending on them, there is an increase in their level of
motivation and responsibility, in their desire not to let their group down. Students also learn how
to teach and support each other; they enhance their own understanding.
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e Students build self-confidence.

By learning how to make a learning team succeed, students develop the confidence that they
can be effective in their roles in family, organizational, and community groups. Understanding
team dynamics removes the uncertainty or fear of participation in all kinds of groups, and as
students gain confidence, the anxiety of further team participation is reduced.

e Students develop leadership skills and follower ship skills.

An effective learning team functions as a leaderless team. Under these circumstances, the
team purpose and priorities can be established quickly and the tasks agreed to. As the nature
of the team goal or task changes, the leadership role just naturally rotates among team
members. Individuals learn valuable skills for both leading and following.

e Students can handle an extended scope of project assignments.

Students almost always learn more from a learning team than they could on their own. The
sheer volume of work assigned, as group projects would be impossible for individuals. Students
also expand their ability to think critically by drawing on the increased knowledge base of the
team. The learning team process helps students accomplish the rigorous workload required by
the academic program.

e Students develop decision-making skills.

Through active participation, students learn the dynamics of how a team makes decisions and
solves problems. The learning team provides a realistic laboratory for exploring group
dynamics.

e Students develop skills for working with others under pressure.

The amount of work assigned and the deadlines imposed realistically mirror the working
environment in a results-oriented manner. Learning not only how to produce good results, but
how to do it under pressure boosts confidence still further.

e Students develop team process skills.

Students learn how to form teams, how teams develop, how to make teams more effective, and
how to raise the level of team performance. These are extremely valuable skills in the
workplace. Increasingly, business organizations are relying on team concepts to revolutionize
the way they operate. By incorporating learning teams into the format of our programs, students
not only learn the content material of our courses, but they also learn valuable team process
skills. By effectively simulating real-world business experiences, the learning team helps
students develop valuable skills that are transferable to the workplace.

e Students take more responsibility for their own learning.

Through sharing talents, experience, and learning resources, adult students assume greater
self-direction and responsibility for their own learning. Sharing responsibilities also allows
students to disseminate more information to the group within a shorter period of time. The team
covers more content than can be achieved through individual effort.
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Learning Team Leadership

A learning team is an association of equals with no one person empowered to direct the
actions of the others. When team members contribute equally and are comfortable with the
group's goals, the team should function as a leaderless group. Under these circumstances,
purpose and priorities are established quickly and tasks agreed upon jointly.

Generally, the leaderless group evolves over time as members rely on one another and
come to understand that they all benefit from the harmony of strengths and weaknesses within
the group. This is most likely to occur in the learning teams where the students work with the
same people again and again, throughout the length of their program.

In temporary groups created for class work, circumstances may not be as conducive to a
leaderless group. Members may be working with students they have just met, the existence of
the group may be limited to the length of just one session, and some team members may be
new to the group process.

Such situations may increase uncertainty and anxiety and create the temporary need for
a group leader. Nevertheless, the entire team should strive toward a harmonious working
relationship. Anyone assuming a leadership role needs to seek consensus and to encourage
the creativity that often suffers under a directive leader.

Although the best learning teams are long-term and “leaderless,” this does not mean that
there will be no leadership displayed. During different stages and even due to the differences in
experience and age of group members, individuals will become temporary leaders as their
social or experiential skills are called upon. The best functioning groups move among leaders
effortlessly, with individual members taking over and relinquishing control of the group, as their
skills are required.

The Learning Team Process

Here are some things to consider when forming a team.

1. The most successful teams are diverse in background and experience. Diverse
backgrounds strengthen the team learning. When students’ experience and occupations are
too similar, creativity is limited. A variety of backgrounds allow students to bring a range of
disciplines and real-world knowledge into the team learning process. The result is greater
freedom in the creative/critical thinking process.

2. Geographic proximity and meeting time of team members are important since the team
will spend many hours together outside of class during the program, but should not be the
deciding factors. Choosing their fellow team members solely on the basis of geography may
reduce the quality learning within the team. The concept of reasonable proximity should be
applied. Some students may be willing to drive farther in order to participate in a team, which
they feel offers a better variety of skills, experience, and working styles.

3. The importance of the degree and program to the members most certainly needs to be
considered. Students who are dedicated to achieving extremely high grade point averages will
soon become frustrated with team members who only “want to graduate.” Students should
encourage one another to share their realistic expectations of the time and effort they intend to
put into the program.
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4. Teams must have three to five members. Research shows that they are most
successful with four or five members. Courses are written with this number in mind. Larger
teams require more direction, formal structure, and rules to operate successfully. This reduces
creativity and affects the learning process. Teams with fewer than four members are less able
to cope with the amount of work assigned and do not provide enough diversity. Teams larger
than five become too cumbersome and difficult to coordinate. When there are only three
members in a team, it necessitates a realignment of all learning teams in a cohort when one
member leaves said team. This creates unnecessary problems for the entire cohort. For this
reason, we strongly discourage teams of only three members.

Once students have identified the members of their teams, they should exchange
names, telephone numbers, and email addresses and set up a convenient time and place for
their first meeting. (Teams must meet face-to-face, at least four hours, once a week.)

Students may form their own learning teams. Holding teams responsible for
performance and learning places pressures on such teams to resolve their differences. If your
team experiences conflict Shorter College encourages the team to “talk it out,” and refer to their
team charter and their team goals. If necessary, Student Services may act as a mediator for a
group discussion of the problem.

If compromise is not possible, some students might consider another learning team.
Students may make switch to another team, without assistance from Student Services. Shorter
requires students to notify their original team before they leave. When moving from one team to
another, the move will NOT be sanctioned if it leaves less than three members in the old team,
or more than five in the new one. Developing strong working relationships takes time, and
arbitrarily shuffling around in teams upsets established team dynamics, causing learning and
performance to suffer.

Within each course groups might be mixed for in-class assignments in order to become
more familiar with other members in your cohort. However, for the most part, learning teams will
remain fixed for the out-of-class learning team assignments.

The three factors that affect team interaction and learning are as follows. These are
factors that you will need to keep in mind as you progress through the team process.

1. Level of Intensity — the degree to which group effort is focused on the tasks at hand.
When individuals in a group work with great concentration and are focused on the tasks at
hand, they display a high level of inner activity. This inner activity creates a more constructive
and efficient interaction among the members and produces a higher level of performance than is
possible when members work alone.

2. Level of Friendliness — the degree of camaraderie among group members. Teams
that establish a high level of congeniality and helpfulness set a very positive atmosphere for
interacting with each other and accomplishing their work. A positive and friendly tone
strengthens the learning process and encourages effective performance. Members don’t need
to share everything about their lives and be best friends; they only need to get along well.

3. Amount of Activity — the number of tasks generated and the degree to which team
members are actively involved in performing tasks.

Teams that are animated, with individuals displaying such actions as looking something up,
asking questions, making statements, and debating the issues, are striving to complete an
assignment or project. Their productivity is evidenced by the quality of the completed
assignment or project.
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Goals for the First Meeting

Rules need to be established for the smooth running of any team. At the beginning of each
project, individual roles and responsibilities must be clearly identified. Teams need to agree on
how to disagree and how to handle problems that arise. Clear direction from the beginning
reduces the anxiety and lessens the likelihood of an assertive individual taking over the team or
the team disintegrating into individuals. Reviewing the following steps with forming teams may
help them to operate effectively from the beginning and remove some of the anxiety of working
together.
At the first meeting teams should:
Get acquainted with each other.
Although you shared some information at the first class meeting, you may want to
reintroduce yourselves. Much of the process of becoming acquainted will take place
simultaneously with work on the project.
Discuss team roles and expectations.
Tasks such as taking minutes, bringing minutes to each meeting, conducting
debriefings, computerizing data will need to be assumed by individual team
members. At the first meeting the team should identify things to be done and decide
who will do what.
Maintaining a written record of assignments helps to keep the project on track and
remind people of their responsibilities. Everyone needs to know who has agreed to
do what and by when. If problems should occur with a non-contributor, this
assignment list can serve, as documentation of tasks the member agreed to
complete, but did not.
Establish an agenda and a calendar.
Members need to agree on an agenda to meet project goals and a calendar for
meetings and for completing tasks. This gives team members a clear vision of the
tasks to be completed and of the deadlines that must be met. A calendar also
assists in setting up future meetings. Setting regular team meeting times makes it
easier for members to plan. If possible, a standard team meeting time should be set
so that members can set their long-range personal planning around the team
meetings. Then if members are aware of possibly unavoidable conflicts with the
team calendar, they can inform the others ahead of time.

Establish the learning team ground rules. (These should be incorporated into a team
charter).
Attendance: Attendance is mandatory for learning team sessions. Place high
priority on meetings, regarding them as almost sacred. Failure to meet with your
learning team is grounds for a reduction in grade by the professor. Discuss legitimate
reasons for missing a meeting. Establish a procedure for notifying others of
nonattendance.
Promptness: Start and end meetings on time to lessen their impact on personal
schedules.
Participation: Promote the need for everyone to speak freely and listen attentively.
Total participation is necessary if the team is to achieve its best performance.
Assignments: Much of the learning team's work is done between meetings. When
members take on a task, they should be sure to complete it on time.
Meeting place: Teams should agree on an appropriate meeting place accessible to
all and conducive to learning that is approved by the professor. At no time should a
team member bring children to the learning team meeting. In rare instances, with the
approval of the entire group, this may happen, but it should NOT become regular.
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Group evaluation: The team process needs to be evaluated regularly to attain the
best performance. Conducting a quick debriefing at the end of each meeting will
allow members to focus on what worked and what needs improvement. The point is
to learn how the team can improve its learning process.

Individual evaluation: All members should understand from the beginning that they
will be evaluating each other in terms of contributions and any problems. This must
be done, however, in a nonjudgmental manner. Feedback should be kept positive
and supportive. The point is not to criticize team members. If a student is not pulling
his/her weight, the poor evaluation is taken into account by the professor, and WILL
affect the final grade for the course

Learning Team Meeting Guidelines

Using the following guidelines will help your team hold effective meetings.

1. Use an agenda, preferably one drafted at the previous meeting, and be sure that each
member is aware of it. List the agenda topics of what will be discussed and why. Include
agenda review, meeting evaluation, and time guideline on the agenda for every meeting. The
agenda review is covered at the start of each meeting to add or delete items. The meeting
evaluation is the last agenda item allowing the members to discuss the meeting itself and the
functioning of the team process. The time guideline is an estimate of the time needed for
discussing each item.

Some questions to consider would be: What worked and what didn't? What could be done to
improve the next meeting? What substantive issues or tasks were dealt with? What issues
were not resolved at this meeting?

2. Take minutes and record: key subjects, main points raised, and decisions reached
(including who has agreed to do what and by when), items to be discussed or dealt with at a
later time, and individual responsibilities.

3. Use the white boards to outline your discussions. These outlines may then be kept on
a large flip chart (purchased by team) and are an effective way of taking minutes because your
team is able to record information simultaneously with discussion and see exactly what was
said. You are able to display minutes of previous meetings where everyone can see. One
member of the team should volunteer to keep the flip charts. The value of these flip charts over
usual minutes consists of the following advantages:

a. Members stay on track and quickly review what was said previously.
b. They have a strong ability to provoke memory so that members can easily pick
up where they left off.

c. Recording exact words presents ideas unfiltered by the attitudes, concerns, and
interpretations of the recorder.

d. Save the time usually spent typing minutes and routing them to other members.

e. Draft the agenda for the next meeting at the end of each meeting.

f.  Follow the group's established ground rules to maintain progress toward goals.

g. Allow time at the end of each meeting to evaluate the progress of team.

4, Fill out one Weekly Team Report per team (Refer to Appendix pg. 20) to be handed
in to the instructor each class meeting. Each team member should sign. Also each team
member must complete the Learning Team Evaluation form (Refer to Appendix pg. 20) to
be handed in on the last class meeting.
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Techniques to Increase Creative/Critical Thinking

It is important that members of the learning team apply a critical/creative thinking
process for problem solving. This process can be established by creating a tone that is relaxed,
non-stressful, and supportive. It is important for members to encourage and support originality
and unusual ideas. Shorter College encourages students to practice the following techniques:

a. Place a positive value on dissent and diversity while emphasizing critical thinking.

b. Encourage clear communication among all group members.

c. Satisfy individual needs through supportive listening.

d. Use consensus decision making (group acceptance of decisions without
complete unanimity), brainstorming, nominal group technique.

e. Emphasize activities that lead to the accomplishment of specific tasks.

f. De-brief after each meeting to enhance learning from the experiences.

Effective Discussion Skills

The group will be most successful if every member learns and practices effective
discussion skills. At appropriate times during meetings, group members need to ask for
clarification. If you are unclear about the topic being discussed or the logic of another's
arguments, ask someone to define the purpose, focus, or limits of the discussion. Ask members
to repeat ideas in different ways and ask for examples. Ask open-ended questions; you may
encourage more complete answers when your question requires an explanation rather than a
one-word answer. "Closed" questions can be answered by a “yes," a "no," or another very brief,
uninformative response. Questions like these are open-ended questions: "What do you think
we should do next?”, “How will that decision affect our presentation?”, “Why should we follow
that course of action?".

Encourage equal participation among group members by "subduing” dominators. Make
openings for less assertive members by directly asking their opinions or making a general
request for input. Try using phrases like these: “Thank you for your ideas, Joe. What do you
think, Mary?", "I think | understand what you mean, Joe. What do the rest of you think?”

Brainstorming Procedures
1.  Clearly state the question or issue and write it on a flip chart. Be sure everyone on the
team understands the issue the same way.

2. Have individuals write ideas. Allow a few minutes for team members to think quietly and
make notes. Agree ahead of time how long this will take and ask the timekeeper to give
appropriate notice.

3. Collect ideas on the flip chart. Use the round robin style: take turns around the table, one
idea at a time. (As your team matures, you may move eventually to a free-for-all-style.)
Have the recorder write the ideas using the person’s original words, and check that each
idea is recorded as intended. It's okay for anyone to say, “Pass.”
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10.

11.

12.

Don't discuss or evaluate yet! Any idea is welcome at this stage. “Piggyback” on the last
idea, give wild and crazy suggestions, have fun! The goal is quantity. Don’t worry about
duplicate ideas. Discuss and evaluate later.

Exhaust all ideas. Go around the table until everyone is out of ideas. Don’t quit too soon
... sometimes the last ideas are the best.

Clarify all ideas. Review the list and ask if anyone needs an idea explained by the
contributor.

Number each idea.

Read off the list and clarify the meaning of any items; collapse or blend items which have
the same meanings.

Making sure items remaining from Step 8 are clear and legible, have team members write
down their 3-5 highest priorities. Ask them to jot down what criteria they used in setting
priorities; this will be useful in later discussions.

Have them rank their “chosen few” priorities, with 5 (or 3) as the highest and 1 as lowest.

Using a different color marker, go around the group and ask each member to call out
rankings for items. Add up the rankings after all items are covered.

On a fresh sheet of paper, make a new list of the items in rank order. Preferably, write
them verbatim; however, if time is short, simply list the numbers and the number of
prioritized ranking.

TEAM PRESENTATIONS

Team presentations are fairly common in business-so audiences can get to know all work team
members and so all members can receive recognition. Team presentations are also a key
component of the SPS curriculum. Please refer to Presentation Evaluation Criteria in the
Appendix pg. 20. The following guidelines are adapted from Guide to Managerial
Communication by Mary Munter, 1992, published by Prentice-Hall.

A. Organize as a whole

The major problem with team presentations occurs when each presenter prepares
separate parts and the parts never coalesce into a coherent, organized, whole
presentation that just happens to be spoken by various people instead of one person.
Divide your sections by number of main points in your content, not by number of team
members. To provide overall coherence, one team member might give the introduction
and preview, outlining what each subsequent team member will discuss. Often the
same person who opened the session returns to deliver the closing.

Provide clear transitions between speakers

As each new team member starts to speak, he or she should provide a logical transition,
not just “Thank you, John.” Here is an example of an effective transition, providing both
an internal summary and a link between the content of two speakers’ sections: “Now
that Mr. Shank has discussed our proposal (summary of previous section”, I'd like to
show you the financial results we can expect if we adopt this proposal” (content link to
next section).
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C. Use visual aids consistently
Be certain to make all visual aids look alike: use the same color coding (for example,
blue for all the main headings throughout); use consistent typeface and type size
throughout, especially for your message titles; use the same graphics software. In
addition, present the visuals consistently. Decide as a group how all of you will carry
them up or have them stacked in advance, discard them, use markers, use overlays or
masks, use or not use an assistant, or if using PowerPoint, at which frames you will
change speakers.

D. Rehearse as a team
The team must meet as a team not only to structure the presentation, discuss visual
aids, and divide up speaking responsibilities, but also to rehearse together. Normally,
team representations involve at least two rehearsals. In a “dry run” rehearsal, run
through what you will say and how you will provide transitions, and present rough drafts
of your visual aids. Later, stage a full dress rehearsal to prefect your delivery and flow.

E. Deliver as a team
Remember that every member of the team is always “on stage” to the audience. From
the moment you walk into the room, the audience is watching each of you. Keep this in
mind especially as you are listening to one another speak. Don't yawn, slouch, or
whisper among yourselves unnecessarily.

F. Answer questions as a team
If there is a question-and-answer period after the presentation, decide beforehand how
you will handle questions. Either assign one person as a moderator to divide the
guestions or have each person automatically answer all questions in his or her clearly
defined area of expertise.

WRITING IN TEAMS

Team writing is increasingly prevalent in business. Team writing can draw from a wealth of
intellects, information sources, talents, and energy. To attain these kinds of benefits, however,
you need to manage the team writing process. Please refer to the Writing Evaluation Criteria
in the Appendix pg. 20. Here are five sets of issues to consider.
A. Agree on the process first
Before you start into the project, make sure that the team agrees on how to proceed.
Building a sense of team loyalty and responsibility increases your chances of success.
Make everybody’s personal goals, commitments, and priorities explicit. Then set a
schedule with deadlines for each stage, but build some leeway into those deadlines.
You may need extra time because teams can seem to agree in a discussion yet not
agree when the ideas are down in written form. Decide in advance how the team will
handle people who miss deadlines and how the team will allow schedule changes.
List all the tasks: setting your strategy, conduction specific research tasks, planning
your idea chart, drafting the document, editing for content, editing for format and style
consistency, editing for typos and spelling, producing and distribution the document
carefully and on time, and approving the final document. Decide which tasks you will
accomplish by consensus and which by individual decision. Allocate each task.

B. Discuss your strategy and organization
Keep your communication strategy in mind as you research and write your document.
For one thing, discuss your communication objective. One way to do this is to ask
team members to list the main objectives in their own words; comparing these lists will
identify differences in expectations for the team to discuss.
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Also discuss your audience analysis. Reach agreement on who will be your primary
readers. Then focus on your audience’s information needs. Because the research for
team writing is typically done separately, some teams tend simply to dump in all the
data that every team member comes up with.

With team writing, it is especially important to have a clear, detailed idea chart or
outline of your document before you start writing. Democratic work teams should
come up with this chart as a team. If you're working with one person in charge, he or
she can come up with the idea chart.

C. Conduct research
Most teams divide the research tasks based on the interests and expertise of each
member. Remember to meet periodically during the research phase to pool ideas, to
avoid unnecessary overlap, and to move toward conclusions and recommendations.

D. Draft the document
The team has two options here:

1. Various writers-One choice is to have different individuals write
different sections to spread the responsibility. Potentially, this method
can lead to incoherent documents if each person writes a section and
the team simply staples the sections together without regard for
consistency, overlap, and logic. If you use multiple authors, be sure
to (1) agree about style issues in advance and (2) allow enough time
to edit for consistency after the drafts are complete.

2. One writer-A second option is to use one writer. This option assures
you of a more consistent style but centralizes responsibility with one
person. If you are using one writer, be sure to (1) include him or her
in the research progress meetings throughout to avoid his or her
becoming isolated from the team’s content or intentions and (2) allow
enough time to incorporate team revisions after the draft.

E. Revise the document
Some teams waste time arguing about every detail of editing; others don’t leave
enough time to edit at all. Again you have two options:

1. A single editor-One choice is to use one editor. If you do so, leave
enough time for him or her to edit. Also, make it clear whether you
want a copy edit (for typos, spelling, and grammar), a style edit (for
consistency in style and format), or an analytic edit (for strategy and
content).

2. Ateam of editors-A second choice is to edit as a team. If you chose
this option, usually the least effective method is for all of you to stand
around the computer or the document trying to edit at once. You
might try circulating hard copies for each group member to read and
annotate. Then consider three alternatives: (1) The team can meet to
discuss all editing issues. (2) One person can read all the comments
and decide what to incorporate. (3) The team can discuss strategy
and content issues only, delegating style editing (for consistency) and
copy editing (for typos and spelling) to one person.
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PROCESS FOR DEALING WITH CONFLICT

Since we understand that conflict is a natural response for most groups, the following
guidelines are set so that the groups can proceed to a resolution quickly. The steps to
resolve normal conflict should occur in the following order:

1.

2.

3.

Person to Person-Scripture calls us to first seek to solve problems at the
personal level “just between the two of you.” Matthew 18:15-17

Learning Team to Student-any problem within your learning team should
be first addressed to the team under normal circumstances.

Class Representative-Seek guidance and assistance from the class
representative to help bring about resolution. Class representatives can
act as mediators for learning team issues. Most issues will be resolved at
this level. If the group decides to dissolve, the class representative can
aid them in reforming functional teams.

Instructor-Instructors are responsible for monitoring learning teams within
their courses. If an issue arises and all previous steps have been taken,
ask the instructor to assist you in trying to come to a resolution.

Student Services Advisor-Seek guidance from your academic advisor if
all preceding attempts to resolve the issue have been unproductive.
Assistant Dean or Site Coordinator-For the Riverdale, Lawrenceville, or
Rome students only, the Assistant Dean or Site Coordinator will be
included if the issue cannot be resolved by the academic advisor.
Associate Dean of Students-The Associate Dean of Students will act only
when a resolution cannot be reached by academic advisor and Assistant
Dean.

Dean of the School-Final resolution rests with the Dean of the School.

LEARNING TEAM CHARTER

In STDV 1000, and 3000 each new learning team will be required to write a Team Charter
covering how the team will operate. This charter will be a graded exercise. Among other
issues, the Learning Team Charter should address the problems most likely to arise, and how to
assimilate new students into the team.

It would be helpful to include the following in a Team Charter:

Title

S@meoooTy

Authority

Date established

Goals and objectives

Roles and responsibilities

Members

Procedures and scheduled meeting times
Critical success factors

The following is an example of a Team Charter:
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TEAM CHARTER 1

List members names here

MISSION OF THE TEAM

To create together a high performing team — based on trust, leadership, and agreed upon
guidelines - in order to succeed at and delight in learning.

AFFIRMED VALUES

eHonNesty

eOpen-mindedness

eFocus on learning and personal growth
eMutual respect

eSense of urgency

eCommitment to quality

eDelight in learning

eTeamwork

LOGISTICAL ARRANGEMENTS

Meetings will be held in the Learning Team rooms at Shorter College. Our team will meet face-
to-face each week for at least 4 hours.

HOW WE ARRIVE AT DECISIONS

eSeek group consensus through discussion.

eEach member has the duty to express his or her opinions and to respect those of the
others.

o|f no compromise is reached, the majority will decide.

PROCESS FOR DEALING WITH CONFLICTS

0 Present here with steps for quick and effective conflict resolution.
0 Refer to previous page for suggestions.

*Any violation of the Professional Conduct Code or the Honor Code will not be considered “normal” circumstances.
Please refer to your Student Handbook for the Professional Conduct Code and the Honor Code.

MEETING GROUND RULES
esEvery meeting will have an agenda.
eMembers will have ownership on all projects with clear due dates.
eldeas will be discussed in the format of “Brainstorm, Discussion, and Evaluation.”
esEach meeting will have a different facilitator.
eList the facilitator each week.

The facilitator will be responsible for leading the meeting as well as keeping all members on
task. After five meetings, this list will repeat.

-- Include member’s signatures and dates --
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REQUIRED LOCATION FOR LEARNING TEAM MEETINGS

Conducive Learning Environment

As adult learners, students are expected to choose a site for these meetings that is
conducive to learning.

As learning teams form, an appropriate Shorter College faculty member or administrator
must approve, in advance, the location to be used for learning team meetings. This approval
will constitute the administrator’s certification that the proposed site for the learning team
meeting is appropriate and conducive to learning. A subsequent change in the learning team
meeting site must be approved by an appropriate faculty member/administrator prior to its
implementation.

Locations that are conducive to learning must have the following characteristics:

VXN A~WNE

[

Individual seating area for each member of the learning team.

A desk or flat surface writing area for each student.

Adequate lighting to ensure the ability of all students to read.

A quiet area with no ambient noise, such as loud music.

Adequately temperature controlled to allow for student comfort.

Electrical and phone service to allow for students to access library services.
Adequate restroom facilities for students of both genders.

Adequate parking for student convenience.

Accessibility to all students.

. A site consistent with facilitating learning objectives of the specific course.

The following types of locations shall be presumed to be conducive to learning:

a.

b
C.
d.
e
f.

Institution classrooms

Institution learning team meeting rooms

Local city or state libraries

University or college libraries

Company or corporate dedicated training facilities or meeting rooms.

Student residences, if approved by the faculty member who is providing the
classroom instruction for the class.

Other locations may be deemed to be conducive to learning, but must be specifically approved
by an administrator or faculty member.

17



TIME REQUIREMENTS

Learning teams are required to schedule and complete a face-to-face four hour meeting each
week during every course, beginning with the first week of class in the program. The weekly
learning team meeting will be in addition to the regularly scheduled class session with the
instructor. While faculty is not required to be present at the learning team meeting, faculty will
exercise control over the meeting via their review of a Weekly Learning Team Report.

DEALING WITH DROP- IN STUDENTS IN A CLASS

Each Learning Team is expected to take their turn in admitting drop in students to their group.
This may be done when a new student is admitted full time into a cohort that student should be
welcomed into a learning team with less than five members. If all learning teams have five
members, then one group must reorganize into two groups of three.

At all times, the drop in student must be aware that he/she is being accommodated by the
existing learning team, therefore, he/she must conform to the existing policies and processes of
the accommodating team’s charter.

Suggested below are a few options to handle drop-in students in a cohort:

Option A

All groups are equal. Learning teams are numbers so that each group will take a turn receiving
drop-ins regardless of the number of members that group currently has. In that case a group
with five members would need to restructure to comply with school policy. This means that a
group of five would separate into 2 groups of 3 when it is their turn to accept a member.

Option B

Drop-ins will only be assigned to those groups with less than 5 members. This means that any
group with 5 members WILL NOT be open to accept any drop-ins as long as there are groups
with less than 5 members.

(Further clarification of Option B)

Drop-ins will be assigned to those groups with less than 5 members. Any group with 5 members
WILL NOT be open to accept drop-ins. In the event ALL learning teams have 5 members a
group will be selected from an ordered rotating list. This group would split into two groups of 3
to comply with school policy. (Please note this means that a group of five would separate into 2
groups of 3 when it is their turn to accept a drop in).
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STUDENT RESPONSIBLITIES

Shorter College requires students to comply with the following:

¢ Join a learning team

+ Commit to being an active member of the team

+ Attend all classes and team meetings

+ Work toward a positive, productive team experience and equitable solutions to team issues

¢ When necessary and appropriate, inform Student Services about the performance of
individuals or the whole group

+ Commit to the successful completion of the project
+ Maintain ongoing communication with group members

+ Set aside personal agendas in favor of achieving team goals.
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Weekly Team Report

Learning Team Evaluation
Presentation Evaluation Criteria
Writing Evaluation Criteria

End of Course Survey

Appendix
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Shorter College Professional Studies

WEEKLY LEARNING TEAM REPORT

Cohort Course Number Course Name

Learning Team Meeting to Prepare for Class
Session Scheduled for:

Type of Location: QO Classroom QO Study Room Q Local Library QO University or College Library
O Company Training/Meeting Room QO Student Residence O Other (describe)

Learning Team Name:

Team Members On Student Signature Actual Reason for Attending Less Weekly Class
Present Time? Your signature verifies that Hours than Full 4 Hours of Attendance
the meeting took place and Attended Learning Team Meeting Date:
that you attended the (Completed by
meeting. Instructor)
1
1 Y N
2
2 Y N
3
3 Y N
4
4 Y N
5
5 Y N
Learning Objectives Results of Meeting
Were your objectives met? YES NO If no, why not?
Was any work done “piece-meal.” YES NO If yes, why?
Group Processes Activities During Meeting
High Low
Level of teamwork and cooperation 5 4 3 2 1
Degree of balance in individual contributions 5 4 3 2 1
Level of subject matter comprehension 5 4 3 2 1
Robust, in-depth discussion of issues 5 4 3 2 1

Describe any group process problems:

Problems

Learning

What problems did you encounter with this assignment?

What did you learn from this assignment?

INSTRUCTOR’S REVIEW AND VERIFICATION

OTHER COMMENTS

Meeting location was appropriate and conducive to learning. YES NO
| have reviewed student attendance as stipulated by policy. YES NO
Was the assignment finished or the objective reached? YES NO
What is your evaluation of this team’s effectiveness? Excel Good Fair Poor

Instructor Signature Instructor Name

Date
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School of Business
LEARNING TEAM EVALUATION

Course Instructor Study Group Name

Please evaluate each member of your learning team including yourself. These points will be
used to allocate grades on team assignments to individual team members. In other words, it is
possible that individual team members may receive less than full credit on team assignments.
The maximum for each student is 100 points.

Team Members Names gﬂtsx Self
ATTENDANCE

On Time 10

Stayed to end 10

IDEAS

Generated ideas 10
Remained focused on important issues 10
Considered alternative points of view 10

COOPERATION

Positive attitude 10
Willing to compromise 10
Helped resolve conflict within the group 10
Did fair share of work on reports and 10

presentations

Encouraged others 10

TOTAL POINTS 100

The percentage of maximum points awarded to each student may be
used to allocate individual grades for team assignments.

Very Not At All
Overall Rating: Effective Effective
Please rate the effectiveness of your learning team. 10 9 8 7 6 5 4 3 2 1

What changes would you like to see in your learning team?

Revised 2-13-04
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Professional Studies

Presentation Evaluation Criteria

gLSHORTER

The numbers in the top of the boxes are points in a continuum. For example, you can assign 20 points for Organization.
As long as you do not give more points than suggested in the leftmost box, the score will range between 0 and 100 when

you add up the numbers.

Organization (20%)

20 Consistently clear,
concise, well organized.
Points were easy to follow
because of the organization.
Transitions between sections
smooth and coordinated.

15 Usually clear, concise,
well organized. Most of the
presentation was easy to
follow. Transitions between
sections usually coordinated.

10 Not always clear or
concise. Organization was
adequate, but weak.
Occasionally wandered and
was sometimes difficult to
follow. Transitions between
sections weak.

5  Often unclear and
disorganized, rambled too
much. The presentation was
confusing and difficult to
follow. Transitions between
sections awkward.

Topic Knowledge (20%)

20 Displayed an excellent
grasp of the material.
Demonstrated excellent
mastery of content,
application and implications.
Excellent research depth.

15 Displayed a general
grasp of the material.
Demonstrated good mastery
of content, application and
implications. Good research
depth.

10 Displayed some grasp
of the material.
Demonstrated adequate
mastery of content,
application and implications.
Research not very deep.

5 Displayed a poor grasp
of the material.
Demonstrated a superficial
handling of content,
application and implications.
Little depth of research.

Creativity (10%)

10 Very creative and
original. Imaginative design
and use of materials. Novel
handouts, visual aids, or
methods.

8  Exhibited some
originality and creativity.

5  Routine treatment,
minimal thought given to
originality or creativity.

3 Lacked creativity. Very
ordinary and mundane.

Visual Aids (15%)

15 Simple, clear, easy to
interpret, easy to read. Well

designed, used very
effectively. Excellent
example of how to prepare
and use good visual aids

coordinated with content, well

11 Usually clear, easy to
interpret, easy to read.
Generally well coordinated
with content, design was
okay, generally used
effectively. Demonstrated
some understanding of how
to use visual aids.

8  Marginally acceptable,
too complex, crowded,
difficult to read or interpret.
Adequate coordination with
content. Used only
adequately. Showed little
understanding of how to
prepare and use visual aids.

4 Poor quality visual aids
(or none), hard to read,
technically inaccurate, poorly
constructed. Poor
coordination with content.
Used poorly. The presenter
did not seem to know how to
prepare or use visual aids
effectively.

sSummary (15%)

15 Clear, concise, major
points emphasized, clear
recommendations, strong
conclusion or call for action.

11 Referred to main points,
recommendations weak or
missing, weak conclusion or
call for action.

8  Vague mention of major
points, no recommendations,
weak conclusion, weak or no
call for action.

4 No summary, no
recommendations, no
conclusions, no call for
action.

Stage Presence (20%)

20 Excellent stage
presence. Confident, used
notes well, at ease, excellent
gestures, good audience
attention, good eye contact.

15 Good stage presence.
Fairly confident, used notes
fairly well, good gestures,
acceptable audience
attention and eye contact.

10 Adequate stage
presence. Read parts,
fumbled with notes, several
distracting mannerisms,
minimal gestures, minimal
eye contact, too many um=s.

5 Poor stage presence.
Unprepared, awkward,
shuffled papers, poor eye
contact, lots of um=s, turned
from audience to read
overheads, shuffled feet,
fidgeted. Poor gestures.

TOTAL POINTS

COMMENTS:




Professional Studies
Writing Evaluation Criteria

C O L

The numbers in the top of the boxes are points in a continuum. For example, you can assign 15 points for quality of purpose. As long as you
do not give more points than suggested in the leftmost box, the score will range between 0 and 100 when you add up the numbers.

Quality of Purpose (15%)

15 The purpose was
extremely clear and precise.

11 The purpose was
generally understandable.

7  The purpose was only
hinted at.

3 The purpose was not
stated clearly.

Development of Purpose (20%)

20 The paper was
extremely well organized and
supported through the use of
details and examples.

15 The organization of the
paper was good and
generally well supported with
examples.

10 The organization of the
paper was weak and support
was insubstantial or
unconvincing.

5  The paper was poorly
organized and lacked
supporting evidence.
Generalizations were a
problem.

Paragraph Organization (20%)

20 All paragraphs were
organized around topic
sentences and fully
developed. Transitions were
handled well.

15 Most paragraphs were
organized around topic
sentences and fully
developed. Transitions were
adequate.

10 Few paragraphs were
organized around topic
sentences and fully
developed. Transitions were
weak.

5  Little or no evidence of
paragraph organizations.
Transitions were poor or
lacking.

Variety of Sentence Structure (1o%)

10 Sentences were varied
and well written.

7 Most sentences were
varied and well written.

5 Sentences were
somewhat varied, and some
were awkward.

3 Most sentences
followed the same pattern
and many were awkward.

Grammar-Mechanics-Usage-Spelling @5%)

15 No major errors; 1-2
minor errors. (See below)

11 No major errors; 3-4
minor errors. (See below)

7  One major error; 5-6
minor errors. (See below)

3 Two or more major
errors; 6 or more minor
errors. (See below)

Examples of Major Errors: comma splice, sentence fragment, fused sentence, subject-verb not in agreement.
Examples of Minor Errors: spelling errors, comma errors, general punctuation errors, pronoun errors, sentence structure errors.

Overall Assessment (20%)

20 The paper was
outstanding. It demonstrated

material covered.

superior understanding of the

15 The paper was good. It
demonstrated an average
understanding of the material
covered.

10 The paper was
acceptable. It demonstrated
some understanding of the
material covered.

5  The paper was not
acceptable. The work was
not up to the level of quality
expected in this course.

TOTAL POINTS

COMMENTS:




SHORTER COLLEGE — PROFESSIONAL STUDIES
END OF COURSE SURVEY

Cohort : Course: Instructor:
Thank you for completing this survey. Shorter College — Professional Studies appreciates and values your opinion as it relates to this
course and to your instructor. Please be honest. Every survey is reviewed carefully and consideration is given to constructive
suggestions.

Please answer all questions. A comments section for each category is provided on the back side. The more specific the data, the more
likely it is that we can develop action plans to address deficiencies.

Please return the survey to the Faculty Services Department — North Atlanta Campus.

Instructor
1. Was the instructor organized and prepared? Yes No
2. Did the instructor use the Shorter College Writing Rubric to evaluate
written papers? If no, how were the papers evaluated? Yes No

3. Did the instructor use the Shorter College Presentation Rubric to

evaluate presentations? If no, how were the presentations evaluated? Yes No
4. Was the module followed by the instructor? Yes No
5. Did the instructor communicate course expectations clearly on the first

night of class? Yes No
6. Did the instructor provide weekly feedback? Yes No
7. Were creative, interesting teaching methods used? Yes No
8. Did the instructor stimulate my interest in this subject? Yes No
9. Did the instructor use SCHOLAR? Yes No
10. Did the instructor enforce the use of APA format? Yes No

Course Content

1. Were the assignments in the master syllabus clear? Yes No
2. Do you feel the course objectives were met? Yes No
3. Was the textbook and/or cases current and relevant? Yes No
4. Did the course assignments prepare students for exams? Yes No
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End of Course Survey
Additional Comments

Cohort: Course: Instructor:

Page 2

Instructor:

Course Content:

Poor

Excellent

1. Your overall rating for this course
2. The effectiveness of the class sessions
3. The effectiveness of your learning team

4. How well the course objectives were achieved

Revised March 20, 2006
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