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Course Guide Educational Management

I. General Information

Course Title: Seminar: Educational Management

Program Affiliation: Educational Economy and Management

Course Credit: 2 semester hours

Prerequisites: Graduate student status in the Education Program or permission of the
instructor.
Instructor: Dr. Jiangtao Zhao

Catalog Description:

Development of management skills that enhance leadership. Includes understanding yourself,
managing yourself, team building, personnel selection, group and individual
decision-making, goal setting, problem solving, leadership/management development,
conducting performance appraisal interviews, dealing with challenging people, and other
topics of current interest.

Text/Other Resources:

Covey, S. R., et. Al. First Things First, Simon & Schuster. (most recent edition)

Allison, M. & Kaye, J. (1997). Strategic planning for nonprofit organizations: A practical
guide and workbook. New York: John Wiley and Sons, Inc.

Parker, G. M. (1996). Team players and teamwork. San Francisco: Jossey-Bass Publishers.

1. Course Rationale:

This course was designed to provide you with an opportunity to the knowledge and confidence
about certain topics and in a number of skills that will help you be successful leaders of change in
today’s schools, college or university.

1. Conduct of the Course:



The course is divided into two sections. A brief list of topics, goals and /or objectives or key
questions related to each section follows. These serve to give a general direction to each class but
are not intended to restrict your learning.

Topics: Underlined parts indicate possible topics for reading cards.

The first 10 topics will be included. If time allows, some of the other topics will be covered. If
so the class will determine their order of priority.

1. Understanding yourself and others:
a. Identifying your strengths and weaknesses.

b. Learning how to use your knowledge of yourself and others in motivating, communication,
and making decisions.

2. Empowering others (Delegating)
a. rationale for and arguments against
b. step-by-step approach to effective delegation
3. Managing yourself (Time management)
a. Steps to follow in improving your ability to use time effectively.
b. Identification of time wasters and discussion of ways to reduce them.
4. Making Meetings ( and Committees) More Effective
a. Characteristic of effective meetings and committees
b. Techniques for improving meetings and committees.
5. Developing an Effective leadership and Management Development Program
6. Group Goal Setting
a. characteristics of good goals
b. aproven strategy for setting goals in a group setting.
7. Recruiting, Selecting, Orienting, Training and Developing Successful People
a. good practices in personnel selection and recruiting, training and developing
b. do’s and don’t for interviewing
c. writing behavioral descriptive interview questions
8. Conducting Performance Appraisal Interview.
a. Do’s and don’ts.
b. Practice in conducting.
9. Dealing with challenging people & Managing interpersonal and inter-group conflict
a. Approaches
b. practice
Managing interpersonal and inter-group conflict
a. causes of interpersonal and inter-group conflict
b. techniques for avoiding conflict

c. Strategies for resolving conflict.



10

11

12
13
14
15

. Group problem-solving

a.
b.

C.

problem-solving vs. decision-making
steps in problem-solving

practice

. Making decisions in groups

a.
b.

C.

the continuum of decision-making
knowing when to use which approach

Strategies for resolving conflict.

. Managing stress

. Working with a secretary

. Faculty and Student Relationship.

. Strategic Planning (SP)

a.  What are the trends, issues, and problems (TIPs) facing education on now and in the
future?

b. How can SP be used to cope with today’s and tomorrow’s TIPs?

c. What is your definition of strategic planning? Are there difference between strategic
planning and long-term planning? If so, what are they?

d. Name and describe the steps you could suggest an institution follow that was
interested in SP.

e. What are the advantages and disadvantages of SP?

Avre there differences between vision and mission? If so, what are they?

What, if any, are the perquisites for a successful SP?

«Q

16. TEAM BUILDING

State the reasons why teams are necessary

List in three categories (must have, should have, could have), the characteristics of the
kind of team you would like to be a member of. List as many in each category as makes
sense to you.

list, in order, the most important responsibilities of a team leader in an effective team
name the five most predictive signs of trouble in a team

Assume you are the formally appointed leader of a team: Describe the natural tendencies
of your kind of leader style and point out the potential problems of your leadership style
and for each, what you must do to avoid it becoming a real problem for you.

Assume you have been appointed leader of a start-up team. Outline, in order, the steps
you would take to create an effective team, placing each under one of the four stages of a
developing team.

Describe the actions you would take if your team exhibited the problems you have seen
in teams you have been a member of (name at least five).

Assume that you are newly appointed president of Zhengzhou College (you name the
institution) and, after only two weeks on the job, you discover that, at all levels,
administrators do not function as a team (vertically and horizontally). Describe, in order
that actions you would take to get all administrators to function as a team.

V. Requirements



The course will consist of the following actives. A description of each follows.

Readings Cards (Appendix A) 10/15 90 pts
Small projects (Appendix B) 70 pts
Preparation for, and contribution to, class discussion 50 pts
Sentence outline of paper 10pts
Term paper 100 pts
Annotated bibliography 50 pts
Paper Presentation 50 pts
Total 420 pts
1. Readings

Reading reports related to certain topic are required. Reading reports are to contain the minimal elements
shown in Appendix A. They will not be returned to you; consequently. If you wish to make a copy, please
do so before turning them in. Points will be awarded for acceptable reading as follows:

If submitted on time 3-4 points each
If submitted late 1-2 points each

A total of 10 reading cards are expected for a maximum of 120 points. These are to be done on topics
above. You determine the topics and the number of cards/ topic so long as you choose at least three
topics and none are on the same topics as your paper. Reading care are due (but are
welcomed anytime).

2. Small projects

Occasionally there will be outside assignments related to one of the topics. These are graded on a “\/”
(meets expectations) or “—” (below expectations) basis. Work that is below expectations will be returned
and must be redone within one week of it being returned to you.

Since these assignments are presented in class, it is vital to the success of the class that they should be
done on time. For that reason, any assignment of this type that is not ready at the assigned class will result
in a loss of % the points possible for that item.

A list of these assignments is shown in Appendix B together with the points that may be earned from each.
A total of 120 points is possible.

3. Preparation for and contribution to class discussion.

You are expected to contribute to class discussions. There are two primary reasons for this. First, you need
to gain practice in speaking clearly and succinctly. Second, you and your classmates are valuable
resources that need to be tapped. The primary basis of your contributions should be a combination of
insights and questions stimulated by your reading, our class sessions, or your personal experiences.

Points will be awarded for participation in class discussion as follows:

¢ Consistent attendance, active participation...............ccocoeeeerrnee. 31-40 points
e Usual attendance, active participation..........c..ccccevveverivsierernnnne. 21-30 points
e Usual attendance, little participation...........c.ccccoeverivnenniecnn 11-20 points
e Rare attendance, little/no participation.............cc.ccoevevvivivecvennennn, 0-10 points



4. Sentence Outline of Paper (10pts)

By  May 1%, | you are to submit a sentence outline of your proposed paper, a list of
descriptors used in making your literature review, reference aids used, and a tentative bibliography.

5. Paper

One short paper (7-15 pages maximum, typed, double-spaced) will be required. Acceptable topics are
shown in Appendix C. Other topics may be accepted provided they relate to the course and are
approved by me in advance. Turn in two copies-one by email and one hard copy.

The expected composition of your paper is contained in Appendix C. Appendix D contains the
grading rubric.

6. Annotated bibliography

By __ June 1%t you are to furnish me (and your classmates) a copy of a single spaced annotated
bibliography of at least 10 very carefully selected works on the topic of your paper (at least 2 of your
resources from books). The annotations must in chronological order (alphabetized by year). Each
annotation should be 3-5 sentences in length and proceeded by complete bibliographic information.
This is worth 50 points. Note: the bibliography is to be furnished to me in hard copy; you may e-mail
it to your classmates.

Participation & Missing Class

Your participation is essential to the success of this course. It will be over 10% of your grade. To participate
fully you should have finished the required readings and participate in the class in such a way as to
indicate reflection on the questions and issues.

If unavoidable circumstances happen, you should:

1. Contact me by phone or email.
2. Contact a classmate and arrange him/her to make an extra copy of any handouts | might pass out.
3. Complete all work assignment.

Miscellaneous (&#&#fH]) procedures:

Inclement weather - because some of you may need to travel some distance, we will only cancel class in
extreme weather situations. If that is the case, by the time the furthest of you must leave home a decision
will be made. We will determine that time during the first class period. This will be available by e-mail or
by calling my office. Use your best judgment. Your safety is more important than any grade.

Academic Dishonesty

Although I sincerely hope that the following never applies to you or anyone in my classes, each instructor is
encouraged to include a statement on academic dishonesty. According to Ron Gordon, a student of
University of Arkansas in 1988, academic dishonesty is any behavior on the part of a student that is
intended to cause the student to indicate a level of mastery of a course that the student has not actually
achieved, or any behavior which is intended to cause another student to indicate a level of mastery either
higher or lower than that actually achieved. This definition can be divided into 4 categories of dishonest,



based upon loci of control and motivations. The four categories are:

1. Personal dishonesty - behavior with an internal locus of control and internal motivation. This is behavior
in which the student acts by him/herself, for him/herself, such as using crib notes or plagiarism.

2. Cooperative dishonesty - behavior with an external locus of control and internal 1 motivation. Here
students cheat in cooperation with other students to help themselves, such as arranging to sit next to
someone who will allow copying.

3. Dishonesty to help others - behavior with external locus of control and external motivation. This behavior
is the opposite of number 2 above. Allowing someone to copy or taking a test for someone else are such
behaviors.

4. Dishonesty to harm others - behavior with internal locus of control and external motivation. Here
students attempt to make other students reflect lower grades so their own compare better. Interfering with
another student's work is such behavior.

If any form of academic dishonesty should occur, a 0 will be given.

Conferences with Instructor

My email is listed on the cover of this document. | read my e-mail at least once a day. All possibility will be
made to return your email within 24 hours.

Caveat (¥iHA)

The syllabus represented the course at it was planned prior to the beginning of the class, in the event of
extenuating circumstances, | will notify you.

Appendix A

Guidelines for Preparation of Reading Reports
| prefer that you use B5- one typed page per source. Use the following format:
Course: Educational Management
Topic: (from syllabus)

Your name:

Source: For a book or book chapter, give author, title, place of publication, publisher’s name, date of
publication, chapter, and page numbers. For a journal article, give author, title, name of journal, volume
number, date, and page numbers(s).

How located: include keywords used when you performed a computer search.
Author’s purpose: brief statement of what you believe that author was out to accomplish.
My summary: Brief listing in your words, of what you learned, each in short sentence form.

My analysis/appraisal: your opinion as to whether or not the author achieved his/her purposed purpose
and your reactions to the value of the work.

My questions: questions that the article generated for you. Questions are not required, if the article
generated some, include them!



Your recommendation: state whether or not you would recommend that this reference be made known to
other students.

My criteria for evaluating reading reports are listed below:

wh PR

No ok

Did you adhere to all elements required in report format?

Were you concise? Clear? Use good grammar?

Relevance. Did you exercise good judgment in selecting the article? (date of article does not
determine this!)

Scope. Was the scope of the article either too broad or too narrow?

Age. Did you select materials that were out of date? (date written does not determine this!)
Synthesis. Did you demonstrate good ability to summarize what you learned?

Analysis. Did you demonstrate good ability to critically analyze the work?
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