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Teachers College—Ball State University Department of Educational Studies
Spring Semester, 2026
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[image: ]      Course Instructor
    


Dr. Bo Chang
Department of Educational Studies 
Teachers College (TC)
Ball State University
2000 University Avenue
Muncie, IN  47306-0610
Office: TC 831
Office Phone:	  (765) 285-5480
Cell phone:	  (706) 247-6269
E-Mail:	  bchang@bsu.edu (E-Mail is the best way to contact me) 

Class Location: Online 
Class Dates and time: Class Dates and time: January 5 – May 1, 2026

Office Hours: Friday: 9 A.M.-11:30 A.M. (email or text me before you come).  If you have questions, please E-Mail or call me for assistance. The instructor will typically respond to communications within 48 hours of receiving them. You can also talk with me through my Zoom.


[bookmark: Summary][image: ]   Summary of the Assignments 

   Please check the detailed instructions about assignments in Canvas

	No
	Assignment
	Total Points
	Due Date by 11:59 P.M.
	Comment due by 11:59 P.M.

	
	
	100
	Thursday
	   Sunday

	1
	Assignment 1: Introduction 1 
	4
	 1.8: zoom
	1.11

	2
	Assignment 2: Organization 
	14
	1.15
	1.18

	3
	Assignment 3:  Leadership and Administration
	14
	1.22
	1.25

	4
	Assignment 4: Budget and Funding
	14
	1.29
	2.1

	5
	Assignment 5: Course reflection
	
	
	2.8

	6
	Assignment 6: HRM
	14
	2.19
	2.22

	7
	Assignment 7: Marketing
	16
	3.12
	3.15

	8
	Assignment 8: Online Discussions
	6
	3.19
	3.22

	9
	Assignment 9: Final project (Project demonstration and course reflection)
	14
	4.2
	4.5

	
	Total
	100
	
	

	
	All Assignments due
	
	
	4.19

	Bonus points
	

	5.
	Participation in the research project
	2
	  4.26

	6
	Conference/grant proposals
	1-4
	  4.26




[image: ]Course Description:

Administration and leadership of adult and community education programs and organizations; Theoretical approaches and practical skills are emphasized. [from BSU Graduate Catalog] 
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[bookmark: _Toc250107616]Course Objectives

Upon completion of this course, you will:

· Learn how adult education programs or organizations are led, organized, administered, and managed. 
· learn the basic structure of the organization/program and learn the functions of educational program management. 
· examine and practice the skills and methods necessary to manage an adult education program.
· know how to design and organize adult/community education programs in practice.
· learn the knowledge and skills relevant to budget and funding, human resource management, and marketing in an educational program.

[bookmark: _bookmark5][image: ]      Course Texts

     Schmidt, S. W. & Yelich Biniecki, S. M. (2017). Organization and administration of adult  education programs: A guide for practitioners. Information Age Publishing, Inc. 
                   ISBN 978-1-68123-635-3
 Other readings will be posted in Canvas

[bookmark: _bookmark6][image: ]       Course Policies
· Attendance: You are expected to participate in each discussion, complete the assigned readings and written assignments, and actively participate in all activities and conversations, including raising questions and observations about the material. You are expected to do approximately 3 hours of web-based work per week, in addition to the time spent on reading and working on assignments. As this is an online course, it is up to every student to stay on track and not fall behind.  You must be self-motivated and disciplined to meet all due dates.  
· Absences/Tardiness: You are expected to attend each online discussion and to be on time. If you must miss an online discussion and cannot post, it is your responsibility to notify the instructor and to add the late posts later (1 point will be deducted for the late posts). 
· Late assignments: All assignments are expected to be submitted by a specific time and date. Every late assignment will be subject to a 1point deduction from your final grade. 
· Incomplete: If you do not submit all of the required assignments by the end of the semester, but have completed 50% of the course work, then you will receive an incomplete. If you have completed less than 50% of the course work, you will receive an F. You must complete all required assignments within four months after the semester ends. If the assignments are not submitted within this timeframe, the incomplete status will expire, and the instructor will no longer grade your work.

[image: ] Copyright Statement

The instructor owns the copyright of course materials including test questions. Students may not reproduce, distribute, or publicly post course materials without the instructor’s permission. Selling or distributing course materials may violate the Ball State Code of Conduct and/or the “Information Technology Users' Privileges and Responsibilities Policy”. Any violations will be referred to the Director of Student Rights and Community Standards.




[image: ]Diversity Statement


Ball State University aspires to be a university that attracts and retains a diverse faculty, staff, and student body. We are committed to ensuring that all members of the community are welcome, through valuing the various experiences and worldviews represented at Ball State and among those we serve. We promote a culture of respect and civil discourse as expressed in our Beneficence Pledge and through university resources found here. 

[image: ]Disabilities


If you need course adaptations or accommodations because of a disability, if you have emergency medical information to share with me, or if you need special arrangements in case the building must be evacuated, please make an appointment with me as soon as possible. This includes PTSD, psychiatric conditions, learning disabilities, test anxiety. Ball State’s Disability Services office coordinates services for students with disabilities; documentation of a disability needs to be on file in that office before any accommodations can be provided. Disability Services can be contacted at 765-285-5293 or dsd@bsu.edu.


[image: ]Academic Honesty

Students are expected to adhere to university guidelines as presented in the Code of Student Rights and Responsibilities as outlined in the student handbook. All students are required to be aware of and abide by Ball State University’s Student Academic Ethics Policy: “ Honesty, trust, and personal responsibility are fundamental attributes of the university community. Academic dishonesty and other forms of academic misconduct threaten the foundation of an institution dedicated to the pursuit of knowledge and will not be tolerated.” 
For more detailed information, please click here.


[image: ]About AI



AI, especially generative models such as ChatGPT, will be used more and more extensively to aid writers and researchers. Such tools can be significant assets to authors for various applications, including synthesizing ideas, analyzing and summarizing data, identifying potential gaps in arguments, and improving the readability and accessibility of document text (beyond basic stylistic editing such as grammar and spelling). When using AI to generate, modify, or assist in creating content for a document for this class, you should acknowledge and distinguish between human and AI contributions. Documents or posts that leverage AI for writing assistance should explicitly mention the role AI played and identify the specific facets of the manuscript in which AI was used. Please list out specific steps detailing how you used AI. For instance:

· Portions of this literature review section were generated with the assistance of OpenAI’s GPT-4 model. AI was used to identify major themes in the literature.
· An AI was used to clarify key intellectual points of the final narrative to ensure the language is in accordance with the grant submission authority’s standards.


(Borrowed from Dr. Steele’s policy, adapted from this policy which he co-authored)

Please watch this video about how to cite AI:
Academic Integrity 3: AI and Academic Integrity

For more detailed information, please click Here.


[image: ] Assistance for Writing


The Writing Center at Ball State offers free one-to-one writing feedback to all students in all classes. For face-to-face or online appointments, students should sign up on the Writing Center website. On the website, students can also chat with a tutor, find writing resources, and discover information about other services offered by the Writing Center. 

Web: http://cms.bsu.edu/academics/centersandinstitutes/~/link.aspx?_id=78A07A18F20A440C9E765DED411D1C70&_z=z
E-Mail: writing@bsu.edu
Phone: (765) 285-8370
Room: Robert Bell Building, Room 295/Bracken Library/online
General Writing Guidelines for Assignments
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· All academically written materials should be double-spaced. 
· Follow the APA Manual, 7th. Edition for style and citation guidelines.
· The quality of your written work reflects the quality of your paper's content. Correct grammar and spelling errors, as well as awkward or unclear sentences and paragraphs before the final paper is submitted.  

[image: ]Grading Criteria and Standards


· Complete all readings by the class due date, and complete all assignments by the due date.
· Actively participate in online discussions.
· Follow the "General Writing Guidelines for Assignments” and the course requirements.
· Incorporate the rigorous, robust, relevant, referenced, and creative principles in your paper. 
· Incorporate the readings and other literature in your papers unless otherwise indicated. Insufficiently referenced work is not considered “A” work.

Your final grade will be based on the following scale: 
A:   95 – 100       A-: 90- 94
B:   85 - 89          B-:  80 - 84
C:   75 - 79          C-:  70 - 74
F:    ≤ 69


[image: ] Class schedule  


	     Unit 1  
  (1.5-1.11)
	Introduction
	
	Assignment 1: Self Introduction 
1.10 (9:30-10:30 EST pm): 
       Zoom meeting
1.11: video introduction

	    Unit 2   
(1.12–1.18)  
	Program organization; Mission, vision and objectives organization
	Chapter 1 and chapter 2
	Assignment 2: Structure of Organization
1.15: Post
1.18: Comment

	     Unit 3   
 (1.19-1.25)
	Leadership and administration
	Chapter 3
	Assignment 3: Leadership and Administration 
1.22: Post
1.25: Comment

	      Unit 4   
 (1.26 -2.1) 
	Budgeting and Funding
	Chapter 4 and Chapter 5
	Assignment 4: Budget and Funding
1.29: Post
2.1: Comment

	    Unit 5  
  (2.2-2.8)
	Course reflection 
	
	2.8: Assignment 5: Course reflection 

	   Unit 6  
(2.9-2.15)
	Prepare for HRM project
	
	Use this time to collect data for HRM assignment and write a draft of the HRM project. 

	   Unit 7
(2.16-2.22)
	HRM, Planning and organizing adult education program
	Chapter 7
	Assignment 6: HRM 
2.19: Post
2.22: Comment

	   Unit 8
(2.23-3.1)
	Data collection for Marketing project
	
	Use this time to collect data for marketing assignment and write a draft of the Marketing project.

	   Unit 9 
  (3.2-3.8)
	
	
	Spring Break (3.2-3.8, no class)

	   Unit 10  
(3.9-3.15)
	Marketing
	Chapter 6
	Assignment 7: Marketing 
3.12: Post
3.15: Comment

	 
  Unit 11    
(3.16-3.22)
	Online Discussions
	Chapters 8, 9, 10 and 11
	Assignment 8: Online posts and comments.
3.19: Post
3.21: Zoom(9:30-10:30pm)
3.22: Comment 

	
   Unit 12  
(3.23-3.29)
	Prepare for the final project
	
	Use this time to prepare for the final project.

	
   Unit 13   
(3.30-4.5)
	Final demonstration 
	
	Assignment 9: Final demonstration 
4.2: Post
4.5: Comment

	   
  Unit 14 
(4.6-4.12)
	
	
	4.12: 
Prepare for conference proposal 

	  Units 15 
(4.13-4.19) 
	Complete incomplete assignments
	
	4.19: All uncompleted assignments due

	Unit 16 
(4.20-4.26)
	
	
	4.26: Bonus Points assignments due
Course reflection

	Unit 17
(4.27-5.1)
	
	
	5.1: Spring semester ends



Other resources
Freedom of express
https://www.bsu.edu/about/freedom-of-expression
Resources, best practices, available seminars and training
https://sitecorecms.bsu.edu/about/council-on-inclusiveness
Free inquiry to the resources and information at University Libraries
https://www.bsu.edu/academics/libraries
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