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Overview
This course is designed to give students a broad overview of theories, issues and approaches in administration of services and programs for elders. In addition, the course provides students with opportunities to analyze and practice a variety of management skills.
Effective management requires a variety of skills including: self-management; communication, leadership, teambuilding, planning, networking and system development. In aging, the successful manager must be able to oversee and organize the work of people with a variety of different backgrounds, skill level and expertise and relate to key stakeholders outside the organization (e.g., the community, public officials, regulators, potential consumers and donors).

This course will utilize public and business administration concepts and theory pertinent to aging services. 
Basic Assumptions
(1) Management Matters. All graduates of the gerontology certificate program are likely to work in an organization. They will benefit from learning about the administrative, service delivery, bureaucratic and network issues that will confront them.

(2) The Age Wave is Coming. Demographics will result in increased need for organizations that deliver services to older persons and other vulnerable populations. Consequently, professionals who are knowledgeable about aging and possess strong administrative skills are in demand.

(3) Think “Both/And.” This is a theory-based skills class. Because professional management requires both skill-based and knowledge-based competencies, students should understand concepts and theories about management and have a number of opportunities to develop management skills.

(4) Just Do It. Managers operate with imperfect information. It is important to be able to analyze and implement. Successful implementation includes understanding what we know and how we know it and, most importantly, how to translate what we know into effective programs and organizations.
Curriculum
(1) Complex Organizations and the Managerial Role -- an overview of the theories, concepts, and issues of administration and sets the stage for the material that follows.

(2) Deciding What to Do -- the focus is on planning, goal-setting and decision-making, taking into consideration the older adult client group being served.

(3) Getting Others to Act -- includes managing staff, networking, and collaborating with other organizations.
(4) Organizing Effective Systems -- examining how systems development can be used to enhance the performance of the organization and better serve consumers.

Learning Objectives

To do well in the class, students are expected to have demonstrated the ability to:

(1) Apply and adapt relevant organizational and management theories, concepts and principles to management issues in aging organizations.

(2) Describe and analyze the role of administrator/manager and the skills required to be a competent professional administrator in gerontology

(3) Describe, analyze and use theories of organizational behavior and methods of working effectively with and through other people.

(4) Analyze organizational goals, environment, and resources of organizations that serve older adults.

(5) Demonstrate planning skills, including identification and analyzing of key sources of information, determining needs, developing and analyzing alternative strategies, setting priorities, and strategically executing plans.

(6) Identify and understand the agendas of various political actors inside and outside the organization and the rules of the game by which they play.

(7) Demonstrate skills in decision-making through analysis and presentation of case studies.

Required Readings

There are three required books for this course:

(1) Davis, W. E., Haacker, R. W., & Townsend, J. E. (2009). The principles of health care administration. Bossier City, LA: Professional Printing & Publishing, Inc.

(2) Evanshwick, C. J. (2005). The continuum of long-term care: An integrated systems approach (2nd ed.). Albany: Delmar Publishers.

(3) Giordano, J. A., & Rich, T. A. (2001). The gerontologist as an administrator. Westport, Connecticut: Auburn House.

Expectations and Grading

Students are expected to enter the class knowing how to communicate effectively in writing and in oral class presentations. There are no expectations for previous coursework or experience in supervision, management or Administration. Wikipedia may not be used as a reference for this course.

Your performance in several different areas will be used to determine your grade:
(1) Shadowing Project 




15%

(2) Organizational Analysis



25%
(3) Final Paper – Problem Solving Report

35%

(4) Presentation of Final Paper



5%

(5) Class Attendance & Participation


15%

Major Paper Assignments

1) Shadowing Project 

This assignment requires the student to use a semi-structured observation method to address the question “What do administrators of aging programs and services do? Students selecting this project to fulfill their final paper assignment should be prepared to spend 16 hours observing an administrator in the work setting. Ideally, the 16 hours will be done in four sessions of four hours each. In addition to the observations, students are expected to collect some preliminary information on the administrator and her/his environment and to debrief the experience with the individual after the observation is complete.

Procedures for Conducting Your Observations

The following steps should be used to complete the shadowing project:

1) Skim Mintzberg’s Appendix B: Seven Research Methods used to Study Managerial Work and then carefully read Appendix C: A Study of the Work of Five Chief Executives to familiarize you with the method and how it fits with other qualitative approaches to studying managerial behavior -- which will be distributed in class from Mintzberg, H. (1973). The nature of managerial work. New York: Harper & Row.

2) Determine what type of facility in which you have an interest and approach the administrator to ask her/his permission to be shadowed as an assignment requirement of this course. 

3) After the individual has consented to be observed, you will need to get some background information on her/him. This will involve a brief interview and includes the following: a resume, an organization chart, a “boilerplate” job description if she/he has one, an idea of her/his general work hours including how much work is done at home and anything else she/he wishes to tell you that may help you understand the work and observations better.

4) Make arrangements for the dates and times you will do the shadowing. These hours should be as representative as possible of the work that the administrator does. For example, don’t shadow three Monday mornings in a row or sit through the weekly staff meeting several times. Try to schedule the observations for different times of the day and week. Ask the administrator if the work is representative and compare the activities to the calendar days that you have copied. Also check with the manager about seasonal variations and other reasons your observations may be typical or atypical. Let me know if you have trouble scheduling.

5) It would useful to address the question of work content. Therefore, I would like you to tabulate your chronology record. Reliability is a challenge with this project since we are using different people to observe. It is, therefore, extremely important that your record keeping is meticulous. Do not make judgments in the narrative. Simply describe as accurately as you can what you observe. For example, do NOT say, “Mr. Jones was extremely irate. He screamed at everyone in sight.” Instead, you might describe the situation like this: “Mr. Jones slammed his fist on the table and said, ‘I’m tired of all these damn late reports. Either get them in on time or I don’t want to see them.’ His face appeared flushed. The staff was silent. After 30 seconds, Jones cleared his throat and asked that they move on to the next item on the agenda, new business.”

6) After completing the 16 hours, arrange a session with the administrator to debrief. Ask how typical the work was. If there is something you did not understand and were unable to clear up at the time, check it out. (In most instances it will be appropriate to ask what was that phone call about or was that a scheduled meeting.) Also, use the debriefing to get clarity on the job role and to answer additional questions on issues like perceived style, time-management techniques, etc. that you need to write up in your paper (See sample Interview).

7) Write a brief analysis of your observations. This analysis should be approximately 8-10 typed pages. It should address the following questions:

a) How would you assess the work “style” of the manager you observed? (Use theories of leadership, conflict, decision-making, etc.)

b) What roles (according to “Mintzberg’s Chief Executive Roles” which will be distributed in class.) do you feel you observed? Are there other roles you observed that do not fit into Mintzberg’s framework?

c) What are the values and assumptions of the organization? (Organizational culture). How are these promoted?

d) How does the manager deal with problems? And how does she/he handle conflict?

e) Comment on your perceptions of workload. Is there any evidence of stress or work overload? If so, how is it dealt with it?

f) Is there anything idiosyncratic about the manager’s roles or work that you observed? Please explain. If yes, how do you think this relates to the fact that the manager is in the aging field?

In many instances, you will not have examples for each of these questions. If this is the case, simply state that in your paper. For example, I did not observe any conflict situations during the shadowing.

Please document your findings using the literature. Use parenthetical footnotes to identify sources. You will be expected to make a brief presentation to the class in which you present your findings.

Your paper is due by < >. Papers that are not on time will automatically receive a deduction of 5 points. A deduction of 5 points will be made for late papers and starting < >, an additional 2 points will be subtracted for each day the paper is late.

Sample Interview

1) Was the work I observed typical of your normal activities? Why or why not?

2) Which activities do you most enjoy? Least enjoy? Why?

3) Where do you feel most competent? Where do you feel least competent?

4) What are the underlying values of this organization?

5) How would you characterize your management style?

6) How do you organize your work?

7) How do you set your priorities?

8) In your opinion, what skills and/or knowledge base are most important for a manager of aging services?

9) Do you have any questions for me?

10) Thank them for their time.

Grading Criteria

The shadowing project will be graded as follows:

1) Following procedures accurately. Did you accomplish all the tasks outlined above in an appropriate fashion (i.e., getting proper background information, using proper procedures to set up the shadowing, etc.)?

2) Properly recording your findings according to the format outlined above. This includes writing descriptive rather than evaluative narratives. It also means you will be expected to record in detail your observations. Minutia may be important. When in doubt, write it down.

3) Your ability to analyze your findings according to the questions posed above. This includes accurately documenting your analysis by referring back to examples in your observations and tying these to relevant literature. Be sure to reference literature from the class readings and class sessions to support your points.

4) Writing and execution. Writing and execution will be graded according to the quality of your writing, the use of logical arguments to back up what you are asserting and the extent to which you write clearly and in your own words. Once again, you don’t need to sound like some of the theorists you have exposed to in order to write a good paper. 
Organizational Analysis

This major assignment requires you to do an analysis of an organization (in some instances this will be your internship) using concepts and theories presented in class. The abstract is due < >. The paper is due on < >. A deduction of 5 points will be made for late papers and starting on < >, an additional 2 points will be taken off for late papers. Students will be asked to share their findings with their classmates during the last class session. The structural requirements for the paper and the expected content are outlined below.

Structure

The paper should be succinct (no longer than 15 double-spaced, typed, 12-point Arial or Times New Roman font, and 1” margins). It must include a one page Executive Summary, which highlights key findings. Use APA style references. Sources should be documented including organizational literature (brochures, manuals, etc.) and personal communications. Use the following content outline as a guide for the structure.

Content Outline

The following areas must be addressed in your paper:

1) Overview: What is the purpose of your organization? What are its mandates and where do they come from? Whose auspices is the organization under? Use the following questions to guide you: What is the history of the organization? How was it founded? Who are its constituents? Who funds it? What other organizations does it relate to?

2) Structure: Describe the method of operation of the organization by providing a comprehensive and analytical discussion of the organizational theories that best describe the organization. Use the following questions as a guide: What type of organization is the one you are analyzing? What is its structure? (Include an organizational chart). What are the formal policies and procedures 9If there are any)? What is its structure of governance and representation?

3) Behavior: How does the organization regulate its employees? How does it deal with problems? What are its decision-making mechanisms? What are the administrative roles which occupies them? What activities do these administrators carry out and what are the requirements for education and training of administrative staff? Describe the informal organization. What are the organizational climate, norms, and communication patterns? (If possible, include both formal and informal communication patterns.) How is the staff motivated (by what it means and by whom)? What is the reward system and how is it used? What are the opportunities for upward mobility? How does one get ahead? How does the agency input get from the outside?

4) Planning and Evaluation: How does the agency plan? How far does it look into the future? How does it evaluate success or failures and how do others evaluate the agency? On the basis of what kinds of information and data is the agency evaluated? What kinds of information does the agency collect for its own uses?

5) The Environment: How does the agency attract clients and position itself in its marker? What kinds of competition, if any, does it face? What types of coordination strategies does the agency engage in? In what kinds of networks is the agency involved?

6) Major Issues: What are the major issues that the organization is currently wrestling with? Are there controversies? Are there internal or external struggles/ If so, what is their nature and how does the agency go about resolving them?

7) Your Assessment: How effective is this organization? What does it do well? Where are their problems? If you were in charge, what goals would you see as priorities for the organization in terms of its future? What changes would you make and why? Finally, would you seek a job in this organization? Why or why not?
Grading Criteria
1) Comprehensiveness of your response. (How well and how thoroughly you covered the points).

2) Appropriate integration of administrative theories to document your points. (Did you use the theories/concepts from the reading and those discussed in class appropriately?)

3) Execution. (Is your paper well thought out? Is it well written? Does it look presentable? Did you stay within the guidelines in terms of length? Executive Summary and Content?)

4) Comprehensiveness and organizational investigation. (Did you do your homework? Have you adequately explored the organization? Do you appear to know what you’re talking about?)

5) Five percent of your grade will be on your oral presentation to the class. The presentation will be brief and must be succinct. You will be graded on content rather than style of presenting.

6) Papers that are not in on time will automatically receive a deduction of 5 points.

Problem Solving Assignment

This assignment is an effort to expose students to problems that managers in aging organizations confront. The first part of the assignment requires an interview with a manager of an aging service facility. The organization may be public, for-profit, or not-for-profit but it must target older adults. Students are expected to arrange an interview with the manager by the end of < >. The purpose of the interview is to identify a problem/issue that the manager needs some assistance in solving. You must address this issue/problem in your final paper. For example, you might meet with the administrator of the Happydale Home who tells you that she is having difficulty retaining certified nurses’ aides (CNAs) – she may, in fact, identify more than one issue and then you can choose the one that is most compelling to you. Your job is to research the problem, incorporating state-of-the-art thinking on it, formulate your solution to the problem, submit a final paper, present your findings in class via PowerPoint, make necessary adjustments based on the class discussion, and then, present your recommendations to the administrator.

Part 1: Problem Statement Proposal. This part of the assignment should be about 3-5 pages. In it, you should describe the problem/issue in as much detail as you can. What is the scope of the problem? How long has it been a problem? What impact has it had on the organization? What has been tried to address it? To what extent have these efforts affected the issue? What would be most useful to the administrator in terms of your efforts? How will the administrator evaluate your efforts? Does the administrator have suggestions about where you should begin or what literature to search?

Part 2: Strategy Proposal. This phase of the report should be between 12-15 pages. It must be submitted by < >. In addition, each student will present her/his findings to the class. The paper should include the following components:

Abstract: Include all the relevant points in a brief abstract, not to exceed 500 words that the busy executive can use to get the gist of the issue and your proposal.

Background: What is the nature of the problem? Why is it a problem? For whom is it is a problem? What is its impact?

Literature: What does the literature say about the issue? For example, if you are exploring how to improve retention of CNAs what studies have been done on your issue? What is known? How helpful are the studies? Why? Conclude this section with a summary of what is known including areas of consensus and areas of dispute.

Recommended Strategy: Based on what you have learned, include a memo that recommends the most viable and preferred strategy or approach or steps to address the issue with the reason why you think it is likely to be effective. Use your knowledge of the issue from your interview with the manager and your expertise from the literature. (Also you are expected to apply concepts and evidence from the class readings and class sessions and reference these in your paper.)

Papers are due on < >. A deduction of 5 points will be made for late papers and starting < >, an additional 2 points will be subtracted for each day the paper is late. Students are expected to make a presentation of their findings to the class during this class session. This presentation can serve as a “shake down” for your final presentation to the manager.

The following questions will serve as a guide for grading:

1. Is the analysis comprehensive? Have you clearly delineated all of the issues, approaches and consequences or have you focused only on a portion of the problem while overlooking critical issues?

2. Is your presentation of options logical and rational? Does it make sense based on the facts that you have presented/ Does it make sense based on the problem?

3. Does your paper illustrate a good working knowledge of the literature: have you appropriately used relevant literature, including readings and class sessions?
4. Is your analysis innovative? Do you take risks and present unique insights? Do you look at the facts in new ways that may not be immediately suggested from the material? Is your solution viable and practical as you’ve spelled it out?

5. Is your paper well thought-out, well written, grammatically correct, and following APA rules?

Grading Policy:

Grading will follow the Dominican University Graduate School of Social Work grading system (current MSW Student Handbook) with percentage marks associated with corresponding letter grades.

	Grade
	Grade Point Value
	Description

	A
	4.0 (96 – 100%)
	Excellent

	A-
	3.7 (90 – 95%)
	

	B+
	3.3 (88 – 90%)
	

	B
	3.0 (84 – 87%)
	Satisfactory

	B-
	2.7 (80 – 83%)
	

	C+
	2.3 (78 – 79%)
	

	C
	2.0 (74 – 77%)
	Acceptable

	C-
	1.7 (70 – 73%)
	

	F
	0 (below 69%)
	Unsatisfactory


ATTENDANCE POLICY:

The student is allowed 1 unexcused absence per semester. Beyond this, the final grade may be lowered by a ½ grade for each additional absence. If a student misses 4 or more classes per semester, it is recommended that the student withdraw from the course.

Excessive lateness (more than 15 minutes late):

1-2 Incidents of lateness will be overlooked.

Each incident of lateness after that will result in a reduction of the class participation portion of your grade.

SPECIAL NEEDS:

Services for students with learning disabilities are coordinated through Judith Paulus, Administrative Assistant to the Dean of Students, Trudi Goggin. Judith can be reached at 708-524-6822. The student will need to identify his or herself to the Dean of Students, as well as provide documentation of their disability in order to determine what accommodations are reasonable. Once identified and approved the student is provided with an accommodation approval letter, which they give to their instructor. The letter lists the approved accommodation/s. The Dominican University Student Handbook states that it is the student’s responsibility to make requests for auxiliary aids or special services at least three weeks prior to the start of a class.

The Writing Center also provides services to students who need additional reading, writing or computer skills: 708-524-6682.

CHEATING AND PLAGIARISM POLICY:

All students of the GSSW are expected to observe high standards of academic honesty and integrity. Any student whose conduct violates such standards may be subject to disciplinary action as determined by due process.

Plagiarism is the presentation of the writing or thinking of another as the student’s own without giving appropriate credit to the original authors, thinkers, owners or creators of that work. Misuse of others’ work will result in disciplinary action, including a failure in the specific assignment and/or possible failure in the course, based on the discretion of that specific faculty member in consultation with the dean of the GSSW.

CLASS CANCELLATION POLICY:

In the event of a class cancellation, students should check their email for instructions or call the professor for instructions. 

EMAIL POLICY:

Students are responsible to regularly check their student email accounts.

CELL PHONE POLICY:

Turn off all cell phones and pagers before the beginning of class. Leaving class to answer a call disrupts the class and detracts from your classroom participation. Arrangements for your personal communication needs to be made before or after class and not during class.

Course Outline

I. Complex Organizations and the Managerial Role

a. Class # 1 <Date>

i. Major Focus – Review goals, expectations and assignments. Discuss your areas of interest, experience and background within organizations.

ii. Key Question: What is your vision of aging services?
b. Class #2 <Date>

i. Major Focus: The Nature of Complex Organizations.

ii. Key Question: What are the major organizational theories that help explain how aging organizations are designed, how they function and how this affects their delivery of services?

iii. Topics Covered: Examine theories of organizational structure, function and roles.

iv. Readings Required Prior to this Class: 

1. Davis – Introduction 
2. Evashwick – Chapters 1 - 3

3. Giordano & Rich – Chapter 1 
c. Class #3 <Date>

i. Major focus: The Nature of Administrative Work.

ii. Key Question: What is the role of an administrator/manager? What does a manager do?

iii. Topics Covered: Characteristics of administrators/managers, work roles, organizational variations, skills required, and managerial theories.

iv. Task: to understand how the environment influences decisions of administrators/managers and what skills are required of administrators/managers.

v. Exercise: Students to divide into groups to review readings on managerial theories and present summarization to class.

vi. Readings Required Prior to this Class: 

1. Davis – Domain I
2. Evashwick – Chapters 4 & 5

3. Gordano & Rich – Chapter 2
II. Deciding What to Do

a. Class #4 <Date>
i. Major focus: Planning and Decision Making

ii. Key Question: What are the elements of strategic planning? How do administrators/managers make decisions? What information do they use? What are the different styles of decision-making? What tools are available to assist managers with decision-making? What are the ethical issues that influence administrators/managers in aging services?

iii. Topics Covered: Planning, working with boards, consultants, managerial style, information gathering, determining who makes the decisions, consumer directed care, ethical issues in decision-making.

iv. Exercise: Students to divide into small groups to serve on committees to discuss pre-assigned agency problems and present recommended decisions to entire class.

v. Readings Required Prior to this Class: 

1. Davis – Domain II

2. Evashwick – Chapters 6 & 7

3. Giordano & Rich – Chapter 3
b. Class #5 <Date>
i. Major Focus: Establishment & Implementation of Policies
ii. Key Question: How does an administrator/manager create and revise policies which are legally sound, practical and effective.
iii. Topics Covered: Federal, state and local regulations, Industry-wide standards, utilizing peer networking.
iv. Exercise: Students to create agency policy manual.

v. Readings Required Prior to this Class:

1. Davis: Domain III
2. Evashwick: Chapters 8 - 10
3. Giordano: Chapters 4 - 5
III. Getting Others to Act

a. Class #6 <Date>
i. Major focus: Communication

ii. Key Question: What are the major communication skills required of administrators/managers? What concepts underpin these skills? How are these skills acquired and used?

iii. Topics Covered: Effective supervision, use/abuse of technology, problem-solving.

iv. Exercise: Students to lead simulated staff meetings on pre-assigned topics.
v. Readings Required Prior to this Class:

1. Davis – Domain IV

2. Evashwick – Chapters 11 - 13

3. Giordano & Rich – Chapters 6 - 7
b. Class #7 <Date>
i. Major Focus: Organizational Culture and Motivation 

ii. Key Question: To what extent can the manager motivate employees through an enhanced work environment and the creation of a positive organizational culture? How does one motivate employees to achieve the highest level of performance? How do these theories relate to programs and services for older adults?

iii. Topics Covered: Theories of performance, motivation, incentives and rewards.

iv. Exercise: Students to present ideas to lead team-building activities. 

v. Readings Required Prior to this Class: 

1. Davis – Domain V

2. Evashwick – Chapters 14 - 16

3. Giordano & Rich – Chapters 8 - 9
c. Class #8 <Date>
i. Major Focus: Hiring, Firing, Training & Discipline
ii. Key Question: How does an administrator/manager create and maintain an efficient and effective staff team.

iii. Topics Covered: Personnel policy manuals, documentation, relationships.

iv. Exercise: Role playing of staff interviews & supervisory conferences.

v. Readings Required Prior to this Class:

1. Davis – Acts, Laws & Regulations

2. Evashwick – Chapters 17 – 19

3. Giordano – Chapters 10 -11

IV. Organizing Effective Systems:

a. Class #9 <Date>



i. Major Focus: Nonprofit Leadership & Management
ii. Key Question: What differentiates a nonprofit agency from a for-profit agency?

iii. Topics Covered: Board development, use of volunteers, marketing, and fund-raising.
iv. Exercise: Students to develop a program/service within a hypothetical nonprofit and a for-profit agency.

v. Readings Required Prior to this Class:

1. Davis -- Code of Federal Regulations

2. Evashwick – Chapters 20 – 23

3. Giordano – Chapters 12 - 13

b. Class #10 <Date>
i. Major Focus: Ethics
ii. Key Question: How does an administrator/manager balance the pressures to achieve business objectives with the need to maintain strict adherence to generally accepted moral and ethical standards?

iii. Topics Covered: NASW Code of Ethics as they relate to gerontological service agencies.

iv. Exercise: Small group discussions of hypothetical problems.

V. Practical Application of What Has Been Learned

a. Class #11 
<Date>
Case Studies (From Infeld, D. L. & Kress, John R. (Eds.). (1995). Cases in Long-Term Management: Leadership Challenges in Managing Change. Owings Mills, MD: National Health Pub.) will be distributed in class to small groups which will prepare a report to make to the entire class during the final hour of the evening, applying material from the readings and class discussions to the analyses. Using an outline which will be distributed, they will assigned the task of organizing and analyzing the facts, studying the data in detail and developing a realistic course of action that can be supported by the case information. Analyses should use logic; apply principles and methods learned in the class up until this date, first-hand experience, and offer practical solutions.

b. Class #12
<Date>
Students to meet at appointed facility to discuss issues of concern with role of administrator/manager after she/he makes presentation.

VI. Student Presentations to Class:

a. Class #13
<Date>
Final Paper Presentations
b. Class #14
<Date>
Final Paper Presentations

VII. Final Class: 

a. Class #15
<Date>
Students to lead simulated annual agency dinner board meeting by carrying out pre-assigned roles.
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