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PURPOSE OF THE COURSE


The purpose of this course is to engage the student in a critical study of school personnel administration and some pertinent issues relative thereto: in addition, opportunities will be provided for the student to review practices, principles, and problems of school personnel in light of personnel issues projected during the study.

TEXTBOOK

Rebore, Sr. R. W. (2005).  Personnel administration in education.  7th edition.  Boston:


Allyn and Bacon.
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OBJECTIVES
Objective 1:  To establish the rationale and organizational structure which supports 



effective human resource administration.

1. Discuss the major issues that have fostered government involvement in the educational process.

2. List some advantages for developing policies in the school organization.

3. Discuss the three major categories of role description for the superintendent of schools

4. Discuss trends in school administration related to the superintendency.

5. Study and describe the organization chart for a large school district (10,000 or more students).

6. Enumerate the goals of the personnel function.

7. Study the outline used by the author for developing a job description and be able to fill-in significant information.

8. Study and discuss recommendation D of the Commission on Excellence in Education.

9. Define the following terms: Administration, line, staff, tenure, and academic freedom.

Objective 2:  To develop the process of manpower planning to enable a school

           district to have the right number of people with the right skills, at the

           right place, at the right time, to assure that the organization will 

           achieve its objective.

1. Discuss four aspects of assessing human resource needs.

2. Using the techniques (s) from the AASA Handbook, be able to use birth rate, enrollment data, and retention of students to predict student enrollment.

3. Discuss advantages and disadvantages of the demographic survey to predict enrollment.

4. List and briefly discuss some commonly asked questions about reduction in force (RIF).

5. Discuss the eight steps from federal guidelines that provide a framework for affirmative action compliance.

6. Discuss the conclusions that provide direction to school districts in their efforts to construct and implement any affirmative action program.

7. Summarize the provisions of the Rehabilitation Act of 1973.

8. Enumerate ways to insure against discriminating against women in employment.
9. Define the following items: demographic survey, RIF, affirmative action.

Objective 3:  To recognize the benefit(s) of a good recruitment program as a process 
acquiring the number and type of people necessary for the present 

and future success of the school district. 

1. Discuss some variables that influence the extent of recruiting activities.

2. Briefly discuss possible constraints on recruiting candidates for positions.

3. Enumerate and briefly discuss factors that influence the career choices of prospective candidates.

4. Give some advantages and disadvantages for the practice of promotion from within.

5. List several methods of recruitment.

Objective 4:  To develop and implement a selection process to enable management 

to hire individuals who will be successful on the job. 

1. Discuss the process and some techniques used in a “job analysis”.

2. Differentiate an interview from an ordinary conversation.

3. Discuss some problems in using letters of reference to select the appropriate applicant for a job.

4. Using the steps in the selection process, discuss each one in a brief manner focusing on the most significant concepts and ideas.

5. Define the following terms: job description and interview.

Objective 5:  To understand the process of placing an individual in an assignment 



and orientating him/her to the school system and school community.

1. Discuss the role of the superintendent in handling placement of                   employees. 

2. Discuss several variables that must be considered in trying to fulfill the wishes of employees in making assignments.
3. List the universal objectives common to all induction programs.
4. Discuss the two major categories for an induction program.
5. Outline a four-phase time sequence in the induction orientation program for new teachers.
6. Comment on constant suggestions to school boards for first-year teachers.
7. Study the responsibilities that professional staff members have to newly hired teachers in the orientation process.
Objective 6:  To acquaint the student with concepts, principles, and models 



employed in the staff development process.  

1. Differentiate between training and education.

2. Discuss the six separate and sequential processes necessary to create a staff development program.

3. Discuss the tasks to be performed by various components within a school district to assure a successful staff development program.

4. Discuss the process of a staff development program design and list several methods used in program delivery.

5. Summarize the benefits that a staff development program can offer a teacher.

6. Discuss the premise on which teacher centers are founded and some of the concerns or problems related to teacher centers.

7. Define the following terms: needs assessment, teacher center.

Objective 7:  To understand the appraisal of individual employees from a central 



office perspective with emphasis on the development of procedures,

 the use of instruments and methods, and the legal considerations in

 the process.

1. Discuss the universal reasons for appraisal given by Rebore.

2. List the steps in the appraisal development process and briefly discuss each one.

3. Enumerate questions that should be addressed in every set of evaluation procedures.

4. discuss the two basic categories used to develop evaluation instruments.

5. Discuss causes for which a tenured teacher may be terminated.

6. Discuss legal aspects of a termination hearing against a tenured teacher.

7. Discuss termination procedures for a probationary teacher.

8. Study the performance indicators developed in the Lindbergh School District.

Objective 8:  To understand the importance of motivators and principles in 



establishing a reward system for school employees.

1. Discuss five major variables that must be considered in constructing and developing a reward policy.

2. Differentiate between intrinsic and extrinsic rewards and direct and indirect compensation.

3. Outline and briefly discuss guidelines to be used to develop fair salary decisions to employees.

4. Discuss the effects of salary on motivation.

5. Explain the two most commonly used processes to present salary decisions to employees.

6. Briefly explain the basic principles that may be used to maximize the effectiveness of presenting salary and wage decisions to employees.

7. Discuss the two methods commonly used by the school districts to review compensation programs.

8. List the categories of payroll deductions.

9. List some types of fringe benefits.

Objective 9:  To understand the process of collective negotiations and how 



administrators and teachers may participate in the process.

1. Discuss the important elements of the Wagner Act amended by the Taft-Hartley Act.

2. Summarize the legal status of state laws governing public employee collective bargaining.

3. Differentiate between multiple and exclusive recognition.  Give the reasons for using exclusive recognition in education.

4. Discuss the “community of interest” principle.

5. Enumerate reasons for administrators turning to collective bargaining.

6. Describe the composition of a negotiating team representing the school district.

7. Discuss mediation, fact finding and arbitration as remedies for an impasse.

8. Discuss tactics or strategies used by teachers and administrative organizations in strike situations.

9. Define the following terms: collective negotiation, and scope of negotiation.

Objective 10:  To develop an understanding of contract management and some of 



 the legal aspects of personnel management.
1. Discuss the five basic components of a valid contract.

2. Differentiate between criminal and civil laws.

3. List the guidelines that should be used to diminish the chance of a lawsuit when handling personnel files and writing references.

4. Demonstrate ability to write sample personnel policy for three dimensions of the personnel functions (see text).

5. Define the following terms: tort, defamation, and negligence.

Objective 11:  To demonstrate ability to conduct scholarly research and write a 



  research paper recording the research, analysis, and findings.  

EVALUATION AND MINIMUM STANDARDS
To pass this course the student must pass objective 11 plus 7 other objectives and earn 70% of the total possible course points.

To pass an objective the student must earn 70% of the possible points for that objective.

Examinations:  Objectives 1-10 will be evaluated during two examinations, a midterm and a final.  Objectives 1-5 will be evaluated on the midterm and objectives 6-10 will be evaluated on the final.  Each objective will be worth 20 points.  The student must earn 14 points to pass an objective.  (Note: An objective may be tested by asking several questions on an exam, but the total value of all those questions relation to that single objective is 20 points.)

Research Paper:  Objective 11 will be evaluated through the student researching and writing a scholarly paper on a current school personnel administration issue approved by the instructor.  The research paper will be: 1) word processed; 2) use research material that is no more than 5 years old; and 3) contain not less than twenty pages of double-spaced text in the body of the paper.  The research paper will be graded based upon research and documentation (25%), organization (25%), support, analysis and conclusions (25%), and proper writing mechanics (25%).  The research paper is worth 100 points and is a critical objective; that is, it must be passed to pass the course.
Homework Assignments, Assigned Readings and Presentations:  Each student will be asked to do homework assignments, reading and an oral presentation during the course to demonstrate increasing mastery of school personnel administration and related issues.  This work will have a total value of 100 points.  All assignments will be evaluated based upon adherence to the assigned task, completeness and accuracy of work, and timely submission.  The oral presentation will be evaluated based upon research (25%), organization (20%), delivery (40%), and visual aids (20%).
GRADING

To obtain the letter grade “A”, the student must achieve 90-100% of the course points, pass objective 11 and 9 of the ten other course objectives.

To obtain the letter grade “B”, the student must achieve 80-89% of the course points, pass objective 11 and 8 of the ten other course objectives.

To obtain the letter grade “C”, the student must achieve 70-79% of the course points, pass objective 11 and 7 of the ten other course objectives.

To obtain the letter grade “D, the student must achieve 60-69% of the course points, pass objective 11 and 6 of the ten other course objectives.

To obtain the letter grade of “F”, the student must fail to achieve “D” standards.

TEXTBOOK AND RELATED REQUIRED READING
1. Bland, Michael, and Peter Jackson.  Effective Employee Relations.  London: Kogan Ltd., 1990.

2. Carver, John Boards That Make a Difference.  San Francisco: Jossey-Bass Publishers, 1990.

FORMAT FOR READING CRITIQUES

1. Use A5 X 8 @ index cards.

2. Limit your readings to journals and periodicals from 1996 to the present.

3. Summarize the author’s main ideas on one or two cards.

4. Read articles for this course rather than resubmitting readings.

5. Write on one side of each card only.

6. Write legibly or type.

7. Include a brief quote.

8. Conclude with a sentence or two expressing your personal reaction to or judgment of the article.

Provide the following information on your critiques:

Course Unit







Your Name










Course Prefix










and Number










Date

USE APA STYLE

Summary:

Quotable Quote of 1 or 2 sentences.

Your personal reaction to or judgment of the article.

Written Presentations

Evaluation Form


 Research (25%)

     Accuracy of facts contained in presentation

     Completeness of data included in the presentation







 Organization (25%)

     Clear, concise, understandable thesis

     Clearly stated main point and supporting points that support the thesis

     Writing produces a smooth, coherent flow from introduction to conclusion 









 Support (25%)

     Integration of factual data into paper

     Clear relevant relation of supporting data to main points

     Support provides depth and texture to the thesis and main points


 Correct Writing Mechanics (25%)
     Correct spelling, grammar, and punctuation throughout paper

     Correct citing and documentation of sources

     Paper in proper form and format





 Instructor Observations:

Oral Presentations

Evaluation Form


 Research (25%)

     Accuracy of facts presented in presentation

     Completeness of data included in the presentation







 Organization (25%)

   Clear, concise, understandable thesis

   Clearly stated main and supporting points that support the thesis

   Presentation design leads to a smooth flowing from introduction to conclusion


 Delivery (40%)
     Clear articulation and presentation, strong vocal resonance/projection

     Establish and maintain eye contact with the audience

     Present prepared, knowledgeable, professional Image
     Start on time and stop on time

  Visual Aids (20%)
     Clear, easy to see, easy to interpret, accurate information

     Effectively used in presentation

  Instructor Observations:
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