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 SEQ CHAPTER \h \r 1
Organization and Administration of Student Personnel Services

CSP 611

Spring Semester 2007

Instructor: 
Dr. Janice H. Gilliam

Office: 
Vice President of Student Services
 

Student Center
Haywood Community College

185 Freedlander Drive, Clyde, NC  
Phones: 
828 627 4508 (office) 4500 (secretary)

              
828 697 1443 (home) 828 329 4669 (cell)

Office Hours:
 By appointment 

Email:

 jgilliam@haywood.edu  (work)


janicegilliam@bellsouth.net  (home)





(Always email to both to submit assignments)
Purpose: This course will examine organization and administration in student affairs. The purpose of the course is to provide students with a conceptual framework and practical skills necessary for successful administration of student services. The course will cover three broad content areas: 1) Organizational theory as it applies to student services; 2) Analysis of existing organizational structures; and 3) practical leadership and management skills related to effective administration practices. Students will be expected to take an active role in formulating and directing the content of the course.

Accommodations for Students with Disabilities:
Western Carolina University is committed to providing equal educational opportunities for students with documented disabilities. Students who require disability services or reasonable accommodations must identify themselves as having a disability and provide current diagnostic documentation to Disability Services. All information is confidential. Please contact Kimberly Marcus for more information. Phone: (828) 227-7234; E-mail: kmarcus@email.wcu.edu.
Students will be expected to:

1. 
Gain an understanding of effective leadership and organizational theories related to student affairs administration in a two-year and four-year college or university. 

2. 
Develop and articulate their insights into the political and social aspects of student affairs organizations.

3. 
Acquire a greater understanding of administrative skills such as staff selection, budgeting, and evaluation.

4. 
Develop an in-depth understanding of the key elements of higher education organizations.
5. 
Compare and analyze student affairs organizational structure and dynamics at the university and community college levels through an on-site visit.
6. 
Actively participate and engage in learning and the learning of their peers through class activities and cooperative learning group assignments.

Required Texts:

Barr, M.J., Desler, M.K. & Associates. (2000).The Handbook of Student Affairs Administration.  San Francisco: Jossey-Bass.

Publication manual of the American Psychological Association. (2002). (5th Ed.). Washington, DC: American Psychological Association.
Maxwell, J. (1998). The 21 Irrefutable Laws of Leadership. Nashville: Thomas Nelson.

Welch, J., Welch, S. (2005). Winning. New York: HarperCollins.
Selected readings and Internet resources that will be identified as the term progresses.

Requirements:

1. 
Class attendance and active participation 

a. Read assigned chapters in text weekly; Give a 15 minute presentation on assigned chapters; prepare a 1-2 page (maximum) outline of chapter and distribute to class for portfolio/final comp exam review
b. After one class absence (3 hours) grade drops a letter grade for each absence, unless made up with specific additional assignment 
c. Select one of the readings/websites (from annotated bibliography) of special interest to share briefly with classmates each week. 
2. 
Assignments:

a. Paper describing the ideal student affairs division of a college/university with a focus on leadership/administration (3 - 5 pages). Provide scholarly references for viewpoint (at least three). Share highlights in class discussion.
b. Develop an annotated bibliography on readings/websites related to student affairs in higher education administration, organization, leadership, and personnel (at least 25 different listings, approximately 2 due each week) in APA format. This list will be shared with classmates. 
i. To include:

1. 5 books related to leadership (select from list provided by instructor)
2. 10 articles (to include at least one from each of the following): 

a. The Chronicle of Higher Education
b. The Journal of Higher Education 

c. Community College Review or AACC Journal
3. 5 dissertations/research studies

4. 5 web sites

ii. Develop a list of 20 student development organizations, conferences, and websites (Class group project).

c. .Prepare a Powerpoint presentation on a community college—site visit analysis (excluding Haywood Community College). The presentation should include 

i. Brief overview of the NC Community College System

ii. Organizational chart

iii. Mission of the college

iv. Overview of Program offerings

v. Overview of the Student Services Division

vi. Additional items will be discussed in class

d. Prepare  report (5-6 pages) and class Powerpoint presentation on a university site visit analysis (excluding WCU). Each student will select a university to visit and interview student affairs personnel. The report and presentation should include

i. Overview of the University of North Carolina System

ii. Highlight a “best practice” or “innovative practice” or program implemented at the institution in relation to student affairs and how that program is evaluated. (Example of best practice: WCU’s “One Stop” Advisement Center). 
iii. Additional details and suggestions on the format of this requirement will be developed and distributed in class.

e. Paper and presentation on leadership/organizational management (6-8 pages). Turn in a prospectus/conceptual model for the paper in advance. Each student will select a leadership/organizational model (to be discussed in class) and apply to the various departments of student services for in depth study and report to the class. The paper will reflect the leadership skills and traits needed to manage and effectively implement change in student services to meet the needs of students. Note: Paper should be well documented with scholarly references (not opinions).
f. Case studies assignment related to leadership/administration of student affairs (Handout will be provided describing this assignment).
ALL ASSIGNMENTS MUST BE SUBMITTED ELECRONICALLY. Send to both my emails listed on page 1. Save all assignments for electronic portfolio for CSP students. For presentations, make copies of powerpoint slides for other students. 
Academic Honesty

Students are expected follow the highest standards of academic honesty in completion of assignments. While students are to complete some collaborative assignments, individual accountability is required for each student for all assignments. Academic dishonesty will result in loss of credit, possible failure in the course, or dismissal from the University. Academic dishonesty includes, but is not limited to, cheating, plagiarism, or the submission for credit any work or materials that are attributable in whole or in part to another person. Information taken directly from another source, whether paraphrased or quoted, must be appropriately referenced using APA format.
Evaluation: 

Standard 10 point grading scale

Class participation/presentations on text chapters; mission statement of Student Affairs; Maxwell & Welch Resources 15%

Annotated Bibliography 15%

Ideal student services paper 15%

Community College site visit presentation 10%

University Site visit analysis, report, and presentation 15%

Case Studies 5%

Leadership/organizational model paper 25%

Papers/reports must meet APA format and will constitute 10% of each of the items listed above; presentations must include reference list (last slide) in APA format 

Schedule:

 Week 1
  


Introductions, review syllabus, select chapter(s) (1-15), 1-2 pages on each chapter using 



           chapter headers.


Review of student expectations from the course; changes in syllabus 



Administrative environment of student affairs



Discussion of SACS


APA 


Include in Annotated Bibliography Assignment, Websites:




    University of North Carolina and NC Community College System (review website



      North Carolina Community College System Website (review, Dallas Herring) 


Review of schedule, weekly readings & research




Case Studies 





John Maxwell’s Laws of Leadership  




    (View video & complete workbook each week on chap)




Jack Welch’s Winning (write 1/2page each week on each chap)




Hot topics in Student Affairs




     Meyers Briggs Type Indicator

  Week 2
Annotated Bibliography—complete 1 of each (try to find topics on Ideal Student Services)



   Dissertation

                             Chronicle of Higher Education

                             Book

                             Website

                             Article from Journal


Week 3
Complete 2 annotated bibliography assignments due (and 2 each week hereafter)



Qualities of a Leader-introduction (write ½ page from book)



Laws of Leadership: #1 Law of the Lid, #2 The Law of Influence



Assignment: take the inventory on leadership, online (print out questions for 




Discussion)



Winning, Chapters 1-3 Mission and Values, Candor, Differentiation 



Text: History, philosophy; institutional mission; governance                                     





Ch. 1-3 in Barr, Kesler and Associates   Group Presentation #1_____

Draft mission statement for Student Affairs




Case Study— Presentation #1_________________




Weekly Readings discussion (select at least one to share with class)




Overview of Access Data Base for annotated bibliography assignment




Meyers Briggs overview (see also: www.keirsey.com )



Discussion of Ideal Student Affairs paper


Week 4.
Text: Campus environments; financial pressures; working with key constituents 




Ch. 4-6— Group Presentation # _____


Case Study—Presentation #2 _____________



Weekly Readings discussion



Meyers Briggs and Leadership styles




Laws of Leadership #3 & 4
Week 5.
Winning: Chapters 4-6, Voice & Dignity; Leadership; Hiring




Text: Organization and Management, Role of Manager; Management and staff selection


Ch. 7, 8, 9— Group Presentation # _____
Case Study— Presentation #3 _____



Laws of Leadership #5, 6
Week 6
Winning, Chapers 7-9; People management, parting ways, change




Text: Politics, finances and technology





Ch. 10, 11, 12— Group Presentation #_____



Case Study— Presentation #4_____




Laws of Leadership #7 & 8
Week 7

No class—use time for Community College/University site visit




First paper due Ideal Student Affairs
Week 8
Discussion of Ideal Student Affairs papers 



Laws of Leadership # 9 & 10



Informal Course Evaluation




Part I (1/2) of assignment (Annotated Bibliography)
Week 9
Winning, Chapters 10-12, Crisis management, strategy, budgeting 




Text: Theories & Models for SA Practice; Assessment in SA;





Ch. 13, 14— Group Presentation #_____




Case Study Group Presentation #5_____



Community College site visit presentation (no paper)

Week 10
Laws of Leadership: #11 & 12




Winning, Chapters 13, 15, 16, Organic growth, Six Sigma, the right job



Text: Measuring student satisfaction and using results; 




Translating theory and assessment into practice




 Ch 15, 16— Group Presentation #_____
Week 11
University site visit analysis papers & presentations  due
Week 12.
Winning, Chapters 17, 18, 19; Getting promoted, hard spots, work-life balance
Laws of Leadership # 13 & 14, 15

Week 13.
Text: Program planning, budget, legal considerations





Ch. 17, 18, 19— Group Presentation #_____




Case Study Group Presentation #6_____




Part II Annotated Bibliography Due



Laws of Leadership # 16, 17, 18
Week 14.
Laws of Leadership # 19, 20, 21



Formal Course Evaluation




Case Study Group Presentation #7_____




Leadership/organizational model paper due
Week 15.
Final Evaluation; presentations on  leadership/organizational model
Week 16
No class; use time for Community College & University site visits
This syllabus is subject to change by the instructor.

