

SU 2026

Program administration | ecyf 442
Instructor Name: Instructor Contact information found in Canvas
Instructor Contact Information: 
	

	


INTrODUCTION TO COURSE AND INSTRUCTOR
Brief Bio:  Instructor Biography found on Canvas in course modules
Modality: Online
Course Description: Activities of young children in pre-kindergarten.  Organizations, administration, and educational programs of pre-kindergarten care. 
It is usually expected that students will spend approximately 2 hours of study time outside of class for every one hour in class. Since this is a 3 unit class, you should expect to study an average of 6 hours outside of class each week.
[bookmark: h.s6h86p40hsm2]Required COURSE Materials 
Recommended Resources 
LeeKeenan, D & Ponte, I. (2018) From survive to thrive: A director’s guide for leading an early childhood program. NAEYC: 
· All reading materials are provided throughout the semester needed for module objectives
[bookmark: h.d8jj0dvqphqx]Course objectives and learning outcomes
Course goals / Student Learning Outcomes: The purpose of this course is to help candidates understand the implications of educational programs on the human growth & development of children birth through age 5, and to be able to provide appropriate experiences for children in such programs.

Course Objectives	
1. Identify goals and objectives of early childhood programs
2. Demonstrate the ability to plan developmentally appropriate activities for children birth -5.
3. Understand the administration of quality early childhood programs.	

 CORE COMPETENCIES:
In addition, the course meets the following objectives as identified in the Indiana Core Knowledge and Competencies referenced above: 
 Core Knowledge and Competency (CKC) as Defined by the Indiana Professional Development Network 
	


· Organizational Development & Administration (addressed in this course)
· Professionals will know:
· 7.1  the importance of using current research and best practices in child and youth development to inform improvement of professional practices and learning environments  
· 7.2  assessment principles and methods for monitoring programs and services and how to adjust procedures and policies accordingly  
· 7.4 how to effectively recruit, hire and retain competent employees and volunteers 
· 7.5 how to effectively utilize the state’s system for continuous quality improvement, Paths to QUALITY™ 
· 7.6 strategies for implementing continuous quality improvement processes including professional learning opportunities 
· 7.7 the working conditions and practices that create a healthy work environment and reduce staff stress 
· 7.8 the importance of collaborating with professionals within the care and education sector and across closely related sectors 
· 7.10 how to work with families and support their staff to work with families 
· 7.11 strategies for aligning business practices with program philosophy and goals 
· 7.12 strategies for administering and managing programs while complying with laws and regulations and striving for higher levels of program quality 
[bookmark: h.h1zmuuyv1zjw][bookmark: h.ihkjnsdy3jp2][bookmark: h.iqtn9ir9c9nn][bookmark: h.ujyjte37xoi][bookmark: h.pmksoftttq5t]Course EXPECATIONS
Communication Plan
Clear, effective, and ongoing communication is essential to success for all of us this semester. I will outline my commitment to communication with you this semester and my expectation for your communication with me. We are free to adjust the communication plan throughout the semester to suit our needs.
Communication to and from me:
· My goal is to be approachable and communicate clearly, professionally, and respectfully. As human beings, we may fall short of our goals and every day is an opportunity for learning and growth. I invite constructive feedback as we collaborate together this semester. 
· I will post course announcements on Canvas. 
· I will message students either through the Canvas inbox or through email. If my message does not receive a timely response, I will follow up with an additional email or Canvas message.
· I will try to respond to emails and phone calls within 48 hours. If I have not replied within that timeframe, please send a reminder that you have sent me a message and are waiting to hear from me. 
· I do not have specific online office hours but I am available to meet with students at a determined time. Email me to schedule a time to chat on the phone or hold a virtual meeting.
· You can contact me via the Canvas messaging system, my BSU email (rasamson@bsu.edu) or my office number which has voicemail if I am not at my desk, 765-285-2154.  My cell phone is probably easiest for all of us, please send me a text message with the course, your name and message.  765-730-9917

Communication to and from you:
· I have set up Q&A Discussion to allow students to pose questions at any time. Students may receive feedback from peers or from me. If you are having technical difficulty, I will ask if you have contacted Canvas Support for assistance.
· Set up notifications in Canvas to receive announcements and emails for the course.
· Students are expected to log onto Canvas 3 to 4 times per week and check their BSU email account daily. 
· Communication should be professional and respectful. Here is a resource to assist with that. 
Attendance and Participation Policy
Attendance in Ball State University online classes is measured by your active
participation in course activities at least once each week. Be sure to complete your course work
as assigned to ensure you are recorded as attending the course.
Grading Policy 	
For this course, appropriate evaluation of your academic performance is an integral part of your learning experience. In the absence of mistake, fraud, bad faith or incompetence, I will be the key decision-maker on the assignment of grades. For information on grade appeal, consult the Ball State website.
The total points possible for the course are tallied and final grades are submitted according to the percentages below; as there is extra credit available throughout the course, no scores will be “rounded up.” Note the following grades are earned based on the total possible points.
A	94%	B-	84%	D+	70%
A-	93%	C+	80%	D	67%
B+	90%	C	77%	D-	64%
B	87%	C-	74%	F	less than 60%

Assignment and Examination Schedule
· Getting to Know Me presentation (10)
· Philosophy and Mission Statement Discussion (20) 
· Quality Rating and Improvement System (QRIS) (30)
· Child Care Resource and Referral Assignment (25)
· Financial Health, Elements of Budgeting Online (10)
· Using Family and Staff Surveys to Inform Program Improvement (30)
· Health and Safety Discussion (20)
· Preschoolers at Play (20)
· Using AI to Create and Assess Job Descriptions (30)
· Creating the Environment Discussion (20)
· Family Involvement Policy Statement and Handbook Table of Contents (25)
· Advocacy in Action (20)
· Final Reflective Assignment: Your Journey as an ECE Leader (40)

  

Feedback and Rubrics

For feedback to be useful, it must be timely, ongoing, consistent and actionable. Here are some ways that I strive to provide useful feedback in this course.
I have varied the types of assignments in the course to meet the course objectives as well as to meet different learning styles. When appropriate, I offer students the option of submitting assignments in a format best suited to the student’s learning style. 
I will read every discussion post, but I don't always personally comment on the posts. I will make every effort to grade your quizzes, assignments, and discussions within 5-10 business days of submission. Please feel free to email me before that time if you have any questions or concerns about your performance in class. 
There is a rubric attached to most assignments. A rubric is a scoring tool that explicitly describes the performance expectations for assignments. The rubric identifies the criteria that will be assessed and defines the quality of work expected. Use the rubric when preparing your assignments. Also, review the rubric after the assignment has been graded to identify which parts of your submission met or did not meet the requirements. The rubric ratings are designed to provide tangible feedback. I will often provide written feedback as well. Students are encouraged to carefully review all feedback for each assignment. If you need additional feedback or clarification on any graded assessment, be sure to ask. 
How do I view annotation feedback comments from my instructor directly in my assignment submission? https://community.canvaslms.com/t5/Student-Guide/How-do-I-view-annotation-feedback-comments-from-my-instructor/ta-p/523 
Late Policy 
· All assignments are due by midnight EST/EDT time on the due dates indicated.
· Canvas will not accept assignments for grading after 11:59 pm on the final day of class.
Assignment Submission Policy
· All assignments should be submitted as Word documents with extensions of .doc or .docx unless otherwise indicated in the assignment description.
· Assignments, unless otherwise indicated should be submitted using the assignment link in the module. I do not accept assignments that are emailed to me.
Academic Honesty: Honesty, trust, and personal responsibility are fundamental attributes of the university community. Academic dishonesty will not be tolerated, as it threatens the foundation of an institution dedicated to the pursuit of knowledge. To maintain its credibility and reputation, and to equitably assign evaluations of scholastic and creative performance, Ball State University is committed to maintaining a climate that upholds and values the highest standards of academic integrity. Acts of dishonesty include:
· plagiarism (copying the work of others, claiming them as your own)
· facilitation (helping others cheat)
· allowing your own work to be submitted by another student

Students may not reproduce, distribute, or publicly post any course materials without my permission. Violations will be referred to the Director of Student Rights and Community Standards.

Use of AI: Any work written, developed, created, or inspired by artificial intelligence (AI) is considered plagiarism and will not be tolerated. While the ever-changing (and exciting!) new developments with AI will find their place in our workforces and personal lives, in the realm of education and learning, this kind of technology does not belong. This is because the use of AI robs us all of the opportunity to learn from our experiences and from each other, to play with our creative freedoms, to problem-solve, and to contribute our ideas in authentic ways. In a nutshell, college is a place for learning, and this class is specifically a space for learning how to improve our writing. AI simply cannot do that learning for us.

Resources for Students:
The Learning Center offers free tutoring for many courses. We also provide writing and study skills tutoring.  This summer, students can make appointments for virtual (Zoom) appointments.  There are also drop-in tutoring times (in-person, FB 103) for chemistry (see our website for more information).  To make an appointment, visit my.bsu.edu and click on “Navigate” in the Additional Tools section, or just go directly to https://bsu.navigate.eab.com.  You can also download the Navigate Student app. 
Testing accommodations for students with disabilities are available for students who have received the appropriate documentation from Disability Services. Tests may be administered in the Learning Center.  For more information about all of our programming visit www.bsu.edu/learningcenter or call 765-285-1006. Email us at learncenter@bsu.edu

Ball State 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. To maintain its credibility and reputation, and to equitably assign evaluations of scholastic and creative performance, Ball State University is committed to maintaining a climate that upholds and values the highest standards of academic integrity. Visit the complete Student Academic Ethics Policy
Statements of Inclusion
Diversity and Inclusion
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 at http://cms.bsu.edu/campuslife/multiculturalcenter.
Students with Disabilities: If you need course adaptations or accommodations because of a disability, please contact me as soon as possible. The Office of Disability Services 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. 
Accommodations
If you need course adaptations or accommodations because of a disability, please contact me as soon as possible.  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.

If you are experiencing mental health concerns, telehealth services are available.
Canvas Accessibility
Canvas provides a user experience that is easy, simple, and intuitive. Special attention has been paid to making Canvas screen-readable. The Rich Content Editor encourages users to create accessible content pages (i.e. text formatting is accomplished using styles). Canvas is designed to allow limited customization of colors and schemes to be accessible for all users. The National Federation of the Blind granted Canvas the Gold Level Web Certification in 2010.

Find more information by visiting the Canvas Voluntary Product Accessibility Template (VPAT).
FERPA and Privacy
As a student, your educational records are considered confidential. Under FERPA (Family Educational Rights and Privacy Act), your records are confidential and protected. Under most circumstances, your records will not be released without your written and signed consent. However, some directory information may be released to third parties without your prior consent unless a written request to restrict this is on file. You can learn more about student rights to privacy by reading Ball State's FERPA and Privacy and Protection.

Video Conferencing Recording
In this class, software may be used to record live class discussions. As a student in this class, your participation in live class discussions may be recorded. These recordings typically will be made available only to students enrolled in the class, to assist those who cannot attend the live session or to serve as a resource for those who would like to review content that was presented. Students who prefer to participate via audio only will be allowed to disable their video camera so only audio will be captured. Students who prefer to listen only must disable their audio capability and visual camera. If you have concerns, please discuss these options with me. It will be announced if any session will be recorded. 

[bookmark: h.gjdgxs]SUBJECT TO CHANGE STATEMENT
This syllabus and schedule are subject to change in the event of extenuating circumstances.




11

