CHDEV 40B – Advanced Administration of Childhood Programs
Course Syllabus

Course Section: 51774 
Instructor: Linda Conde
Unit load: 3
Phone:  559 940-0364
Class Meets:  Th 6:00 to 8:50 PM
E-mail:

Room:  CCI 205
linda.conde@reedleycollege.edu
Required Text:  “Administration of Programs for Young Children”, 8th edition, by Phyllis Click, Thompson/Delmar. 
http://www.coursesmart.com/IR/2224735/9780495808985
· ISBN-10: 0495808989 ISBN-13: 9780495808985 

· 480 Pages Paperback 

· ©2011 Published 

Course Description:  
This course is designed to prepare administrator of schools for young children.  Emphasis is on human relations, responsibilities of the director, planning, personnel, staff development, operating the children’s program and interaction with the community, including public relations. Procedures for program development,  supervising and administration of early care and education programs with emphasis on leadership, personal management, staff development, communication, problem solving, working with parents, relationship with community, planning and preparation of curriculum. 
 
Course Objectives:  Upon completing this course, the student will be able to:
· Apply human relation skills in the daily administration of a school 
· Develop and write required personnel policies 
· Analyze and write the duties and responsibilities of staff members 
· Develop, organize and evaluate staff development, parent education and public relations 
· Compare and contrast different management and administrative theories 
· Describe and utilize effective communication skills 
· Apply principles of developmentally appropriate practice in designing the children’s program
Class Policies and Procedures:  
Course Assignments:
· Observations: you will be required to do a staff meeting and a parent meeting observation. 
· Weekly assignments: you will have a variety of weekly assignments which require practical application of reading, discussion and journal writing. 
· Mid-Term and Final Exams: will also be a practical application of learned material.
Supplies:
· A notebook or journal, composition size, available at the 99cent/dollar stores.
Required Assignments:

Objective Exams (25% of Final Grade):  

There will be midterm and final exams.  Each is made up of multiples choice questions relating to the textbook and discussions.  These exams are worth 25 points each.  Exams will be given during class time and no make-up exams will be given (see Course Outline and Schedule for exact test dates).  

Writing Assignment—Practical Application and Discussion Journals (50% of Final Grade):  

Each student will be required to keep a personal journal answering the questions outlined in the scenarios relating to chapters 1 – 16. You will submit this journal twice during the semester.  The Journal is worth 100 points toward your final grade and meets the writing requirement for this course.
Class Participation (25% of Final Grade):

Class participation, requires weekly attendance (1 excused absence allowed) participation by responding to questions posed during class.  You will earn 50 participation points (toward your final grade).
Extra Credit Activities:

You will have the opportunity to earn 12 extra credit points towards your final grade.  Extra Credit Activities are designed to stretch your cognitive abilities, thus increasing your ability to apply stored knowledge to your educational training.  Each activity is worth 1 point and is completed at the beginning of every class meeting.  If you are absent or late to class, you miss the opportunity to earn the extra credit point for that day.

· Confidentiality:  In this class, we will be discussing various observations of real people.  In accordance with Principle 2.9 in the Code of Ethical Conduct (NAEYC, 1998), all efforts should be made to protect the privacy of children, parents, students, and staff.  We will identify children by using their first name only. 

Final Grades:  Grades are determined on the basis of accumulated points from all assignments.
Percentage
Points Range
    Grade

Percentage
Points Range
     Grade



90 – 100%
180 - 200
A
60 – 69%
120 - 139
D  


80 – 89%       
160 - 179
B
0 – 59%
    0 – 119
F


70 – 79%
140 - 159
C

Point Breakdown and Tally Sheet:

Points Possible
Points Earned

Objective Exams:

Midterm—Chapters 1–7
25
_____

Final—Chapters 8-15
25
_____


Writing Assignment:

Journal
100
_____

Class Participation/Problem Solving Activities:  

Weekly Participation
50
_____
Extra Credit Activities:  

Weekly Activities
12
_____

Total Points Possible:          200
          Total: _____

Course Outline and Schedule:

	WK
	Date
	In Class Assignments
	Homework
	Due

	1
	1/12
	Introduction to the Course
NAEYC Ethical Practices
	Read chapter 1 & 2
	

	2
	1/19
	Administration/The Director
Choices: Schools & Programs
	Read chapter 3
	

	3
	1/26
	Family Child Care

	Read chapter 4
	

	4
	2/2
	Setting Goals, Implementing Goals & Objectives, Evaluating Outcomes                             
	Read chapter 5
Begin Journals
	

	5
	2/9
	Infants & Toddlers
Special Needs Adaptations
	Read chapter 6
	

	6
	2/16
	Preschool Age Children
Special Needs Adaptations
	Read chapter 7
	

	7
	2/25
	School Age Children
Developmentally Appropriate Program
	Study for Midterm Chapters 1 – 7
	Journal Scenarios

Due  


	8
	3/1
	Midterm—Chapters 1 – 7
	Read chapter 8
	Midterm

	9
	3/8
	Staff Selection/Personnel Policies 

	Read chapter 9
	

	10
	3/15
	Staff Supervision & Training
Performance Review/Evaluation
	Read chapter 10
	Staff Meeting Assignment Due

	11
	3/22
	Budget
	Read chapter 11
	

	12

	3/29
4/5

	Maintenance, Health & Safety
Spring Break Week  (no school)
	Read chapter 12
	

	13
	4/12

	Food Nutrition & Menu Planning
	Read chapter 13
	

	14
	4/19
	Starting a New Program, Enrollment, Parents
	Read chapter 14 
	Parent Meeting Assignment

	15
	4/26
	Parent & Community Involvement
	 Read chapter 15
	

	16
	5/3
	Quality of Childcare: Maintaining & Upgrading

Reporting Abuse  
	Community Care Licensing Manual On-line 
	Journal Scenarios Due


	17
	5/10
	State Licensing Agency Rules & Regulations
	Study for Final 
	

	18
	5/17
	Last Day


	
	Final


The instructor reserves the right to modify the schedule above to better meet the needs of the class.
Having Problems?
If at any time you find you are having trouble succeeding in this course, whether because of a change in your life circumstances or because of something you don’t understand about the material, please see the instructor.  There are a number of services available to assist Reedley College students in succeeding in their coursework.  

Class Policies and Procedures:  Please refer to Class Policies handout for complete information on student responsibilities, course work policies, and grades.
Attendance:  Students will be dropped after missing 2 weeks (2 consecutive days) of class meetings before the 9th week.  After the 9th week, students will receive the appropriate grade reflecting poor attendance.

Late Work:  All assignments must be turned in on the due date.  Late assignments will automatically have half of the possible points deducted and will not be accepted two week past the due date.

Missed Tests:  Inform the instructor as soon as you know you will miss a test day and arrangements will be made for you to take the test at another time.  If you fail to inform the instructor before the test date, it will be too late for you to make up that test.  
No excuses will be accepted.

Final Grade:  Attendance is REQUIRED on the final day of class; students will indicate agreement to the final grade assigned to them as determined by the accumulation of points throughout the semester.  See Class Policies handout for more information.
Retaining Returned Assignments:  Students disagreeing with the assigned final grade will be required to supply evidence to the contrary.  Therefore, it is suggested that students retain all returned/graded assignments and tests until after the final day of class.
Cheating/Plagiarism:  Cheating and/or plagiarism will not be tolerated.  A student will receive no credit for the assignment if in the opinion of the instructor the individual has cheated.
Accommodations for Students with Disabilities:  
Note: if you have a verifiable learning disability and require accommodations, please let me know at the first class meeting so that your learning needs may be appropriately met.  You will need to provide documentation of your disability to the Reedley College Special Services Office in the Student Services Center.  Many services are available to you as a Reedley College Student, including testing.  All discussions will remain confidential.

 
 
 
 
