Ground Rules and FAQs

How to Deal With Your Group

Some of you will experience difficulties establishing contact with your group members. This is completely normal and to be expected.

Let me add some procedural things to your case study document to bring out more clearly in the document the actual distribution of effort . 

If you cannot establish contact with someone, or if they fail to submit their portions of the case at the times to which the group agreed in order to assemble the first draft for group review on a line below each question, before you begin the response, put the following:

Assigned to:xxxxxxxx

Completed by:yyyyyyy

In every case always include the "Assigned to:xxxx" line.

Complete the entire set of questions among the active members as back up. 

Concentrate on doing a good job with your section and then do the best you can with what's left uncompleted by your peer members.

Use the group thread to document what and when everything happens.

If a group member is a complete no-show for an assignment, as documented in the thread and the submitted case document, they will get a "0" for that assignment rather than share in the group grade.

(This is extremely difficult for me to track and manage so let me warn you ahead of time that I really, REALLY neither like nor appreciate seeing group members not doing their jobs, and group members who fail to participate in a meaningful way in their groups will get no, that is none, zero, null, favorable consideration in matters over which I have control.)

If non-participation continues, I will redistribute the group members so that everyone who doesn't participate will be in the same groups and will, of course, ultimately fail the course. 

Let me remind you that I will only accept one submission from each group. There are no minority reports and no stragglers.

You may remember in the beginning of the class that I said most people hate this group work thing.

This is normal. 

Don't feel in any way that you are having a more difficult time than anyone else in the class. Everyone has trouble with this. Everyone finds it intimidating, stressful, and just plain unnatural. It is a skill at which you must practice to improve, which is why we are doing it so much in this course. It is also a skill that will be the core of your ability to succeed in this profession; or just about any modern profession, for that matter.

Technical knowledge is not important in this course. What is important is gathering information, organizing it, thinking about it (seriously) in the context of the problem at hand, and articulating your conclusions in the framework of the guide, or framework that has been provided. What we are looking at here is how people and their organizations behave, interact, and communicate when they must make a change to the way they work that is technology-driven.

The thing you must do is recognize that this is an unnatural experience and step forward into it anyway. No one at your level has mastered this, no matter what you may think to the contrary, and you are all going to get through this just fine as long as you don't give up, as long as you don't retreat or fade out, and as long as you keep in contact with your group. Even if you were MIA in the first assignment, don't hesitate to jump back in, promise your group you'll do better, and follow through on that promise. Establish contact now, even if you don't have anything to say other than that you are there, you are ready to work and you are willing to carry your end of the load. When you submit the drafts of your sections to the group discussion thread, be prepared to hear and accept requests for more information, for you to consider other factors in your part. Be prepared to offer the same assistance to your group mates. Volunteer to be the one that puts the document together, formats it correctly, and turns it in to the drop box. Find a way to take an ACTIVE part in your group. Those of you who carried the ball for this first assignment, be prepared to bring your missing group member into the process. Ask them to commit to do SOMETHING, like coordinating group meeting times on the thread, collecting the drafts and assembling them; something in addition to simply turning in their part with no coordination, and no feedback.

Ask for help. Ask for examples of what your group mates have done so that you'll know how to do your part. I am asking all the groups now if they would be willing to share their first case studies with the whole class so that everyone can see what these things look like, and what kinds of strategies others have used to get through this.(please send me a note confirming that you will be willing to share)

You all CAN do this. You all MUST do this. You all WILL be doing this a lot in the future, no matter where you end up.

Poor work from a group member is one thing which can usually be addressed in the group editing process with coaching behaviors like drawing attention to the differences in quality between different sections, making specific suggestions for improving the section, etc.; assuming you have agreed upon a way to virtually meet and edit the final draft as a group before the case is submitted. 

No work is an entirely different thing and will be addressed differently. It is my least favorite phenomenon of the online instructional process, and the thing for which I am most inclined to provide negative incentives. 

Staying In Touch

It's early in the term, and many of you have not had me as an instructor before so you are not familiar with the way my classes work.

I want to be certain that you all get off on the right foot in terms of staying connected for the class. 

In operational terms, this means checking the Open Mic general discussion area in d2l EVERY DAY. 

I won't post something every day, but I will post things there regularly and I will hold you accountable for getting and acting upon the information contained in those postings. I will check this discussion thread at least once a day, and usually several times a day. If you have a question, post it there. 

Don't send me an email directly unless the matter is of such a personal nature that it would be inappropriate to post to the class as a whole. If you have to work late and will miss a live event, or don't know where something is or don't know when something's due, those kinds of questions need to go in the thread. If you've had a death in the family and need to be away for two weeks, that needs to come to me directly.

If you see a posting that contains a question for which you are reasonably certain you have the answer, take the initiative and post the response. Do your classmates a favor and speed up the flow of information. Don't wait for me to respond if you know the answer or know where the answer is.

I expect you all to work together to do an excellent job in this course. The habits and processes you refine here will prove very useful to you as a professional in this field.

Due Dates

All due dates will be strictly observed and no credit for late assignments will be given, unless you contact me BEFORE the due date and provide a suitable explanation for why you will be late and WHEN you will have your work submitted. Again, 

· Good and On Time is best, 
· Great but Late is tolerable, 
· Late and Lame is completely unacceptable.
11:59 pm is the time, if you must pin a number on it. Of course, I will NOT be looking at them then; 6:30 am at the earliest, maybe, but the system will show when it was posted.

Problems Playing Back Presentations

If you are using IE7, you will quickly discover that almost none of the Articulate presentations will play.

Download the Firefox browser and use it instead of IE7 for this course. You will have to install the Flash plugin when it asks, but its' the only way you can playback these files once you've installed IE7. Both Articulate and Microsoft are aware of the problem, Neither will be doing anything about it. We will be replacing these files with less limiting technology as time and money permit, but don't count on it for this term.

Assignment Worksheets

The individual and group assignments worksheets are usually found all together in one document. You must split them up to complete them. 

Remember, the worksheet for the group assignment is not what you turn in. You only get the headings for each of the sections from the worksheet. The worksheet is just that, a place to organize what you will do for the assignment itself.

We stopped providing sample answers because all we got back were exact copies of the sample. That was easy for the students, but they didn't learn the most important thing from this course, which is how to take a situation in narrative form, analyze it, organize it, and develop a concrete action plan based on correct analysis of the facts.

This is hard, and it is definitely not fun for most people, but it is the thing you must learn to do in order to become a competitive professional in this field.

Don't worry about the IT part, you'll have what you need. The bigger issues are all project management, planning, communication, and ethical decision-making. You don't have to be an IT expert to do those things well, and in fact most IT specialists DON'T do these things well, which is why so many technology projects fail (64% of projects costing morer than $1M fail to meet at least half of the original objectives) and which is why you are doing these cases.

Working the Cases

Remember, do not simply parrot the text, that won't get you any credit. Use the facts as the foundation for a set of inferences about the nature of the organization. For instance, if it is a multinational company, how much autonomy does each branch seem to have? Is there a strong CEO or a strong board of directors? Is IT a strategic player or a passive service provider in the organization? If you don't want to have to do this assignment over again, review my powerpoint (Course Overview, About the Class) from the kickoff session to remind yourself of the things you should be looking for as you prepare your responses.

When you describe the major players, always justify why they are actually major players. Tell me about the specific things they can do, or are in the position to influence that make them an entity that can shape the course of the project. 

When you identify players, be certain to address the 4 Ws and 1 H

· WHO they are, 
· WHAT they do, 
· WHERE they are in relation to the organization's power structure, 
· WHEN (At what phase) they can influence the course of the project and both finally and most importantly, 

· HOW they are able to influence the course of the project.
You will have to distinguish in future cases the difference between the Organizational problem, or what they are having trouble doing, and the information needs, or technologies that would enable them to meet the organizational goals. Always zero in on what the organization's goals are, how they are not being met and then what they need in order to be able to meet the goal. Nothing they are doing should be directed at anything but meeting their goals, if the organization is not pursuing that, then you need to point out the mismatch between what they are doing, and what they said they need to do. 

Only one person from each group should be submitting the group assignment. Pick someone and stick with it. I should only see exactly the same number of submissions as there are groups. No duplicates for safety's sake or for back-up, or as a minority report.

Reminder Instructions for the high stakes assignments (there are 3 of them) 

These instructions are for your own protection: 

· Document who worked on what and submit on schedule unless you contact me well AHEAD of the due date with a reasonable explanation for the work being late and a solid commitment for when it WILL be submitted. 

· Include headings and assigned persons for sections that have no content in the body of the document. The person responsible for the empty section will receive a 0 for the assignment. Period. 

· I will only accept one submission from the group, no minority reports. I assume your group has set internal deadlines so that there is time to assemble and edit together the final and agree as a group upon it as a release candidate for submission. 

· I also assume this and ALL intergroup communication has been documented in your group discussion area. 

· No documentation - no evidence; 

· No evidence - no slack. 

Shoot for 250 words per topic, or heading. (box in the table)
At 12point times new roman, double spaced, 1.5" left margin, 1" right and bottom margins, and 2" top margin for new headings, or 1" top margin for other pages, that's about a page. 

I'm much less interested in a technical report of what the case says related to the questions than I am in a detailed analysis of what those facts MEAN to the users and to the organization in terms of their effect on work processes, organizational structure and efficiency, and alignment with the strategic goals of the organization. Yes, the technical reporting can be precise, in fact, I would prefer it to be, but you should have no trouble hitting the mark with the analysis component if you are seriously thinking about the meaning of the case.


Case Formatting Specs

I am including the ones that are important for this course here for reference and will expect all future assignments to be formatted in this way. 

· Top margin: for the first page, 2", all others, 1" 

· Left Marging: 1.5" 

· Right Margin: 1" 

· Bottom Margin: 1" 

· Font: Times New Roman 

· Font Size: 12 pts 

· Line Spacing: Double-spaced 

· Paragraphs: 1st line tab indent 

· Headings: Bold and centered 

· All other text: left justified 

· Insert Group name, e.g. "Group 3" and the Assignment Number e.g. "2-1" in top left of header (if using Word)

This is the way you'll turn just about everything else you will do in, so it's a good idea to get into the habit now. 

Be certain to include in the document, just below the section heading the name of the person assigned the section, and the name of the person who actually completed the section if the person to whom it was assigned and agreed upon by the group failed to meet the group's submission deadline. 


 

Answer the Question Being Asked


One thing I have identified as an issue common to almost all the groups, and don't feel badly about this because it is completely to be expected at this stage of your development as case analyzers, is this: 

Your tendency to answer a question that I am not asking.

A nearly universal example is in this case I ask "What are the implications of the computer systems needs" Almost everyone responds by reciting the list of things that the major players have determined that they need. 

If I was interested in confirming that you all were able to read, I would ask the question "what are the major players' computer systems needs". You would then prove to me that you could read by listing the needs as they were expressed in the case.

What I asked was " What are the IMPLICATIONS of their computer needs." This is a VERY different question, is it not?

For instance, do their needs imply that they will have to invest in a more robust infrastructure, e.g. fiber backbone, larger servers, more servers, faster switches, 24 hour support? do their needs imply that users will require better computers, extensive off-site training, or will they have to be physically relocated during the transition? Will the transition have to happen in stages?

Do you recognize the difference in the two questions? The former requires you to simply parrot or summarize the contents of the book. The latter requires you to think about the issues, discuss within your group , and analyze the details of the case from the perspective of someone who might have to be responsible for making this happen. 

That's the objective for working these cases; to put you in the position of that IT professional who will implement the systems transitions and get you to develop a systematic approach for looking for trouble, for potential sticking points, for requirements for special skills, for hidden budget demands, for areas where extra work will be required to communicate and focus attention on cultural and behavioral factors that have the potential to affect the outcome of the project.

What's on the Final Exam?

All the questions on the final are long-form or essay questions. There are no T/F or MC questions. It is comprehensive and focused on the main issues and principles you will have extracted and generalized from the case studies. It is completely online 

90 minutes, seven questions = 12.86 minutes per question.essay-based and cumulative. Focus on concepts. It won't be important to know how many different networks there were at Langley.

How Much Effort Will I Have to Put into This Course?

The purpose of the individual assignments is to engage you in reflection about the topic of the assignment within the context of your own experience. By reflection, I mean several in-depth, analytical paragraphs for EACH ENTRY. I do NOT mean "same as above", or "Everything under content". This translates into about 100 words per heading. 

Your Case Study entries should be coming in at a MINIMUM of 250 words per heading or prompt. That's a page per heading minimum. If you had a case study worksheet with 10 questions, your case study should be at the barest acceptable minimum at least 10 pages long. The cases studies that get letter grades of B or better are going to run about 20 pages or more in length. 

Look at your case studies before you turn them in. If they are not meeting this standard, everyone in the group will pay the price in terms of an unsatisfactory grade. With 4 or 5 people in a group, you each should be writing about 5 pages of content for the group assignment per week. If you aren't meeting this standard, you will not do well in the evaluations. If you are having trouble coming up with that much, you are not applying your analytical powers to the question you are answering. This course requires minimal technical knowledge. It does, however, require a great deal of purposeful thought about what the information you read about the case MEANS within the framework of the questions you are supposed to answer. 

If you are analyzing to that level of depth, then you had better be coordinating your analysis with your group members so that you don't end up on opposite sides of the issues. As I've mentioned before, leave time before the due date to review the final draft as a group to make sure that the whole thing make sense and has no logical inconsistencies, contradictions, or overlaps.

I know this may seem overwhelming at first, but please understand that this is both normal and completely consistent with the normal professional activities of a technology project manager...except that you have much more time than they usually do. You will get better, and you will become more efficient in your analysis process through repetition.

Always begin by trying to determine what, exactly and concretely the measurable goals of the organization are. There is always a gap between what the goals are, and what the organization is able to accomplish, this gap is where the information needs of the organization are defined.

Keeping Your Eyes on the Prize

Keep in mind that the whole point of this class is to help you learn how to take vague, ill-defined problems and turn them into concrete, measurable action items. This is what IT managers do.

It's hard, but not impossible. 

For instance in the first case, one of the questions is something like, " What are the Information Needs of the Organization?"

In this case, the problem is actually fairly well defined, but it's the first one so it's a little easier. 

What does the organization say it needs in the text? 

It says on page 110 that it needs: 

· Up-to-date info on the progress and cost of an active project 

· Access to schedules of personnel assigned to a project 

· Consistent estimating results from their software 

· Complete info on client requirements and expectations 

· Better internal communication 

Start there and dig deeper into what these things mean. 

Clearly, you can see that you don't have to know anything about applications, networks, servers, routers or computers in general to answer that question. You don't need technical knowledge to answer any of the questions. All you need to do is ANSWER THE QUESTIONS!!!!!

Also, Let me say again. ONLY ONE SUBMISSION PER GROUP. No minority reports, no stragglers..

Decide who your submissions coordinator in your group is, and send me a message so I will know who to look for. 

I expect a little confusion in the first assignments, but get it straight early.

When in Doubt, Content is King

People usually make inquiries about graded versus ungraded cases. 

This has come up because of the content of some of our Articulate presentations.

The Articulate presentations have material in them from a version of this course previously delivered via handheld PDA to Coast Guard cutter crews. They did not have opportunity for feedback because they were deployed and so had separate written exams and a collection of written assignments in addition to the cases. We are redoing those presentations slowly, but some of them still have the old procedural info. 

All issues related to PROCEDURES and ASSIGNMENTS are to come from the d2l content. NOT from the presentations OR the Course Guide to which you may find links or references sprinkled throughout the course.
 
