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' : ' 1 nlrodostion

“The conine I designed and implemented by the Centre for Adult
Continuing | dudation & Extension, University of Kerala which will be
organisad hinngh the Institute of Distance Education.

Ao Tha Moo _
The nevd fnr instituting a Post-Graduate Drptema in Educational

Planning Management and Administration arouse from the following
considarationn,

! * There is In reesmg demand from officers in- sennce to undergo
‘academic plogrammes offered by the Unrvemtlee in Educatlona!
Planning nnﬂ Manegement '

. . - Providing leﬁ(hntcai supporttothe educational plenners /managers /
' Hdmian‘TlﬂlQ{S /implimenters in eduoatlenal planning & management

, T Satistying tl e educational needs of officers |n service through
i Continuing Educatlon system.

3. Obijectives pf the PGDEPMA

Equipping thé participants with modern scientific principles of planning
managemerﬁ and administration. '

Crvarall quaqunty improvement including skill development of
educational r,achers in general education and higher education,

Praviding knpwledge and skillin financial control and management

Providing educational opportunities for officers in service to enrich .
their knowiedge and exper:ence through contmumg education
programme.

s




4. Target Group

The present educational programme is designed for the following
groups

mlll ge/Higher
UF’!I\_:--“S

ondary School Principals, His of High schools/

= Educational officers like AEOs, DEQOs, DDsetc.
*  Teachers from H38, HS, and Colleges

*  Dther Educational funclionaries in service

*  Those who ara not in service are also encouraged to apply for
admizsion '

5  Course Duration
The duration of the course will be one vear (12months)

6. Course Maierials
The materials for the course will be developed by the teachers and

experts in the field. The course materials will be despatched to siudents
with instruction at regular intervals..

7. Eligibility for admission

£

Bachelor's Degrea in any dissipling

any other ezuivalent educational qualification recogrised by the t Iniversity

af Kerala,

8. Pereonal Contact Programros

Conlact classes will be arranged to support the students in their
learning process. Twa programmes will be arranged during the year (one
programme for 10 days.) The venue of the contact programme will be
University Campus, IKariavattom, Trivandrum. New centres will be notified
later, if required. All the candidafes are directed to attend he contact
programme without fail (The minimum atiendance for the contact

programme is 75%).

froum 2 recognised anivarsity o

Cora Papers Maximum Marks
Written Internal Tolal
_ Uty.Exam. (Assignment)
Wisalional Planning and
_ 80 20 100
[oynlapment
- Paper 11 | tluentional Management and
i, 80 20 100
telininlstration .
Paper Il lolal Gualily Management
' | . 80 20 100
I Hilugation
! Paper v [inaneial Administration 80 20 100
Fapar V hpanisational Behaviour 80 20 100
Part-2 Oplional Paper (Offer any ong)
I Paper VIA  Monagement of Higher Education
Paper VIB Management of School Education} 80 20 100
Total Marks ' 480 120 600

10, Examination System
Part A . Core Papers - Five papers / Part B: One Optional paper

University wiitten examination : 80 marks per paper.

Each paper will have a duration of three hours (80X6) = 480 marks

Itemal asignments 20 marks per paper (20X6) = 120 marks

The candidate will have to submit four assig nments(m"[erna1 valuation
for one paper. (Five marks for one assigment - 5X4 = 20 marks).

The Assignments must be sent to The Director, Centre for Aduit
Continuing Education & Extension, University of kerala, Vikas Bhavan.P.C
Thiruvananthapuram, Pin - 695 033 (Telephone 0471- 2302523) fo
avalution,

If the assignments are not submitted within the prescribed time limit
the candidate willlose his/her marks for the assignments. {Details relate
to assignments will be given in the course material )
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1. Classification

1. English shall be the medium of instruction and examination.
2. The minimum marks required to pass the examination shat] bs 409
marks in the aggregate.

3. Candidateswh

cura 50% marlksint ac he ol
to have paf-‘.f-r.ocl in First class and those securing 75% on the
aggregate, will he declared fo have passed with distinction.

Candidates who secure an agaregate of 50% marks shail he dac

to have passed in the examination with secand class.

PAPER |

init 1 Introdustion
Histar
parspective of educational planning since independence. Process of

developing five year plans with special reference to education. A survey
of various Education Commission reports.

Educational ptanning @ origin, concept and 5COpE.

Lnit Il Edecational planning _

Types of educational planning. Methodology of planning. Approaches
to Educational planning : Manpower, social demand and rate of return
approaches. Institutional planning. Education- employment linkage.

Unit Il Grganisation
Organizational structure of indian education (Central level, Stata lavel
and district level). Globalisation and impact on the education system anc
change in the funding pattern, planning and management syster.
Unit IV Rote of various organisations
Role expected and played : MHRD, UGC, NCERT,NIEPA NCTE
AICTE CRSE NAAC SCERT.DIET i_{'lr",a Self Governmanis ¢ _
on the programmes like DPEP, 384, SOPT, Lok .wnhw
Sikshakarmi etc. Role played by mItc-*.-|'n;’.u-f..t.rt:’.! AC

maies ks UM EE
UNESCO, UNDPUNFPA World Bank, WHO ete. in educational planning
and development.

o)
-t

Unit ¥ Problomas and Possibilities

Problem I planning process. A critical analysis of the ongaing
hoollevel, college level and university level. Prioritisatien
(s and planning. Dacision making : Significance and
and development in education.

Hve planni

Sepdnda T (1007), Moduls on institutional planning. Module Mo 12
i YWarghose NV, (BEd). Modules on District planning in Erlucating,
MIEPA, Mow Delhi.

Prachnropoulos (1985) Planning of Education | Where do we stand
hington. The Warld Banl

4 Johnson, Piohard A {19703 e m'mvmnnt system and society :

| fom
\1,-'] i

introd

vetion. California, Good year

5. Chhabra T.M.(2001). Principles, practices of management. Dhanap®
Fal & Co.... (p)Lid., Naisasak, Delhi

6. Hector Correa (1968). Qualitative Methods of Educational Planning
International text book company, UNESCO. Pennsytvania.

7.

wal FLDL (2000}, Organisation and management. Tata Mc. gy
{! i Meaw Delhi - 110 G0&,

PAPER U
CERUCATIONAL MANAGEMEMT AND ADRIMISTRATION

Uinit | introdngtion to management
I Y
teaning, concept and scope of management. Managemsnt €
Education. Policy making - policy execution - policy appraisal - sof?
a5 - centre - state relationship - centralization

ation control, autonomy and accountability. Education
planning - plan implementation - evalution of the plan - edl.Jc:ﬂtit‘.ﬂ
extension - school complexes.
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4‘ 1l lnvoduction wo Administrution

Meaning of educational administration. Need and scope of educationl

“administration. Educational administrations as compared with other

branches of administration. Organisational structure and functions of
educationzt administration at centre and state levels. System and process
of co-ordination at various levels. Roiz of lacal bodies i educational
administration,
Unitlil Orgunizational devetapricit

Objectives and values of crganisadonal development. Management
by objectives. Organizational communication, Interpersonnel refations.
Management of motivation. Coniflict managament. Stress management.
Time management.
Uit IV Decenoralization

Decentralisation of authority - delegaton of authority . Salecic

training. Manpower plaaning. Local lavel planning, Traming -

- methods. Resource management in he contex: of changing global
SCenario.
Unit V  lnspection and supervision

The modern concept of inspection and supervision. Current practice
and procedures of inspection of schools and colleges. Recruitment and

training of inspecting and supervisory officers, Changing role of inspection
and supervision. Alternative approaches for academic supervision.

Educational supervision,

References

1. Arumugan P, (1992) Management Development, UDH p

hing
house, New Delni.

2. Sharma RN, (2000) Indian Education into Millenium, Subhi
publications. Delhi-35

3. Shukla P.D. (1983), Administration of Education in india, Vikas
publishing house PviLid,, New Delhi.

4. Travers

abfred W {1888)
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dimensians, Mew Jersy, Previtse rall,

o

Kochar S.K. {1981), Successiul supervision and Inspection, New
Dzlhi sterling.

6. Aggrawal R.D. (1982) Law of Education and Educational institutions
{three volumes), Law Blook Co,, Allahabad.

“l‘erry'r, Wiedmer & Vicki L. Harrvis (1997) Implications of TQM in
Education. The Educational I'orum.Vol.61 Summer.

PAPER I
TOTAL QUALITY MANAGEMENT IN EBUCATION

Unit | Principles and practices

Theory and practica of TQM Concept of quality. Quality control,
quality assurance and total quality. Service qualily. Educational and its
custormners. TQM - Continuous improverent . nternal marketing.
ionalism and the custormer focus, Quality
of learning. Barriers in TQM implementation.

Teaching as profession. Profe

Unit i institutional assessinent and teamwork

Assessment of an institution. Indicators of quality. Institutional
Assessment Instrument (JAD introduction types. Methods of assessment.
Team work. Why teams? Effective Vs. ineffective teams. Creative
conflicts. Leadership. Diversity of roles in teams. Development of teams.
Unit i Transformational Leadership

Leadership in schoals. Research studies on school leadership. Capacity
building af school heads. Developing transformational leadership. Situational
analyeis. Decision making, Classroon; teaching competence. Discipline.
Daily attendence. Results. Sports and games. Indiscipline,
Unit IV Sivategic Planning

Strategic planning for quality, Strategic. Q.M. Vision, mission, valuas
and goals. Market research. SWOT analysis. Developing long term
institutional strategies. Quality policy and quality plan. The cost and
benefits of quality. Cost ot prevention & failure. Monitoring and evaluation
-immediate, short - term and long lerms.
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imnlementing TQM. Stages of adoption of innovation. Categones

of adopters. Structural asbects of chanye. TOW and qualiy oF Cha
Roadmap of TQM @ Asses, plans, deploy & sustain. HRD for quality

irmprovermasnt Conditions for the eifectiveness of TQM. institutional

f Mianagement.
Peferences
4 Oaldand 4.8, Total quality managet et Oxiord, Heinemann, 989
0 Lessern, R.Tok guality Learning - Gilcing a Leaning Crgainsaiot.

Carnbridge, Basll Glacwell, 1991,

Priladelphia, Koigan page,

3. Saths E. TOW in education. | il ed

4 Wlurgatroyd S. and wiorgan C. TQM and the school. Buckingharm,
Open university. 1993. '

5 Lali., TG A

publishers. 1990.

-aclical approach. Mew Delhi. New Age Intermational

. o ik Dyeiclas R T R RPE VSRR T I Ta 1B e 1A DI P
5. Lewis, R.G, Smilh, Douglas . Total quality i ngnel SGUGELON

Florida, Stluice prass, 1954,

7. Total qualily Wianagemeni i Educslion @ Selecl readings. NigFs
New Delhi. 1899,

PAPLER iy
FHANCEAL ADMIMIGTRATION
Unle 3 inrodaGuon
_ Concepts on financial administrabion objectives and functions -
financial administration and economic duvelopment - current economic
and education policy and its impact on hnancial administration.

Unit HCost of Education and Nobilisullon of Resources
Texanomy of coslts - elements of Cost - individual and institutional

conis - recuiming and aon-recuiring cost - i chiniques of ascertaining the
cosl of education - importance of fesouweces in education - estimation of

fesoLroe requirements tor education - el \lication of sources - private
and public - fees - loans - EXes- scope of raising extra/ additional funds
needed.

Unit 11 Allocstion and Utilisation of Husources,

Principles of Resource Allbcauon - Fixation of priorities and
distribution of resource - Allocation of resources in annuél plans, five

e e e e e
VRS DIENs 210w SNl

Jnstitutional relations in financing education-

recant patterns in utlls

tion of resources - problems and prospects in
allocation and utilisation of resources.
Unit 1V Financial unagetent

Budgetory methods and practices (n Education - types of budgets -
7 BR - preparation of budgets estimation forecasting of financial
reguirements - financial contral, techniques of financial control - financial
ratic analysis. .
Unit ¥V Accounting and Audit

Accounting and audit - introduction - meaning - meathods -accounting

and audit codes practiced in Education reporting and remedies -

performance audit.

References

| Van Horne : Fundamentals of Financial management. EEE. 1985,
Mew Delhl.
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Pandey ., Financial Man

genmiaent
Public Financing of Education @ "H¢
work™by P.R. Panchamukhi, Studies in Educational Reform in india
Vol.V Economics of Educational Finance, Himalaya, Bornbay. 1988.

e of the mstiutional fra

"Analysis of Finances for Education” by Jandhyala, B.G . Tilak,
Modules in Educational Planning. hodule 10, MIEPA, New Delhi,

Plan formulaiion by N.V. Varghe Modules on Fduca

Planning, Module 3. MIERPA, Mew Deln

Introduction to Cost analysis by Fleny W Levin . Cost 5

Aprerier. Sage. Mew Delhi 1985,
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PAPER V
URGANIZATIONAL BEHAVIOUR
Unit Introduction :

Definition of OB - levels of analysis - contributing disciplines to the
nderstanding of 08 - contemporary applications and challenges of OB.
Developing a perspeciive - theoretic: I perspectives of human behaviour
psycho - analytic framework, behaviouristic framework, social learning
ramawork, cognitive framework - development and use of criteria and
predictors; performance outcomes elfactiveness.

Unic i maention and Perception

Factors affecting attention and perception - social perception -
impressior formation and Mmanagement strategies - applications in
organizational setling. Motivation, Definition - Theories of motivation :
Content theories - Process thecgries Applications. Emotions.

'Charecteristics of emotions - causes of emotions - anxiety and depression,

Agression - job stress - stress management techniques:- emotional
intslligence. Personality, Definition - theories - values, beliefs, attitudes -
job satisiaction - measuring personality - personality typology - applications
inorganizations.

Unit Il Decision Making and Comwuninication

Decision making maodels - reasoning and problem solving - factors
affecting decision making - Heuristics, creativity in decision making -
ethics in dscision making. Communucation. Types of communication.
Communication process - factors affecting communication - channels of

communication - barriers to effective communication - improving

interpe

sonal and organisational communication. interpersonal dynamics.
Developing interpersonal awareness - jo-hari window - transactional
analysis --empathy and assertiveness.
Unit IV Group dynamics and Leadership

Groups, Definition and Classification of groups - Development of
Groups - group structure - rofes, norms and status - group decision making

- group dynamics. Teams - developing high performance teams, Leader
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Alp + Definition - leaders Vs, manayers - leadership theories and models
- leadership roles and skills - leader ship development. '

Power and politics © Definition - bases o power - power tactics and

siraiegies - ponu&;ﬂ irnplications of power. Conflicts © Different views of

conilict - conflict process - levels of conilict - conflict resolution strategies

- fiegotiation - aeveloping negotiating skilis.

Unit WV Orgunbzaiionat stricture andd desigr
i

Principles of or Jqﬂl.cuUGﬂ._ﬂ design - patlerns of organizational design
- contemporary approaches . Organizational culture - nature - definition -
eifects of organizalional culture and employee preference - developing
and maintaining organisational culture. Organizational change and
development. Forces of chiange - resistence fo change, planned change
model - orgurwqt:ondi development.

References 1. Organizational behaviour - concepts, controversies and
applications. Stephen P. Robins.

0. Organizational behaviour : Fred Luthans,

3 Behaviour in Organization : Jerald Green Berg Robert A. Baren

4. Fundamentals ofOrganizétionat Behaviour : Michael R. Carrel, David
5. Jennings, Christina Heavrin

5. Organizational Behaviour » Arnold H.J. and Feidman D.C.

6. Organizational behaviour Kelly.d

7. Siructure of organizations : Heary Wintzberg.

_ GPTIONAL PAPER VI A
MANAGEMENT OF HIGHER EDUCATION

Unit | Planning and management of Higher Education

Concept of planning and managemeant of higher education-retrospect
and prospect, structure and organisation of higher education in indian
Universitities - types - structure and functions.

Unit 1 Education o ions, Policies and Allied nstitutions

Kothari Commission - Acharya Ramamoorthy Comimission - Yashpal
Commission, Education Policies - Policy perspectives in Higher Education
and national palicy on education. Higher Education as percelved by Five
Year F—"éan‘s,

Unit il Constitutional provisions

Constitutional provisions on Higher Education - Higher Education in
tne context of Indian soclal scenarno. lssues and problems in higher
education- innovations in higher education - emerging trends. UGC,
EPA, NCTE, CSIR, NAAC, MHRD, AICTE and ICSSR " Role and
I'uncnions,

Unit IV Planning and Managernent

Principles of managing an institulion of higher learning - planning for
infrastructures, personnel, capacity buillding - management of HRD -
material facilities and infrastructural management - personnel
rzoagement -managemeant and monilisation of community reSOUICes -
conflict Managemant - stress management - accountability in higher
education - measurement of accountability - Universities and autonomy.
sutonamous institiutions of higher learming.

Unit V Administration and role classification

Duties and responsibilities - VC, PVC, Registrar, Flndnm Officer
and functions of Statutory Bodies, Principal, administrative duties of
of .nc.pdi - conduct of examination - curricular & co-curricular activities -
extension and field outreach activities - professional role of a teacher in
- zducation - Professional ethics and professionalism among




Maintenance of school records, examination system and assessiment,
administraiive network of education in Kerala, role of local bodies in school
administration,co-ordination with other departments.
Unil V slunageraent of Schiocty
 Management of personngl, motivaiion, leadership, duties and
responsivilitiesof officials - H.ii/ Principal, AEO, DEC, D.D, ADPI, DFY,
Financial munaJeantof schools - budgetting, accounting procedures,
Tiﬂdﬂﬁla] wda dudmng Kerala Education ruies, Kerala Service Rules.
Job satisiaction, job stress and crganisational climate. Informatlon,
Techinology & Sn.hooi Managerment, F’artlc:patory Mdnagement
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