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Course Objectives:
Upon successful completion of this course, the student will be able to:

1. Analyze the planning functions of an administrator.

A. Analyze different types of early childhood programs.

B. Compare the functions and roles of the director in various programs.

C. Define philosophy.

D. Discuss components of a philosophy.

E. Analyze philosophies from various types of programs.

F. Evaluate how the philosophy of a program affects the curriculum.

G. Recognize the important role of parents in planning for children.

H. Write a program philosophy including goals and objectives.

I. Analyze program policies (e.g., parent policies, personnel policies, etc).
Write either a parent policy handbook or a personnel policy handbook for an early care and education program.

2. Evaluate the operational functions of an administrator.

A. Discuss the licensing process.

B. Describe licensing regulation (Minimum Standards)

C. Explain local, state and national laws and regulations which impact a program.

D. Identify resources available to assist programs.

E. Discuss the impact of developmentally appropriate practices on the operations of a program.

F. Define accreditation.

G. Examine a fiscal management system.

H. List the major categories of income and expenses budgeted in an early care and education program.

I. Evaluate a budget for an early care and education program.

J. Assist with fiscal management in a program.

K. Participate in a licensing visit with a TDPRS representative.
3. Interpret the supervisory functions of an administrator.

A. Analyze staffing needs.

B. Discuss employment process (e.g., job description, recruiting, screening, interviewing, selecting, terminating).

C. Develop an orientation plan.

D. Discuss how to conduct effective staff meetings.
Weekly Topical Outline:

Week One:


Child Care Center Management Guide
A. Administration

B. Finances


Early Childhood Environment Rating Scale (ECERS)


Introduction & overview


*Homework: 


Get a staff and parent handbook from a local early childhood establishment. 

Look at their philosophy and mission statements and begin to formulate one for “your center”.
Week Two: 


Child Care Center Management Guide

C. Space & Equipment

   D. Staff


ECERS


Space & Furnishings

*Homework: 
Develop staff section of a handbook. Choose a center to do the ECERS on.
Week Three: 



Child Care Center Management Guide

E. Enrollment

F. Parents & Caregivers

ECERS


Parents & Staff



Interaction


*Homework: Begin working on Parent Handbook and begin the ECERS.
Week Four: 


Child Care Center Management Guide

G. Health

H. Safety


ECERS


Personal Care Routines


*Homework: Begin designing “your center”. This will include floor plans with diagrams, schedules for staff and routines within the care areas.
Week Five: 


Child Care Center Management Guide

I. Children’s Program

J. Community Relationships


ECERS


Program Structure



Activities



Language & Reasoning

 
*Homework: Continue working on “your center” plans and diagrams. 
Week Six:

Child Care Center Management Guide
   K. Food Management & Nutrition
Week Seven: 


Display “your center”.  (similar to a job-fair)
  You have been invited to visit the home of a large corporation that is getting ready to relocate to your community. You will have the chance to showcase “your center” so families have a better understanding of what is available in our community. You will have a display set up to encourage families with small children to enroll in your center. You will also be recruiting caregivers to join your professional team.

   (Make it nice, we will have people from the community stop by to see your designs that evening pretending to be from the corporation moving to our area)
Week Eight: 

 ECERS are due
 Final exam

Method of Evaluation:              %of Grade:


Grading Scale:

    
Center Staff Handbook

10%



90 - 100  A


Parent Handbook


10%



80 - 89   B


Display of “Your Center”

25%



70 - 79   C


Completed ECERS


25%



60 - 69   D


Final Exam



30%                     59 & below F

Description of Methods of Evaluation: 

· Preparation, Presentations & Participation- active participation is expected in class discussions, hands on activities and projects. No make-up times will be allowed.

· Attendance is highly recommended: Students not in class, miss valuable instruction and activities for mathematical and scientific understanding and will loose points for that day. Students will NOT be able to make up those points. More than one missed class is excessive. 

· Lab Assignments & Portfolio- Students will complete 24 lab hours 

· Students will over the course of the lab complete an Early Childhood Environmental Rating Scale

· Tests- will have multiple choice, true/false, and short answer responses. The final will have bonus point questions, however no test will be worth more than 100%.
Additional Information from the Instructor (make-up exams, rounding of grades, cell phone/pagers, etc.): 

· Students are expected to read the assigned sections of the text prior to class. Pop quizzes may take place at the instructors discretion.

· Students are expected to be on-time so as not to disrupt fellows presentations

· Breaks will take place for personal needs to be met.

· Students are welcome to bring dinner to class

· Turn all cell phones to vibrate, if you have an emergency call, please remove yourself from the classroom out of respect for your fellows.

· All work must be turned in on-time, a reduction of points for late work. 

