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University Catalog Course Description

Explores basic functions in financial and human resource management. Examines legalities, ethics,
and politics of resource procurement and allocation. Provides experiences to help students better
understand tasks typically performed by school leaders.

Course Overview

The course provides authentic experiences that help students to achieve a deeper understanding of
the tasks typically performed by school leaders. Students are expected to participate actively in
hands-on, real world-based activities, applying what they read and learn in class.

Course Delivery Method

This course will be delivered in a hybrid format. In-person sessions will utilize class discussions,
problem-based learning, role-playing, and student presentation formats. Online sessions will be
a mix of synchronous and asynchronous sessions via the Blackboard learning management
system (LMS) housed in the MyMason portal and the Zoom videoconference tool. You will log
in to the Blackboard course site using your Mason email name (everything before
(@masonlive.gmu.edu) and email password.



Technical Requirements

To participate in this course, students will need to satisfy the following technical requirements:
e High-speed Internet access with standard up-to-date browsers. To get a list of Blackboard’s

supported browsers see:
help.bla

To get a list of supported operation systems on different devices see:

https://help.blackboard.com/Learn/Student/Getting_Started/Browser_Support#tested-devicesand-ope
rating-systems

e Students must maintain consistent and reliable access to their GMU email and Blackboard, as
these are the official methods of communication for this course.

e Students may be asked to create logins and passwords on supplemental websites and/or to
download trial software to their computer or tablet as part of course requirements.

The following software plug-ins for PCs and Macs, respectively, are available for free download:
e Adobe Acrobat Reader: https://get.adobe.com/reader/
e Windows Media Player:

https://support.microsoft.com/en-us/help/14209/get-windows-media-playe
e Apple Quick Time Player: www.apple.com/quicktime/download/

Expectations

e Face-to-Face sessions: Our face-to-face sessions begin at 4:45pm and end by 7:45pm on
Mondays See the weekly syllabus for the specifics. Attendance is mandatory and points will
be deducted if you miss class.

e Asynchronous Course Week: asynchronous work is embedded in specific lessons

e Office hours- see Blackboard for Zoom link by appointment or general questions can be
answered before/after class.

e [og-in Frequency: Students must actively check the course Blackboard site and their GMU
email for communications from the instructor, class discussions, and/or access to course
materials at least 3 times per week.

e Participation: Students are expected to actively engage in all course activities throughout the
semester, which include viewing of all course materials, completing course activities and
assignments, and participating in course discussions and group interactions.

e Technical Competence: Students are expected to demonstrate competence in the use of all
course technology. Students who are struggling with technical components of the course are
expected to seek assistance from the instructor and/or College or University technical
services.

e Technical Issues: Students should anticipate some technical difficulties during the semester
and should, therefore, budget their time accordingly. Late work will not be accepted based on
individual technical issues.

e Workload: Students are expected to meet specific deadlines and due dates listed in the Class
Schedule section of this syllabus. It is the student’s responsibility to keep track of the weekly
course schedule of topics, readings, activities and assignments due.

e Instructor Support: Students may schedule a one-on-one meeting to discuss course
requirements, content or other course-related issues. Students should email the instructor to


https://help.blackboard.com/Learn/Student/Getting_Started/Browser_Support#supportedbrowsers
https://help.blackboard.com/Learn/Student/Getting_Started/Browser_Support#supportedbrowsers
https://help.blackboard.com/Learn/Student/Getting_Started/Browser_Support#tested-devicesand-operating-systems
https://help.blackboard.com/Learn/Student/Getting_Started/Browser_Support#tested-devicesand-operating-systems
https://get.adobe.com/reader/
https://support.microsoft.com/en-us/help/14209/get-windows-media-player
http://www.apple.com/quicktime/download/

schedule a one-on-one session, including their preferred meeting method and suggested
dates/times.

Netiquette: The course environment is a collaborative space. Experience shows that even an
innocent remark typed in the online environment can be misconstrued. Students must always
re-read their responses carefully before posting them, so as others do not consider them as
personal offenses. Be positive in your approach with others and diplomatic in selecting your
words. Remember that you are not competing with classmates, but sharing information and
learning from others. All faculty are similarly expected to be respectful in all
communications.

Accommodations: Online learners who require effective accommodations to insure
accessibility must be registered with George Mason University Disability Services.

Learner Outcomes or Objectives

This course is designed to enable students to do the following:

1. apply major concepts related to financial and human resource allocation and management;

2. use a site allocation to build a budget that supports school mission and goals (required
performance);

3. develop a staffing plan that is consistent with site goals and district guidelines (required
performance);

4. evaluate the effectiveness of simulated teacher interviews that are consistent with legal
guidelines;

. experience their efforts to mediate disputes;
. construct a persuasive grant proposal to support school improvement;

. use technology for learning and administrative purposes; and
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. participate in reflective practice.

Professional Standards (National Standards and Virginia Competencies)
Upon completion of this course, students will have met the following National Educational

Leadership Preparation (NELP) professional standards:

This course addresses the following VDOE Competencies:
1. b. Knowledge, understanding and application of systems and organizations, including (7)

Effective communication skills including consensus building, negotiation, and mediation skills. 1.
c. Knowledge understanding and application of management and leadership skills that achieve
effective and efficient organizational operations, including

(3) Management decisions that ensure successful teaching and learning including, human resources
management and development, theories of motivation, change in school culture, innovation and
creativity, conflict resolution, adult learning and professional development models; (4) Principles
and issues related to fiscal operations of school management; and (7) Technologies that support



management functions.

National Educational Leadership Preparation (NELP) Standards:

NELP Building-Level Standard 1: Mission, Vision, and Improvement: to collaboratively lead,
design, and implement a school mission, vision, and process for continuous improvement that

reflects a core set of values and priorities that include data, technology, equity, diversity, digital
citizenship, and community.

Component 1.1: Program completers understand and demonstrate the capacity to collaboratively
evaluate, develop, and communicate a school mission and vision designed to reflect a core set of
values and priorities that include data use, technology, equity, diversity, digital citizenship, and
community.

NELP Building-Level Standard 2: Ethics and Professional Norms: to understand and demonstrate
the capacity to advocate for ethical decisions and cultivate and enact professional norms.

Component 2.1: Program completers understand and demonstrate the capacity to reflect on,
communicate about, cultivate, and model dispositions and professional norms (e.g., equity, fairness,
integrity, transparency, trust, digital citizenship, collaboration, perseverance, reflection, lifelong
learning, digital citizenship) that support the educational success and well-being of each student and
adult.

NELP Building-Level Standard 3: Equity, Inclusiveness., and Cultural Responsiveness: to develop
and maintain a supportive, equitable, culturally responsive, and inclusive school culture.

Component 3.1: Program completers understand and demonstrate the capacity to use data to
evaluate, design, cultivate, and advocate for a supportive and inclusive school culture.

NELP Building-Level Standard 4: Learning and Instruction: to evaluate, develop, and implement
coherent systems of curriculum, instruction, data systems, supports, and assessment.

Component 4.1: Program completers understand and can demonstrate the capacity to evaluate,
develop, and implement high-quality, technology- rich curricula, programs, and other supports for
academic and non- academic student programs.

Component 4.4: Program completers understand and demonstrate the capacity to collaboratively
evaluate, develop, and implement the school’s curriculum, instruction, technology, data systems,
and assessment practices in a coherent, equitable, and systematic manner.

NELP Building-Level Standard 5: Community and External Leadership: to engage families,
community, and school personnel in order to strengthen student learning, support school

improvement, and advocate for the needs of their school and community.

Component 5.3: Program completers understand and demonstrate the capacity to communicate
through oral, written, and digital means with the larger organizational, community, and political



contexts when advocating for the needs of their school and community.

NELP Building-Level Standard 6: Operations and Management: to improve management,
communication, technology, school-level governance, and operation systems; to develop and
improve data-informed and equitable school resource plans; and to apply laws, policies, and
regulations.

Component 6.1: Program completers understand and demonstrate the capacity to evaluate, develop,
and implement management, communication, technology, school-level governance, and operation
systems that support each student’s learning needs and promote the mission and vision of the
school.

Component 6.2: Program completers understand and demonstrate the capacity to evaluate, develop,
and advocate for a data-informed and equitable resourcing plan that supports school improvement
and student development.

NELP Building-Level Standard 7: Building Professional Capacity: to build the school’s
professional capacity, engage staff in the development of a collaborative professional culture, and
improve systems of staff supervision, evaluation, support, and professional learning.

Template Revision Date: 11/14/16
Component 7.1: Program completers understand and have the capacity to collaboratively develop
the school’s professional capacity through engagement in recruiting, selecting, and hiring staff.

Course Materials

Required:

* Course materials will be provided to students during class.

Recommended:

* Daniel R. Tomal and Craig A. Schilling. (2013). Resource management for school
administrators: Optimizing fiscal, facility, and human resources. Rowman & Littlefeild
Education. ISBN: 9781475802528

» American Psychological Association (2009). Publication manual of the American Psychological
Association (6™ edition). Washington, D.C. American Psychological Association.

Additional Resources will be listed in the weekly schedule and will be available on Blackboard.



Course Performance Evaluation

Students are expected to submit all assignments on time in the manner outlined by the instructor
(e.g., Blackboard, VIA, hard copy).

Every student registered for any Education Leadership course with a required performance-based
assessment are required to submit these assessment, the Budget Allocation Proposal and the
Staffing Allocation Proposal, to VIA through Blackboard (regardless of whether the student is
taking the course as an elective, a onetime course or as part of an undergraduate minor). Evaluation
of the performance-based assessment by the course instructor will also be completed in VIA
through Blackboard. Failure to submit the assessment to VIA (through Blackboard) will result in the
course instructor reporting the course grade as Incomplete (IN). Unless the IN grade is changed
upon completion of the required VIA submission, the IN will convert to an F nine weeks into the
following semester.

Assignments and/or Examinations

Students’ grades are based on their proficiency with respect to the student outcomes stated above.
Each outcome will have an oral (class participation) and/or a written component.

Below are the basic percentages for the various kinds of work required for the class. Students
should always bear in mind that grading is primarily my judgment about your performance. Grades
are designed to indicate your success in completing the course, not the level of effort you put into it.

Class/Attendance participation 20 percent
Oral and Written communication 80 percent

Other Requirements
Class participation

A large proportion of the work in this class will be done either individually and/or in small
groups. Each student is expected to be an active, contributing member of her/his small group
in every class session and outside of class. Every student is also expected to contribute to
Blackboard discussions as necessary. If you are absent or miss part of a class session, you
may lose participation points. If you are absent for an oral activity, there will be no
alternative way to engage in the activity and you will not receive credit for it. Such an
absence will cause you to lose participation points regardless of your overall attendance
record.

Attendance

Students are expected to attend every class for its entirety. Emergencies sometimes arise,
however. If you need to be absent from class, you are expected to notify me in advance by
telephone or e-mail. Any absence will result in two (2) points’ reduction in participation. If
you come to class more than 30 minutes late or leave more than 30 minutes early, you will



lose participation points. Papers due on a day you are absent must be submitted via
Blackboard or VIA by the due date.

Written assignments

There are three writing assignments for this course. The budget, staffing, and reflection
assignments are to be worked on individually. Each student will submit his/her own budget
and staffing allocation. Reflections on class learning and the grant proposal will require
substantially more writing. All written work should be of the highest quality. See detailed
assignment sheets and assessment rubrics at the end of this syllabus.

Grading

A+ =100 percent

A =95 -99 percent
A-=90— 94 percent
B+ = 86 — 89 percent

B =83 — 85 percent

B- =80 — 82 percent

C =75 —-"179 percent

F = 74 percent or below

GMU Policies and Resources for Students

* Students must adhere to the guidelines of the Mason Honor Code (see
https://catalog.gmu.edu/policies/honor-code-system/ ).

* Students must follow the university policy for Responsible Use of Computing
(see https://universitypolicy.gmu.edu/policies/responsible-use-of-computing/).

« Students are responsible for the content of university communications sent to their Mason
email account and are required to activate their account and check it regularly. All
communication from the university, college, school, and program will be sent to students
solely through their Mason email account.

* Students with disabilities who seek accommodations in a course must be registered with
George Mason University Disability Services. Approved accommodations will begin at the
time the written letter from Disability Services is received by the instructor (see
https://ds.gmu.edu/).

* Students must follow the university policy stating that all sound emitting devices shall be
silenced during class unless otherwise authorized by the instructor.



Campus Resources

* Support for submission of assignments to VIA should be directed to viahel mu.edu or
https://cehd.gmu.edu/aero/assessments. Questions or concerns regarding use of Blackboard
should be directed to
https://its.gmu.edu/knowledge-base/blackboard-instructional-technology-support-for
students/.

* For information on student support resources on campus, see
https://ctfe.gmu.edu/teaching/student support-resources-on-campus

Notice of mandatory reporting of sexual assault, interpersonal violence, and stalking:

As a faculty member, I am designated as a “Responsible Employee,” and must report all
disclosures of sexual assault, interpersonal violence, and stalking to Mason’s Title IX
Coordinator per University Policy 1202. If you wish to speak with someone confidentially,
please contact one of Mason’s confidential resources, such as Student Support and Advocacy
Center (SSAC) at 703-380-1434 or Counseling and Psychological Services (CAPS) at
703-993-2380. You may also seek assistance from Mason’s Title IX Coordinator by calling
703-993-8730, or emailing titleix@gmu.edu.

For information on the College of Education and Human Development, please visit our
website https://cehd.gmu.edu/students/ .

Professional Dispositions
Students are expected to exhibit professional behaviors and dispositions at all times. See

https://cehd.gmu.edu/students/polices-procedures/

Consistent with our mission to educate exceptional leaders who act with integrity and respect for
others, candidates are not permitted to record a class themselves by any means without prior
expressed consent of the instructor -- except for class recordings made to accommodate requests
presented by the George Mason University’s Office of Disability Services.

Plagiarism: Candidates must avoid plagiarizing the work of others. Specifically, when referencing a
source or author, candidates must give appropriate source documentation; and when using direct
quotes, candidates must use quotations, provide page numbers, and ensure that credit is given to the
author of quoted material. If a candidate's work contains plagiarism, the candidate will receive no
credit for the assignment.



Core Values Commitment

The College of Education and Human Development is committed to collaboration, ethical
leadership, innovation, research-based practice, and social justice. Students are expected to

adhere to these principles. http:/cehd.gmu.edu/values/



Class Schedule

To accommodate the learning needs of the class, the topics and reading schedule may be amended
during the semester. Any changes will be communicated via email or Blackboard.

Note: Please refer to the Weekly Schedule on Blackboard for the most up-to-date version of the
course schedule. All sessions are In-Person unless otherwise indicated.
*Synchronous via Zoom **Asynchronous class sessions.

Date Topics Assignments
Jan. 24* Course Overview
Money Matters
Jan. 31* Historical Perspectives of School Finance
Feb. 7% Vision, Mission, and Goals and the

School Budget

Feb. 14 Managing Financial Resources Assignment Due: Demographic
Information for Budget and Staffing
Allocation

Feb. 21** | President’s Day Holiday Reflection #1 Due

Feb. 28 Ethical/Legal Issues and School Finance

March 7 Stafting and Workforce Planning Assignment Due: Spreadsheet for
Budget and Staffing Allocation

March 14 | Recruitment and the Hiring Process

March 21 | Supervision and Evaluation Reflection #2 Due

March 28 | Work With Difficult Employees

April 4%* | Support Personnel and Legal Issues in Reflection #3 Due
the Workplace

April 11 APS/ACPS Spring Recess

April 18 Facilities Management Budget Allocation Assignment Due
Staffing Allocation Assignment Due

April 25*%* | Feedback and Coaching Sessions Grant Proposal Due




