
CHAMINADE UNIVERSITY OF HONOLULU

EDUCATION DIVISION SYLLABUS

EDUC 744 Managing Communication and Personnel Issues

Summer 2013
	INSTRUCTOR:
	Jennifer Roney, Ph.D.

   503-939-6703
   jennifer.roney@adjunct.chaminade.edu

   jlroney03@gmail.com


	OFFICE HOURS:


	By appointment, given that we will see each other each day, please feel free to set up a time to chat about any issues that come up.


	TIME and LOCATION:
	June 3rd through June 14th 


	TEXTS: (required)
	Natemeyer, W.E., and P. Hersey (Eds.).  2011.  Classics of Organizational   

   Behavior.  Long Grove, IL: Waveland Press.

Seyfarth, J. T. 2008.  Human Resource Leadership for Effective Schools.  

   Boston, MA: Allyn & Bacon (Pearson).

Additional readings may be added during the two weeks of class.  These will be case studies and very short articles, generally with real world examples.



	LIVETEXT:
	Submission of Signature Assignment requires a LiveText account.



	CATALOG COURSE DESCRIPTION:
	This course focuses on principles of supervision, with an emphasis on teacher and other instructional staff, and on communication strategies to facilitate positive, reflective and focused supervision of school personnel.



	PROGRAM LEARNING OUTCOME (PLO):


	PLO #5:  Demonstrate knowledge and skills in managing personnel.

	COURSE ORIENTATION and

COURSE LEARNING OUTCOMES (CLOs):
	This course is about how to manage people and personnel issues in educational settings.  It’s about developing the perspective, instincts, and tools for helping people to perform effectively in schools.  As such, one goal for the course is to help you become familiar with the central theories concerning how people operate at work and what’s needed for them to routinely succeed and accomplish good work.

Course Learning Outcome #1:  Demonstrate an understanding of the central theories of human behavior at work and the ability to apply theories to make sense of personnel issues in school settings.

When we’re talking about managing people at work, we’re really thinking about ourselves as well.  After all, it’s our management skills and perspectives we’re looking to advance in a course like this.  What this means is that this course is also centrally about you managing and working with others.  Consequently, a second goal of the course is to facilitate your understanding of how you operate in your own school.  In tandem with examining what the management theorists have to say, this course will encourage you to identify your personal theories and assumptions about managing people … yourself and others.  This facet of the course requires that you use the reading to do some substantive reflection on your unique perspective and how you came to think and act the way you do.

Course Learning Outcome #2:  Demonstrate understanding of your own “theory” of people at work as well as your own strengths and opportunities for growth in managing others.

Of course, while expanding your understanding of people at work is valuable, left at that it could just make you smarter about why you failed this time or how your school did you in.  So understanding isn’t enough.  This course is also intended to provide you direction for managing effectively.  In the end, you should know what’s needed for people to perform successfully at work, know the management actions and communication that will facilitate effective performance, and understand the components of a human resource management system that will support school success.

Course Learning Outcome #3:  Demonstrate the ability to be a scholar-practitioner, to use knowledge of management research to determine appropriate actions and communication when facing personnel issues at work.

In order to help you achieve these objectives, there are four course activities for you to take part in and accomplish.  First, do the assigned readings prior to the class session in which discussion of them will take place.  Second, provide written documentation of a teacher/staff interview and an analysis paper, which assesses that interview using course materials.  Details concerning this assignment will be included in the first class session.  Third, participate effectively in course activities.  Fourth, complete the final exam.

This course is constructed as a master’s level seminar.  All members of the class are expected to contribute their knowledge and experience to the course.  The reading and participation requirements of the course may be personally challenging.  This is by design.  Taking on the demands of managing people in schools requires that we 1) integrate past and present research on people at work with an eye toward how organizations will function in the years ahead, 2) use the theories to examine ourselves in organizational contexts so that we can move toward having work lives we enjoy in our own futures, and 3) push our own skill development so that our knowledge can have an impact on our success in managing others.  These goals suggest that our plates will be full in this course… and that we have the opportunity for a significant learning experience as well.



	ESSENTIAL QUESTIONS and RELATED CLOs:


ACADEMIC REQUIREMENTS:


Course Assignments

                   Grading


	In what ways can management research be used to shape your management practice for greater effectiveness in helping yourself and others experience personal and professional success at work? (CLO #1, #3)

 How does the absence or presence of alignment between your theory in 

 use and your espoused theory of management affect your effectiveness as 

 a school administrator in managing personnel issues? (CLO #1, #2, #3)

 In what ways does your school environment influence your ability to be 

 effective in your management work? (CLO # 2, #3)

Case and Reading Responses
We will begin most morning with a discussion about issues related to managing people.  These discussions will require you to prepare case analysis or thoughtful responses to questions based on the readings, research you have performed, and/or your own experiences related to the topic under discussion.  Use these as an opportunity to dig deeper and to probe questions you have about the “hows”, “whats”, and “whys” of human behavior.
Prepare a one-page answer to each question.  Upload this assignment to eCollege and be prepared to discuss the morning that assignment is due.

Individual Interview - Documentation and Analysis
A critical skill for school administrators is to be able to understand and work with individuals to enhance their motivation, abilities, and productivity.  In this course we will focus on the issue of understanding and give you practice in having the kind of conversations you need to in order to become an even more effective manager.  This assignment asks you to interview one of your classmates, using questions provided by the instructor.  You will document the interview and provide an assessment of the information you gathered for your assignment, using the organizational behavior theories and behavior-performance model used in the course.  The interview protocol and paper format will be provided in class.  Due dates for the interview documentation and analysis are provided on the assignment schedule later in this syllabus. 

Course Exam
This course is intended to enhance your familiarity with the central perspectives on leading people at work and your ability to engage those concepts critically in ways that will benefit your other coursework in the Educational Leadership program, your own work satisfaction and performance, and your efforts as an administrator.  To give you a head start on critical thinking about people at work in schools, we will include this opportunity at the final exam for you to integrate what you’ve learned in the course. 

Your course grade will be based on the following weighting of assignments and activities:

Case and Reading Responses        


                                   30%

Interview documentation and assessment paper


            30%

Final exam








20%

Participation                                                                                                  20%

Students who receive “A” grades have evidenced thorough understanding of theory and management practice.  They have sought opportunities to contribute to class discussions each day, and their contributions have reflected preparation, insight, and the willingness to take risks.  They communicate effectively, both in speech and in writing.  Management knowledge and skill development are evident in class assignments.  The participation of these students has added substantively to the learning available in the course.

Students who receive “B” grades have evidenced an adequate understanding of theory and management practice.  Typically one or both of these could be developed further in the scope of the course.  They contribute to some class discussions, and their participation when called on has shown preparation for the class.  Their communication skills are satisfactory, both in speech and in writing, though there are opportunities for improvement in one or both to be professionally functional.  Management knowledge and skill development is evident in class assignments.

Students who receive “C” grades in the course have evidenced inadequate performance and understanding of course material.  This grade is typically earned through lack of preparation and/or thorough attention to assignments, and limited participation in class discussion and activities.  Communication skills are often in significant need of improvement to be professionally adequate.

Students who receive “F” grades have not completed required assignments and/or have missed three or more class sessions.



	Attendance
	Education Division Attendance Policy

(Revised 3/8/10)

As stated in the Chaminade University Catalog, students are expected to attend all classes for courses in which they are registered. 

Students must follow the attendance policy as stipulated in the syllabus of Education Division courses. Penalties for not meeting the attendance requirements may result in lowering of the grade, withdrawal from the course, or failing the course.

1. Excused Absences. 

1.1 Since it is expected that students will participate in all class sessions, excused absences are only granted in exceptional situations where evidence is provided by the student to the instructor. Examples would include illness (with verification by a doctor) or the death of a close family member. Students should notify their instructors when a situation prevents them from attending class and make arrangements to complete missed assignments. While notification of the instructor by a student that he/she will be absent is courteous, it does not necessarily mean the absence will be excused. 

1.2 In cases where excused absences constitute a significant portion of a course’s meetings (e.g., more than 20% of on-ground course meetings, or a significant portion of online or hybrid courses), the instructor should refer the case to the Dean with a recommendation on how the case should be handled (e.g., withdrawal or incomplete). 

2.    Unexcused Absences. Chaminade University policy states that in cases 

       where unexcused absences are equivalent to more than a week of 

       classes the instructor has the option of lowering the grade. In the 

       Education Division we have added detailed guidelines to cover different 

       types of courses and class schedules:

1.2 Hybrid courses (online combined with 3 or more on-ground meetings):  One absence from on-ground  classes lowers grade one letter. Two or more absences from on-ground meetings results in failure or withdrawal.  
       For the online portion of the course the instructor will specify and 

       enforce expectations for online participation and receipt of 

       assignments appropriate to the design of the course.

1.3 Online courses and online portion of hybrid courses:  The instructor will specify and enforce expectations for online participation and receipt of assignments appropriate to the design of the course.  For online/hybrid courses failure to log in for one week is equivalent to an absence in a traditional on-ground course.  Two weeks of not logging in constitutes grounds for removal of the student from the course.  

3.    Tardy.  10% of class time (on-ground) missed is equivalent to ½ class 

       absence (i.e. missing 18 minutes of a  3 hour class is equivalent to a ½ 

       class absence; missing 24 minutes of a 4 hour class also equates to a ½ 

       class absence).  

4.    Additional Notes.

       4.1   If a student does not logon to an online or hybrid course for the first 

               two weeks, the instructor should notify the Dean and the student will 

               be withdrawn from the course.

  4.2  Any student who stops attending an on-ground course or stops 

         participating in an online course without officially withdrawing may 

         receive a failing grade.

   

	UNIVERSITY POLICIES:

Attendance

Writing Standards

Plagiarism

Diversity/Full Inclusion  
	As stated in the Chaminade University Catalog, students are expected to attend all classes for courses in which they are registered. Students must follow the attendance policy of the Division as appropriate for the course format (on-ground, hybrid, or online). Penalties for not meeting the attendance requirements may result in lowering of the grade, withdrawal from the course, or failing the course.

A summary of the Education Division’s attendance policy is attached at the end of this syllabus.

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 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 acknowledgement to the author.  Minor changes in wording or syntax are not sufficient to avoid charges of plagiarism.  Proper acknowledgement of the source of a text is always mandatory.

2) Paraphrasing the work of another without proper author acknowledgement.

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 and the Graduate Catalog for other important institutional and academic policies including more detailed information regarding Grading, Plagiarism, Classroom Deportment, Freedom of Expression, Add/Drop, Disabilities, and others.

Chaminade University of Honolulu is committed to a policy of non-discrimination and recognizes the obligation to provide equal access to its programs, services, and activities to students with disabilities.  If a student is in need of accommodation due to a documented disability, he/she should contact the Counseling Center at 735-4845 or 739-4603.  A determination will be made if the student meets the requirements for documented disability in accordance with the Americans with Disabilities Act.  It is important to contact them as soon as possible so that accommodations are implemented in a timely fashion.

Beyond the legal requirements Chaminade’s Education Division is committed to an integral, quality education that begins with respect for the complexity and diversity of each person. Subsequently, faculty members attempt to engage the whole person with quality courses and activities that challenge the intellectual, emotional, aesthetic, physical, and ethical dimensions that make up each student's life experience.  




Course Schedule

June 3rd – People and Work: What is it all about?
In our first day we will explore the relationship between people and work.  We will examine why we work and the role that work takes in our lives. Topics will include: Psychological Contracts, Theories of People and Work and an Overview of the course.
Readings (From Classics in Organization Behavior):     

The Individual and the Organization


Argyris

The Human Side of Enterprise


McGregor

June 4th – Individual Differences: Know thyself and others
Today we will learn a bit about what research has told us about the way we differ and we will learn more about our own strengths in leading people.  Through a series of self-assessments and group discussions we will examine the most notable differences and how to see and use them as strengths rather than weaknesses both in yourself and in others.  Distinctions are made between personality and attitudes and their implications for the behavior of individuals at work.  We will also examine the implications of personality theory for people's career choice and development tasks, as well as the role of emotions in guiding work efforts.

Readings:
How to Choose a Leadership Pattern

Tannenbaum & Schmidt


Emotional Intelligence




Goleman

Reading Response:  Describe your preferred leadership pattern using Tannenbaum and Schmidt’s article to frame your discussion. How does this approach fit the context that you use it in?   
June 5th  – Recruitment and Selection: Picking the right people
Individual Differences impact both who and how we hire.  Today we will examine how the distinctive attributes of people at work should impact the design and conduct of recruiting and hiring practices.  We will also distinguish those attributes of individuals that need to be addressed through employee development.

Reading:

HR Leadership for Effective Schools

Chapters 2, 3 and 4

Case Response:
HRLES Ch. 3, Case #2, Question #2 

June 6th – Motivating People at Work: How to get people to be the best they can be
In order for people to work effectively, they need to be both willing and able to do so.  Ensuring individuals’ willingness to work involves facilitating their motivation.  Today we will explore both what motivates people and how people are motivated.  We will also examine organizational and managerial elements, which enhance and diminish individuals’ motivation.  Organizations can have a significant impact on whether an employee’s motivation is sustained or diminishes over time.  Structures and rewards are two important ways that motivation can be influenced.  We will consider how to structure evaluation protocols and compensation systems to maintain employee motivation.

Reading:
A Theory of Human Motivation


Maslow



Expectancy Theory




Campbell, Dunnette, et. al. 



One More Time…




Herzberg
The Folly of Rewarding A While hoping for B
Kerr


HR Leadership for Effective Schools
Chapter 5, 8 & 9
Case Response:
HRLES Ch. 5, Case #1, Questions #1 and #2

June 10th – Power and Influence
The bottom line interest of most organizations, when it comes to its people, is that they are productive and effective.  While motivation is an essential contributor to these outcomes, it is insufficient on its own to create them.  When people come to work they are almost always looking to do good things for themselves and for their organizations.  Folks who are able to consistently do both tend to experience impact, achievement, and success.  Today we will identify why work effectiveness requires that individuals have sufficient power and ability, and we will examine the forms of power which contribute to work effectiveness.

Reading:
The Bases of Social Power



French & Raven

Who Gets Power




Salancik & Pfeffer


Cosmopolitans and Locals



Gouldner

Reading Response:

Reflecting on Gouldner’s article do you consider yourself

 



to be more of a cosmopolitan or a local?  What impact

 



does this have on your power at work?

June 12th – Interpersonal and Group Dynamics: Working together for successful schools
A critical contributor to school and organization success is the ability of administrators to develop trusting and productive relationships and to use social influence.  Dyadic and small group relationships are critical to developing reciprocal support toward meeting school objectives e.g. inducting teachers in a supportive manner and providing opportunities for professional development.  Today we will examine the tools that will provide you those abilities and the routes you can take toward securing them in your school and school system.

Reading:
Groups and Intergroup Relationships


Schein

HR Leadership for Effective Schools


Chapters 6, 7 
Reading Response:
Identify an issue that you have found to divide groups in your school or in another context.  Describe that situation using the Schein’s article as a foundation.  What strategy(ies) described in Schein’s article might work to resolve the issue you described?  What would not work? And why?
June 13th – Culture: What underlies the work we do
School culture can be the leading contributor or impediment to success regarding effective management.  Today we will explore the challenges that cultures present to establishing a positive, engaged and effective workforce.  We will discuss ways to identify cultural characteristics and how to understand the dynamics at play.  Then we will examine ways to transform cultures through small acts and knowing when to influence and when to encourage others to do so.  Finally, we will examine the idea of a Learning Organization as one model for establishing a effective school culture.
Reading:
The Learning Organization



Senge

HR Leadership for Effective Schools


Chapter10

Case Response:
HRLES Chapter #10, Case #2, Question #1

June 13th – Influential Communication at Work: Communicate, communicate, communicate
On our last day we will be integrate all that we have learned in a number of ways.  Everything we have discussed including recruitment, performance appraisals, managing conflicts and developing trusting relationships require effective communication and lots of it!  We will examine communication, perception, building trust, which are all essential to creating an effective working environment.  In addition, you will given an opportunity to test your knowledge using the final exam as an opportunity to integrate the ideas we have covered in class.  Finally, we will discuss a plan for how we will use the material covered in this class to create healthy, happy and effective relationships and schools.
Reading:
The Johari Window




Hall
Article Response:
Identify one issue that you find most difficult for dealing with at your school or in another work situation you have been involved with.  Examine this issue from the Johari Window.  After learning more about managing people and more about yourself over the term, can you identify any potential blind spots that you might have noticed before?
Instructor Background Information

Jennifer Roney, Ph.D.
Jennifer Roney is an experienced educator, consultant and leader across multiple sectors.  She combines her experience with her passion for developing solutions to today’s challenges that are at once performance-based and values-based.   She believes that each person who opens his/her mind to learn has the opportunity to play a significant role in shaping the trajectory of our future in a positive way.  

Jennifer was born in Kansas City, Missouri but was raised in Northridge, California.  After receiving her BA in Economics from UCLA, she worked for the Hughes Aircraft and Eastman Kodak Companies in Southern California.  She then received her MBA degree from San Diego State University where she focused on management science and modeling for process improvements.  Jennifer applied her graduate education at General Dynamics in San Diego as a Financial Manager. While at General Dynamics participated on the corporate Total Quality Management (TQM) implementation team and led the efforts for the Space Systems Division. The lessons learned from this project prompted her interest in the dynamics that impact change processes in organizations.

While pursuing her PhD from the University of Utah, she studied the processes of change within the context of the dramatic changes occurring in Central and Eastern Europe in the 1990s. Jennifer received a Fulbright Scholarship and a National Security Education Program Grant to explore the amazing transformation occurring in Poland. This experience greatly influenced the way she views organizing and how we can facilitate organizational transformation through the understanding of the context and values of participants.

After returning to the United States she taught and consulted in leadership, cross- cultural management, technology management, organizational theory and design, and marketing research. She has taught at Southern Methodist University in Dallas, Texas, Pepperdine University in Malibu, California and Willamette University in Salem, Oregon.  After serving as Associate Dean for Willamette University’s Atkinson School of Management, she searched for ways to manage efficiently while simultaneously preserving what we truly valued in life. The timing was finally right and she quickly found many of the solutions she was looking for in Sustainability.  Since then, she have taught at Bainbridge Graduate Institute, a fully integrated sustainability MBA program and developed and led a similar program for Alliant International University in San Diego, CA. In addition, she founded Reframe Solutions, an innovative sustainability consulting and training firm that provides training that is accessible and affordable for most organizations.  Jennifer also delivers certification training for the Global Reporting Initiative (GRI) through ISOS Group.  

Jennifer lives in Portland, Oregon with her husband Kevin and two dogs, Nieko and Trojka.  Their wonderful daughter, Delaney, attends the University of Denver and has just returned from studying in South Africa at Stellenbosch University this fall.  

