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MASTER SYLLABUS
Course: CDYC 1420 Organization and Administration of CDYC 
CRN: 
CREDIT HOURS (Lecture/Lab/Total):  2/1/3

CONTACT HOURS (Lecture/Lab/Total):  30/30/60
INSTRUCTOR INFORMATION:

Name: 
Email:

Phone:

Office:

Office Hours:

Class Location: 
COURSE DESCRIPTION:  

Philosophy, objectives, and methods of organizing and operations of early childhood programs to include licensing issues, budgeting, personnel, policy development, facilities, supervisory/management skills, and advocacy.

PREREQUISITES:  None

LEARNING OUTCOMES:
I. Develop a program model for an early childhood learning environment.

a. Formulate goals and objectives for an early childhood learning environment.

b. Develop a program model to accomplish formulated goals and objectives.

II. Create a facility plan for an early childhood learning environment.

a. Identify the factors to consider in facility planning.

b. Design and sketch a floor plan for an early childhood facility.

III. Identify current State licensing laws and regulations for early childhood/child care centers.

a. Describe general and specific State licensing requirements for early childhood/child care centers.

b. Define terms associated with governmental regulations for early childhood/child care centers.

c. Identify the types of government regulations and inspections mandated for the establishment of an early childhood/child care center.

d. List licensing procedures, including application and renewal.

e. Identify State and Federal laws and agencies to consider in planning an early childhood/child care center.

IV. Formulate personnel requirements, policies, and procedures for an early childhood/child care center, adhering to the State licensing laws/regulations.

a. Identify factors to consider when determining staff requirements.

b. Outline an effective staff selection process.

c. Identify topics to be addressed in policy formulation for staff and children.

d. Write policies for children and staff using established criteria.

V. Create a plan for the entire financial responsibilities of an early childhood/child care center.

a. Identify the methods and procedures of record keeping for an early childhood/child care center.

b. List the criteria for completing accurate records.

c. Identify the components/factors to consider in preparing an early childhood/child care center budget.

d. Plan and prepare a complete operating budget for an early childhood/child care center.

e. Complete personnel records for an early childhood/child care center.

f. Explain how to delegate the purchase of goods and supplies for an early childhood/child care center.

g. Identify vendors for the purchase of goods and supplies for early childhood/child care centers.

h. Complete records of purchasing transactions.

i. Identify types of other services available to early childhood/child care centers.

VI. Plan, present, and participate in professional staff development activities for the early childhood center.

a. Describe the components of a professional staff development program.

b. Plan activities for selected components of the professional staff program.

c. Implement prepared plans for professional development, staff meetings, individual conferences, and self-evaluations.

VII. Maintain a professional relationship with other students, children, and supervisory personnel.

a. Use correct oral and written English.

b. Monitor behavior of children in all situations.

c. Respect and value all children.

d. Use anti-bias language and techniques.

e. Project a sense of self-worth and confidence.

f. Demonstrate a willingness to participate in all activities.

g. Display appropriate dress code and demeanor.

h. Accept and implement suggestions.

i. Model professional behavior at all times.

VIII. Complete assigned tasks/duties competently and efficiently according to job descriptions.

a. Take initiative in implementing age-appropriate programs/skills theories learned in class when interacting with children.

b. Demonstrate a cooperative attitude when implementing suggestions.

c. Get along well with others.

IX. Perform appropriate supervisory skills for administration according to job description.

a. Model appropriate professional behavior for children.

b. Communicate appropriately with parents/family.

c. Assist instructor in scheduling duties for student staff members.

d. Check student staff members for completion of daily duties.

e. Perform assigned management duties according to job description.
ASSESSMENT MEASURES: Assessment of all learning outcomes will be measured using the following methods:
1) class work (book/workbook)

2) hands-on tasks

3) attendance 

4) participation

REQUIRED TEXTBOOK/S:  Child Care Administration Planning Quality Programs for Young Children by Linda S. and Alan E. Nelson ISBN # 978-1-59070-600-8
SUPPLIES AND EQUIPMENT: Supply list to be provided by the instructor

ATTENDANCE POLICY:  Class attendance is the responsibility of the student.  All students must be officially enrolled in any course that they attend.  It is expected that students attend all classes and be on time.  If an absence occurs, it is the responsibility of the student for making up examinations, obtaining lecture notes, and otherwise compensating for what may have been missed.  Students who stop attending class and do not officially drop, withdraw, or resign from the college may receive a grade of “F” for all coursework missed.  Absences affect performance in this course and do not reflect well on participation.  No student may substitute the attendance of another student.  
GRADING REQUIREMENTS: 
Attendance and Participation = 15%

Written assignments = 45%

Tests and exams = 40 %
GRADING SCALE:

100-90 = A

89-80 = B

79-70 = C

69-60 = D
59- 0  = F
ACADEMIC INTEGRITY AND CONDUCT:  Students are expected to maintain the highest standards of academic integrity.  Behavior that violates these standards is not acceptable.  Plagiarism, cheating, and other forms of academic dishonesty are prohibited and are subject to disciplinary actions established in the Student Code of Conduct.  The instructor reserves the right to assign a grade of “F” on any type of assignment or examination based on evidence that the student has violated the Student Code of Conduct.

STUDENT BEHAVIOR/CLASSROOM DECORUM:  Students are encouraged to discuss, inquire, and express their thoughts and views during class.  Classroom behavior that interferes with either the instructor’s ability to conduct the class or the ability of students to benefit from the instruction is not acceptable.  Students are required to turn off all cell phones or similar electronic devices (or place them on silent mode) before coming into the classroom.  The instructor reserves the right to assign no credit for work on that day if a student talks or texts on a cell phone or similar electronic device.  The classroom is not a place for children, and students are not to bring their family members into the classroom.  

DISABILITY CODE:  If you are a qualified student with a disability seeking accommodations under the Americans with Disabilities Act, you are required to self-identify with the Student Affairs.  No accommodations are granted without documentation authorized from Student Affairs.  

WITHDRAWAL POLICY:  The last day to withdraw from a course or resign from the college is _____________.  If you intend to withdraw from the course or resign from the college, you must initiate the action by logging into LoLA.  The instructor will not withdraw you automatically.  

PROGRAM DRESS CODE

While in training, the student should be groomed for acceptance by future employers.  Therefore, tank tops, muscle shirts, low-cut or see-through shirts/blouses, or dresses are not acceptable attire.  Shirts with improper designs or slogans or advertising drugs or alcoholic beverages are also unacceptable.  Short-shorts may not be worn.  Personal appearance should be neat and clean.

COMMUNICATION POLICY:  My.NorthshoreCollege.Edu is the official student email communication within Northshore Technical Community College.  Therefore, the College has the right to send communications to students via their College email address and the right to expect that those communications will be received and read in a timely fashion.   Every student is assigned a My.NorthshoreCollege.Edu.  Students can redirect their College email address to an outside email provider.  However, the College is not responsible for handling outside email providers, and redirecting their College email address does not absolve a student from their responsibilities associated with communication sent to their official College email address.  

COPYRIGHT POLICY:  Unless a student has obtained permission from the copyright holder, it is a violation of Copyright Law to print or photocopy chapters from a textbook that the student did not purchase. If the course requires the use of an electronic textbook, a student must look for a statement that allows for photocopying and/or printing of the eTextbook.

Note:  This syllabus is a contract.  Staying in this course signifies your agreement to the contents.

