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CD 40A

ADVANCED ADMINISTRATION OF EARLY CHILDHOOD PROGRAMS

(CD40A Syllabus)

REQUIRED TEXT:  The Art of Leadership:  Managing Early Childhood Organizations, Vol. 1 & 2, by Bonne & Roger Neugebauer

MEETING TIME: Wednesdays, 6:00-8:50

INSTRUCTOR:  Michelle Meredith

EMAIL:  miche11emeredith@aol.com  

IMPORTANT DATES TO REMEMBER:

· Last day to drop a semester-length course:  September 8, 2003

· Last day to register for class: September 8, 2003

THE INSTRUCTOR RESERVES THE RIGHT TO MODIFY THE SCHEDULE AND DATES OF LECTURE MATERIAL, READINGS, AND ASSIGNMENTS.   STUDENTS WILL BE GIVEN REASONABLE NOTICE OF ALL CHANGES.
OBJECTIVES:
1. Recognize the evolution of the historical events effecting Early Childhood Education (ECE). 

2. Recognize the importance of laws, regulations and licensing in establishing and maintaining quality ECE programs.

3. Identify major factors affecting the quality of ECE programs.

4. Demonstrate skills of critical thinking, applying knowledge of trends, theories, and philosophies in establishing a program.

5. Write a program description and philosophy

6. Plan, organize and write an operations manual for the ECE program.

COURSE REQUIREMENTS & POLICIES:

ASSIGNMENTS:


Assignments may vary weekly.  Students are expected to come to class prepared and ready to discuss reading assignments. Remember that your performance in class is directly related to how much time and effort you put into the class material. For every hour in class you will need to spend two hours studying out of class.

· PRESENITNG YOUR WORK:

· Please type all assignments unless specified by instructor. 

· All assignments must be neat and clearly labeled with the student’s name, the date, and the title of the assignment and class.  

· Papers should be doubled- spaced, 12 point font, spell-checked, one inch margins, stapled and without plastic binders that fall off or note books which make the paper hard to write on.  

· Take responsibility to present completed, polished work on time. 

·  Make a copy of any assignment that you hand in just in case you want to refer to it or it is misplaced. 

· All papers will be corrected for proper punctuation, grammar and spelling. 

· Assignments on torn out binder paper will not be accepted.

· LATE PAPERS WILL NOT BE ACCEPTED.  Projects are assigned well in advance and are expected to be submitted on time. 

1. If you know well in advance that you will be absent you can turn it in early or send your project with a classmate but the responsibility for making the due date is yours.

2. You may turn in your assignment at the REEDLEY COLLEGE SWITCHBOARD.  Make sure they stamp the date on it, and they will route it to me.

3. You may mail it to me: Michelle Meredith, 995 N. Reed Ave., Reedley, CA 93654.  (Postmark date will determine if a project is late).

ASSIGNMENTS AND POINTS

· Projected assignments & points

· ECE operations manual = 100

· Program brochure = 25 points

· Parent file = 30 points 

· Various Class Assignments = 5 points each

GRADES:


Your grade will be calculated by dividing your total points earned from the assignments by the total points possible giving you a percent grade.  The instructor can adjust all assignments and grading.  The grading scale is as follows:


100-90% = A


  89-80% = B


  79-70% = C


  69-60% = D


  59- 0%  =F

a. Grades are confidential.  I would be happy to discuss grades during office

hours.  Discussion of grades cannot take place in the classroom, while other students are present. 

b. If the instructor has calculated an in progress grade for you during the

semester, remember, this is “IN PROGRESS”, and the final grade may not be the same as the “IN PROGRESS” grade, should the student fail to complete the remainder of assignments with the same level of quality.

c. Always talk to the teacher of record for anything pertaining to this class. 

d. Finals week is too late to notify the instructor of problems.  Be sure to talk to the instructor early in the semester, when something can be done.

Accommodation for student with disabilities

If you have any special needs as addressed by the American with

Disabilities (ADA) act including alternate media requests, please notify your course instructor immediately.  Reasonable efforts will be made to accommodate your special needs.

ATTENDANCE:

           Regular attendance is an important requirement of this class.

1. If you are not here when roll is taken – you are tardy or absent.

2. If you miss three (3) class the instructor may drop you.  If you are dropped after the drop date you receive a letter grade of “F”.

3. If you cannot attend class, students are advised to have another student in the class pick up handouts and share notes, etc.

4. Attending class is for registered students only. 

ACEDMIC SUCCESS:

1. In order to succeed at the highest level in college, be sure to utilize the Reedley College services that are available.

a. Tutorial

b. Disabled Student Services

c. Computer lab

d. Library

e. Counseling

2. College success means planning ahead and scheduling everything

RESPECT:

Students are expected to manage their schedule and arrive on time.

1. If you need to leave early, notify the instructor ahead of time.

2. If you would like a copy of something, allow 2-5 days for processing.

3. Please turn off cell phones and pagers during class time.

4. TIMING IS EVERYTHING – use common sense and consideration.
CHEATING:
 Students are expected to conduct themselves according to the Student Conduct Standards.  Cause for discipline include, but are not limited to:

A. Dishonesty, including but not limited to cheating, plagiarism, or furnishing false information to the college.

B. Threat of physical abuse, on or off college property, of the person or property of any member of the college community or of members of his/her family. 
Tentative Course Schedule

	Week #
	Dates
	Topic(s)
	Readings

	1
	8/20
	Course Expectations
	

	2
	8/27
	Role of the Director; Stages of Directing
	Handouts.

	3
	9/3
	NO CLASS
	

	4
	9/10
	Overview of Early Childhood Programs & Establishing a Philosophy
	Handouts

	5
	9/17
	Philosophy, Goals & Description
	Handouts

	6
	9/24
	Licensing & Certifying – Title 22 & Developing A Center Facility – Title 22
	Handouts

	7
	10/1
	Grouping & Enrolling Children; Health & Safety Issues
	Handouts

	8
	10/8
	Staffing the Center – Title 22; Promoting the Center
	Chapter 16

	9
	10/15
	Health & Safety Issues; Food and Nutrition
	Chapter 5

	10
	10/22
	Equipping the Center
	Handouts

	11
	10/29
	Budget & Funding
	Chapter 7

	12
	11/5
	Budget (con’t)
	Chapter 8

	13
	11/12
	Evaluating the Center and Assessing Children
	Handouts

	14
	11/19
	Personal Management
	Handouts

	15
	11/26
	Personal Development
	Handouts

	16
	12/3
	Working with Families
	Chapter 3

	17
	12/10
	Reporting Child Abuse/Referrals/Support
	Handouts

	18
	12/17
	FINAL EXAM:  6:00-8:00
	


ASSIGNMENTS

PARENT FILE: 30 points





DUE 12/3/03

Create a file to use for parent resources. Collect information (articles, handouts, brochures, etc.) on the topics listed below.   Organize your Parent File so that it is a useful tool for providing information to parents.  You might choose to use individual file folders for each of the following topics and place them in a file box or place the resources in a large 3-ring binder, separating topics with dividers   A minimum of 30 resources are required to earn the 30 points for this assignment.

Child growth and development          
Ages & stages

Health





Nutrition

Communicable diseases


Seat belt laws

Sudden Death Syndrome


Shaken Baby Syndrome

Child abuse




Water safety

Magazine resources


Local resources

Special education resources

Vaccination recommendations

Other: anything you think would be valuable to parents

PROGRAM BROCHURE: 25 points 



DUE 10/22/03

Be creative.  Remember you are trying to attract people to your program.

Name, location, contract person, phone numbers, objectives & philosophy, hours, cost, adult child ratio, and anything else that would be informative but not overwhelming.  DO NOT COPY ANOTHER PROGRAM’S BROCHURE, AS YOU WILL NOT RECEIVE ANY POINTS.

OPERATION MANUAL: 100 points




DUE 12/10/03
This is your own manual.  You can borrow information from other preschools but you cannot use their title on forms.  Some of these areas will be addressed in class, but you do not need to wait until they are to begin!  This manual will be returned to you on 12/17/03.  

· Divided manual into major areas

*Program philosophy (follow outline)

*Program description

*Accreditation 

*Goals of program

*Philosophy of ECE

*Floor plan

*Budget & finances

*Basic accounting information and explain how you arrived at budget.

*Fees, tuition & miscellaneous cost

*Parent contract form

*Equipment budget, classroom or teacher budget etc.

*Physical facility plan 

*Cleaning schedule

*Maintenance task checklist

*Floor plan: must include indoor and outdoor space (planning space and purchasing equipment)

*Criteria for selecting toys, materials and equipment for children

*Classroom supplies list

*Fire drill procedure and schedules

*Zoning issues

*Transportation requirement

*Hours open

*Personnel management

*Job descriptions for every level

*Duties and responsibilities

*Minimum qualification for each job (education, etc.)

*Credential requirements and experience

*Applications and hiring process

*Supervision and evaluation procedures of personnel

*Management style (decision making procedures) and philosophy

*In-service training procedures and scheduling

*General staff records and procedures

*Membership in professional organizations

*Procedures for when staff or other personnel are absent

*Staff diversity 

*Personal rights

*Confidentiality procedures both children and staff

*Reports and Records

*Child abuse and neglect brochures and filing procedures

*Student accident report

*Communicable diseases reporting or exposure notices to   parents

*Physician’s report

*Children’s behavior and discipline policy

*Fire drills procedures and schedules

*Procedures for parents arriving to early or to late to pick up their child

*Sign in and out sheet

*Who can sign child in or out?

*Contract (employees and parents)

*Daily schedule

· Health and safety issues

*Nutrition: include menu, snack menu, meals offered, & ingredients

             
*Health: include procedures for sick children, prescription 

medications, and diet

             
*Immunizations records and infectious conditions and reports

             
*Safety: include emergency procedures & map

   
 *Head-lice procedures

             
*Yards rules

    
*Class rules

             
*Discipline procedures 

· Assessing, Recording, and Reporting Children’s Progress

*Developmental screening and evaluation procedures

*Assessment & progress of children procedures and schedules

· IEP & IFSP samples and referral procedures (This has to do with special education forms)

· Parents’ as Partners

Working with parents

Parent education 

Parent involvement

You may include other items that are appropriate to your program.
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