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Wilmington University
College of Education
Course Syllabus
Personnel Administration

Course Number: MED7709

Text: The Human Resource Function in Educational Administratiofoung; Pearson, 9 ed.

Faculty Contact:

Course Description: This course focuses on personnel practices and skills that enable school administrators
and staff to relate effectively to each otheand operate an effective schoolThe purpose of the course is to
increase knowledge of the personnel procesecluding planning, recruitment, selection,



Wilmington University Graduate Graduation Competencies:  Graduate Graduation Competencies

Delaware Performance Appraisal System II: DPAS 1l for Administrators

College of Education Attendance Policy:

In the Collegeof Education,faculty must approve all requestsfor absenceghat are exceptionsto the University
policy. Vacations are not considered legitimate reasons for missing classes. Faculty must be contacted prior t
class in all cases except valid emergencies. Failure to obtain approfcalexceptionsmayresult in lowering the
final passinggradeor assigninga FA (failure due toabsence).

Studentswho haveregistered for acourseand never attendedthe classat all will receiveagradeof NA (never
attended). Early departures and late arrivals will be cumulative toward class absences. It is the student’s
responsibility to obtain and complete assignments on the due dates. Students wiegister and enter the
courseon the drop/add date havefour daysto completethe first week’s assignments.

Essential Questions

1. How does an educational leader’s understanding of organizational effectiveness in regard to
Personnel issues affect theperations of a school?
2. To improve and maintain positive relationships between school staff and school administrators, i
what ways does an educational leader:
e engage in successful hiring practicés
e provide opportunities for staff growth with a focus on statemandated professional
development?
» identify appropriate methods for the support of or termination of staff?
e collaboratively develop implementation plans to achieve those goals?
3. How does an educational leader:
e demonstrate Equal Employment Opportunity practices and inform staff of those practices
e demonstrate the ethical components of being an Affirmative Action offic@r
* make staff aware of their rights and obligations under FMLA?
 demonstrate awareness of properly following grie\ance proceedings at the building and district
level?
e collaboratively engage in the negotiations process

Learning Outcome 1 — (NELP Standard 2

1. Candidate understand


http://www.wilmu.edu/academics/competencies.aspx%23graduate
https://www.doe.k12.de.us/Page/3752

3.

Candidateunderstands and demonstratesthe capadty to model ethical behavior in their
personal conduct and relationships and to cultivate ethical behavior in others. (NELP 2.3)

Learning Outcome 2 — (NELP Standard 3

1.

2.

Candidateunderstands and demonstratesthe capadty to use datato evaluae, design, cultivate,
and advocatefor a supportiv e and inclusive school culture. (NELP 3.1)
Candidateunderstandsand demonstratesthe capacity to evaluate, cultivate,and advocatefor
equitable accesg0 educationalresources,technologies,and opportunities that support the
educationalsuccessand well-being of eachstudent. (NELP 3.2)

Candidateunder stands and demonstratesthe capadty to evaluae, cultivate, and advocate for
equitable, inclusive, and culturally responsive instruction and behavior support practices
among teachers and staff. (NELP 3.3)

Learning Outcome 3 — (NELP Standard %

1.

Candidatainderstandsand demonstratesthe capacity to evaluate, develop, and implement
management, canmunication, technology, schoollevel governance,and operation systems
that support eachstudent’slearning needs and promote the mission andvision of the school.
(NELP 6.1)

Candidataunderstand anddemonstratethe capacity to evaluate, develop,and advocatefor a
data-informed and equitable resourcing plan that supports school improvement and student
development.(NELP 6.2)

Candidateunderstand and demonstrate the capadty to reflectively evaluae, communicate about,
and implement laws, rights, policies, and regulations to promote student and adult successand
well-being.(NELP 6.3)

Additional Course Information and Schedule of Class Activiti es will be posted on the Canvas course
site

Structured External Assignment: Personnel Administration
Develop a Personnel HandbodkVebsite for your school/district.
The Personnel HandbookNebsite should provide information for employees on the following topics:

Hiring practices for Internal and External postingsncluding certification requirements
Stateimandated professional develoment (Sucide prevention, blood-borne pathogens, etc.)

Staff support and Termination (Corrective Action Plans, Rice notifications (NJ), ReductieimsForce,
Donaldson Hearings (NJ), Seniority among tenured staff)

Equal Employment Opportunity

Affirmative Action

Family and Medical Leave Act (FMLA)

A summary of Grievance procedures

A summary of the Negotiations process from the perspective of Administration

Be sure to include appropriate methods for the creation and assessment of the Personnel Handbbéébsite.
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NELP
Standard?2

| Unsatisfactory
Candidatesfail to
understand or
demonstrate the capacity
to promote the current
and future success and
well-being of each student
and adult Candidates fail
to demonstrate the ability
to effectively applythe
knowledge, skills, and
commitments necessary
to understand and
demonstrate the capacity
to advocate for ethical
decisions and cultivate
and enact professional
norms.

|  Emerging Proficient
Candidates
demonstrate
limited capacity
to promote the
current and
future success of
students. Plans
for improvement
lack some
components of
the knowledge,
skills, and
commitments
necessary to

| Basic

Distinguished





http://3fl71l2qoj4l3y6ep2tqpwra.wpengine.netdna-cdn.com/wp-content/uploads/2018/10/NELP-Building-Standards.pdf
http://3fl71l2qoj4l3y6ep2tqpwra.wpengine.netdna-cdn.com/wp-content/uploads/2018/10/NELP-Building-Standards.pdf

