Northwest Indian College
Syllabus

Tribal Agency Management and Administration
CARE 470, Section XXX
5 Credits
Quarter being offered: xx/xxxx
Class Meeting Location, Days and Time:
Instructor Information:
Instructor Name:

Office Location:

Office Hours:

Telephone/Fax:

Email:

Course Description from Catalog
CARE 470  
TRIBAL AGENCY MANAGEMENT AND ADMINISTRATION (5 credits)

Prepares students to manage agencies including: supervision of staff, recruitment and retention of volunteers, preparation and execution of budgets, human resources issues, and risk management. Comparison of tribal to dominant paradigms of management, leadership, and work.
Course Prerequisites (if any): none.
Text(s)/Readings/Materials
American Psychological Association. (2013). Publication manual of the American Psychological Association (6th Ed.). Author. [Note: Be sure it is the 2013 or 2nd printing of the 2010 edition.]
Scott, J. (2006). Sixteen tips in recruiting volunteers. World Volunteer Web. Available at http://www.worldvolunteerweb.org/browse/volunteering-issues/senior-volunteers/doc/16-tips-in-recruiting.html
Worth, M. J. (2013) Nonprofit management: Principles and practice (3rd Ed.). Thousand Oaks, CA: SAGE.

Articles and websites as assigned.
Course Policies 

· Reading: All reading is to be completed on or before the beginning of class on the date due. Students are expected to bring their texts and notes and be prepared to discuss reading.
· Attendance: Students are expected to attend and participate in all class sessions unless they are ill or have an emergency situation. 
· Behavior: Classroom behavior includes respectful dialogue and the willingness to explore multiple viewpoints, ideas, and value systems. It also includes contributing to small group exercises and assignments by focusing on the intent of the assignment in the context of the course and equal sharing of the workload. Students are expected to be engaged in their own learning, confident of their ability to interpret and relate new information, competent to identify and disclose underlying assumptions (particularly in regards to cultural values), and state and consider opinions and perceptions without agreement on what is right or best. Class dynamics are best when students come both as learners and as knowers.

· Late Work: Late work will be accepted up to one week after the due date subject to a 10% penalty on the possible number of points. The instructor reserves the right to waive this policy based on individual or emergent circumstances.

· Exams and Quizzes: If there are extenuating circumstances, exams and quizzes may be taken in advance to accommodate student schedules or made-up in the event of illness or other circumstances (e.g., death in family) as determined by the instructor.
· Raising Grades: Extra credit, late work, and resubmission of assignments to raise grades are not allowed unless otherwise noted in specific assignment details. Students who need assistance understanding an assignment should contact the instructor prior to submittal of the assignment.

· Academic Integrity: Academic integrity is clearly defined in the NWIC catalog, as are academic dishonesty, and the consequences for engaging in behaviors such as: cheating, plagiarism, lying, and other dishonest acts. Refer directly to the catalog policy.

· Electronic Devices: Electronic devices are allowed in class as long as they are used appropriately. Appropriate uses include: checking facts, accessing current information to contribute to class discussions, and taking notes. Inappropriate uses include: texting, emailing, Facebooking or using other social media, and completing work for other courses. Inappropriate behaviors are distracting to the class and interfere with learning. Students who engage in inappropriate usage will lose participation points and may be asked to leave the class if the behavior continues.
· Submitting Assignments: In order to reduce the amount of paper consumed, please submit your individual assignments electronically either as a Google document (email a link to the document to the instructor) or as an email attachment. If the instructor is not able to access the document, the assignment will be counted as late. The instructor’s email address is: xxx@nwic.edu
NWIC Institutional Outcomes

Upon degree completion, a successful student will be able to:

· Effectively communicate in diverse situations, from receiving to expressing information, both verbally and nonverbally. (1)
· Use analytical and critical thinking skills to draw and interpret conclusions from multiple perspectives including Indigenous theory and methods. (2)
· Meet the technological challenges of a modern world. (7)
· Work cooperatively toward a common goal. (8)
Course Outcomes 
Upon course completion, a successful student will be able to:
· Direct an agency or program.

· Manage both direct and indirect services and staff.

· Managing agency budgets and resources.

· Recruit, manage, and retain volunteers.

Course Requirements, Assignment and Assessments 
	
	
	Summary of Assignments
	Due Date
	Points
	

	
	1
	Attendance and participation
	Weekly
	20
	

	
	2 
	Reflect on the difference, 4 entries, 5 points each
	Weeks 3,5,7,9
	20
	

	
	3
	Group presentation: Management styles

3a, annotated bibliography, week 4, 10 points

3b, PowerPoint slides, week 6, 5 points

3c, Teach the class, weeks 6 and 7, 5 points
	Week 5
	20
	

	
	4
	Interviews: Indigenous Agency Management
	Week 8
	20
	

	
	5
	Final assignment: What kind of manager am I?
	Week 10
	20
	

	
	
	Total
	
	100
	


The grade for this course is based on 100 possible points. Points are earned based on the quality of the completed assignments, class participation, and attendance. Details of each assignment are listed below.
1. Attendance and Participation, Weekly (bi-weekly?), 20% of grade
Attendance at class meetings provides opportunities for students to practice skills, engage in dialogue regarding knowledge, theory, and skills required of human service professionals, and develop as scholar practitioners. This course provides opportunities for learning in small groups, and class attendance maximizes in-class group time.
Grading criteria: Present, prepared, and engaged with topic. Behavior contributes to class focus on course content and learning outcomes. 
2. Reflect on the difference, 4 entries, 5 points each, Weeks 3,5,7,9, 20% of final grade

Based on the assigned reading, guest speakers, class exercises, and your own experiences, write a 2-e page paper reflecting (a) tribal values and management styles, (b) your interpretation of reading, (c) your own experience and observations, and (d) your personal goals as a leader and manager for yourself, for tribal human services, and for tribal communities in general.

Grading criteria: Writing is grammatically correct and content is grounded in course materials and speakers. Authentic experience and overtly clear connections between a, b, c, and d.
3. Group Presentation on Management/Leadership Styles, Week 6, 20% of final grade

Students will work in small groups to research a specific style of management. 
· 3a. Each group member must individually locate a minimum of three peer-reviewed articles on the management style and submit an annotated bibliography of the three week 4. (10 points)
· 3b. Prepare a PowerPoint slide presentation including references (one for group). Slides from all groups due 233k 6. (5 points)

· 3c. Use the slides to teach the class about the management style including its strengths, limitations, and the types of situations for its appropriate use. Each group will have 45 minutes. Weeks 6 and 7. (5 points)

Grading criteria: Content is scholarly and useful to professional development of class members. Presentation has been rehearsed and timed, is lively. Strengths and limitations of management style are clearly presented.
4. Interviews: Indigenous Agency Management, Week 8, 20% of final grade

Students will work in pairs to conduct one interview of a director of a tribal program or agency. The interview will be recorded (approximately 30-45 minutes), and students will transcribe the interview and then use the constant comparative method to analyze it.  The analysis should include values and techniques of management and leadership. The class will agree in advance on the questions to be used. The class will work together to synthesize their findings.
Grading criteria: Transcription is correct to the recorded interview, analysis is complete and true to data, summary is accurate to analysis. Students should submit the recording, transcript, analysis notes, and summary of findings.
5. What Kind of Manager/Leader am I?, Week 10, 20 points

This is a chance to be creative and think outside the box. Choose a medium that is representative of who you are (sketching, painting, poetry, writing, music, photography… ). Use that medium to present yourself as the manager and leader you hope to be as a scholar practitioner and a participant in in rebuilding sovereign nations and tribal communities. Present your product to the class and provide  1 page to assist the instructor in interpreting your presentation.
Grading criteria: Authenticity, reflective of strengths and limitations of individual, focus on contribution to the community.
Assignment schedule: See last page.
Grading: Points are NOT rounded up; e.g., you must have 95 points (not 94.9) to receive an A.
	
	At least… Points
	Grade

	
	95
	A

	
	90
	A-

	
	87
	B+

	
	84
	B

	
	80
	B-

	
	77
	C+

	
	74
	C

	
	70
	C-

	
	67
	D+

	
	64
	D

	
	60
	D-

	
	Below 60
	F


Outline/Schedule of Topics: Weekly or daily list and description of topics covered. Tie to readings schedule or other appropriate activities and assessment. Subject to change at instructor’s discretion.
	Week
	Topics & Activities
	Reading
	Assessment

	1.
	· Go over syllabus, course expectations and outcomes

· Introduce course materials in context of class
· Concepts: Management and leadership, room for both?
	
	#1 Attendance Participation

	2.
	· Understanding nonprofit management, the nonprofit sector, and nonprofit organizations
· Both a profession and field of study

· Theories

· Form groups for assignment 3

· Form pairs for assignment 4
	Worth, Preface on p. xix, and Part I, Chapters 1-3, pp. 1-70
	#1 Attendance/Participation



	3.
	· Governing and Leading nonprofit organizations
· Executive leadership

· Governing boards
	Worth, Part II, pp. 71-124
	#1 Attendance/Participation

#2a Reflect on the difference
#3a Annotated bibliography

	4.
	· Managing the nonprofit organization 
· Accountability, measuring performance

· Form and manage strategic plans
· Capacity building and collaboration

· Managing staff and volunteers

· Small group exercise: recruit and retain volunteers

· Guest speaker: Tribal employment laws
	Worth, Part III, pp. 125-262
Scott, website
	#1 Attendance/Participation



	5.
	· Obtaining and managing resources

· Advocacy and lobbying

· Global and international

· Entrepreneurial services

· Guest speaker, Resources
	Part IV and V. pp. 263-397
	#1 Attendance/Participation

#2b Reflect on the difference


	6.
	· #3c Teach the class presentations

	
	#1 Attendance/Participation

#3b PowerPoint Slides
#3c Teach the class

	7.
	· #3c Teach the class presentations
· Time to work on analysis and summary of interview data
	
	#1 Attendance/Participation

#2c Reflect on the difference 
#3b Teach the class

	8.
	· Interviews: Indigenous Agency Management
	
	#1 Attendance/Participation

#4 Interview analysis

	9.
	· Small group exercises: budgets and employee reviews
	
	#1 Attendance/Participation

#2d Reflect on the diffrerence

	10.
	· What kind of leader/manager am I?
	
	#1 Attendance/Participation

#5 What kind of leader? 

	11. 
	Finals Week-Final (no final)
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