CHAMINADE UNIVERSITY OF HONOLULU

COURSE SYLLABUS

M.ED603 Managerial Communication and Personnel Issues for Administrators
Fall Session 2008

	INSTRUCTOR:
	First and Last Name: Debbie Hallof
Email: debbiehallof@yahoo.com
Work Phone: 255-7591 (cell)


	OFFICE HOURS: 


	By appointment

	TIME and LOCATION:

	Wednesdays 6:45 – 9:45 pm
ED 102

	TEXT:  
	Rebore, Ronald J. Human Resources Administration in Education: A Management Approach, 8th Edition, Boston: Allyn & Bacon 2006
ISBN# 0-205-48507-3

	LIVETEXT:
	Submission of Signature Assignment and other assignments as identified by instructor require a LiveText account.  Login to LiveText at www.livetext.com 

	WEB-BASED COURSES:


	Go to: http://webct.chaminade.edu
Choose “login to my WebCT” and enter your student password. The course will be listed on the left side of the screen. Follow the commands.  

If you do not see your course listed or have difficulty logging in, please contact Jon Nakasone at jnakason@chaminade.edu


	CATALOG DESCRIPTION:  
	Focuses on communicating effectively as a manager. Students will increase their appreciation of the vital role of managerial communication in managing personnel through a series of exercises and assignments.



	MAJOR COURSE TOPICS
	1. Organizational and Contextual Dimensions of Human Resources Administration

2. The Use of Technology in Human Resources Administration

3. Human Resources Planning

4. Equal Employment Opportunity and Affirmative Action

5. Recruitment f Personnel 

6. Selection of Personnel

7. Placement of Personnel 

8. Induction of Personnel

9. Staff Development of Personnel 

10. Performance Evaluation of Personnel

11. Compensation of Personnel 

12. Collective Negotiations 

13. Legal and Ethical Issues

14. Human Resources Policy Development



	M.ED.
PROGRAM OUTCOMES:

All 5 M.Ed. program outcomes are not addressed in all courses.  The program outcomes emphasized for this course are highlighted in BOLD.
	The M.Ed. program prepares graduate candidates who are able to apply practice, theory, leadership, scholarship and communication.  Therefore, the successful candidate:

1. (PRACTICE) demonstrates on-going commitment to the progress and well being of the learner, to the school and professional community, and to his/her own professional and intellectual development;

2. (THEORY)  differentiates between and critique major theories currently driving the field as important empirical, historical, philosophical and conceptual studies;

3. (LEADERSHIP)  applies reform-based practice characterized by caring, mutual respect for diverse populations, collaboration and actively involving students in experiences that allow the construction of meaning and promotion of self-responsibility for learning;
4.  (SCHOLARSHIP) demonstrates the ability to critique and analyze academic literature and research methodology; and

5. (COMMUNICATION) composes academic prose for a variety of audiences including peers, professors, and the larger professional community.



	STUDENT LEARNING OUTCOMES:

	Outcomes
	How will outcome be achieved?

(e.g., Assignments, reading, lecture, fieldwork, etc.)

	
	1. To identify the major human resources issues facing educational administrators in our contemporary society

2. To develop the ability to analyze issues confronting educational administrators from a human resources perspective

3. To develop a professional approach to communication, solving problems and confronting issues in the practice of human resources leadership


	1. Reading

2. Simulations

3. Case Studies

4. Problem –based learning/Inquiry-based learning
5. Assignments

6. Group Discussions

	ACADEMIC REQUIREMENTS:
	

	Signature Assignment
	Comprehensive Problem-Solving Case Study: This final project will provide the opportunity to demonstrate a thorough understanding of the key issues covered in this class and apply them to a problem or need in there own school. There are two components to this project and they are a final written paper to be submitted tot the instructor in the final week of class and an oral presentation to all students in the final class session.
Signature Assignment = 35 points (paper = 25 and presentation = 10)


	Other Assignments
	Group Discussion (weekly participation) = 5 points
Problem-based case studies (4) = 15 points each for 60 points total



	Grading Scale
	A = 90 - 100
B = 80 - 89

Less than 80 points (C grade) will not be credited towards the graduate degree and the student will need to repeat the course.

	UNIVERSITY POLICIES:
	Attendance
Students are expected to attend regularly all courses for which they are registered. Students should notify their instructors when illness prevents them from attending class, and make arrangements to complete missed assignments. Notification may be done by calling the instructor’s campus extension, or by sending an email to the instructor. It is the instructor’s prerogative to modify deadlines of course requirements accordingly. Any student who stops attending a course without officially withdrawing may receive a failing grade. 

Writing Standards
All work submitted by Chaminade University students must meet the following writing standards. Written assignments should:

1. Use correctly the grammar, spelling, punctuation, and sentence structure of Standard Written English. 

2. Develop ideas, themes, and main points coherently and concisely. 

3. Adopt modes and styles appropriate to their purpose and audience. 

4. Be clear, complete, and effective. 

5. Carefully analyze and synthesize material and ideas borrowed from sources. In addition, the sources of the borrowed material should be correctly acknowledged to avoid plagiarism. 


Plagiarism - “Plagiarism is the offering of work of another as one's own. Plagiarism is a serious offense and may include, but is not limited to, the following:

1. Complete or partial copying directly from a published or unpublished source without proper acknowledgment to the author. Minor changes in wording or syntax are not sufficient to avoid charges of plagiarism. Proper acknowledgment of the source of a text is always mandatory. 

2. Paraphrasing the work of another without proper author acknowledgment. 

3. Submitting as one's own original work (however freely given or purchased) the original exam, research paper, manuscript, report, computer file, or other assignment that has been prepared by another individual. 

Please refer to your Student Handbook, General Catalog, and the Education Division Policy Manual for other important institutional and academic policies including more detailed information regarding Plagiarism, Classroom department, Freedom of Expression, Add/Drop, Disabilities, and others.




	WEEKLY SCHEDULE

	No.
	Date
	Major Topic 
	Required Reading Prior to Class
	Assignments Due

	1
	10-08-08
Class
	(Introduction & Overview
(Class approach and outline

(Signature Assignment

(Systems Thinking

(Discussion: course and program expectations

	
	

	2
	10-15-08
Class
	(Organizational Dimensions
( Discussion: Describe how the dimensions of the HR function are interrelated?
( Exercise: Organizational performance assessment
	(Chapter 1 
(Baldrige Performance Excellence Criteria for Education
	

	3
	10-22-08
On-line
	(Strategic Planning

(Competencies

(Human Resources Planning
( Discussion: Compare & contrast the various methods of HR forecasting.
( Exercise: Leadership and Management assessments
	Chapter 2
Additional assigned reading
	PBL Case from Chapter 1

	4
	10-29-08
On-line


	(Recruitment
(Selection

( Discussion: How are recruitment & selection interrelated?
( Exercise: Mock meeting preparation
	Chapter 3 & 4
	PBL case from Chapter 2

	5
	11-05-08
Class
	(Placement & Induction
( Discussion: Describe mentoring & explain why it is such an effective method of induction.
( Exercise: Design induction program
	Chapter 5
	Project concept paper

	6
	11-12-08
Class
	(Staff Development
( Discussion: Discuss the benefits of an effective staff development programs.
( Exercise: Design staff development program
	Chapter 6
	

	7
	11-19-08
Class
	(Performance Evaluation
( Discussion: Explain how performance evaluation benefits both the employee & the school district.
( Exercise: Construct ideal administrator evaluation process and forms
	Chapter 7
	PBL case from Chapter 6

	8
	11-26-08
On-line
	(Compensation
(Collective Negotiations

( Discussion: Describe the variables that affect compensation programs.
( Exercise: Develop a process to create a voluntary fringe benefits program
	Chapter 8 & 9
	PBL case from Chapter 7

	9
	12-03-08
On-line
	(Legal Ethical and Policy Issues in HR
( Discussion: Should public school employees have the right to strike?
( Exercise: Problem based ethics case study
	Chapter 10
	

	10
	12-10-08
Class
	(Project Presentations
( Next Steps

( Systems Model Review
	
	( Final copy of projects due
( Project presentation


Note:  This schedule is tentative and is subject to change.  Changes will be announced in class or via email.


ISLLC Standards and This Textbook

LINKAGE BETWEEN ISLLC STANDARDS AND TEXTBOOK

The Interstate School Leaders Licensure Consortium (ISLLC) is a program sponsored by the Council of Chief State School Officers. Through this program, professionals from twenty-four state education agencies and representatives from various professional associations crafted a set of model standards for school leaders. The standards are compatible with the new curriculum guidelines for school administration established by the National Council for the Accreditation of Teacher Education (NCATE). Further, the ISLLC standards are being used by many states in the assessment of candidates for administrator certification and licensure.
There are six standards. Each standard is operationalized through three dimensions: knowledge, dispositions, and performances. The contents of this book will help those seeking certification and licensure to understand certain ideas and concepts which are usually part of the assessment procedure. What follows is a listing of those standards along with their dimensions and the chapters of this book which contain the information.

STANDARD 1

A school administrator is an educational leader who promotes the success of all students by facilitating the development, articulation, implementation, and stewardship of a vision of learning that is shared and supported by the school community.

Knowledge

The administrator has knowledge and understanding of:

· the principles of developing and implementing strategic plans

· information sources, data collection, and data analysis strategies

This Standard and its accompanying Knowledge are treated in Chapters One and Two.

STANDARD 2

A school administrator is an educational leader who promotes the success of all students by advocating, nurturing, and sustaining a school culture and instructional program conducive to learning and staff professional growth.

Knowledge

The administrator has knowledge and understanding of:

· applied motivational theories

· diversity and its meaning for educational programs

· adult learning and professional development models

Dispositions

The administrator believes in, values, and is committed to:

· life long learning for self and others

· professional development as an integral part of school improvement

· a safe and supportive learning environment

Performances

The administrator facilitates processes and engages in activities ensuring that:

· professional development promotes a focus on student learning consistent with the school vision and goals

· life long learning is encouraged and modeled

· there is a culture of high expectations for self, student, and staff performance

· technologies are used in teaching and learning

· a variety of supervisory and evaluation models is employed

This Standard and its accompanying Knowledge, Dispositions, and Performances are treated in Chapters Two, Six, Seven, and Eight.

STANDARD 3

A school administrator is an educational leader who promotes the success of all students by ensuring management of the organization, operations, and resources for a safe, efficient, and effective learning environment.

Knowledge

The administrator has knowledge and understanding of:

· theories and models of organizations and the principles of organizational development

· operational procedures at the school and district level

· principles and issues relating to school safety and security

· human resources management and development

· legal issues impacting school operations

· current technologies that support management functions

Dispositions

The administrator believes in, values, and is committed to:

· making management decisions to enhance learning and teaching

· high-quality standards, expectations, and performances

· involving stakeholders in management processes

· a safe environment

Performances

The administrator facilitates processes and engages in activities ensuring that:

· emerging trends are recognized, studied, and applied as appropriate

· operational plans and procedures to achieve the vision and goals of the school are in place

· collective bargaining and other contractual agreements related to the school are effectively managed

· the school plant, equipment, and support systems operate safely, efficiently, and effectively

· financial, human, and material resources are aligned to the goals of schools

· organizational systems are regularly monitored and modified as needed

· responsibility is shared to maximize ownership and accountability

· there is effective use of technology to manage school operations

· human resource functions support the attainment of school goals

This Standard and its accompanying Knowledge, Dispositions, and Performances are treated in Chapters One through Ten.

STANDARD 5

A school administrator is an educational leader who promotes the success of all students by acting with integrity, fairness, and in an ethical manner.

Knowledge

The administrator has knowledge and understanding of:

· professional codes of ethics

Dispositions

The administrator believes in, values, and is committed to:

· the principles of the Bill of Rights

· bringing ethical principles to the decision-making process

· accepting the consequences for upholding one's principles and actions

Performances

The administrator:

· demonstrates a personal and professional code of ethics

· protects the rights and confidentiality of students and staff

· demonstrates appreciation for and sensitivity to the diversity in the school community

· fulfills legal and contractual obligations

· applies laws and procedures fairly, wisely, and considerately

This Standard and its accompanying Knowledge, Dispositions, and Performances are treated in Chapters Two and Ten.

STANDARD 6

The school administrator is an educational leader who promotes the success of all students by understanding, responding to, and influencing the larger political, social, economic, legal, and cultural context.

Knowledge

The administrator has knowledge and understanding of:

· the importance of diversity and equity in a democratic society

Performances

The administrator facilitates processes and engages in activities ensuring that: • communication occurs among the school community concerning trends, issues, and potential changes in the environment in which schools operate the school community works within the framework of policies, laws, and regulations enacted by local, state, and federal authorities

This Standard and its accompanying Knowledge and Performances are treated in Chapter One, Two, and Ten.

Council of Chief State School Officers, Interstate School Leaders Licensure Consortium: Standards for School Leaders (Washington, DC: The Council, 1996), pp. 10, 12-15, 18-21.
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