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EDUCATIONAL BUSINESS ADMINISTRATION


3 SEMESTER HOURS
COURSE DESCRIPTION:  This course surveys the non-instructional areas of educational administration. Topics studied include the management of finance, information, time, records, physical facilities and resource management. The management aspects of related topics such as student affairs, personnel services, sensitive educational programs, special education services and other public and private educational arrangements are also discussed as part of the course. 

TEXT:   Candoli, I. C., Hack, W.G., and Ray, J. R. (2005). School Business Administration a 


Planning Approach (8th Ed.). Boston: Allyn and Bacon.

CONCEPTUAL FRAMEWORK PRINCIPLES ADDRESSED IN COURSE:
The conceptual framework(s) establishes the shared vision for a unit’s efforts in preparing educators to work effectively in P-12 schools. It provides direction for programs, courses, teaching, candidate performance, scholarship, service, and unit accountability. The conceptual framework(s) is knowledge-based, articulated, shared, coherent, consistent with the unit and/or institutional mission, and continuously evaluated (NCATE).
The Department of Educational Leadership, Counseling, and Special Education holds a common set of standards (knowledge, skills and dispositions) in which each candidate prepares to practice as professionals in their disciplines. They will promote the success of all students through becoming:

I.
Learned and Scholarly Professionals who are Knowledgeable-Ethical-Collegial 

II.
Democratic Professionals who are Advocates and Meaning Makers                       

III.
Self-Actualizing Professionals who are Role Models and Change Agents

LEADERSHIP, COUNSELING AND SPECIAL EDUCATION STANDARDS ARE CONGRUENT WITH GEORGIA BOARD OF REGENTS (BOR) STANDARDS, GEORGIA PROFESSIONAL STANDARDS COMMISSION (PSC) STANDARDS, INTERSTATE SCHOOL LEADERS LICENSURE CONSORTIUM (ISLLC) STANDARDS, CACREP STANDARDS, CEC STANDARDS, AND NCATE (ELCC) STANDARDS
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COURSE GOALS AND OBJECTIVES:


The Educational Leadership program’s goals and objectives are focused on the knowledge, skills, and dispositions candidates need to lead educational enterprises centered on teaching and learning. To that end, the course content includes three dimensions: (1) Awareness, defined as acquiring concepts, information, definitions, and procedures; (2) Understanding, defined as interpreting knowledge to school environments, integrating concepts with practice, and using knowledge and skills in context; and (3) Capability, defined as applying knowledge and skills to specific problems of practice (ELCC).

The student will…

1.
Direct the school/system budget process, including planning, developing, monitoring, 
administering, coping with contingent budget restrictions, and working with stakeholders 
to establish a budget.

2.
Follow legal and ethical guidelines for managing resources and ensuring financial stability.

3.
Focus management of school/system finances ad facilities on achievement of educational 
goals and objectives. 

4.
Demonstrate knowledge of Georgia public school finance, including state, federal, and 
local sources of funding, and restrictions on uses of funding.

5.
Compute actual costs and accurately forecast school/system revenues and expenditures for 
funding of school/system educational programs based upon Georgia public school funding 
procedures.

6.
Assess the system’s current financial health and monitor the status of system finances on 
an ongoing basis.   
7.
Demonstrate an understanding of the impact of and relationship between the tax levy, 
assessment practices, and equalization rates. 
8.
Project school student enrollment and staffing needs within acceptable limits.

9.
Use site-based budget planning and management in conjunction with financial 
administration.

10.
Use cash management procedures, including internal controls.

11.
Understand school accounting procedures and practices.

12.
Demonstrate an understanding of the roles, responsibilities, and effective utilization of 
audit controls. 
COURSE CONTENT:
Week #1
School Business Administration: Context, Function, Practice, and Process

Legislative and Judicial Context for School Business Administration
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Week #2
Revenue and Fiscal Context for School Business Administration

The Management Concept of School Business Administration

Week #3
Technology and Information System Context of School Business Administration

Strategic Planning and Budgeting 

Week #4
Accounting, Auditing, and Reporting 

Personnel and Payroll Administration 

Week #5

Purchasing and Distribution

Maintenance and Operation

Week #6

Capital Asset Planning and Management 

Cash Management 

Week #7

Risk Management and Insurance 

Auxiliary Services 

Week #8

School Business Administration Perspectives

Field Experience Presentations

COMPETENCIES:

ELCC STANDARD 3.0, Georgia PSC Standard 3.0, ISLLC Standard 3 
Candidates who complete the are educational leaders who have the knowledge and ability to promote the success of all students by implementing a continuous organizational improvement approach to developing and managing the organization, operations, and resources as prescribed in Georgia law, rules and regulations and in the way that contains costs and maximizes benefits for students, parents, and taxpayers.
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ASSESSMENT PROCEDURES:
(Awareness, Understanding) Four papers will be due during the term. For three of the papers, each student will choose a topic from the Suggested Activities appearing at the end of each chapter. At least one topic from each chapter MUST be chosen; otherwise, the instructor will assign topics. The first topic should come only from the first five chapters, the second from chapters six through ten, and the last from the remaining five chapters. Each student will provide the instructor with his/her topic per a schedule provided in class and present their papers per the same schedule on or before the scheduled drop dead dates. Topic selection and paper presentations MUST be completed by each DROP DEAD DATE, without exception, to receive a grade.  No more than three students may select the same topic from any chapter and all students with the same topic must make a group presentation. The papers will each be worth 20% of the final grade. Paper presentations will count toward 10% of each paper’s overall grade. The instructor encourages PowerPoint presentations. There is no page minimum expected by the instructor for each paper; however, each topic chosen must be answered completely. The grade for each paper will be determined by how thorough each topic is covered. A minimum of four references are required for each paper with one reference always being the text and no other reference being older than January, 2000. Each paper is to be original and typed on white bond paper, using APA style.  

(Awareness, Understanding, Capability) The fourth paper, which will be the final paper due, shall cover school safety and insurance, and budgeting and cash management. This is an in-school project. Each student will conduct a building safety and insurance audit. The audit should involve the principal and public safety office and include all safety and insurance requirements/procedures that are the responsibility of the principal. Each student will detail and trace the process of school budgeting beginning with the state department/legislative role in budget approval, through to the local board, and then to the individual school. For the budget and cash management portion of the assignment, the student should interview either a local state level elected official or a school system’s comptroller for insight into the appropriations process. For the next phase, the student shall choose a school and include a step-by-step explanation of that school’s budget – it does not have to be the current year’s budget – and interview the principal as to his/her experience with the overall budget process. Then, conclude with the process of school cash (banking) management. Interview a school bookkeeper; discuss internal cash controls, checkbook balancing – at least one month, check writing procedures, purchasing, internal audit controls/procedures, and any and every aspect of the bookkeeper’s role as building “banker”. Presentations dates for this paper will be near the end of the term and a schedule will be made during class.

For all four papers know that points will be deducted for spelling errors, incorrect syntax, punctuation errors, etc. Double space and use one inch margins all around (APA style).
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ASSESSMENT STANDARDS’ ALIGNMENT

ELCC


Georgia PSC


ISLLC

3.3 a-c


3.4 a, c-m


K3.1-3.8








D3.4-3.7








P3.2, 3.4-3.10

ASSIGNMENTS AND ASSIGNMENT DUE DATES (DROP DEAD DATES) WILL BE GIVEN DURING CLASS AS WILL LAB DATES
Grading

≥ 90

A




Three Papers


20pts. (ea.)
89.99 – 80
B




Class Participation

10 pts.

79.99 – 70
C




Insurance/Budget Paper
30 pts.

69.99 – 60 
D

< 60

F

GRADES ARE NOT CURVED

NO ASSIGNMENTS WILL BE ACCEPTED LATE. ALL ASSIGNMENTS ARE DUE ON THE ASSIGNED DATE AND NO GRADE WILL BE GIVEN (I.E., THE GRADE WILL BE ZERO) FOR WORK NOT TURNED IN WHEN DUE. IF YOU CANNOT ATTEND CLASS, IT IS YOUR RESPONSIBILITY TO HAVE YOUR ASSIGNMENT IN MY POSSESSION BY CLASS TIME. FOR EXAMPLE, IF CLASS BEGINS AT 4:30 PM, I MUST HAVE YOUR ASSIGNMENT BY 4:29:59 PM ON THE DUE DATE.
ATTENDANCE

Roll will be taken during each class. You must attend 60% of the classes to be given credit for the course. Since we have eight class meetings, you cannot miss more than two classes regardless of the reason and still receive credit for the course. On the third absence, your grade will be “F”.  To receive credit for attending class, you must be present for 60% of the class. For example, for a four class, you must be in attendance for no less than two hours and twenty-five minutes. 
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Academic Honesty 

Students are expected to read and strictly adhere to the entire Academic Honesty policy found on page 60 of the 2006-2007 Augusta State University Catalog. In part, the policy reads:

“Academic honesty requires the presentation for evaluation and credit of one’s own work, not the work of others…Plagiarism is the failure to acknowledge indebtedness.  It is always assumed that the written work offered for evaluation and credit is the student’s own unless otherwise acknowledged.  Such acknowledgement should occur whenever one quotes another person’s actual works, whenever one appropriates another person’s ideas, opinions, or theories, even if they are paraphrased, and whenever one borrows facts, statistics, or other illustrative materials unless the information is common knowledge.”

Pipeline Accounts

Students are encouraged to check their Pipeline accounts daily.  Students are responsible for any assignments or deadlines sent to them via Pipeline.  If you have trouble accessing your Pipeline account, you should contact Information Technology Services at 737-1676.  Computers and printers are available free of charge in computer labs throughout campus as well as the library and campus Internet cafes for students who do not have access from a home computer.

Cell Phone & Pager Policy

Students are asked to mute or turn off cell phones and/or pagers during class time. Violations will be addressed on an individual basis.
Students with Disabilities
Students with disabilities who are registered with the Office of Disability Services should schedule an appointment with the instructor before the third week of class to discuss academic accommodations. If the student does not initiate this meeting, it is assumed no special accommodations or modifications will be necessary to meet the requirements of this course. You may make an appointment by calling the Counseling and Testing Center (706) 737-1471 or visit their office located in the Quadrangle, next to Fanning Hall (Business Office).

Please let me know promptly about problems or concerns with assignments or requirements of the course.
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Educational Leadership, Counseling, and Special Education Web site
Students are invited to visit the departmental website at: http://www.aug.edu/clinical. A variety of forms, some interactive, may be downloaded from the website. There are also newsletters, registration information and announcements which students will find useful.  Most forms are in Adobe Acrobat. All campus computers have Adobe Acrobat Reader installed and students can download Adobe Acrobat Reader for their home computer at no charge from:  http://www.adobe.com/products/acrobat/
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