Colbourne College

EDUCATIONAL REQUIREMENTS

The following Information must be attached to each syllabus provided to the students as a part of the Colbourne College Course Outline:
Class Formats

The lecturer/tutor will use the lecture and tutor methods; seminar, group presentations, workshops, case study, quizzes, guest speakers and discussions to get active participation of students.  Students will be assigned materials in advance to prepare for class activities.  Students will be allowed to present problems encountered in research or homework for discussion in class.

Course Requirements

           A. ATTENDANCE

You are expected to attend class every meeting, arrive on time, and remain until class is over.  Missing an exam or quiz will result in a grade of zero. If you arrive for class late on the day of a quiz, or after 30 minutes examination time has elapsed you will be marked absent and will not be allowed in the room.  You will receive a grade of zero for the quiz.

If you will miss a class for an acceptable reason, make special arrangements with the lecturer before class begins.    

Acceptable excuses for absences on assignment due dates or examination dates will only include a death in your immediate family or a severe illness, and you are responsible for providing documentation of your excuse.  A student may be dropped from a course, when, in the opinion of the lecturer/tutor and the academic committee, repeated absence indicates that the fulfillment of the course work requirements is not being attempted.

A. PUNCTUALITY

Attendance is taken at the beginning of each class meeting.  Late coming can be disturbing to the class in progress.  Students must be punctual for all classes.  Students who are tardy for three times will receive an equivalence of absence.  Students who are absent Six times will receive a Fail for the course irrespective of course grade earned.
B. ASSIGNMENTS

Each student will be required to;

· Do extensive out of class reading.

· Complete all required coursework.

· Complete assigned case study and/or field research.

· Contribute to group work.

C. EVALUATION

1. To receive credit for this course, students must pass the written component of the course with at least a 45% (D) grade. 

(Written Component of Course:  Final and Midterm = 60% of the course grade)

2. Students must pass the term paper with at least 45% average to pass the course.           

I. (Individual Research Project=30% of course grade)

II. (Group Assignment with Written Report and Classroom Presentation=10% of course grade)

· There will be reading assignments given virtually every class period, and they will usually be for discussion at the next class meeting. 

· Homework must be turned in by the start of class on the day it is due. Late homework will not be accepted for any reason.
D. GRADING/ASSESSMENT POLICY

1. Two written Tests                               60%

Midterm Examination                 20%

Final Examination                      40%

2. Two Research Projects                      40%

Term Paper 1   
(INDIVIDUAL)                          30%

Group Report and Presentation  10%

E. ACADEMIC INTEGRITY

Group study is encouraged, but presenting someone’s work as your own is plagiarism.  This will not be tolerated and will result in a failing grade.  Unauthorised and excessive copying from a text or other sources will result in a failing mark. 
All work submitted must be scanned for plagiarism using the turnitin software.  The maximum accepted level is 30%.   Assistance is available for use of the suggested software at the Student Services Office.
Term papers must be submitted in both soft and hard copy.

Student Assessments

The faculty provides initial and midpoint support to the students and ensures that course objectives and learning outcomes are met. 
To pass the course students must demonstrate their ability to apply theory and practice to produce results. Students are assigned field study as a part of the research component of the course. Field study supports the teaching and learning of problem-solving skills and critical thinking skills which are essential for enhancing the students' achievements. In turn, the student must show evidence including but not limited to identifying and applying concepts, analyzing and solving problems, estimating and interpreting results, and stating results and appropriate conclusions using correct terminologies. 
Students’ Assessment Processes include;

a. Matriculation

For a candidate to be enrolled at Colbourne, he/she must first meet the required academic standards of the particular course/programme of study.  This is the first assessment wherein documentations of certification are assessed and necessary evaluation of the merit and worth of each academic document is established congruent with programme requisites and/or national standards.
b. Admission Interview

All Students admitted to the Tertiary programmes must undergo an Admission Interview.  This serves as a screening process that achieves the following objectives:

· To assess the oral skills of the Prospect.

· To provide a brief introduction to the college and its established principles.

· To analyze the career goals of the Prospect to consider the mutual benefits of both parties.

· To determine if the prospect is a suitable candidate to uphold the standards of the institution.

· To ensure the candidate is financially capable and has explored all financial options to meet and continue to meet the required financial obligations of the College.

· To verify certification and supporting documentations.
c. Methods of Assessment. 

Four assessment pieces are sufficient for maintaining the rigor and diversity in the assessment methods.  The format and weighing of the courses are; 

1. Mid-Semester Examination: Total Weight 20%            (revised for fall 2012)
Multiple Choice questions
20 marks

Short Answer Questions
30 marks

Essay Question

20 marks

Exam Duration: 2 Hours

2. Final Examination: Total Weight 40%

Multiple Choice            30 marks

Case Study/Analysis
 30 marks

2 Essay Questions
 40 marks

Exam Duration:            3 Hours

3. Term paper 1:         Total Weight 30% 

Individual Research Paper of 2500 words. 
4. Term paper 2:         Total Weight 10%  

15 minutes Group Presentation based on findings of a specified area of research accompanied by a Written Group Report.


Written Examination

Written component of the course includes Midterm and Final Examination with combined weight of 60% of the course grade.  Students must sit and pass the written component with at least 45% to pass the course, irrespective of grades earned in the research component.  Having established that a student has passed the written component of the course, the entire course work of written and research component is totaled for the course grade.

Term Paper: Individual and Group Research Projects

The two term papers are research type field projects involving case analysis.  Term papers value 40% of the course grade. Term Paper one is an individual assignment of 1, 500 words and Term Paper two is a team assignment with 15 minutes oral presentation and a Group Report. 
Work Experience

The students are assisted with identifying suitable internships and placement opportunities as a vital part of their professional development as scholars and responsible citizens to facilitate the process of combining both the classroom theory and practice in a real work environment.
Instructions for Individual Assignment: 
Term Paper 1

The Research Assignment final due date is week Ten (10) of the course and values 30% of the course grade.  Students are required to prepare a specific research task as instructed.  The Report is 2500 words in length.  The maximum length acceptable is 3000 words.  The minimum length acceptable is 2200.  The assignment must meet the following characteristics to be awarded a Pass Grade:  

1. use appropriate business format (view a sample online)
2. inform (relevant and clear information on your findings on the subject matter)

3. make proposals or recommendations for change  

4. analyse and solve problems  

5. present the findings of an investigation or project  

6. record progress  

The lecturer will required of you to research a given topic and produce a report.  You will be asked to write a report on the performance characteristics of the understudy, management practices, cost benefits of using the company’s product, etc.  Your lecturer will usually provide you with the information:              
• the topic or subject of the report  
• the due date  
• a clear idea of its purpose and who will read it           
• the format headings to be used and their order.  

Organization of Documentation 

i. Title Page

ii. Table of content

iii. Introduction, which: 

· gives the background 

· explains the purpose, scope and methods used 

· outlines the terms of reference 

· It should be a brief, accurate background for the body of the report 
iv. The body, which: 
· covers the work done and what you found. It’s divided into topics which are arranged in a logical order with headings and sub-headings.

v. Recommendations: 

· gives solutions to the problems 

· suggests possible courses of action as a result of the conclusions, eg 

· who should take action  

· what should be done 

· when and how it should be done 

vi. Conclusion covers 
· the writer’s judgment based on information in the body of the report.

vii. Appendices contain 
· evidence which supports the report but is not essential because it’s either too long or too technical for the audience. 

viii. Bibliography includes 
· all sources of information used in the report and often those used for background reading as well. (See Learning Links – Referencing for information about how to cite your sources, etc).

Steps in preparing the report of the research

i. Font is Standard Arial and font size is 11.

ii. Use size 16 for first headings, size 14 for second headings, and size 12 for all following headings.

iii. Set left margin at 2.5 inches and 2 inches from the left.

iv. Line spacing should be 1.5.

A soft copy and a hardcopy of the assignment must be submitted.  Students work will be checked for plagiarism.   Students are asked to check for plagiarism in their work on viper, free software available online, prior to submitting work.  An assignment will not be accepted that does not have a Plagiarism Report.  Work showing 30% or more for plagiarism and error will be awarded a fail grade.  Assignment submitted up to five days after the published deadline will attract a 20% mark down.  No assignment is acceptable after 5 days of the published deadline.

Instructions for Group Assignments: 
Term Paper 2
The Group Assignment final due date is week ten (10) of the course and values 10% of the course grade.  Students are required to prepare a Report or a Briefing Document as instructed.  The assignment consists of a written component and class room presentation using simulation, role playing, and technology.  The written component is 5% and presentation is valued at 5%.  

· The total mark allocated to the Group Activity is 10% of the course grade.

A.
The Written Part: Report Writing

The required Report or Document Brief is 450 words in length.  The maximum length acceptable is 500 words.  The minimum words acceptable are 450 words.  The assignment must meet the following characteristics to be awarded a Pass Grade:  

1. Use appropriate business format (view a sample online),

2. inform (relevant and clear information on your findings on the subject matter)

3. make proposals or recommendations for change  

4. analyse and solve problems  

5. present the findings of an investigation or project  

6. record progress  

The lecturer will required of you to research a given topic and produce a report.  You will be asked to write a report on the performance characteristics of the understudy, management practices, cost benefits of using the company’s product, etc.  Your lecturer will usually provide you with the information:              
· the topic or subject of the report  
· the due date  
· a clear idea of its purpose and who will read it           
· the format headings to be used and their order.  

Steps in preparing the report  

i. Font is Standard Arial and font size is 11.

ii. Use size 16 for first headings, size 14 for second headings, and size 12 for all following 
headings.

iii. Set left margin at 2.5 inches and 2 inches from the left.

iv. Line spacing should be 1.5.

Organization of Documentation 

i. Title Page

ii. Table of content

iii. Body Findings

iv. Recommendations

v. Reference or Bibliography

Each group will consist of not more than five students.  Each student is required to sign and identify his/her portion/contribution to the report, although only one document is submitted.  A soft copy and a hardcopy must be submitted.  Students work will be checked for plagiarism.   Students are asked to check for plagiarism in their work on viper, a free software online, before submitting work.  Work showing 30% or more for plagiarism will be awarded a fail grade.

B. The Presentation is 15-20 minutes long on week twelve (12) of the course.  Each member of the group is required to make a 5 minutes lead presentation. 

· Dress smartly and according to your role.

· Say hello and smile when you greet the audience. Try to appear confident and enthusiastic. 

· Speak clearly, firmly and confidently as this makes you sound in control. 

· Keep within the allotted time for your talk.

· Eye contact is crucial to holding the attention of your audience.  Involve your audience by asking them a question. Don't read out your presentation and look at your notes too much as this suggests insecurity and will prevent you making eye contact with the audience.

· Build variety into the talk and break it up into sections: Have a logical order, introduction, middle with your main points and a conclusion.
· Use powerpoint to present your findings.
· Request a mark sheet to familiarize yourself with other oral presentation assessment criteria.
Objectives of the Assessment Methods. 

Colbourne stresses performance-based assessments. Our written assessments are so structured with essays and case analysis, based on the assumption that performance assessments are more pedagogically valuable and more accurate reflections of student achievement than are, for example, multiple-choice tests. Specifically, in the context of achieving our desired students’ outcome, performance based assessments have the following values to the students‘ evaluation processes: 

· Performance assessments support the teaching and the learning of problem-solving skills, critical-thinking skills, and multidisciplinary understanding--all of which are essential for enhancing the students’ achievements. 

· Performance assessments provide an effective measure of student strengths and weaknesses. In addition, performance assessments are more interesting for students, and, therefore, engage students in the assessment process, stimulating students’ achievements. 

Colbourne adopts the same principles throughout its assessments. Similar to the written examinations, students’ research must reflect critical thinking, demonstrating their ability to understand and produce evidences, and to analyze, test and evaluate arguments.
Credits  

15 hours is equivalent to one credit.  A standard three (3) credit course provides 45 hours of lecture and tutorial.

Grade Scheme

	Percentage Scored
	Grade
	Quality Points
	Definition

	90-100
	A
	4.00
	Distinction

	80-89
	A-
	3.66
	Higher Merit

	70-79
	B+
	3.33
	Merit

	65-69
	B
	3.00
	Very Good

	60-64
	B-
	2.66
	Good

	55-59
	C+
	2.33
	Above Average

	50-54
	C
	2.00
	Average

	45-49
	C-
	1.66
	Marginal

	40-44
	D
	1.33
	Unsatisfactory/

Re-sit

	0-39
	F
	0
	FAIL

	Incomplete
	I
	0
	FAIL

	No Credit
	NC
	
	n/a

	Withdrew while Passing/

Withdrew while Failing
	WP

WF
	
	


Teaching Methods

All teaching styles should be used to ensure creativity and diversity in the classroom. The                            following are used as class format: lecture, tutorial, group discussion, group                        presentation, PowerPoint etc. (Class time: 3 hours).

Conditions of Passing 
I. Students who have received a Failure (F) grade must retake the Course. 

II. Student who receive a supplemental grade in an examination is eligible to supplemental sitting only once in the same course in the same examination period. 

III. Students who have failed the supplemental examination must retake the course. 

IV. Students MUST pass the written component of the course (midterm and final totaled) to be granted a passing grade. Students who pass the research and course work only and fail the written component of the course components will be assessed only for the failed portion through a supplemental paper. Supplemental sitting is only allowed once at the student’s expense.   If the supplemental paper is failed the student automatically fails the course.

V. Students must complete all coursework requirements on time. Grade is lowered by 10% or more for missed deadlines. 

VI. Students will not be allowed to sit the final examination if all course requirements preceding the examination are not completed. 

VII. Where students did not meet the academic requirements of the college and were not permitted to complete the final paper, or did not show for the final examination, a fail grade will be given for the course. 

Standards of Satisfactory Academic Progress 

Students must show satisfactory academic progress according to the following criteria: 

I. Evaluations of all academic progress will take place at the end of the semester. 

II. Students must successfully complete 55% of all credits attempted at the first evaluation point and 60% of all credits attempted thereafter. 

III. Students must have earned the indicated minimum grade point average at the evaluation points in their programs. 

IV. Students whose cumulative GPA is below that required for the successful completion of their programs (2.0 for undergraduates) will be placed on academic probation unless mitigating circumstances apply. 
V. Students whose GPA falls below 1.75 for two consecutive semesters will be placed on academic probation. After a period of one semester’s probation, baring improvement of academic performance the student will be discontinued with the option of re-registering after one semester’s academic probation leave. 
Mitigating Circumstances 
· All students should sit the examinations at the prescribed time, yet accommodations are made in extenuating circumstances. 

· Students who did not sit an examination and did not withdraw formally will receive a Failing grade. Where a medical certificate is produced to the Principal no later than 2 days after the examination is conducted, and is approved, a supplemental examination will be given. The same rule applies for a student who has taken ill before 50% of the paper is completed. 

· A student who has taken ill during an examination after 50% of the examination is completed may on the discretion of the Principal, after investigations, be assessed for the final course grade through assessing the portion of work completed in the examination along with the coursework grade contributing towards a final grade.

Procedure for non-timetabled sitting of exams: 
I. The Student should immediately contact the lecturer with extenuating circumstance. 

II. The lecturer assesses the merit of the circumstance then advises the student accordingly. If the lecturer believes the evidence sufficient, the Application for Timetable Changes/Deviation form must be completed noting the student reason/s and proposed alternate time for sitting said exam. 

III. The form is then submitted to the registrar. 

IV. The Registrar confers with the Principal, who recommends or does not recommend approval. 

V. After approval, the student must sit the examination at the prescribed time. 

Appeal 
Students may appeal a determination of unsatisfactory academic progress by submitting a written petition to the Campus Academic Committee. Their decision is final. 

Withdrawal 
It is the responsibility of the student to inform the Campus Registrar in writing that he/she wishes to withdraw from the college. Any refunds that may be due to the student are governed by the refund policies described below. Any refunds due to a student will be made within thirty calendar days of the student’s official withdrawal date on the refund policy. 

Programme Development and Assessment

.Delivery of the programmes adheres to University Council of Jamaica Academic Standards.  There are two committees at the governing levels engaged in quality assurance specific to academic programmes and curriculum design and development;  

· Quality Assurance

I. Academic Board, chaired by Chairman of Academic Affairs
The ultimate academic authority within the College is the Academic Board with independence in the designs and reviews of programmes, curriculum, examinations and institutional assessment of the performance of the college in general Academics. Recommendations are submitted to the Board of Directors for action.  The Chair, Chief Examiner, Principal and other members appointed by the Board of Directors sit on the Academic Board.  The Academic Board has direct management of the Curriculum and Examination Committee.

II. The Curriculum Committee and the Examinations Committee 

The Examination committee has memberships appointed by the Board, and Second Markers drawn from local colleges and universities, appointed by the Chair, in consultation with the Academic Board.  The Committees meet twice per semester to provide independent assessment for the objectives of; ascertaining that the academic standards of our courses and learning outcomes achieve the desired outcome, are comparable to similar standards in other colleges and universities, and that our examinations and other assessment are fair and conducted in accordance with HE standards. The Curriculum and the Examinations Committee prepare formal reports to the Academic Board through the respective Chairs. These Reports are assessed to influence actions regarding the curriculum, examination structures and grading scheme.
Academic Honours

Dean’s List

Students who carry a minimum of 12 credits, and who maintain a GPA of 3.50 or better, with no grades below B and no Incompletes are eligible for membership on the Dean’s List.

Honor Roll

Students who carry a minimum of 12 credits, and who achieve a cumulative GPA of 3.00 or better during the year, with no grades below C and no Incompletes are given honor status for the year.
Graduation Honors

To qualify for honors at graduation, a student must complete the number of hours in residence and has the required GPA as stated in the Graduation Requirement. Honors are based on the current GPA at the time of commencement. The honor will be noted on the diploma.

Graduation Requirements

Petitions for graduation should be submitted at least one term before the proposed graduation date.  The Director of Student Affairs will approve these petitions if all degree requirements are met and if all required documents have been submitted.  

Students in their final semester are required to sit and pass a communication and content examination which is orally administered by a panel of impartial judges during or after the student’s Internship.  This examination assesses the maturity of thought, content knowledge and communication skills of the student.  Students who fail this evaluation must re-sit.  

Students must have a cumulative grade point average of 2.00 and satisfactorily all courses and credit requirement.

Dress Code

There is a formal dress code for day students, this should be adhered to. You are expected at all times to follow acceptable standard of dress and proper grooming. Students must wear the prescribed uniform to day classes at all times (classes attended between 8:30am and 5:00pm). 

Female Uniform: 

Continuing Education: Navy blue skirt ONLY with blue vest, white shirt and heels and stocking. Pre-tertiary students are NOT allowed to wear jeans except on Saturdays. 

University College: Navy blue skirt/dress pants with navy blue vest, white under shirt and black or brown heels and stocking.    Saturday: Jeans pants/skirt, school shirt/plain white top and closed shoes. 

Male Uniform: 

All groups:   These are purchased on campus or in stores.  Crests are purchased on campus. Dockers/Khaki pants are purchased in store. 

The specifictions are as follow: 

· Skirts: Should be made by a professional tailor or dressmaker and should not be above the knee. Skirts can be cut ‘A’ line or pencil style, with a 1 “slit or kick pleat at the back. Skirts can be made with or without belt loops. 

· Pants: Should be made by a professional tailor or dressmaker. Pants should be full length. Pants can be made with or without belt loops. 

· Blouse: These are purchased on campus or in stores.  Crests are purchased on campus.

· Female Shoes: Black closed-toed shoes – Heels or wedge shoes but no flip flops. Females may wear stocking (black, blue or white).  Heels must be accompanied by the proper hosiery. 

· Male Shoes: black/brown shoes closed toed, no flip flops with blue/black/white socks. No sneakers except on Saturdays with College Polo. 

****Violation of the Dress Code may result in the student not being allowed in the class session or on the school’s premises. 

Students must adhere to the all rules of the college. Students are held accountable to the rules whether or not they choose to read this booklet.

Definition on our FEES 

Colbourne’s Tuition remains the most affordable in the Island and we are fully committed to keeping it so.  

Colbourne charges set fees for services and programme development not covered by the Tuition. 

i. Student Services and Holding Fees charged to student accounts provide financial resources to institutions of higher education to effectively provide learner support programs and for provision services eg. ID cards, maintaining the Library, IT resources, student course documentations, etc. 
ii. Tuition and fees represent a major portion of students cost of attendance and are compulsory fees attached to tuition.  Such fees will usually appear on the tuition bill whether you use these services or not.   

iii. Off-Campus Room and Board: You may choose to arrange boarding facilities through our Student Services Office.  Boarding cost is $96,000 per year excluding gas and electricity.
Direct Costs

· Text Books/Manuals

· Photo Copying

· Printing Costs

· Note Books and Stationery

· Transportation to and from Campus

· Meal Tickets

· Internet Access

· Course Materials

· Computer Access

Other Costs

· Book Loan

· External Examination: University of Cambridge Examinations etc.

· Work and Travel Program Application and Program Fee

· Lap Top, and flash drive, laptop bag, and printer

· Graduation Fee

· Uniform
Services Schedule

The types of materials which a student may be required to obtain include, but are not limited to, textbooks and workbooks, paper, personal professional tools and instruments, specialized personal clothing, individual project materials, and travel for field trips.  

Other FEES

Practicum Fee             $3,000

Supplemental Exam         $8,500 (cost to re-sit failed or missed exams)

Transcript Assessment     $1,500 (applicants requesting Credit Transfer)

Transcript                $1,000

Status Letters            $  450   

Certified Copies          $1,000

Express Charges           $  450

Photocopy                 $15-1 sided/$20-2 Sided

Printing                  $20 black n white/$30 color (Average)
Spiral Binding            $  250
Course Manual             $2,500 (average Cost)
Library Card              FREE
On Campus Internet Access FREE

Credit Transfer                              $8000/Per Course

COURSES DESCRIPTION

AREA 1.  Business Core Courses

ACC 101 Principles of Accounting: Financial (3)

This course seeks to enable students to record, report and interpret economic data for use by decision makers.  The students will understand the importance and uses of accounting information to business managers and understand concepts and problems involved in accounting for business transactions and the proper accounting procedures for the preparation of financial statements.

ACC 301 Financial Management (3)

This course is designed to introduce students to the nature, role and importance of financial information in organisations. Students will have the opportunity to look at the communication and interpretation of the financial information needed to manage organisations, its regulation, structuring and use in decision making.  Students will also have the opportunity to look at the principles of accounting, expected standards, and the concepts and conventions that influence the presentation of financial information.

ACC 302 Management Accounting: Costing and Budgeting (3)                                                    

This course looks at the cost information, both current and future, of businesses. It looks at how cost data is collected, compiled and analysed, and processed into information that is useful for business managers. Students will have the opportunity to apply these principles to practice.  The course then deals with budgetary planning and control. It looks at how to prepare forecasts and budgets and to compare these to actual business results. Students will again have practical experience of this.

Finally, the course considers different costing and budgetary systems and the causes of resulting variances, together with the possible implications and the corrective action the business will need to take.

BA 101  Business Organisation and Environment

This course introduces the business organization and provides crucial insight to its operations, structure, working relationships, and its internal and external influences and environments.

BA 102 Effective Business Communication (3)

This course is designed to allow students an opportunity to study the process of human and technological communication from a variety of perspectives.  The student will learn the fundamental concepts governing communication and ways to communicate more effectively.  

BA 103  Principles of Management (3)

Principles of Management allows the student the opportunity to learn key management concepts, theories and tools, thus, enabling the student to establish the role of management and the types and sources of information used in the management process.  Additionally, the student is exposed to the decision making process in organisations and to the rudiments of leadership, and to the different management styles and behaviours, and is encouraged through class assignments, various projects and case studies, to appreciate and apply similar principles in achieving success and efficiency in the overall management of self and assigned tasks.
BA 203   Principles of Human Resource Management (3)

The course Human Resources Management provides an understanding of human resource management, its development, purpose and organization and provides an understanding of the frameworks within which an organization operates, and how it affects the management of people.  

BA 209   Legal and Ethical Framework of Business (3) 

You will learn about the court system and their various levels and functions. Legal procedure is covered from alternative dispute resolution through the various stages of a law suit and the effect each stages has on business. Finally, the three basic torts and specific business torts will be covered.  The course further looks at business ethics and social responsibilities.  It looks at the various types of contracts as well as how they are constructed to become legally binding business agreement.  The segment looks at advertising/sales, commercial code and product liability.
BA 210  Managing Communications at Work (3)

The student will understand the fundamental concepts governing communication and ways to communicate more effectively.  The students will be engaged in considering the management of communications at work, and how it can enhance organisational activities.

BA 301 Principles of Management and Leadership (3)   

Applying leadership theories and models to specific situations will enable students to assess the skills and competencies needed by a leader. The course will draw on a selection of established principles, including situational and universal theories, as well as more recent work such as charismatic and visionary leadership. This will enable students to compare and evaluate the usefulness of these theories and gain insights into specific leadership requirements in an organisation. In addition, students will develop their own management and leadership skills through assessing requirements for their current or future job roles, considering these against occupational standards and competencies. Finally, the course will enable students to research a range of management and leadership development methods and evaluate the suitability of these when facing the challenges of leadership today.

BA 302 Marketing and Customer Relations Principles (3)

The course will identify and emphasise the marketing principles and strategies that can help managers to achieve marketing and organisational goals in today’s consumer driven markets, where consumer wants are the drivers of all strategic marketing decisions.
BA 304 Understanding Consumer Behaviour (3)

This course explores the influences on consumer behavior including individual factors such as motives, values and perceptions, and influences that derive from being part of a group. The focus of the course is on the consumer as an individual but comparisons will also be made with organizational buying decisions.

BA 305   Principles of Business Operations (3)

Principles of Business Operations discusses the relationship of operations management to other aspects of the organisation’s operations.  It explains the relationship of operations and supply management to the competitiveness of the firm; explains the particular issues surrounding operations management in services and the importance of sustainability in operations management.

BA 309 Management Activities (3)

In this course the students will consider the meaning and importance of the mission, structure and culture of organisations. This will give them the tools needed to evaluate the suitability of the organisational context for the current needs of a specific work group.  The students will learn about a range of concepts, tools and models used to manage business activities. This will include customer orientation, project management techniques, business process modeling and lean management techniques.

BA 311 Managing Projects (3)

The fundamentals of managing projects, including the nature of a project and the phases of a project. Students will then consider the importance of determining success criteria.  Students will study the all-important project planning methods which include the development of a project initiation document and use of project planning tools such as checklists, project work plans, Gantt charts and critical paths. They will also learn how to assess the risks of failure, how contingency plans can be devised to ameliorate the risks, how to develop a communications plan to monitor and control activities, and maintain a sense of direction for all stakeholders.  Students will go on to find out how to implement the project plan including communicating the project plan, allocating responsibilities, setting objectives and supporting team members. They will also learn about monitoring achievements against the project plan and how to modify project plans to ensure delivery is on time and as planned. The final part of the course is about post-project evaluative activities.

BA 312 Business Strategy (3)                                                    

This course seeks to build on students’ existing knowledge of the basic tools of business analysis such as PESTLE and draw it together so that the students think strategically.  Students will be introduced to further analysis tools needed for the process of strategic planning.  They will be able to explain the significance of stakeholder analysis and carry out an environmental and organisational audit of a given organisation.

BA 313   Business Decision Making (3)                                                    

In business, good decision making requires the effective use of information. This course gives students the opportunity to examine a variety of sources and develop techniques in relation to different aspects of information: data gathering, data storage, and the tools available to create and present useful information.  ICT is used in business to carry out much of this work and an appreciation and use of appropriate ICT software is central to completion of this course. Specifically, students will use spreadsheets and other software for data analysis and the preparation of information. The use of spreadsheets to manipulate numbers, and understanding how to apply the results, are seen as more important than the mathematical derivation of formulae used.

BA 314   Small Business Enterprise (3)                                                    

The course draws together many of the topics covered in other courses and allows students to practice the business skills with the aim of giving students the opportunity to focus on the processes involved, through change management, and of reviewing and improving the performance of a small business enterprise.

LAW 303   Company Law (3)                                                    

The course provides students with a knowledge and understanding of the law on companies and the skill to apply the rules particularly in business situations.  In this course students develop an understanding of the different types of company, company formation and the required documentation. The course then considers capital, the creation of shares and the rights of shareholders. It also looks at directors and their powers and duties. Finally, the course examines the winding up a company.

AREA 2.  General Study Courses

EC 100 Foundations of Economics                                                                                                                  This course provides a comprehensive introduction to the fundamental of Economics that includes elasticity of supply and demand, marginal utility, costs of productions, market structure, the role of governments, national income accounting, fiscal policy, money and banking, international trade and economic development. 
EC 201  Introduction to Statistics for Business and Economics (3)

An introductory course in statistics designed to provide students with the basic concepts and methods of statistical analysis and the use of statistical tools in management; how to use and interpret basic descriptive statistics, probability distributions, point and interval estimations, statistical inference, forecasting, and simple regression analysis.   Application problems are borrowed from business and economics, with many exercises based on real data.   Students will learn many concepts, develop numerous skills, and gain new perspectives of events, observations, and data. The techniques and methods learned will help students in future courses, especially those in quantitative and analytical methods, and in solving real world problems.

EC 202 Business Economics (3)

The course Business Economics seeks to provide practical information that will allow students to apply economics principles to the real world of business and in their jobs.  It uses economic theory and quantitative methods to analyze business enterprises and the factors contributing to the diversity of organizational structures and the relationships of firms with Labour, Capital and Product Markets.

EC 305 Research Project (3)                                                    

This course is designed to enable students to become confident using research techniques and

methods. It addresses the elements that make up formal research including the proposal, a

variety of research methodologies, action planning, carrying out the research itself and

presenting the findings. To complete the course satisfactorily, students must also understand the theory that underpins formal research.  

ENG 101 English Composition 1 (3)

English Composition 1 seeks to provide the undergraduate with a systematic approach to academic writing and to provide the basis for development of essential language skills that assist in improved writing competencies.  The students will be exposed to writing workshops, lectures and discussions which allow them to discuss the results of their reading and research and to help themselves and their classmates improve drafts with suggestions for revision.

IT 101  Introduction To Information Technology (3)

This course provides an introduction to the PC and covers the essential skills and concepts that enable the student the opportunity to develop basic competencies in a variety of applications and to gain a broad, practical introduction to Information, Communication and Technology skills.
IT 206 Information Systems And Organisations (3)

This course looks at information and information systems (IS) in organisations.  It explores the technological and social elements of Information System, while addressing the context and alternative perspectives on IS.    

MATH 201 College Algebra (3)

College Algebra seeks to assist the students to develop critical mathematical analysis and abstract reasoning, to be able to apply algebra to solve word problems from various fields, and acquire skills and background in algebra and coordinate geometry necessary for higher level mathematics courses.

MATH 203 Advance Business Mathematics (3)

This course advances existing quantitative skills to a level in which students can formulate, use and interpret mathematical models within a business context.   An appreciation of the use of computer software to support such models is also developed.

PSY 101      Principles of Psychology (3)

An introductory course which examines the history, methodology, definitions and ideas relating to such concepts as personality formation, self concept, defense mechanisms, emotions and conditioning.  Emphasis is placed on the relationship of these concepts to the students understanding of self and others in every day interactions.  The course also provides a disciplined approach to the observation of behavior, developed theoretical models about the mind, reasoning for behavior and purpose for action.
AREA 3.  GCE A Level Specialisms 

Cambridge International AS and A Levels are internationally benchmarked qualifications providing excellent preparation for university education. They are part of the Cambridge Advanced stage.  They are taken in over 125 countries and offer a choice of 60 different subjects. Cambridge International A Level qualifications are widely recognised and valued by universities and employers alike. Some US universities give up to a year's credit as a result. Every year, thousands of Cambridge International A Level students gain places at good universities worldwide - including the UK, USA, Canada, New Zealand and Australia.

Accounting Specialism

The accounting specialism enables students to develop and apply their accounting knowledge and understanding in order to analyse and present information, give reasoned explanations, and make judgements and recommendations. The syllabus covers topics such as the recording of financial information, accounting principles and control systems, and the preparation of final accounts for a variety of different organisations and businesses. Learners find out about raising capital by shares and loans, ratio analysis and cost accounting, and also study the preparation of cash flow statements, cash flow analysis, the repayment of share capital, and standard costing and investment appraisal, among many other topics.  Courses include:

· ACC 100 The Accounting System (3)

· ACC 104 Financial Accounting 11 (3)

· ACC 201 Financial Reporting and Interpretation (3)

· ACC 203 Elements of Managerial Accounting (3)

· ACC 202 Advanced Accounting (3)

Airline, Travel and Tourism Specialism

The Airline, Travel and Tourism specialism encourages the students to appreciate the scale and importance of the airline, travel and tourism industry.   It examines the travel and tourism industry in the world and recognise the positive and negative impacts the industry may have on people, environments and economies. Students discover that the travel and tourism industry is dynamic in nature and how the industry responds to change: for example, external factors such as changing consumer needs and expectations, developments in ICT. The specialism encourages students to develop practical and technical skills relevant to the industry, enabling them to deal with a range of complex situations and problems. Courses covered include:

· TTM 101 The Travel, Tourism and Hospitality Sectors (3)        

· TTM 103 Tour Operations Management (3)

· TTM 106 Airline Operations (3)                  

· TTM 110 Introduction to Cabin Crew: The Flight Attendant (3)                

· TTM 205 Fundamentals of Destination Management and Marketing (3)

Computing Specialism

The computing specialism enables students to develop an understanding of how computers are used to solve a wide range of problems. Learners investigate a variety of different computers, and also look at the ways that computers are organised in terms of software, data, hardware, communications and people. Learners develop the skills necessary to apply their understanding to the development of computer-based solutions. As they progress, they learn about the main principles of systems analysis and design, looking at different methods of problem formulation, and the planning of solutions. They also consider systematic methods of solution implementation, testing and documentation. Courses include:
· IT 104 Computer Systems, Communication and Software(3)

· IT 105 Practical Programming Techniques (3)

· IT 205 Systems Software Mechanisms and Machine Architecture (3)

· IT 206 Database Theory, Programming Paradigm, and Integrated Information Systems (3)

· IT 303 Advanced Computing (3)
Economics Specialism

The economics specialism enables students how to explain and analyse economic issues and arguments, evaluate economic information, and organise, present and communicate ideas and judgements clearly. The syllabus covers a range of basic economic ideas, including an introduction to the price system and government intervention, international trade and exchange rates, the measurement of employment and inflation, and the causes and consequences of inflation. Students also study the price system, the theory of the firm, market failure, macroeconomic theory and policy, and economic growth and development. The specialism courses include:
· EC 101 Economics AS

· EC 102 Principles of Micro Economics

· EC 103 Principles of Macro Economics

· EC 203 Intermediate Economics

· EC 301 Advanced Economics
Law Specialism

The Law specialism is to provide learners with an introduction to the main principles of the law as it is practised in England and Wales. As a result, learners build their knowledge and understanding of the English legal system, and develop a critical awareness of its structure, personnel and operation. The syllabus also focuses on two areas of substantive law (contract and tort), and encourages learners to develop skills of analysis and problem-solving through the application of legal rules. The specialism courses include:
· LAW 102 Law Structure and Operation of the English Legal System

· LAW 103 Law of Contract

· LAW 104 Law of Tort

· LAW 201 Intermediate Law

· LAW 203 Advanced Law
Fashion Design and Textiles Specialism
A practical specialism, the course examines the scientific, creative and artistic aspects of design and textiles, with plenty of opportunities for students to apply what they have learnt by demonstrating their investigative, creative, and practical skills. Through the study of fibres and fabrics, students find out about basic design, contemporary fashion, clothing manufacture and the use of commercial patterns to make a variety of garments and go on to explore textile applications and technology, looking at issues such as fitness for purpose, creative techniques, the application of colour, and environmental impact. They also study the making and finishing of textile products, the care of clothing, and the use and care of a sewing machine. The specialism courses include:
· FDT 101 Fibres, Fabrics and Design (3) 

· FDT 102-103 Textile Applications and Textile Technology 1-11 (3-3)

· FDT 104 Advanced Design and Textiles (3)
· FDT 201 Intermediate Design and Textiles (3)

Psychology Specialism
Psychology learners develop their appreciation of the subject by exploring the ways in which psychology is conducted. As part of their studies, learners also review important research; this provides an insight into the ways in which psychology has been applied, thereby leading to a better understanding of key themes and issues. The syllabus reflects the five core areas of psychology, namely cognitive, social, physiological, developmental and the psychology of individual differences; it also relates psychology to education, health, organisations, the environment and abnormality. The specialism courses include:
· PSY 102 Approaches, Perspectives and Issues 1

· PSY 103 Approaches, Perspectives and Issues 11

· PSY 104 Approaches, Perspectives and Issues 111

· PSY 201 Intermediate Topics 

· PSY 203 Advanced Topics

AREA 4.  Management Major Courses 

BA 401 Personal and Professional Development (3)  

This course introduces students to the importance of continuous personal and professional development through self-learning and analysis. It focuses on students understanding how to enhance the skills needed for effective management to meet work and personal objectives, as well as improving their performance for future career development. Students will have the opportunity to identify their own development needs through carrying out a skills audit to inform the personal development planning process.  

BA 403 Managing Recruitment, Selection and Staff Performance (3)

In this course, students will develop the skills to set detailed work objectives for staff in an organisational context, and communicate these appropriately.  Students will monitor staff performance through organisational activities, and consider methods to improve the achievement of objectives.  Finally, students will review work performance by undertaking formal or informal assessment processes and provide feedback and agree performance improvements with staff.
BA 406 Principles of Strategic Management (3)

This course is designed to introduce operational managers to the idea of strategic management as a tool for redirecting or repositioning the organisation in what it perceives, through analysis, to be more advantageous areas. Students will explore how this can be achieved through setting clear business objectives and priorities.  Students will gain an understanding of how management needs to take a proactive rather than a reactive stance to a changing business climate.

BA 501  Developing Strategic Management and Leadership Skills (3)

This course seeks to provide the students with the methods and techniques to assess the development of their own skills to support the achievement of strategic direction.  It further seeks to provide the student with an understanding of the links between strategic management, leadership and organisational direction, and the skills to be able to apply this understanding.

BA 502  Strategic Change Management (3)

This course seeks to provide the learner with the understanding and skills to support active engagement in the process of strategic change management.  Students will develop an understanding of the models of strategic change and the role that stakeholders play in this process. They will then examine the need for change in a selected organisation and plan the implementation of a model for change.
BA 503 Strategic Human Resources Management (3)
Strategic human resource management is concerned with the management of human resources in ways that support an organisation’s strategy and contribute to the achievement of organisational goals. It takes a long-term perspective on how human resources can be matched to organisational requirements and considers broader matters such as the quality and commitment of the human resource to an organisation.

BA 505  Strategic Marketing Management (3)

This course seeks to provide the students with the understanding and skills to support active engagement in the process of strategic marketing management and identifies strategic marketing strategies combining product development, promotion, distribution, pricing, relationship management 
BA 506 Managing Financial Principles and Techniques (4)  

This course will give students a foundation in financial principles and techniques relevant to the strategic management process. It encourages students to explore the nature of cost-based financial data and information, the impact of the budgeting process on the organisation, and the development of cost reduction and management procedures and processes. It also focuses on the management of these costs through the use of forecasting, appraisal and financial reporting procedures. One of the main objectives of this course is for students to develop the confidence to apply, analyse and evaluate financial and cost information.

AREA 4.  Teaching Business Studies Major Courses 

EDU 101 ORIENTATION: THE EXPECTANT TEACHER (1)

A programme designed for the emerging Teacher.  It explores the reasons for entering the teaching profession; the differences in experiences; similarities due to humanity,  societal expectation;  and sexuality in the classroom; concepts related to one’s development, identity and personality; self concept, self-esteem, motivation and self actualization.   

EDU 102   PRINCIPLES OF EDUCATION (3)

The course Identifies and distinguishes between the different types and levels of formal education systems in Jamaica; curriculum, program upgrade, role of the Ministry of Education in implementing government policies, and in the supervision and support of education.  

EDU 104 LITERACY AND INSTRUCTION IN CONTENT AREA (3) 

The course analyses the factors that influence the development of reading competencies.   It explores the role of technology in literacy development, and the role of language and environment in literacy development.

EDU 202 PSYCHOLOGY OF EDUCATION (3)

Addresses three principal themes; students, teaching and learning with important theories and how they apply to classroom teaching. The course emphasizes the intelligent use of theory and research practices in education.

EDU 204 TECHNIQUES OF SECONDARY SCHOOL TEACHING (3)

This course provides the Student Teachers instructions in the presentation and facilitation of lessons; provide information on effective methods of, instructing, demonstrating, supervising exercises and activities to enable active and effective learning.

EDU 206 DESIGN: PLANNING AND PREPARATION (3)

This course explores the developmental, cognitive and affective issues in the learning process.  Studies the curriculum and its components;  learning plans, methods, materials and programs as well as methods of obtaining information on the learner’s needs.  

EDU 303 TECHNOLOGY IN EDUCATION (3)

Introduces use of computer technology in education; access, legality and validity.  Promotes the use of; computers in multimedia learning environments and presentation, educational software to facilitate instruction, and other technologies to conduct research and generate information.  

EDU 305 ASSESSMENTS:  ASSESSING PROGRESS AND ACHIEVEMENT (3)

This course exposes the Student Teachers to methods in assessing lessons and how to report outcomes.  The course teaches correct methods of diagnostic assessments and methods of obtaining valid, reliable, relevant and sufficient information on learners’ progress from a variety of sources. 

EDU 306 EVALUATION:  IMPROVING TEACHING AND LEARNING  (3) 

This course provides instruction to the Student Teachers on how to evaluate and make improvements to design, practice, learning methods, curriculum content or resource provision through continuous evaluation using a variety of sources.   

EDU 307 TEACHING PRACTICE (5)

A minimum of 270 hours of formal practical exercise which allows the student teacher to employ theoretical knowledge gained through classes and class exercises (including 4 weeks of observations) to practice the skills of teaching in assigned classroom.  The Program not only promotes practice, but also personal development through evaluation and self assessment.

EDU 309 METHODS OF TEACHING BUSINESS SUBJECTS  (3)

The introduction of the philosophy of business education, learning and the concept of method, planning for instruction, methodologies, resource and technology, approaches to teaching Principles of Accounts, Office Administration and Principles of Business, lesson presentation and evaluation.  Field Experience Required.[image: image1.png]
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