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Nova Southeastern University
Graduate School of Computer and Information Sciences
Course Syllabus

DCTE 732: Online Program Administration
Fall 2011
Professor Gertrude (Trudy) W. Abramson, Ed.D.

Nova Southeastern University
Graduate School of Computer and Information Sciences
Carl DeSantis Building, Room 4071

3301 College Avenue

Fort Lauderdale, FL 33314-7796
(954) 262-2070
abramson@nova.edu
http://www.scis.nova.edu/~abramson
Contact Information
Personal contact with the professor is to be initiated through abramson@nova.edu. The program office requires that students use their NSU accounts for email at all times. Phone and in-person meetings may be arranged at the discretion of the professor Monday through Thursday from 11 AM through 4 PM.

DCTE 732 Catalog Description
The course provides a research-based, timely, in-depth investigation into the multiple administrative roles in online programs and schools. Policies, procedures and responsibilities to students and teachers will be delineated.  The evolution of online learning from the individual course to the greater entity will be examined as will qualifications for an online program administrator at different levels of learning. 
Required Textbook
Shelton, V. & Saltsman, G. (2005). An Administrator’s Guide to Online Education. Greenwich, CT: Information Age Publishing. ISBN: 1-59311-424-9.
The book was selected because of its consistent focus on administration; it is not as current as would be optimal.  Read it quickly in its entirety as soon as possible.  It contains many valuable resources and will help get thought processes out of the classroom and into the administration.  Discussion will mirror the organization of the table of contents.
Required Materials
· All readings are in the required text, available online or in the course book.
· Software use is restricted to that which is available free-of-charge online or is supplied by NSU.
Course Goal
Upon completion of the course, students will possess a working knowledge of the components of leadership roles in blended and fully-online learning environments across different educational levels. 
Learning Objectives and Outcomes 

Students will 

· Read widely in the literature of online program administration.
· Report upon readings.
· Participate in cognitive and social discussions.

· Write two research-based articles.
· Evaluate the community of inquiry experience.
Calendar 
It is important that students comply with the dates below. Except in cases of extreme hardship, an incomplete contract will not be granted. The course runs for 16 weeks beginning on Monday, August 22, 2011 and ending on Friday, December 9, 2011. All coursework begins on Mondays and ends on Fridays. Our always-open electronic environments are available for work on weekends at the discretion of the participants.

1. Cluster meeting: Thursday, August 25 through Sunday, August 28, 2011.

2. Students must announce their presence in “Members of the Class” before 9 AM on Sunday, August 28, 2011.
3. Graded assignments: 
a. First research paper due Friday, October 7, 2011 (end week 7)
b. Second research paper due Friday, November 11, 2011 (end week 12).
c. Community of Inquiry paper due Monday, December 5, 2011 (beginning week 16).
Grades

1. Each of the graded assignments is worth 33% of the final grade.
2. Work that has not been carefully checked for spelling, grammar and sentence structure will not be reviewed; a grade of 50 will be assigned.
3. Work may be submitted up to two weeks before due date.

4. Work will be graded promptly, fairly and equitably. The numerical average will translate to a letter grade using the scale below.

	A
	A-
	B+
	B
	B-
	C+
	C
	C-
	F

	95-100
	90-94
	87-89
	83-86
	82-80
	77-79
	76-73
	72-70
	0-69


Community of Inquiry
The essence of our shared learning experience will follow Garrison’s much written about community of inquiry model.  (See appendix A.) The format for collaboration has been modified based upon the professor’s observation of previous class discussions. Together, through critical reading, reporting, reflecting and participating, we will build a foundation of knowledge to be used for assignment construction and for professional growth. 
It is anticipated that there will be fewer than 20 participants.  To that end, we will work as a single group; the professor will take a proactive role in the discussions.  Topics will be opened according to the begin dates below and will remain open until Friday, November 11, 2011.  Posting in the subject discussions after the end dates will detract from the final grade.  This date allows students to focus on the reflections paper and analysis of the discussion board without dealing with new postings.  Open discussion may continue until the end of the term.
Week    Beginning


Topic

	1
	08/22/2011
	On-campus meeting Thursday, 08/25 – Sunday, 08/28
Read through the syllabus and chapter one before the first class meeting.  Bring the text to class.

	2
	08/29/2011
	Administrative Issues: Leadership and Strategic Planning (chapter 2) and Policy and Operational Issues (chapter 3) Return home; grow comfortable with Blackboard

	3
	09/05/2011
	Post article 

	4
	09/12/2011
	Post comment

	5
	09/19/2011
	Administrative Issues Related to Faculty (chapter 4) Post article

	6
	09/26/2011
	Post comment

	7
	10/03/2011
	First Research Paper Due Friday, October 7

	8
	10/10/2011
	Administrative Issues Related to Students (chapters 5 and 6) Post article

	9
	10/17/2011
	Post comment

	10
	10/24/2011
	Administrative Issues Related to Technology (chapter 7) Post article

	11
	10/31/2011
	Post comment

	12
	11/07/2011
	Second Research Paper Due Friday, November 11

	13
	11/14/2011
	Professor –led optional open discussion on course-related dissertation problems and goals – no new articles!

	14
	11/21/2011
	Optional open discussion

	15
	11/28/2011
	Optional open discussion

	16
	12/05/2011
	Community of Inquiry Paper Due Monday, December 5


Process for Community of Inquiry Development
1. Read the chapter and the professor’s post before the discussion weeks begin.

2. During the first of the discussion weeks, find a current (2007-2011) article that relates to the chapter topic.  (If in doubt, see pages x and xi in the preface.  Issues MUST relate to administration.)

a. Begin with a full APA reference.
b. Post a short report.

c. Use a narrative or list form.  
d. End with your opinion as an article reviewer. 

e. Maximum size approximately 300 words.
3. During the second of the discussion weeks, share a related personal experience, a work-based opinion, or a supporting or dissenting article. Your experience may be as a provider (the administrator) or a recipient (who received administrative services).
4. Be visible but do not overwhelm the discussion; exercise good judgment. 
5. The professor will delete postings that are not relevant to the topic, are not professional in style and presentation, or are deemed unsuitable in any way.
6. Do not post articles that must be purchased.
7.  Prepare your postings in Word; copy and paste.  Do not trust the online environment!  Remember that mastery of online learning and communication skills is fundamental to online leadership.
Assignment #3: Community of Inquiry Evaluation due Monday, December 5, 2011
Note:  Consistent participation in the community according to specifications above is required.  Articles may be posted slightly before or during the required weeks.  Discussion should be within the allotted time frame.  To pass the course, every student must post four, appropriate articles. Deleted articles must be replaced.
Parts of the evaluation:

1. Cover sheet with name, username, date, and “Community of Inquiry Report”.

2. For each of the four topics of discussion, name the topic and answer the questions: 
a. Which journals address the topic most often?

b. Who are some recognized experts/authors in the field?

c. What are some lessons learned?

Do not present a list showing everything on Bb.  Exercise good judgment.
3. Evaluate the contribution of each of your peers to the Bb class (not discussion by discussion).  Use each full name and username as heading.  This portion of the assignment may be done as a table or by the creation of short paragraphs.  Do not assign a number or a grade.

a. How consistent was compliance with the requirements? (Was the person a good citizen?)

b. State one valuable contribution made by the person. 
c. Would you want the peer as a team member?  Why? Why not?

d. Anything else of value to report.

Exercise good judgment.  Poor judgment = a low grade.
Assignment #1 Research Paper due Friday, October 7, 2011: Select a subject of interest about leadership, planning, policies, operational issues or marketing.  (Marketing is chapter 8 and will not be discussed in class.)
Assignment #2: Research Paper due Friday, November 11, 2011:  Select a subject of interest about administration and faculty or administration and students.
For both papers:
1. Select a population (elementary, middle, or secondary school, technical or vocational school, community college, undergraduate, graduate or continuing education).

2. Select an environment (blended or fully online).

3. Follow specifications below.

Checklist for Parts of Research Papers:

1. The papers are not dissertations.  It is acceptable to write in first person (I) in all sections except the literature.  Do not refer to yourself as “the author”.
2. Cover sheet with your name, username, title of paper and date submitted
3. Number pages in upper right corner.  Cover sheet is number zero (0).

4. Add continuous line numbers.

5. Double space narrative; single space charts and tables.

6. Font: Times New Roman, 12 points.
7. Meaningful title of fewer than 10 significant words
8. Author name

9. Abstract (A synopsis of the entire paper — no citations!)

10. Keywords/key-phrases (Avoid general terms such as learning, education, etc.)

11. Introduction (Tell the reader what the paper will be about.)

12. Body of the Paper (Use a and b as section headings.)

a. Review of the literature (Just literature! Nothing about you!)

b. Discussion (Mix of literature, opinion, reporting, etc.) 
13. Conclusion (Pull the ideas together. No new sources or ideas.)
14. References

15. About the Author
Specifications for Research Papers (Assignments 1 and 2)
1. References: Each paper should be based upon 5 – 8 research articles and a maximum of six other sources such as journal editorials, newspaper columns, newsletter reports, proceedings articles or identified chapters in books.  Maximum=14; minimum=9.
2. Websites are NOT references. Websites should be cited as personal communications in the narrative. For example: “Dr. Abramson’s website (http://www.scis.nova.edu/~abramson) may be used as a portal to…”  
3. All references must relate to the identified topic and population.

4. Titles of books and articles belong in the references, not the narrative.
5. Section headings should be bold, along the left margin, and all major words should be capitalized. 
6. Sub-headings, if needed, should be italicized, along the left margin with all major words capitalized.
7. Check your word count. Everything counts. Absolute maximum = 4,000 words. Recommended minimum = 2,500 words.
8. All citations must be referenced and all references cited.
9. Use APA style for citations, references, tables and figures.

10. Use list form where indicated. 

11. Single digit numbers should be spelled out (six, eight).  Double digit numbers and higher should be presented as numbers (12, 107, 830).  Use commas for four or more digit numbers (3,250) but NOT for years!

12. When preceded by a number, percentages should be reported as 15%, 100%, 2%. 

13. Enumeration answers the question: When? First, second, third, last (no ly).

14. In regard to (no s after regard)

15. Research may be singular or plural.  “Researches” is not a word.
16. Doctoral.  “Doctorial” is not a word.

17. Principle (rule, standard).  Principal (main, head of school).

18. Complement with an e as to make complete.  

19. Compliment with an I as in to say something nice to someone.
20. Name all authors (at least six) the first time the citation appears in the narrative.
21. Avoid the word “this” unless followed by a noun. The word “the” is preferable.

22. Do not use “them” or “their” as a singular pronoun. “He” or “his” is the acceptable singular pronoun in the English language. “She” or “her” is okay. To be safe, write in the plural whenever possible. Data are always plural; the singular is datum.
23. Use a single tense consistently for reporting of literature.  Past tense works best for most people.
24. Do not rely on the technology to check your spelling, punctuation or sentence structure.

· Print and read from paper before submitting work.

· Each side of a semi-colon must qualify as a full English language sentence. If in doubt, do not use semi-colons.

25. An abstract, by definition, should be the very last part of the paper to be written.

26. The discussion should be grounded in the literature.   

27. Do not write an ampersand in the narrative or the word “and” inside parentheses.
28. Refer to authors by last name only. [Exceptions do apply.]

29. Do not write “in the study”, “of the study”, “in his article”, etc.

30. Avoid quoting!  See below.
31. Avoid redundant citations (citing an author at the beginning and end of a sentence or paragraph) within the narrative.

32. Avoid repeated use of terms and acronyms.
33. Avoid using references earlier than 2005; strive for 2007 – 2011.
34. Submit the narrative as an entity. (Do not start sections on clean pages.)

35. Papers should not have tables of contents or appendices.

36. Paragraphs must have at least two sentences.

Why should quotes be avoided?

1. Quotes make the narrative choppy. 

2. Quotations are often lifted from a greater context that is not shared with the reader. 

3. Quotes are often poorly written statements. You may not correct the grammar within a quote. Quotation marks indicate that the words within are being reproduced exactly as written. 

4. Quotes often contain acronyms that have been spelled out earlier. 

5. Copied and pasted pieces indicate that the writer has found something deemed relevant. They do not show an understanding of what has been found. 

6. More often than you would care to believe, writers put multiple citations after a quote. (That is an absurd situation.) 

7. Multiple quotes make the writer look semi-literate. If you have used quotes extensively, try this: Remove all quotes from your paper. What is left? 

8. Are there instances in which quotes are permissible or desirable? Yes, but quotes should be used very sparingly.

Grading Issues:
· Assignments must be submitted as Word attachments to professor’s NSU e-mail.  If acknowledgment is not received in three work days, resubmit.
· Grading begins with the references. If the references do not respond to the assignment, the review is complete at that point.
· Papers will be graded for accurate, timely, relevant content and resources, meaningful organization, language (spelling, usage) and style.
· Papers may be peer-reviewed before submission but beware. Peers tend to be flattering rather than helpful.

· Websites must be re-accessed before submission.  If a website no longer exists, remove it from the paper.
· Explanatory, private feedback will accompany grade for each paper submitted in good time. Compliance with due dates is part of good citizenry.
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School and University Policies and Procedures:
Students must comply with the policies published in the school’s Graduate Catalog and the NSU Student Handbook. The catalog is at http://www.scis.nova.edu/NSS/pdf_documents/Catalog.pdf. The handbook is at http://www.nova.edu/cwis/studentaffairs/forms/ustudenthandbook.pdf.
Appendix A
	Http://communitiesofinquiry.com This site documents the work completed during a Canadian Social Sciences and Humanities research funded project entitled "A Study of the Characteristics and Qualities of Text-Based Computer Conferencing for Educational Purposes". This project ran from 1997 to 2001. The theory, methodology and instruments developed during this project are described in the papers published in peer reviewed journals and copied at this site. The work of this project has resulted in a variety of researchers replicating and further developing the tools and techniques that we developed. We invite anyone who uses this content to contribute their own papers, references, and links in the related sections. As well, feel free to share experiences, concerns or questions in the weblog. The purpose of this project is to support a personally meaningful and educationally worthwhile learning experience. Central to the study introduced here is the model of a community of inquiry that constitutes three elements essential to an educational experience: Cognitive Presence, Social Presence and Teaching Presence. 
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	E–Learning in the 21st century

Garrison, D. R., & Anderson, T. (2003). E–Learning in the 21st century: A framework for research and practice. 
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	Blended Learning in Higher Education: Framework, Principles, and Guidelines

Garrison, D. R., & Vaughan, N. (2007). Blended Learning in Higher Education: Framework, Principles, and Guidelines 
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