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PREREQUISITE(S): Generd Admisson Reguirements into adiploma program a an
Ontario College or by specid permission of the professor.

L PHELOSOPHY/GOALS: This course is designed to introduce the participant to
variousindustrid and business techniques employed today and in the future as aresult of changing
business structures, the demand for quality, their impact on society people and profit The student
will upon completion gppreciate the changes that these memodol ogies have brought about not only
in the working world but in society in generd, hi order to better prepare the sudent for changesin
aeducationd experience and "on the job" learning various topic areas will be explored to promote
life long learning. The sudent shdl recognize thet each topic areacould easily be acourse on its
own, that mis courseis designed only to put the various topic areas in perspective and

relationship. Thelaw and ethica issues surrounding the workplace of today and their impacts on
the working world is vital knowledge in preparing the sudent for future careers and career
changes. This coursewill aso allow the sudent the opportunity to learn, practice and
demondrate a number of the generic skill requirements as outlined in the provincid generic skill
learning outcomes documents.

H. STUDENT PERFORMANCE OBJECTIVES (LEARNING OUTCOMEYS):
Upon successful completion of this cour sethe sudent will demongrate the ability to:

1) Oefine the various types of organizationa structures utilized within business and industry
and how they have evolved.

2) demondrate that they are cgpable of chairing a meeting following accepted business
culture practices.

3 define the various departments within an organization and the role of the department
relative to the structure of the corporation and the effect that information technologies have
oninterrelationships.

4) define the role of governments and their agenciesministries and how they impact on
business, industry and entrepreneurs,

5) define management/employeg/union relationshipsin terms of contracts, grievance
procedures and employee representation.

6) Demondrate the ability to use avariety of Quality Management tools gpplied to processes
and organizations,
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7) Define management's responsibilities and involvement in:

loss management

labour relations

stress management

time management

labour force equity programs

labour force training programs

motivational skills

problem solving

planning for growth

physical layout and expansion

C.I.M. technologies including J.I.T, E.L, T.Q.M. etc.

8) discussusing OACETT guidelines the ethical practices and procedures adopted in the

workplace.
m. TOPICS TO BE COVERED: Approximate Time Frames
1) Organization structures including sole proprietorship, public (weeks 1,2)

ownership, partnership, historical development, roles and
responsibilities of Boards, senior and middle managemen.
2) Protocol used in  busness ( or any ) meding. (week23)
3) Responsibilities of personnel, sales, marketing, finance, engineering, ( week 3,4,5)
Q.C., Q.A, traffic, shipping, production control, manufacturing,
purchasing, Health & Safety, and R& D departments
4) various government agencies including, E.D.C.,0.S.D.0.,M.S.D ( week 5,6)
H.R.C, F.B.D.B., |.A.P.A., Fednor etc.
5) contract implementation, grievance procedures, committee involvement  (week 7,8 )
employee relations, managing techniques.
6) S.P.C. techniques to define quality, Pareto analysis techniques, cause (week 8,9,10)
& effect diagrams, root cause analysis, process flow charts and
histograms.
7) various current issues relating to management, business and industry (weeks 10thrul4)
8) a preliminary discussion on the effects and implications of such Acts (weeks 14,15)
statutes mat paraprofessionals and professionals are governed by.

V. IJARNINGACTIVNTES/REQUIRED RESOURCES

Topic/Unit - define the various types of organizational structures utilized within business
and industry and how they have evolved.

Teaming Activities:
» listen to presentation, participate in class discussion of various topic areas, reading assgnment
* review case studies and report on demonstrated practices.

Resources;
» lecture notes, overheads, supplementary handouts, reference text(s) videos assigned
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Topicd/Unit - demondrate thet they are cgpable of chairing a meeting following accepted
business culture practices.

Learning Activities:

* ligento alecture on "Robert's rules of Order”

» roleplay as chair, member, minute taker in discussions on other topic areas throughout the
course conducted as a business mesting.

» view various videos on topics within other course materia for presentation.

Resources :

* Text- Thismedting will cometo Order

» various case sudiesfrom Canadian businesses
 lecture notes, overheads supplementary handouts

TopicUnit - define the various departments within an organization and the role of the
department relative to the structure of the corporation and the effect that information technologies
have on interrelationships.

lear ning Activities.

» asabusness meding discuss various case sudies demongrating various business sructures
and practices.

» develop aflow chart of areas of responghbilities for atypical busness

» ligen to presentation, participate in class discusson of various topic areas, reading assgnment

Resour ces,
» various case sudies from Canadian businesses as determined by ingtructor

» lecture notes, periodicals, newspapers, overheads, supplementary handouts

Topicd/Unit - define the role of governments and their agenciesminigtries and how they
impact on business, industry and entrepreneurs.

T earning Activities:
» ligen to presentation, participate in class discusson of various topic areas, reading assgnment
* research, interview and report on aparticular agency to the class

Resources;;

» lecture notes, periodicals, newspapers, overheads, supplementary handouts
» actud local, provincid and federa agencies material, and interviews

» vaiousreferencetext, cata ogues, pamphlets, videos.

TopidUnit - define management/employeg/union relationships in terms of contracts,
grievance procedures and employee representationion

Learning Activities:

» roleplaying exercises and pand discusson

* case dudies and classroom discusson

» ligten to presentation, participate in class discusson of various topic areas, reading assgnment
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Resour ces ;
» various case studiesfrom Canadian businesses
* lecturenotes, overheads supplementary handouts

Topic/Unit - Demondrate the ability to use a variety of Quality Management tools applied
to processes and or ganizations

T earning Activities:

» classroom lecturesbased on OCAP manual

» view OCAP videos

» participate in role play and case sudies and exer cises

Resources :
* OCAP Basic Statistical Process Control manua and accompanying videos
» lecturenotes, overheads and supplementary handouts

Topic/Unit - Define management's responsibilities and involvement in various current
issues

Turning Activities:
» dudent research proj ect and presentation
» ligen tofellow sudents projects on specific topic areas

Resour ces:
* tobe determined by the gudent in consultation with higher ingructor

It should be noted that this topic area will be delivered via student presentations, topic
areas to be assigned or selected by week 2. A list of material sto be submitted by week 5, a
project outline by the end of week 8, completed draft and presentation materials by week 11.

Note: All written material will be photocopied and distributed to the other students, thus
copyright is required and must be obtained if you use material directly that does not belong to
you.

Topic/Unit - discussusng OACETT guidelinesthe ethical practices and procedures
adopted in the wor kplace.

Learning Activities:
* ligtento lecture by quest speaker (OACETT rep. or other)
» listen to presentation, participate in class discussion of varioustopic areas, reading assgnment

Resour ces;

» TheProfessonal Engineers Act, Revised Statutes of Ontario, 1990
* lecture notes, over heads supplementary handouts

9/22/95 Page 5 Greg White



Quality Management.
COURSE NAME * CODE NO.

V. EVALUATI ON METHODS: (I NCLUDES ASS|I GNVENTS, ATTENDANCE
REQ nREMENTS, ETC.)

Afinal grade will be given as a letter in accordance wth
the foll owi ng percentage equival ent:

Gradi ng Systom

95-100% Consistently Qutstanding
85-94%  Qut standi ng Achi evenent
75-84%  Consistently Above Average Achi evenent
55-74%  Satisfactory or Acceptabl e Achi evenent

= to carry over into next senester, given only for extrene
Ci r cunst ances.

= Repeat, did not- yet neet- all of the course requirenents
at this tine.

Afinal grade will be derived as foll ows:

Py ><OUJ)>)_|?

Test 1 = 10%
Test 2 (final) = 15%
5 mni-qui zzes random t hr oughout senest er = 15%
Techni cal Report and presentation = 30%
Witten Assignnent(s) = 10%
At tendance including homework ** = 20%
100%
HOSES
. A portion of the final grade is based on cooperation and

ability. Regardless of a persons background or ability in
order towork in an industrial or business environnent
requires the ability towrk in harnony and with respect for
your peers and supervisors. This attitude is neasured and
reflected either positively or negatively in your overal

gr ade.

. Attendance is a neasure not only of physical presence at
an appoi nted hour but also a neasure of your cooperation and
attitude. Attendance is expected and will therefore be
penal i zed by 1/2% for every hour mssed or late without a
valid and acceptable excuse. This 1/2%w || be deducted from

your overall grade.
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VL  PRIOR LEARNING ASSESSMENT:

Sudentswho wish to apply for advanced credit in the cour se should consult theingructor.
Credit for prior learning will be given upon successful completion of thefollowing:

* documentation from previous trainer (academic or work experience) OR

*  successful completion with aminimum grade of 65% on an exam administered by the
ingructor of the course OR

e completion of two assgnments or suitable portfolio covering course content

VH  REQUI RED STUDENT RESOURCES

Text: This Meeting will Cone to Order ( approx. $ 4.50 )

: The Professional Engineers Act, Revised Statutes of
Ontario ( approx. $ 8.50 )

G her material used in this course will be issued by your
instructor, this nmaterial is a portion of various texts, books
and periodicals or is produced by Sault College. As we use only a
small portion of many different text, we have obtained copyright
approval for the distributed nartial.

NOTE: On any naterial you use in your witten project(s)
that requires copyright, you will be responsible for obtaining
witten perm ssion.

You are expected to bring to class, your text, note book
( three ring loose |leaf binder ) and witing naterials.

Yin. ADD TI ONAL RESOURCE MATERI ALS AVAI LABLE | NTHE COLLEGE
LI BRARY and € sevher e

It nust be noted that an extensive collection of resource
naterials exist are available in the school library ( resource
center ), the public library as well as A goma University and
Shoul dice library ( Lake Superior State University ) all of which
you have access to.

In a course such as this, periodicals, trade magazi nes,

manufacturer literature and the | NTERNET nay be your best sources
for up to date and current infornmation.

Your instructors are your best source of information and can
provide you with direction of where to look for information on
your particular discipline. Wilize them

What follows is by no neans an exhaustive |ist.

1. What they Don't Teach You at Harvard Busi ness School, by N
M Cor nack published by Bantam Books, Toronto

9/22/95 Page7 Greg White



COURSE NAME : CODE NO.

2. The Sudbury Incident, by Southren, Frank published by York,
Toronto | SBN 0-920424-29-5

3. The @ulf Handbook, published by Trade and travel
Publications Bath, England |SBN 0-900751-11-8

Avai l able in the Book Store:

4. (rgani zi ng Business Meetings, by Berezowsky, Joyce
publ i shed by Fal ken, Ednonton | SBN 09691503- 0

5. Robert's Rules of Oder published by Bantam books

6. The Language of Argument, by MacDonal d, Dani el published by
Harper Collins

7. The he M nute Manger, Bl anchard, Kenneth published by
Yor k

8. An introduction to Canadi an Busi ness, by Archer, Fourth
Edition published by MG aw H || Ryerson

9. Quality Control, by Besterfield, David published by
Prentice Hall 1SBN 0-13-745100-8

Periodical Section (MAGAZINES, ARTICLES)

Canadi an Machi nery and Met al wor ki ng
Busi ness ek

Canadi an Busi ness Magazi ne

Sal es and narketi ng Managenent

Audiovisua Section (FILMS, FILMSTR1PS, TRANSPARENCIES)

Avai | abl e through your instructor and the A/V dept. Sault

Col | ege:

call number litis.

Q011 Upgradi ng, Retraining & Changi ng Jobs
G671 Busi ness Studi es, Everybody's Busi ness
C1025 Busi ness Oaner ship

909 Contract Law

923 Econom cs

82 Megat r ends

C1008 Ener gency Managenent Trai ning Vi deos
C1056 Trai ning Tonorrow s Managers Today
G603 Managi ng Change

Cr01 Peopl e, Peopl e, Peopl e

(382 Proj ect Managenent

Cl19 The Human Probl ens of Managenent
Cl014 Japan: Why Does Trade Cccur
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K. SPECIAL NOTES
Students with special needs (e.g.. physical limitations, visual impair ments, hearing
impairments, learning disabilities) are encouraged to discuss required accommodations

confidentially with the instructor.

Your ingtructor reserves theright to modify the cour se as he/she deems necessary to meet the
needs of students.
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