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COURSE DESCRIPTION



This course is designed so aspiring and current school administrators can acquire a new sophistication in the creation and management of school business practices.  The course will also illustrate how community demands, state and federal mandates for educational and fiscal accountability have provided impetus for adding and upgrading the position of school business administrators.



Applications and analysis of concepts related to each unit is an integral part of the course requirements.  Students will also be evaluated on speaking, writing, reading and listing effectively.

COURSE OBJECTIVES

The student will be able to:

INSTRUCTION

A. Explain the context, function, practice, and process of school business administration.

B. Conceptualize a school business administration function.

C. Understand how finances affect effective operations of public schools.

D. Develop a budget for a public school system.

E. Discuss the importance of maintaining accurate record on a daily basis.

F. Explain how purchasing powers and responsibilities are affected by state and federal mandates.

G. Acquire knowledge of the expenditures of the school’s consumable supplies, equipment and transportation.
H. Explain how a survey of physical facilities can determine the current usage, conditions, and estimated costs of upgrading school facilities, including technology.

I. Demonstrate knowledge pertaining to the development of public school budgets. 

This objective will be accomplished by requesting each student to obtain a budget for an entire school district.  Analyze this budget by stating the weakness, strengths, methods of improving this budget, and recommendations for reducing expenditures by $50,000 next year.

J. Demonstrate knowledge of upgrading school facilities that will incorporate technology in a public high school in you school district.
This objective will be accomplished by requesting each student to devise a plan that will be feasible for utilizing computers in the classroom.  State the amount of money that needs to be included in your current budget and where it will come from.

STUDENT SERVICES

K. Communicate an understanding of a school business administration function.

This objective will be accomplished by requesting each student to explain his/her position on upgrading facilities for students who need special services to accommodate the use of wheel chairs on a daily basis.  Write a 5-10 page position paper, using five current references.  Discuss your position orally, using visual aids to assist with conveying ideas.

MANAGEMENT SKILLS
L.  Illustrate knowledge of school management skills in grade P-12.

A. Discuss the characteristics of school business administration.

B. Discuss the maintenance and management of material resources.

C. Discuss management of time, stress, controversies, conflicts, and crises.

These objectives will be accomplished by passing the midterm and final examinations.

D. Illustrate ability to use current technology to facilitate management.

This objective will be accomplished by students making oral presentations pertaining to specific administration, decision-making and solutions.  Devise a method of utilizing computers in the classroom.  Each student must have access to a computer on a daily basis.  Teachers must use computers to communicate with the principal, assistant principal, etc.

EVALUATION PROCEDURES

ASSIGNMENT






POSSIBLE POINTS

Analysis of school budget (Interview Fiscal Officer)



25 Points

Technology Plan (computers in classroom)




75 Points

Position paper (oral presentation)





75 Points

Plan for the construction of new school building



25 Points

Discuss various ways the school business administrator could be

Involved in personnel terminations and reductions in custodial services 
25 Points

Book Report (related to management; oral presentation)


25 Points

Interview with superintendent (oral presentation)



25 Points

Midterm Examination






          100 Points

Final Examination






          100 Points
Journal Articles 5 @ 10






50 Points

TOTAL







          525 Points

GRADING PROCEDURES

525-475 Points = A

474-424 Points = B

423-374 Points = C

373-324 Points = D

323 Points        = F

Any student requiring alternative formats for testing and/or handouts for this course, or other type of accommodations, due to handicapping conditions, should notify the instructor within the first week of classes.

Visual aids are to be used when making oral presentations.

FORMAT FOR JOURNAL ARTICLES
1.  What is the problem or area of concern?

2.  State three main ideas that were stated in this journal.

3.  State three pros and cons of this article.

4.  What did you learn from reading this article?

5.  State three to five ways you can benefit from this article as an administrator.

FORMAT FOR CONCEPT AND POSITION PAPERS

1.  Introduction

2.  Pros of the topic (use at least 3 authors)

3.  Cons of the topic (use at least 3 authors)

4.  Your concept or position on the topic

5.  Summary of all four concepts or positions on the topic

6.  Benefits to school administrators.

7.  Recommendations to beginning and veteran school administrators.

FORMAT FOR ORAL PRESENTATIONS

1.  Introduction

2.  Main Ideas (pros and cons)

3.  Your concept/position on topic

4.  Summary of main ideas and your concept

5.  How can this topic benefit school administrators?
6.  Recommendations to beginning and veteran school administrators.  

FORMAT FOR BOOK REPORT

1.  Statement of author’s purpose (your opinion of why the book was written).
2.  Main ideas (perspectives advanced in the book).

3.  Theoretical contributions

4.  How can practicing school administrators benefit most from this book?

5.  Strengths and weaknesses of this book (poorly written, easy to understand, valuable   

     information, etc.)

6.  How can this book benefit you professionally as aspiring school administrators?

7.  What personal contributions did this book offer you?
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	DATES
	ASSIGNMENT
	COMMENTS/REMARKS

	01-15
	Introduction/lecture
	

	01-22
	Lecture/class activity
	

	01-29
	Journal Article # 1
	Class Discussion

	02-05
	Analysis of School System Budget
	Class Discussion

	02-12
	Technology Plan
	Oral Presentations

	02-19
	Article # 2
	Class Discussion

	02-26
	MIDTERM EXAMINATION
	

	03-05
	School Safety Plan
	Class Discussion

	03-12
	Position Paper
	Oral Presentation

	03-19
	Journal Article # 3
	Class Discussion

	03-26
	SPRING BREAK
	

	04-02
	Journal Article # 4
	Class Discussion

	04-09
	Book Report
	Oral Presentations

	04-16
	Personnel Termination
	Class Discussion

	04-23
	Journal Article # 5
	Class Discussion

	04-30
	Interview with Financial Officer
	Class Discussion

	05-07
	FINAL EXAMINATION
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