University Curriculum Committee

Proposal for Course Change

	1.  Is this course a Diversity or Liberal Studies     
    Course?                 
	Liberal Studies
	  FORMCHECKBOX 
    
	Diversity
	 FORMCHECKBOX 

	Both
	 FORMCHECKBOX 


	

	2.  Course change effective beginning of what term and year? 

      (ex. Spring 2008, Summer 2008)  See effective dates calendar.
	Fall 2008

	

	3. College
	Franke College of Business
	4. Academic Unit/Department
	HRM

	

	5. Current course subject/catalog number
	HA220

	

	6. Current catalog title, course description and units. (Cut and paste from current on-line academic catalog /www4.nau.edu/aio/AcademicCatalog/academiccatalogs.htm).
HA  220 INTRODUCTION TO PROPERTY MANAGEMENT       (3) 

Introduces professional housekeeping and its administration, maintenance of physical plant, and employee supervision. Prerequisite or Corequisite: HA 100 or International Exchange Student Group 

     

	Show the proposed changes in this column.  Please BOLD the changes, to differentiate from what is not changing.

HA  250 INTRODUCTION TO PROPERTY MANAGEMENT       (3) 

Introduces professional housekeeping and its administration, maintenance of physical plant, and employee supervision. Prerequisite or Corequisite: HA 100 or International Exchange Student Group 



	

	7.  Is this course required or an elective in any other plan (major, minor, certificate)?    Yes  FORMCHECKBOX 
     No   FORMCHECKBOX 


	     If yes, explain and provide supporting documentation from the affected departments.

     This class is a required class for both the HRM and IHM degrees.

	

	8. Does this change affect community college articulation?          Yes  FORMCHECKBOX 
           No    FORMCHECKBOX 


	         If yes, explain how in the justification and provide supporting documentation from the affected 
         institutions.

	

	         Is the course a Common Course as defined by your Articulation Task Force?  Yes  FORMCHECKBOX 
      No  FORMCHECKBOX 


	         If yes, has the change been approved by the Articulation Task Force?    Yes   FORMCHECKBOX 
         No   FORMCHECKBOX 


	

	         If this course has been listed in the Course Equivalency Guide, should that listing  

            be left as is   FORMCHECKBOX 
            or be revised   FORMCHECKBOX 


	

	         If revised, how should it be revised?   The course equivalency guide would need to articulate to HA250 instead of HA220.  

	

	IN THE FOLLOWING SECTION, COMPLETE ONLY WHAT IS CHANGING


	Current course subject/catalog number

HA220
	Proposed course subject/catalog number
HA250

	Current number of units/credits

     
	Proposed number of units/credits
     

	Current Course Fee       yes  FORMCHECKBOX 
       no  FORMCHECKBOX 


	If subject or catalog number change 
Move   FORMCHECKBOX 
 or Delete  FORMCHECKBOX 



	Current Grading Option*

Letter Grade  FORMCHECKBOX 
    Pass/Fail  FORMCHECKBOX 
  or Both    FORMCHECKBOX 

	Proposed Grading Option*

Letter Grade  FORMCHECKBOX 
  Pass/Fail  FORMCHECKBOX 
 or Both    FORMCHECKBOX 


	Current Repeat for additional Units

     
	Proposed Repeat for additional Units
     

	Current Max number of units

     
	Proposed Max number of units
     

	Current Prerequisite

     
	Proposed Prerequisite
     

	Current Co-requisite

     
	Proposed Co-requisite
     

	Current Co-Convene with

     
	Proposed Co-Convene with
     

	Current Cross List with

     
	Proposed Cross List with
     


	Do you want to remove this course from either the Liberal Studies Course list and or the Diversity Course list?            Liberal Studies   FORMCHECKBOX 
               Diversity           FORMCHECKBOX 



	9. Justification for course change.  Please indicate how past assessments of student learning prompted proposed changes.

     It is preferable that students take HA210 and HA240 before taking this class. By changing the course number, students will take this course after completing the others.  

	10. Approvals

	

	Department Chair/ Unit Head (if appropriate)/ Date                                                                                                             

	

	Chair of college curriculum committee/Date                                                                                                                       

	

	Dean of college/Date                                                                                                                                                             

	

	For Committee use only

	

	For University Curriculum Committee/Date                                                                                                                         



	

	Action taken:
	
	approved as submitted
	
	approved as modified
	


Only utilize form if proposing course for LIBERAL STUDIES designation.

                                                        LIBERAL STUDIES ONLY
Contact name:                                                        Contact email:       
Dept. Chair name:                                                  Dept. Chair email:      
College Contact name :                                           College Contact email:      
1.  This course is a      FORMCHECKBOX 
 Single section                            FORMCHECKBOX 
  Multi-section

2.  List names of faculty who may teach this course:       
3.  Section enrollment cap:       
If this course is being submitted for approval as a new LIBERAL STUDIES course, please complete questions 4-6.
OR
If this course is being submitted for approval as a new JUNIOR LEVEL WRITING course, please complete questions 10-11.

OR

If this course is being submitted for approval as a new SENIOR CAPSTONE course, please complete questions 12 - 14.

NEW LIBERAL STUDIES COURSE
4. Distribution Block  (check one):  If a topics course, must apply to ALL  sections.
       Aesthetic and Humanistic Inquiry   FORMCHECKBOX 
           Cultural Understanding   FORMCHECKBOX 
        Science   FORMCHECKBOX 
         Social and Political Worlds   FORMCHECKBOX 

5. Skills (check two):  If a topics course, must apply to ALL  sections.
     Effective Oral Communication   FORMCHECKBOX 
       Effective Writing   FORMCHECKBOX 
      Critical Thinking  FORMCHECKBOX 
     

      Quantitative Reasoning   FORMCHECKBOX 
        Scientific Inquiry   FORMCHECKBOX 
       
6.  Is this a topics course?    Yes   FORMCHECKBOX 
          No    FORMCHECKBOX 

     If YES, please complete questions 34-36.     If NO, please go to question 42.

TOPICS COURSE ONLY
7.  Identify the Student Learning Outcomes that will be found in ALL topic syllabi offered under this course number.       
8.  Explain by what method(s) Student Learning Outcomes will be assessed in ALL topic syllabi offered under this course number.      
            
9.  Please attach an example of a Topic Syllabus offered under this course number.

NEW JUNIOR LEVEL WRITING COURSE (refer to question 19)
10.  To which degree programs offered by your department/academic unit does this proposal apply?             


11.  Do you intend to offer ABC 300 and ABC 300W?   yes    FORMCHECKBOX 
         no   FORMCHECKBOX 

          If no, please submit a course delete form for the ABC 300.

NEW SENIOR CAPSTONE COURSE (refer to question 19)
12.  To which degree programs offered by your department/academic unit does this proposal apply?       
13.  Does this proposal replace or modify an existing course or experience?  yes   FORMCHECKBOX 
        no  FORMCHECKBOX 

       If yes, which course(s)?       
14.  Do you intend to offer ABC 400 and ABC 400C?   yes   FORMCHECKBOX 
       no   FORMCHECKBOX 

          If no, please submit a course delete form for the ABC 400.
Northern Arizona UniversityPRIVATE 


School of Hotel and Restaurant Management


Fall 2008


COURSE SYLLABUS
HA 250:  PROPERTY MANAGEMENT (Housekeeping, Laundry, and Maintenance/Engineering)
Credit Hours: 3

Co-requisite: HA100 or permission from the instructor

Meeting Time: MW – Section 01 @ 1:50pm to 3:05pm in HRM bldg #33a, room #109



           - Section 02 @ 4:00pm to 5:15pm in HRM bldg #33a, room #109

Office Hours: MW, 3pm-4pm and TTH, 9:30am-10:30am OR I’ll gladly make an appt w/ you.



Located in the AHRRC Bldg#32, Rm #107

Instructor: Suzanne L. Woods, M.Ed., C.H.E.

Telephone: 523 -1610

E-Mail: Suzanne.Woods@nau.edu

Course Description:

This course introduces students to the management of housekeeping, laundry and engineering departments in large hotels. It covers planning, organizing, scheduling and administering personnel, material, equipment and supplies emphasizing the direction and control of housekeeping and laundry operations. The topics of security, safety, on-premise laundries, and environmental sustainability are discussed. Problem-solving, managerial styles, operational case studies and application problems have been incorporated in the course. In addition, HA 220 introduces the subject of physical plant and building operations, with particular emphasis on energy conservation.

Course Objectives:

1.  Understand the structure of housekeeping, laundry and engineering departments. 

2.  Staff and schedule the housekeeping workforce in a large hotel.

3.  Learn how to maximize personnel productivity in housekeeping operations.

4. Control expenses in the housekeeping department and manage inventories.

5. Apply operational procedures in housekeeping and engineering situations.

6. Acquire sanitation and cleaning knowledge.

7. Learn budgets and cost controls.

8. Learn basic knowledge related to maintenance, water and wastewater, electrical systems, and            Heating, Ventilation & Air Conditioning (HVAC).

9. Discuss and apply principles of environmental sustainability to hospitality and tourism operations.

Required Materials:
 
Housekeeping Management, by Matt A. Casado. John Wiley & Sons, New York, N.Y.

       
ISBN 0-471-25189-5. Available from the NAU Bookstore.

         
Course pack. Available at Staples, 2625 N Woodlands Blvd, 214-8424.

**** Note taking in this course is critical *****
Work expected from students:

1. To participate in class discussions, exercises and group work.

2. To read the assigned chapters before the scheduled class.

3. To prepare for assignments, quizzes and exams.

4. To hand in all required assignments on time.

· Attendance, Participation and Class Requirements: You are to attend and participate in class.  You are responsible for what is covered.   Attendance will be taken.

· All homework, assignments, quizzes & exams will be due on the scheduled day.  Late work will accepted ONLY with prior discussion with instructor and will be discounted 50%. 

· Copying or plagiarism will be grounds for dismissal from this course.

· To receive credit for the hands-on laboratory requirement, ALL 12 hours of work in the housekeeping department at the Inn at NAU must be completed by December 9th, 2007 in order to receive any points.  ****See lab hour guidelines in Vista online for details on the evaluation criteria for this component of the course ****
Assignments and Evaluation:

1. Progress Quizzes (2 @ 25 pts ea)




  50 points – 13%

2. Homework/In-class work





  25 points – 07%

3. Midterm Exam






  75 points – 20%

4. 12 hours of lab work/Lab Journal



  75 points – 20%

5. Group project (Written & Oral Presentation)


  75 points – 20%
6. Final examination






  75 points – 20%

                                                                                                                 ------------------------
                                     TOTAL ….                                              
375 points 100%          

Grading Scale:
   A = 337 to 375 points

   B = 300 to 336   "

   C = 261 to 299   "

   D = 225 to 261   "

   F = below  225   "

Important Due Dates:

· Progress Quiz #1 online -WEEK OF September 24th; closes Friday, 28th by 5:00pm
· Midterm Exam in class – Wednesday, October 15th.

· Progress Quiz #2 online - WEEK OF November 12th; closes Friday, 16th by 5:00pm
· Group Project: Written Reports/Presentations in class – WEEK OF November 26th.
· 12 lab hours - completed by Sunday, December 9th.

Final Examination in class…

Section 01: Wednesday, December 12th, 12:30pm – 2:30pm, rm#109


Section 02: Monday, December 10th, 3:00pm – 5:00pm, rm#109

 ****The instructor reserves the right to make announced modifications to this syllabus****
HRM Attendance Policy
For 3 hr. classes that meet once a week:

          *One free absence with no penalty



(The instructor has the discretion to allow additional non-penalized 


absences for sufficiently serious reasons.) 


For every additional absence after the 1 free absence, 5% of the total points of 


the course will be subtracted from the student's final points in the course.



Two penalized absences will result in a loss of a letter grade (missing 3 


full weeks of class).
For 3 hr. classes that meet twice a week:

          *2 free absences with no penalty



(The instructor has the discretion to allow additional non-penalized 


absences for sufficiently serious reasons.)


For every additional absence after the 2 free absences, 2.5% of the total points of 


the course will be subtracted from the student's final points in the course.



Four penalized absences will result in one letter grade loss (missing 3 full 


weeks of class).
For 3 hr. classes that meet three times per week:

          *3 free absences with no penalty



(The instructor has the discretion to allow additional non-penalized 


absences for sufficiently serious reasons.)


For every additional absence after the 3 free absences, 1.7% of the total points of 


the course will be subtracted from the student's final points in the course.



Nine absences will result in one letter grade loss (missing 3 full weeks of 


class).
* Institutional excuses are to be counted as the 1, 2, or 3 free HRM absences. It is NAU policy that institutional excuses may not be penalized. All other absences are penalized. 

Mandated by NAU from Deans and Colleges
"University education aims to expand student understanding and awareness.  Thus it necessarily involves engagement with a wide range of information, ideas and creative representations.  In the course of college studies, students can expect to encounter--and critically appraise--materials that may differ from and perhaps challenge familiar understandings, ideas and beliefs.  Students are encouraged to discuss these matters with faculty."
Disruptive Behavior Policy
Prohibited Conduct (as defined in the NAU Student Handbook)…

“Interfering with university or university-sponsored activities including, but not limited to, classroom related activities, studying, teaching, research, intellectual or creative endeavor, administration, service or the provision of communication, computing or emergency services.”

The sanction for disruptive classroom behavior is:
j)
Classroom conduct: Each university may adopt procedures regarding student conduct that takes place while participating in academic activities.  These procedures may outline sanctions including, but not limited to, lower-level warnings, administrative drop from a particular class, or other sanctions as appropriate.

Examples of disruptive classroom behavior…
· Late to class

· Text messaging on cell phones while class is in session

· Cell phones ring and students respond in class or leave class to respond

· Students talking amongst themselves while lecture is being presented

These aforementioned behaviors violate sanction “J” in the student handbook.  If these negative behaviors persist, the result could be an administrative drop from the class.

When entering the classroom the following is requested…
· Be on-time

· Cell phones are to be turned off

· Cell phones are not to be taken out during class

· Unrelated student conversations are not allowed

Revised 9/06


