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EDAD 638 PERSONNEL ADMINISTRATION




Summer  2014
 
Instructor:  _Dr. Karen Enos, Ed.D.    Office: 124      

Office Phone: 308-432-6436  e-mail: kenos@csc.edu
Office Hours: by appointment

 

Credit hours:  Three graduate credits (3)
 

Description: This course examines the theories, principles, and practices of school personnel administration with the focus including that of various personnel administration tasks including selection, in-service, performance evaluation, and professional negotiations. (CSC, Graduate Bulletin, 2011-2013)

 

Prerequisite: An earned baccalaureate degree from a regionally accredited institution of higher education. EDAD 638 is a prerequisite course for individuals who are seeking administrative endorsement in either a degree or certification program.
 

Required Text(s):  Rebore, R. (2011). Human Resources Administration in Education: A Management Approach, 9th Edition, Pearson

  


Standards for School Building Leadership:
 
A. Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by facilitating the collaborative development, articulation, implementation, and stewardship of a school or district vision of learning supported by the school community.
 
B. Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by promoting a positive school culture, providing an effective standards based instructional program, applying best practice to student learning, and designing comprehensive professional growth plans for staff based on identified needs.
 
C. Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by managing the organization, operations, and resources in a way that promotes a safe, efficient, and effective learning environment.
 
D. Candidates who complete the program are educational leaders who have the knowledge, ability, and dispositions to promote the success of all students by collaborating with families and other community members, responding to diverse community interests and needs, and mobilizing community resources.
E. Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by acting fairly, with integrity, and in an ethical manner.
 
F. Candidates who complete the program are educational leaders who have the knowledge and ability to promote the success of all students by understanding, responding to, and influencing the larger political, social, economic, legal, and cultural context.
 
Student Learning Outcomes:
This course is a required “core” course in the Education Administration Master’s program.  The Program Outcomes are referenced with Chadron State College Conceptual Framework for the Education Unit.  

 

Education Administration Program Outcomes:

1.    Lead and organize the collaborative development, articulation, implementation, and stewardship of a school or district vision of learning supported by the school community.  (Communication, thinking skills, human relations/diversity)

2.    Lead and promote a positive school culture, providing an effective standards based instructional program, applying best practice to student learning, and designing comprehensive professional growth plans for staff based on identified needs.  (Methodology/technology, professionalism, assessment, thinking skills, human relations/diversity)
3.    Lead and promote the success of all students by managing the organization, operations, and resources in a way that promotes a safe, efficient, and effective learning environment.  (Communication, thinking skills, methodology/technology, professionalism)
4.    Demonstrate the knowledge, ability and dispositions to promote the success of all students by learning how to collaborate with families and other community members and responding to diverse community interests and needs. (Communication, methodology/technology, human relations/diversity)
5.    Demonstrate the skill, knowledge, and ability to promote the success of all students by acting fairly, with integrity, and in an ethical manner. (Human relations/diversity, communication, professionalism)
6.    Demonstrate the skill, knowledge, and ability to respond to, and influence the larger political, social, economic, legal, and cultural context. (Professionalism, thinking skills, human relations/diversity)
7.    Demonstrate the ability to accept genuine responsibility for leading, facilitating, and making decisions typical of those made by educational leaders. (Communication, thinking skills, methodology/technology, professionalism, assessment, and human relations/diversity)
8.    Apply the manuscript style of the American Psychological Association (APA) to written work. 
 

Continue to develop as "Visionary Leaders" in the following areas:
Assessment: Know general assessment practices as related to the administration of the school, including the effects of laws and selection of "best practice."

Communication: Develop written and technological modes to develop effective, necessary, professional communication skills.

Critical thinking: Know theories and models as compared and contrasted with the demands of practice at all levels.

Human relations: Know how this essential component for administration relates to various groups involved with the school district, students and community.

Leadership: Examine models and effective practices at local, state and federal levels. Facilitate class discussion boards by individual students to promote individual growth.

Methodology: Examine strategies used by various power sources to enhance education at all levels.

Professionalism: Examine and practice ethical and professional principles of performance. 

Specific EDAD 638 Learning Outcomes
The student will be able to:

1.    Identify the development of human resources as a division within the administrative functions of a school district.

2.    Demonstrate an understanding of and be able to apply principles of professional development and human resources management.

3.    Apply effective job analysis procedures for instructional and support staff.

4.    Formulate a personnel development plan, endorsing the value of career-long growth, and utilizing a variety of resources for continuing professional development.

5.    Identify the legal and ethical frameworks for the human resources domain.

6.    Identify and apply equitable policies, criteria and process for recruitment, selection, induction, retention, compensation and separation of personnel with attention to diversity.

7.    Identify effective collective bargaining or written agreements.

8.    Apply graduate-level oral, written, and presentation skills to field experiences, class work, and assignments.

9.    Apply the American Psychological Association (APA) style to written work including all title/cover pages, citations, and references.

10. Continue to develop as a Visionary Leader.

  

Method(s) of Instruction:  Course methodology is web-based with threaded discussions, reading in texts and research articles, and reflective discourse between classmates and the instructor.  This course will attempt to model transformational and constructivist learning processes that encourage a concept of problem-posing, connections with prior experience, reflection, and reflective discourse that help shape a new understanding.

Student Behavior: 

Academic Honesty - Students are expected to conduct themselves in conformity with the highest standards with regard to academic honesty.  Violation of college, state, or federal standards with regard to plagiarism, cheating, or falsification of official records will not be tolerated.  Students violating such standards will be subject to discipline, as per campus policies articulated in the Student Handbook.  Please request a copy of the student handbook from the Vice President for Enrollment Management and Student Services (Crites, Rm. 336, 432-6231).

 

Attendance Policy – The College assumes that students will seek to profit from the instructional program and will recognize the importance of attending every class meeting of courses for which credit is expected.  Responsibility for notifying faculty of absences, and for arranging potential make-up, rests with the students.    In the case of online courses, participation in weekly discussion threads, thorough reading of course unit information and prompt replies to instructor web-communications are essential measures of course attendance.

 

Civility – Civil behavior enhances the academic setting, and is expected at all times.  Courtesy and respect for others are essential elements of the academic culture. The academic environment welcomes a difference of opinion, discourse, and debate within a civil environment.

 

Nondiscrimination Policy/Equal Educational Opportunity Policy:  Chadron State College is committed to an affirmative action program to encourage admission of minority and female students and to provide procedures which will assure equal treatment of all students.  The College is committed to creating an environment for all students that is consistent with nondiscriminatory policy.  To that end, it is the policy of Chadron State College to administer its academic employment programs and related supporting services in a manner which does not discriminate on the basis of gender, race, color, national origin, age, religion, disability, or marital status.   Student requests for reasonable accommodation based upon documented disabilities should be presented within the first two weeks of the semester, or within two weeks of the diagnosis, to the Disabilities Counselor (432-6268; Crites, Rm. 011).
 

Disclaimer:  This syllabus and schedule is articulated as an expectation of class topics, learning activities, and expected student learning.  However, the instructor reserves the right to make changes in this schedule that, within my professional judgment, would result in enhanced or more effective learning on the part of the students.  These modifications will not substantially change the intent or objectives of this course and will be done within the policies and procedures of Chadron State College.    

 

Course Requirements: It is intended that all courses on the graduate level shall require of students greater intellectual effort, more independence in reading and investigation, and more constructive thinking than do the undergraduate levels of instruction.
1.    Papers at 25 points each   
2.    Discussion Postings, partner dialogues with the person who responds to your paper and partner dialogues about someone else's paper  (10 points per dialogue)
3.    One significant Personnel Administration Project. (100 points).

4.    One legal case review three pages in length.  APA style @ 25 points.  (25 points total) 

  
Attendance: Regular attendance and active participation in online discussions and activities is required.

 I do not accept late work. Watch your time and the deadlines for assignments.
 
Course Topics
The organization and process of human resources
Human resources planning
Organizational climate and the human resources function
Recruitment
Selection and placement
Maximizing human performance: motivation and induction
Staff development
Performance evaluation
The compensation process
Collective bargaining
Legal aspects of human resources administration
The support personnel program 

 

A Key Instructional Methodology
Collaborative Learning and Online Learning---The Collaborative learning process is an important learning strategy for this course to promote authentic learning through questioning and understanding in sharing thoughts and ideas regarding the essential points from the readings and how the topic relates to your own experiences.  You will be sharing your thoughts with fellow scholars and I will expect you to dig deep and demonstrate knowledge of the research presented in the chapter by citing sources as you make your original post.
 

I know that sometimes technology can be frustrating so please do not hesitate to call me if you have any problems or concerns.  You may also call our CSC Sakai God, Bryant Serres at 308-432-4124.
  

Technology Issues
Because EDAD 638 is an ONLINE course we want to take special care to provide several technology reminders.  Here is a simple list of technology issues that are specific to the course and Chadron State College’s Sakai course management system.

1.    Sakai is a heavily Microsoft-based and relies on the compatibility of Microsoft Office products.  Students using Mac operating systems need to make sure their attachments are compatible with proper file extensions(doc./docx.).

2.    Chadron State College prefers the use of Microsoft Internet Explorer as the browser for properly opening Sakai course materials. 

3.    Again, Mac users need to double-check the browser issue.  Some students report that Mac users need to use Mozilla Firefox while PC users can’t.

4.    Checking your Sakai e-mail regularly is essential for students to stay current with instructor announcements and possible changes in course procedures. 

5.    All assignments and tests need to be submitted via the Sakai assignment link designated by the instructor.  Students should only send assignments via email attachment when approved by the instructor in advance.

6.    Audio and video clips may be used occasionally during the course.  Again, in most cases Microsoft Internet Explorer is required to open the video images.  Be sure to check you system to ensure that you have a functional Adobe Flash player or similar software installed.  (If you can get YouTube videos to work you should be fine.)
  

Grading Procedures:  Total points will determine your grade for this class. Grades are determined by the following scale:

                     100 – 93 = A 

                       92 – 86 = B

                       85 – 78 = C                 

                       77 – 71 = D 

                       70 and below = F

Reminder: I do not accept late work, so watch your time and deadlines. Papers are always due just before midnight, 11:55pm, and partner dialogues must be complete again by 11:55pm.  If you are in the middle of submitting a paper when your computer clock indicates the 11:55pm deadline, Sakai will count your paper as late. You must click on the Submit button before your computer clock reads 11:55pm in order for your submission to be on time. 
  

  

Suggestions for Personnel Administration Projects
 

Each chapter in our text provides a thorough discussion of key programs and procedures that districts and administrators should consider developing in order to enhance and support compliance initiatives relating to equal opportunity employment law and civil rights legislation relating to employment practice.  

I want you to choose a topic from one of the chapters such as Recruitment or Staff Development, and write out a detailed plan for your school district as if you were the current Personnel Director. 

Include the mission of the school district in which you would like to work.  

Include a table of contents and any data collection instruments. 

For clarity, I am providing outlines of two critical personnel programs in order to give students a vision of the types of “master plan components” to be included in key personnel administration programs.  As a rule, examples such as these tend to limit the creativity and quality of some learners.  In that light, please use research and your own intuitive knowledge to create a Project that will demonstrate professional expertise and scholarship.  I remain available to clarify with students who may have questions regarding their specific course Projects.

A Master Recruitment Plan

1.     Methods of Recruitment

(Provide examples including procedures or policy)

2.     Identified Constraints on Recruitment

3.    Analysis of Recruitment strategies based on the Theory of Occupational Choice.

4.    Examples of Advertisement, Brochures, and other sources of recruitment.

 

A Master Selection Process Plan

1.     Create a Selection Process that complies with equal employment law and civil rights legislation.

a.    Examples of written job descriptions.

b.    Established selection criteria.

c.    Examples of the written job vacancy.

d.    Established procedures for accepting applications.

e.    Established procedures for selection and interviewing of candidates.

 f.    Established procedures for offers of acceptance and rejection of candidates.

g.    Provide at least two examples of application and interview forms or materials for certified teachers and/or administrators and two examples of the same for classified personnel.

 

Rubric for Weekly Collaborative Partner Discussion Postings (2 partner dialogues worth 10 points each for a total of 20 points per chapter assignment)
 

	Criterion/Evaluation
	Level 1
	Level 2

	Content of the Postings
	Student’s responses reflect personal opinion, idea, or conclusion without support from course readings or other literature (4 points).
	Student’s responses reflections personal opinion, idea, or conclusion with support from course readings or other literature and is posted on time (8 points).

	Quality of the Interaction (feedback to partners)
	Student’s interaction and feedback with both a partner responding to the student's paper and the student responding to someone else's paper  involved supporting or challenging ideas of others (1 point).
	Student’s interaction and feedback with both partners involved support or challenging ideas of others and was posted in a timely manner (2 points).


  

Appendix B  
Writing and APA Tips 
Paraphrasing and Synthesis
 

The ability to clearly and concisely paraphrase or synthesize another’s work is one of the most important skills needed to write research papers and dissertations at the graduate level of education.  Although the terms are often used interchangeably, there is a distinction between the two.  Paraphrasing is restating something is a simpler or clearer manner by using other words.  Paraphrasing can also be a means of separating the wheat from the chaff of another’s words.  In this, you trim the paraphrase to include only the important idea(s).  The steps of paraphrasing follow:

1.      Read the original work two or three times.

2.      Do something else for a few moments.  Just make sure you don’t think about the original work.

3.      Write down what you believe to be important idea(s) of the original work.

4.      Check your paraphrasing against the original work.  If your original too closely matches the original, try the process again. 

5.      Sometimes there is phraseology from the original that is necessary to include in your paraphrasing.  Be sure to place quotation marks around these phrases.

6.      Parenthetically cite your source in one of the preferred ways.

 

Example:
 

ORIGINAL

“However, a greater number of American students may come to realize that their employers will expect a new level of personal cultural competence in order to compete in the global marketplace. Consequently, the curricula of degree programs in American higher education will rapidly transform as entrepreneurial and market-driven universities receive intensified pressure to provide graduates who are multiculturally competent, able to work in diverse settings, and knowledgeable of the global community.”

-Stromquist, N. P. (2002). Education in a globalized world. Lanham, MD: Rowman & Littlefield Publishers, Inc.

 

PARAPHRASE
1.      Stromquist (2002) believes that the force of economic globalization will lead to higher education curriculum that will produce graduates that can walk the world as employees. 

2.      The continued pressures of economic globalization will lead employers to pressure institutes of higher education to produces world savvy graduates (Stromquist, 2002).

 

Synthesis is a blending of others’ works together to show their relationship.  It might help to think of it as paraphrasing on a larger scale; however, you will be required to relate different works to each other.  Almost every paper you write in graduate school will require a literature review, which is a synthesis of the works related to your topic.  The steps for synthesis are similar to those of paraphrasing, except now you are paraphrasing entire works:

1.      Read the original at least twice.

2.      Once you have read it, write a two to three sentence summation of why the work is important to your paper and how it relates to your topic.  You might also write a brief explanation of how the work relates to other works in the field.  You must be faithful to the original.  Do not change the source’s ideas or intents.

3.      Sometimes there is phraseology from the original that is necessary to include in your summation.  Be sure to place quotation marks around these phrases.

4.      While writing your literature review, parenthetically cite your source in one of the preferred ways.

5.      Be sure to not just give a listing of work that has come before yours.  This bibliography method is boring, and it adds nothing to your work.  You want to place each work you cite in a context with each other work you cite.  Explain in your synthesis how they relate to each other and how the findings/results/opinions of one work inform those of another work.  You can also relate the main ideas of each work to a common theme or element of your topic.  Your research paper does not take place in a vacuum.  You are standing on the shoulders of giants, and the literature review (your synthesis of past works) shows exactly how you are balanced on those shoulders.

 

 

Online Resources:
http://owl.english.purdue.edu/  The Purdue Online Writing Lab is the gold standard for online writing help (includes APA and MLA style guides).  On this site search for the term “paraphrase” or go to https://owl.english.purdue.edu/owl/resource/563/01/ I was going to include more sites, but OWL really is comprehensive.  You can of course go to www.google.com and search “paraphrasing” or “synthesis writing”.

 

Reference Examples
 

Althbach, P.G., Berdahl, R. O., Gumport, P.J. (2005). American higher education in the twenty-first century: Social, political, economic challenges.  Baltimore: John Hopkins University Press

 

Note if you are reference a chapter in an edited book you need to reference the Author of the chapter and the give the book reference

 

Johnstone, B.D. (2005) Financing higher education: Who should say?. In Althbach,   P.G., Berdahl, R. O., Gumport, P.J. (2005). American higher education in the twenty-first century: Social, political, economic challenges.  Baltimore: John Hopkins University Press

 

Headings and Subheadings are to be in italics
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