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Fall 2014





____________________________________________________________________________
Professor: Dr. Dumont
Email: g.dumont@unf.edu
Office: 51/2112

Phone: (904) 620-5855

Class meets: 
Tuesdays, 6:00 pm – 8:45 pm in Founders Hall (Building 2), Room 2008
Materials available online on Blackboard (Bb)
Office hours:  In office:  Tuesdays 10:30 am – 2:30 pm, 4:30pm – 5:30 pm, and by appointment 


          On Skype: @GetteinJax (message me informing me who you are so I accept your request)


          On Twitter: @GetteinJax

____________________________________________________________________________

“Education is not the learning of facts, but the training of the mind to think.”
– Albert Einstein
Course Description: 
This course will cover a broad scope of topics pertaining to the management and leadership of nonprofit organization in the United States.  Topics include, but are not limited to, resource management, leadership, and current issues confronting nonprofits.  This is a survey course and as such, each week students will be introduced to a new topic, which can be a course unto itself.  The goal is to introduce students to each topic to better prepare them for the broad array of issues facing current and future nonprofit managers and leaders. 
Course Objectives: 
Upon completion of this course, students will have a precursory understanding of the complexities involved in managing and leading nonprofit organizations in today’s hyper-dynamic environment.  Students will also develop and hone skills throughout the course that will enable them to:

	

	
	
	  
	· Possess the verbal and writing skills needed to communicate clearly and effectively, make persuasive, professional presentations and convey information essential to the discipline in an orderly and understandable manner.

Measurement: Writing assignments and final presentation

	
	
	  
	· Understand the principles of the rule of law and its effects on political relationships, actors, institutions and policy.

Measurement: Interaction with guest speakers

	
	
	  
	· Lead and manage in public-serving organizations by being able to identify challenges in the sector.
Measurement: Final exam
· Identify and analyze the challenges facing the nonprofit sector.

Measurement: Final exam and final presentation

	
	


Course Format:

Each class will consist of the following elements: guest lecture (most weeks), Q&A, topic lecture, and class discussion.  Please arrive prepared to engage in each element.  
Professional Interactions:

Be respectful and professional when you communicate with me, especially through email. Use this general “professional rule” when you email anyone in a professional setting (anyone that is not your friend or family member). General Rule: Use a greeting and address the person with their formal name (based on education) and conclude with a closing and your full name. In a university setting, you should address your instructors as “Dr.” or “Professor” and then last name. You can call me “Dr. Dumont” or “Professor Dumont.” You should also always spell check, edit for grammar and punctuation, etc. I suggest you use these guidelines for all of your courses at UNF and other professional experiences.  Additionally, your professors at UNF teach more than one course, so you should specify (either in the subject or the body of the email), which course your question is in regard to.

Required Materials: 
· Renz, D. and Associates (2010) The Jossey-Bass Handbook of Nonprofit Leadership and Management, 3rd edition, San Francisco: Jossey-Bass. (Be sure to purchase the 3rd edition)
· Golensky, M. (2011) Strategic Leadership and Management in Nonprofit Organizations.  Chicago: Lyceum Books.
· All other readings are available online through the UNF library or Blackboard.
Course Schedule Overview 

	Week 
	Date
	Topic
	Guest Speaker

	1
	8/26
	Introduction
	n/a

	2
	9/2
	Defining the Sector
	n/a

	3
	9/9
	Mission
	Mr. Jimmy Orth, ED

St. Johns Riverkeeper

	4
	9/16
	Boards and Governance
	Mr. Jim VanVleck,

Local Philanthropist and Board Member

	5
	9/23
	Nonprofit Finances 
	Ms. Cindy Funkhouser, Pres. & CEO

The Sulzbacher Center

	6
	9/30
	Human Resources
	TBD

	7
	10/7
	Accountability
	Dr. Dumont

	8
	10/14
	Management and Strategic Planning
	Ms. Hope McMath, ED

The Cummer Museum 

	9
	10/21
	Volunteer Management 
	Dr. Judy Smith, Pres. & CEO

HandsOn Jacksonville

	10
	10/28
	Legal & Ethical Issues
	TBD

	11
	11/4
	Advocacy and Partnerships
	Ms. Rena Coughlin, CEO

Nonprofit Center of NEFL

	
	11/11
	Veterans Day
	No Class

	12
	11/18
	Outcome Assessment
	Dr. Gail Patin, COO

Hubbard House

	13
	11/25
	Marketing and Communication
	Mr. Bob White

Former ED Jax Cultural Council

	14
	12/2
	Leadership and Authority
	Ms. Nina Waters, President

Community Foundation of Northeast Florida 

	15
	12/9
	Future of the NP Sector
	Final


Course Requirements and Grading
Three Memos – 30% (300 points, 100 each memo)
Students will write and submit three memorandums (Memos). The topics for the memos align with the course topics. In the syllabus, there are “memo” assignments that follow each week’s reading lists. The assignment is to complete the week’s readings, do additional research (if needed) and respond to the question outlined in the memo assignment.  Each memo needs to include at least two of the week’s readings.
Style & Audience: The memo should be organized as a professional, formal memorandum to the board of directors of a nonprofit organization. Memos should be well-organized, clear, and succinct. The audience for the memo needs to be real (i.e., pick a local nonprofit that you are interested in). Ideally, you can frame these assignments based on your current work environment or the organization where you hope to apply.
 

Format and Length: Memos should be no more than two pages long. Use subheadings and organizing sentences to guide the reader. Board members are very busy so they need to be able to find information they are looking for quickly.  DO NOT USE PASSIVE VOICE – attribute all actions to an actor.
The standard for all assignments is Times New Roman font, size 12-point, 1.15-spaced, and margins of 1” on all sides. Note: You may need to change the settings in your word processing program!  
Content: This is a professional program, thus professional presentation and language use is expected. Grades will reflect content, analysis, presentation, grammar and language use. All written assignments must be fully referenced and include appropriate in-text citations and a full bibliography. 
Students must cite works properly and consistently, using the American Psychological Association (APA) style (http://www.apastyle.org/index.html).  All work that is borrowed directly, paraphrased, or alluded to must be properly cited. Plagiarism – borrowing any idea, theory, information, or facts that are not common knowledge without acknowledging the source – is a very serious offence and will be detected. The academic honor code applies under all conditions.   See Academic Integrity. 

Memo Assignments: During the first seven days immediately after the first class, students are ask to review the memo topics in the syllabus, and email the professor (g.dumont@unf.edu) the top four choses, in the order of interest.  Use the memo number, not the week it is due.  Do not pick two consecutive memos; make sure there is at least 1 week between memos so you can receive feedback before writing your next memo. 
Memos will be assigned on a first come, first serve basis; those who get their request in earlier during this 7-day time frame are more likely to get all the memo topics that interest them.  There is never a guarantee that you will get all your memo choices, but every attempt will be made for each student to at least get a couple of their choices.  Memo assignments will be posted during the second week of class.
Submission: All memos must be submitted through Blackboard in Microsoft Word.  If you do not have that program, it is available to you for free as a registered UNF student at: http://www.unf.edu/its/hardware_software/Software_for_Students.aspx (Word is part of Office 365).
Memos are due prior to the start of class through Blackboard, on the same day that the topic will be discussed. Only one memo can be handed in per week. There are absolutely no exceptions to the submission requirements. 

Memos should be formatted as memos.  In other words, use the following format:

To:

From:

RE:
First paragraph: let your reader know what the memo is about

Subheading (what this section is discussing)

Discuss

Subheadings (what this section is discussing)

Discuss

Use as many subheads you need to clearly complete the assignment.

Concluding thoughts

Reiterate the highlights
See Memo Rubric below for more information on how this portion of your grade is calculated.
Final – 200% (200 points) – 100 points for 1-2 page memo; 100 points for its presentation and discussion participation
The final is designed as a short memo and group discussion.
Final Memo: Due 48 hours PRIOR to the final and have it posted for the class to read on Blackboard.  It should be 1-2 pages, 12 pt. font, 1-inch margins, 1.15-spaced.  
TOPIC: Discuss “what you see as the two key issues for the future of nonprofit management and why”, using the final readings and relating these to the material covered in class throughout the semester.  At least eight readings from the semester in addition to at least two of the final readings need to be used and cited.
( Note that this final memo is not to your board.  Instead the focus in on the sector as a whole. (
Final Discussion: Arrive for the final prepared to present your memo, defend your issues, and be prepared to discuss others’ final memos.  This means you have to read each others’ memos prior to class.
Detailed Course Schedule

(subject to change)
8.26.14
WEEK 1:
Introduction

What are Nonprofit Organizations (NPOs)?  How do they differ from organizations in the private and public sectors?  What is the scope on the nonprofit sector? 

Salamon, L. M. (1998). Nonprofit Organizations: America’s invisible sector. Issues of Democracy 3(1).

Fletcher, K. (2005). The Impact of Receiving a Master's Degree in Nonprofit Management on Graduates' Professional Lives. Nonprofit & Voluntary Sector Quarterly, 34(4), 433-447.
Boris, E. (1998). Myths about the Nonprofit Sector.  Available at: http://www.urban.org/url.cfm?ID=307554&renderforprint=1 (4 pages).

Optional: Browse the website of Independent Sector (http://www.independentsector.org/) and scan Herman, Chapter 1: Hall. Historical Perspectives on Nonprofit Organizations in the United States, 3-31.

9.2.14  

 
WEEK 2:
Defining the Nonprofit Sector

What is the nonprofit sector? How is it distinct? What are the unique constraints that shape the organization and operation of nonprofits? What challenges does the nonprofit sector face given these differences? How do these particularities play out in nonprofit management and administration?

Golensky, Chapters 1 – 3, pages 1 – 40. 
Renz, Chapter 3: Salamon “The Changing Context of Nonprofit Leadership and Management,” 77-97.

Dees, J. G., & Anderson, B. B. (2003). Sector-bending: Blurring lines between nonprofit and for-profit. Society, 40(4):16-27.
9.9.14
WEEK 3:
Mission 

Why is the mission so important to nonprofit organizations?  What should be included in a nonprofit mission statement, the by-laws, and Articles of Incorporation?  How do written documents set the agenda for how a nonprofit operates?  What roles do codified laws and procedures play in an organization?
Jones, M. (2007).  The Multiple Sources of Mission Drift.  Nonprofit and Voluntary Sector Quarterly, 36: 299-307.
McDonald, R. (2007). An Investigation of Innovation in Nonprofit Organizations: The Role of Organizational Mission.  Nonprofit and Voluntary Sector Quarterly, 36: 256-281.
Minkoff, D. and Powell, W. (2006).  Nonprofit Mission: Constancy, Responsiveness, or Deflection? Chapter 25 in Powell and Steinberg (eds) The Nonprofit Sector: A Research Handbook.  New Haven: Yale University Press, 591-961.
Memo #1: Mission

Your Board of Directors has many new members on it, and they are unfamiliar with the important role the organization’s mission statement plays in the nonprofit sector.  The board has asked you provide a summary of what they should take into account with regard to the mission statement when making policy decisions for the organization. Conclude your memo with a recommendation for a way forward for your organization.
9.16.14
WEEK 4:
Boards and Governance

What is the role of the board in nonprofits? How should boards be selected? What makes a good board?  How should leadership, authority, and expertise be distributed among the board? 
Golensky, Chapter 4, pages 43 – 67 and Chapter 13, pages 266 – 281.  

Renz, Chapter 5: Renz “Leadership, Governance, and the Work of the Board,” 125-154.
Miller, J. (2002).  The Board as a Monitor of Organizational Activity: The Application of Agency Theory to Nonprofit Boards.  Nonprofit Management and Leadership, 12(4), 429-450.
Memo #2: Board roles and responsibilities

You are asked to design your organization’s board member orientation plan, in order to explain their responsibilities to new board members. The board asked you to address the following questions: (1) What are board members legally required to do? (2) What additional “best practices” should board members try to accomplish to meet public expectations? (3) Why is there disagreement about the proper activities of board members, and should your organization care? (4) How do boards resolve the disagreements?
9.23.14
WEEK 5: 
Nonprofit Finances

What are the sources of financial resources for nonprofits?  What are the financial challenges facing today’s nonprofits?  How do today’s nonprofits survive financially in an ever changing, increasingly skeptical and questionable environment? 

Golensky, Chapter 10, pages 166 – 184 

Renz, Chapter 17: Bell, “Financial Leadership in Nonprofit Organizations,” 461-481.

Renz, Chapter 18: Young, “Nonprofit Finance: Developing Nonprofit Resources,” 482-503.

Optional: Review the following:

Formal nonprofit financial accountability

IRS Forms, “Charities & Nonprofits” Resources: http://www.irs.gov/charities/index.html
Look over the following sites: 

· Form 990 series: http://www.irs.gov/charities/article/0,,id=184445,00.html
· Applying for 501(c)(3) status brochure, http://www.irs.gov/pub/irs-pdf/p4220.pdf 
· FAQ Public Disclosure Requirements: http://www.irs.gov/pub/irs-tege/091110_eo_publicdisclosure_faqs.pdf
· IRS Exemption Forms. http://www.irs.gov/charities/charitable/article/0,,id=123056,00.html 

Memo #3  Sustainability

The board is worried that the current economic situation is going to have a negative impact on the organization.  They have asked you to draw up a memo identifying a couple possible funding sources and what some of the pros and cons are of each.  They also want you to provide them with a brief overview on how the organization manages its finance, just to make sure that the process is current and they will not have to worry about that too if funding sources grow scarce.  

9.30.14
WEEK 6: 
Human Resources in NPOs 

What types of staff are important for nonprofits to function? What distinct incentive systems are involved in nonprofit employment? How should employees be compensated? How is nonprofit work culture different than business or government? 
Golensky, Chapter 14, pages 223 - 228.

Renz, Chapter 24: Watson and Abzug, “Finding the Ones You Want, Keeping the Ones You Find: Recruitment and Retention in Nonprofit Organizations,” 669-705.

Herman (2nd ed), Chapter 25: Nancy Macduff, Principles of Training Volunteers and Employees, 310-344. (Available on Blackboard)

Optional: Browse: http://www.mapnp.org/library/hr_mgmnt/hr_mgmnt.htm 

 http://www.mncn.org/info/basic_hr.htm#Personnel%20Policies
Memo #4 The Hiring Process

Your organization is starting up a new program.  The board has asked you to inform them as to the process of creating a new position and the issues that should be taken into account while in the hiring process (from the description of the position through the interviewing process) of finding a person to fill it.  They also want to know how you intend to get the new employee acclimated into the organization. 

10.7.14
WEEK 7: 
Accountability 

How do we ensure accountability in nonprofit organizations? Who measures performance and how? What is accountability? What types of accountability structures fit best in the nonprofit sector?  How are power and authority distributed differently in nonprofit organizations? What is the role of the client in a nonprofit organization? Do the special clientele of nonprofits require special mechanisms for accountability? 
Renz, Chapter 4: Ebrahim, “The Many Faces of Nonprofit Accountability,” 101-118.

Candler, G. and Dumont, G. (2010).  A Nonprofit Accountability Framework.  Canadian Public Administration, 53(2): 259-279.

Dumont, G. (2013).  Nonprofit Virtual Accountability: An Index and Its Application. NVSQ. 

Memo # 5: Virtual Accountability

Your board has been hearing a lot about accountability.  They thought it was all about finances, but they are now hearing otherwise.  The members want to know more about it, and how well this nonprofit is doing on being accountable.  Review the nonprofit’s website.  How well is the organization using its website to promote transparency to help it be accountable?  Does it provide information for its different stakeholders?  What information should be available on its website?  What recommendations would you provide the organization to increase its accountability, and why?
10.14.14
WEEK 8:
Management and Strategic Planning 

What is strategic management?  When would nonprofit organizations use it and why?  Why is it important for nonprofit organizations?  

Golensky, Chapters 7 & 9, pages 99-117; 146 – 165.  (Chapter 8 is optional)

Renz, Chapter 8: Brown, “Strategic Management,” 206-227.

Renz, Chapter 9: Bryson, “Strategic Planning and the Strategic Change Cycle,” 230-258.

Memo #6: Commercial activity

Your nonprofit organization is facing a financial challenge due to a decrease in contributions due because of the economic downturn.  The board wants you to present them with some options as to the direction the organization should go in to remain viable.  Write a memo briefly describing the current situation, how strategic management can help, and the process involved.
10.21.14
WEEK 9: 
Volunteer Management   
Why do people volunteer? How can nonprofit managers increase the number of volunteers their organizations have?  Why do volunteers continue to volunteer?  Why do they stop volunteering?  How can you effectively manage ‘free labor’?

Golensky, Chapter 16, pages 283-299.

Renz, Chapter 26: Jeff Brudney, “Designing and Managing Volunteer Programs,” 753-789.

Herman (2nd ed.), Chapter 22: Stephen McCurley, Keeping the Community Involved: Recruiting and Retaining Volunteers, 587-622. (Available on Blackboard)
Memo #7: Staff / Volunteer Relations

Some board members have heard from friends on other boards about studies of volunteer management that document a small, but persistent, level of friction between staff and volunteers as they work together. The board wants to know what causes this friction? How can this organization minimize staff and volunteer conflicts? What do you need to understand about the similarities and differences in how paid staff and volunteers are managed (recruited, supervised, motivated, compensated, evaluated) to answer this question?  


10.28.14
WEEK 10: 
Legal Issues & Ethics in NPOs

Are ethics important for nonprofit managers?  Why?  How are ethical behavior and accountability reforms affecting the nonprofit sector?  What is the connection between ethics and the law?   

Renz, Chapter 7: Jeavons, “Ethical Nonprofit Management,” 178-203.

Independent Sector (2007).  Principles for Good Governance and Ethics Practices.  Available at: http://www.independentsector.org/uploads/Accountability_Documents/Principles_for_Good_Governance_and_Ethical_Practice.pdf
Bowman (2012).  Nonprofit Accountability and Ethics: Rotting from the head Down.  Nonprofit Quarterly, Oct. 26.  Available at: http://www.nonprofitquarterly.org/management/21259-nonprofit-accountability-and-ethics-rotting-from-the-head-down.html 

Applying for nonprofit status

Browse: 

IRS (2006).  Compliance Guide for 501(c)(3) Public Charities.  Available at: http://www.irs.gov/pub/irs-pdf/p4221pc.pdf 

Lifecycle of a public charity: http://www.irs.gov/charities/charitable/article/0,,id=122670,00.html 

Forming a nonprofit: http://www.citmedialaw.org/legal-guide/forming-nonprofit-corporation 

Forming a nonprofit in FL: http://www.citmedialaw.org/legal-guide/florida/forming-nonprofit-corporation-florida
Memo #8: Keeping Status 

Your board has noticed that some nonprofits were losing their 501(c)(3) tax-exempt status.  Concerned over this, they want you to inform them what the organization legally needs to do (actions, forms, disclosure etc.) to make sure that the organization does not loose its status.  Write a memo addressing two to three of the topics you feel are the most important for them to know regarding upholding the intent of the law and how it aligns with the organization’s ethical obligations. 

11.4.14
WEEK 11: 
 Nonprofit Advocacy and Partnerships

What considerations should there be when working with government? How do nonprofits receive government contracts? What is the relationship between nonprofits and local and national government? What political restrictions are placed on nonprofits? How do nonprofits represent third party government?
Renz, Chapter 14: Yankey and Willen, “Collaboration and Strategic Alliances,” 375-397.

Renz, Chapter 21: Smith, “Managing the Challenges of Government Contracts,” 553-576.

Renz, Chapter 13: Avner, “Advocacy, Lobbying, and Social Change,” 347 – 374.
Memo #9: Public-private partnerships

Your organization is hoping to bolster its relationship with the state government as a means to increase services to clients and generate funds to hire more professional staff. Compose a memo to your Board of Directors outlining the costs and benefits of nonprofit organizations providing services on behalf of state governments (e.g contracts or grants). What can your organization hope to gain from these new contracts or grants? What are the challenges or dangers of taking this approach? 
11.11.14 – Veterans Day – No Class
11.18.14

WEEK 12: 
Outcome Assessment/Organizational Effectiveness 

What is the difference between organizational outputs and organizational outcomes?  Why is organizational outcomes and effective so hard to measure?  What approaches can you take?  How do effectiveness measures differ between sectors?  Is it possible to provide ‘hard numbers’ to nonprofit outcomes?
Golensky, Chapter 11, pages 186 – 202.
Renz, Chapter 15:  Thomas, “Outcome Assessment and Program Evaluation,” 401-429.

Renz, Chapter 16: Murray, “Evaluating the Effectiveness of Nonprofit organizations,” 431-456.
Memo #10: The Effectiveness Dilemma
Even though many are calling for more measurements to demonstrate how effective nonprofits are in their work, you board has acknowledge that demonstrating organizational effectiveness sometimes is a difficult task for your organization.  Members want to hear your point of view, so they have something to tell people who ask them, how effective is the nonprofit on which you sit on the board.  They want you to answer what makes it difficult to demonstrate your organization’s effectiveness? Be specific in your answer.

11.25.14
WEEK 13: 
Marketing and Communication

What is the responsibility of a nonprofit to the community? What is marketing in nonprofit organizations, and how does it differ from organizations in the other two sectors?  What is the role of public relations in a nonprofit organization? How do nonprofits deal with environmental challenges?
Golensky, Chapter 12, pages 203 - 218.

Renz, Chapter 11: Gainer, “Marketing for Nonprofit Managers,” 301-327.

Renz, Chapter 12: Bonk, “Strategic Communications,” 329-346.
Memo #11: Nonprofit Marketing

Your board asks you to write them a memo describing the range of nonprofit marketing tools and resources. How is nonprofit marketing different from commercial marketing? How can your organization expand its marketing activities? What tools do you suggest be used and why? 
12.2.14
WEEK 14: 
 Leadership and Authority: Executive Direction 

What is the goal of nonprofit leadership? What are some of the challenges the nonprofit sector faces in terms of leadership? What are the characteristics of a good nonprofit executive director? What jobs should they take on? Which jobs should they delegate? 
Golensky, Chapters 5 & 6, pages 68 – 97 

Renz, Chapter 6: Herman, “Executive Leadership,” 157-175.

King, Nancy. (2004). Social Capital and Nonprofit Leaders Nonprofit Management and Leadership 14, 4, 471-486.
Memo #12
The board has asked what you think you can do better to manage and lead the organization.  They noted they are happy with your work, but want to make sure that you continue to think outside the box and remain ready to face external challenges.  Be specific on what you will do an why.
12.9.14
Final: 
Future of the Nonprofit Sector

What issues do managers of nonprofit organizations face in the future?  Will reforms make it easier or more difficult to manage NPOs?  Will the sector continue to grow?  What will be the relationship between NPOs and government?  What will be the relationship between NPOs and citizens?  Will NPOs play a new roll in the US?

Renz, Conclusion: The Future of Nonprofit Management, 794-803. 
Gowdy et al. (2009) Convergence: How 5 Trends Will Reshape the Social Sector.  LaPiana Consulting.
Delaney, T. (2011a). An Uncomfortable Conversation, Part 1.  Nonprofit Sector Quarterly, January 31.

Delaney, T. (2011b). An Uncomfortable Conversation, Part 2.  Nonprofit Sector Quarterly, February 1.

Final Memo due 48 hours prior to class!  Must be posted on Blackboard, and you must read your classmates’ memos to be prepared for the discussion in class!

Discuss “what you see as the two key issues for the future of nonprofit management and why”, using the final readings and relating these to the material covered in class throughout the semester.  At least eight readings from the semester in addition to at least two of the final readings need to be used and cited.

( Note that this final memo is not to your board.  Instead the focus in on the sector as a whole. (
Class Policies:

Attendance: There is a strong positive correlation between class attendance and student performance.  I expect you to show up for every class.  Being in class affords you the opportunity to ask questions and learn from your fellow students.  Please limit your absences to one class only.  When you are not able to attend, please email me.  
Tardiness: I expect all students to get to class on time and remain in class for the duration of the class period.  This is especially important since our guest speakers speak at the beginning of the class and I do not want students walking in when guests are in the middle of their presentation.  If you are late, you will be marked absent.  If lateness becomes a problem, I will lock the door at the beginning of class and will not let late students in.

Breaks: Please ensure that all your personal business is completed before class.  DO NOT get up and leave the room; I find it to not only be distracting, but rude.  If you have an emergency, that is fine, but an emergency must be an emergency, and emergencies by definition do not happen often.  

Given that this is almost a three-hour class, there will be a break to rejuvenate.  Please return to class by the end of break so that the class can proceed with minimal interruptions.  There is a lot of information that needs to be covered, so your promptness is very much appreciated.

Early Dismissal: Do not leave class early unless you have informed me prior to the beginning of class that you need to leave.  If you leave early, I will mark you absent for the whole class unless you have received prior approval.

Decorum: I expect professional decorum in the classroom at all times.  Do not read the newspaper, surf the web, play with your cell phone, talk to your friends, or sleep during class. Do not come to class late or leave early.  All of these actions are not only rude to your professor and peers, but are also not acceptable in a collegiate or professional setting.   Engaging in any of the afore mentioned activities will have a severe negative impact on your grade.  

I expect everyone in the class to show each other respect and debate in a professional manner.  Ad hominems are NOT allowed.  I will not tolerate students attacking other people in the room, verbally or otherwise, over their views and/or understanding of the data.  Perspectives, and others’ responses to them, need to be based on data, not ideology or beliefs.  If you do not know the data, research it before class and be ready to provide the source of the data (e.g. census bureau, text book, etc.). This extends to all forms of communication, including but not limited to, face-to-face, email, video, and social media.
Recordings: You are not allowed to record lectures without my prior written approval. 
Late assignments/make-up exams: I do not accept late work.  If you have a situation that requires an exception, you must notify me well in advance for consideration.  If you are granted an extension, late memos will be penalized by having one grade deducted for every day it is late past the original due date.

Cell Phones: This is a professional class, and it will be conducted as such.  No cell phone use during class.  This includes not only calls, but also text messaging, Internet browsing, and instant messaging as well.  Please turn your cell phones off.  

Communications: My contact information is listed at the beginning of the syllabus.  Please note that I am not on the computer every minute of the day.  When emailing me, you can expect a response within 24-hours, Monday through Friday.  I make every attempt I can to NOT be online on weekends.  That said it is best to contact me during the week with any questions.

Academic Dishonesty: Cheating, through any means, will not be tolerated in this course.  You are not only cheating yourself (any wasting your money), it is unfair to students who do not seek an ‘easy’ way to obtain their desired grade.  The followings statements are from UNF’s Catalog (http://www.unf.edu/catalog/catalog.aspx?id=15032403681). 

Course Content
A course may deal with subjects, issues, or perspectives to which some might object. Such objections will not exempt a student from course requirements. The University of North Florida stands behind the right of its instructors to include material that is challenging in any number of ways. The faculty urges students to discuss any concerns they might have concerning the content of their courses with their instructors. 

Claiming One’s Own Work
Each student is honor-bound to submit under his or her name or signature only his or her own work; to fully acknowledge his or her use of any information, ideas, or other matter belonging to someone else, and to properly document the source in question; and to offer for credit only that work which he or she has completed in relation to the current course. 

Violations of Academic Integrity
Under this heading the University of North Florida Student Handbook identifies several types of violations; these include but are not limited to: cheating; fabricating and falsifying information or citations; submitting the same work for credit in more than one course; plagiarizing; providing another student with access to one’s own work to submit under this person’s name or signature; destroying, stealing, or making inaccessible library or other academic resource material; and helping or attempting to help another person commit an act of academic dishonesty. The University of North Florida authorizes any instructor who finds evidence of cheating, plagiarism, or other wrongful behavior that violates the University of North Florida Academic Integrity Code to take appropriate action. Possible action includes, but is not limited to, failing the student on the work in question, failing the student for the course, notifying the appropriate academic dean or Vice President for Student Affairs, and requesting additional action be taken. 

The consequences of a breach of academic integrity may result in an F, which is unforgivable, regardless of withdrawal status.  To view the Student Handbook, click here.

To ensure equity in the grading process, I make every effort to catch students who are being dishonest. 

Disabilities: Students with disabilities who seek reasonable accommodations in the classroom or other aspects of performing their coursework must first register with the UNF Disability Resource Center (DRC) located in the College of Education and Human Resources (Building 57), Room 1500.  DRC staff members work with students to obtain required documentation of disability and to identify appropriate accommodations as required by applicable disability laws including the Americans with Disabilities Act (ADA). After receiving all necessary documentation, the DRC staff determines whether a student qualifies for services with the DRC and if so, the accommodations the student requires will be provided.  DRC staff then prepares a letter for the student to provide faculty advising them of approved accommodations. Military and veteran students who return from combat exposure may be utilizing the post 9/11 GI bill to continue postsecondary education goals.  For further information, contact the DRC by phone (904) 620-2769, email (drc@unf.edu), or visit the DRC website (http://www.unf.edu/dept/disabled-services).

Military and veteran students may need both physical and academic accommodations.  Contact Ray Wikstrom, Director of Military and Veterans’ Resource Center by phone (904) 620-2655, or by email at ray.wikstrom@unf.edu.  You can also visit their website at: http://www.unf.edu/military-veterans/. 
Obligations – I expect you to arrive to class on time and prepared.  Prepared means to make sure you have completed the readings before class.  If you have any questions or concerns, please let me know.  I will make myself available to help you outside of class if necessary.

Grades: Grades will be calculated according to the following breakdown: 

	Grade
	Points

	A
	 >470

	A-
	450-469 

	B+
	435-449 

	B
	420-434 

	B-
	400-419 

	C+
	385-399 

	C
	360-384 

	D
	 300-359

	F
	<300 


To calculate your grade, add up the points on each assignment, and then match that number with the corresponding letter grade.   

Academic Resources:  As a student in this program, you have the privilege of accessing an abundance of credible academic resources and popular media, including an array of academic publications through the library and numerous magazines and newspapers.  Your colleagues and the instructor expect that you will be well informed on current events and will reference your work with reputable publications.  Although Wikipedia may be a convenient starting point for your work, it is not an acceptable source of credible information. 

Technology: All assignments are submitted through Blackboard, so it is up to you to know how to use the program. 

As a UNF student, you also have access to an array of software programs.  In addition to Microsoft Office, you also have free access to anti virus software.  http://www.unf.edu/its/hardware_software/Software_for_Students.aspx
Department of Political Science and Public Administration website: Students are strongly encouraged to visit the public administration department’s website for information: http://www.unf.edu/coas/polsci-pubadmin/. 

For information on the many career options available to Political Science and Public Administration majors, go to What Can You Do with a Political Science and Public Administration Major at: http://www.unf.edu/coas/pspa/Careers.aspx 
UNF Nonprofit Certifiacte and Concentration Facebook page: If you have a Facebook account, I strongly encourage you to join UNF’s Nonprofit Facebook page (https://www.facebook.com/groups/197251970311828/).  Members include current and past students who enrolled in UN’s nonprofit courses.  This is a great opportuniy for you to network with others in Northeast Florida’s nonprofit community, stay up-to-date on happenings in the sector, and socialize with your classmates.  

_______________
Nonprofit Management Websites:

Association for Research in Nonprofit Organizations and Voluntary Action (ARNOVA): http://www.arnova.org/
Independent Sector: www.independentsector.org
Guidestar: www.guidestar.org
The Internet Nonprofit Center: www.nonprofits.org
The Foundation Center: www.foundationcenter.org
American Religion Data Archive: www.thearda.com
Energize, especially for leaders of nonprofits: www.energizeinc.com
One stop shopping for volunteers, job seekers, etc: www.idealist.org
Nonprofit Journals/ Publications 
The Nonprofit Quarterly

Voluntas: International Journal of Voluntary and Nonprofit Organizations

Nonprofit and Voluntary Sector Quarterly

International Journal of Nonprofit and Voluntary Sector Marketing

Nonprofit Management and Leadership

The NonProfit Times

The Chronicle of Philanthropy

Stanford Social Innovation Review

Advances in Nonprofit Marketing

Memo Rubric

Your memos should follow these guidelines:

· Identify the issue/state the question (5 points)

· Content (40 points)

· Write professionally (30 points)

· Cite sources in text, correctly (15 points)

· Follow instructions/feedback (10 points) 

_____________________
· Identify the issue/state the question, main theme, etc. 

· Avoid the 'mystery novel' approach to professional writing.  Tell your reader in the first paragraph, if not the first line, what the memo seeks to do.  Do this as clearly as possible, with a "This memo will..." statement, if necessary.

· Content 
· Note that the likelihood of misinterpreting what you've read (or falling for a particularly biased, distorted take on an issue) is inversely related to the amount of reading that you do.  If you have any questions about the readings, please contact me, or ask for clarification on the discussion board from your peers. 

· Note that this is a class about nonprofit management, not the management of private companies.

· Write professionally 

· Write for an informed layperson on the street, rather than for experts, idiots, or your class teacher.  Remember your audience: the Board of Directors. 
· Use quotations sparingly.  This is meant to be a memo by you, not a collection of selected quotes that you thought were especially relevant to the topic. 

· Use a professional tone.  Don't force it.  Some pet peeves (you WILL points!!!!): 

· Don't use contractions (e.g. don't). 

· Avoid rhetorical questions (e.g. Why is this the case?).

· Avoid starting a sentence with a conjunction (e.g. The memo was bad.  And she started a sentence with and.).

· Avoid singular/plural inconsistency (e.g. The student lost points for singular/plural consistency in their memo).  Please note, that when referring to an organization, it is a single organization (or unit of government, or agency) and it should be referred to as “it”, not “their” or “them.” 

· Cite sources correctly, in text and in the bibliography 

· EVERY memo must include course at least two readings from the topic’s week.  

· Use quotes sparingly.  In other words, only use a quote if you cannot put it better in your own words.  Even when not quoting, you still need to cite where you got the information from. 

· Please use APA.  Key points: 

· Sources must be retrievable.  Given the in-text citation, your reader should be able to go directly to the appropriate full citation in your list of works cited (or bibliography), and from this to the page (though this is sometimes tricky with web sites) of the document from which you got the information. 

· This means that if you cite something as (Smith 2000) in the narrative, the source should be listed alphabetically under Smith in the list of works cited.

· Do not cite urls in text. 
· Everything cited in text must be in this list of works cited; anything not cited in text should not be in this list of works cited. 

· Bibliographic references should be informative on their own.  Listing a url is not enough, as your reader should be able to get some idea where the information is from, so that s/he does not have to go to the source to get some idea of credibility. 

· You don't need a quotation in order to include a citation.

· Example of in-text citation: (Shafritz, et al. 2013).  Example of Works Cited citation: Shafritz, J. M., Russell, E. W., & Borick, C. P. (2013). Introducing Public Administration (8th ed.). New York: Pearson Longman.

· When citing from an edited volume (which the Renz & Assoc. text is), make sure to use the proper format: Last name of author of the CHAPTER, first initial. (2010).  Title of chapter. In Renz & Assoc. (eds.) Jossey-Bass Handbook of Nonprofit Management and Leadership, 3rd ed. (pgs ###-###). San Francisco: John Wiley & Sons. 
· Note, again, the admonishment against plagiarism, and consult UNFs Academic Honesty Policy.  If you are caught plagiarizing, you will fail the assignment, and possibly the class!

· Follow instructions 

· Pay attention to the various course requirements. 

· Formatting the memo is included here.

· Not addressing feedback (debits)
· I take a lot of time to provide you with detailed feedback.  If you make the same mistakes in a subsequent memo, you will loose points.  The more times you make the same mistakes, the more points you lose. 

[Back to top]
Memo Rubric (visual)
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Paper rubric

Levels of Achievement

Novice

0 Points

Did not inform the reader what the
paper would be about

0 Points

Did not display an understanding of
the topic

0 Points

Many grammatical errors and/or
spelling mistakes, which distracted
from the content of the paper

0 Points

No sources cited and/or no works
cited section

0 Points

Did not follow formatting rules in
syllabus Consistently makes the same
mistakes as in previous papers

Competent

3 Points
Alluded to the paper's content

20 Points

Displayed an understanding of the
topic with a couple errors

15 Points

Some mistakes with grammar,
and/or a few spelling mistakes

10 Points

Mistakes in the in-text citations
and the works cited section

5 Points

Did not follow a formatting rule in
the syllabus Had the same mistakes
as in a previous paper

Advanced

5 Points

Clearly stated the topic in the
first paragraph

40 Points
Displayed mastery of the topics

30 Points

Near perfect grammar and no
spelling mistakes

15 Points

Few to no mistakes in the
in-text citations and the works
cited section

10 Points

Followed the formatting rules
in the syllabus Addressed
feedback from previous papers




Common Comments on Past Memos (don’t do these things)

I have found that I have had to repeatedly use the same comments over and over again on student memos.  To avoid having to keep repeating this, below is a list of comments addressing common mistakes that are made on student memos.  Please read through each, and follow the link for more clarification.  The links are pretty fun, so I would follow them to see where they go...

Grammar 

· [Restrictive versus unrestrictive clauses.  Here is a great link when and how to use which v that: http://grammar.quickanddirtytips.com/which-versus-that.aspx]
· [Improper semi colon use.  See http://theoatmeal.com/comics/semicolon for a good (and humorous) summary]

· [Use ‘who’ when referring to people and use ‘that’ when referring to things.  Here is a link that goes into more detail: http://grammar.quickanddirtytips.com/who-versus-that.aspx]

· [Wrong form. They’re v there v their. See http://englishplus.com/grammar/00000256.htm]

· [Here is a great link on when to use affect v effect: http://grammar.quickanddirtytips.com/affect-versus-effect.aspx]

· [Here is a good link for when to use ‘a’ and when to use ‘an’: http://grammar.quickanddirtytips.com/a-versus-an.aspx]

· [Pronouns refer to the noun that immediately precedes them.  See http://www.grammarbook.com/grammar/pronoun.asp]

· [Spell out single digit numbers.  Here is a good link about writing numbers: http://www.grammarbook.com/numbers/numbers.asp]

Professional Writing

· [Do not use contractions.  See syllabus.]

· [Too informal for a professional memo]  

· [Only capitalize formal names and titles]

· [Avoid rhetorical questions.  See syllabus.] 

· [Spelling – proofread!]

Citing

· [When the information can be found in in the text, cite the text, not me.]

· [Include all the authors of a book.  If more than three, use the first author’s last name followed by ‘et al. (year).’]  

· [When citing from an edited book, you must use the author of the chapter’s name, not the editor.]  

· [See APA on how to cite from edited volumes in text and the works cited section.] 

· [You must include the page number whenever using a direct quote.] 

· [Citations must go within the sentence.  See syllabus.]

· [Authors’ names must go in the order that they are listed on the book or article.]

· [There are no in-text citations.  You need to let the reader know where you are getting the information.]  

· [Do not use book titles in text.  See syllabus.]

Formatting/ Following directions

· Times New Roman, 12-point font

· 1-inch margins

Presentation Rubric

Presentation grading will be base off the following criteria:

· Speech (20 points)

· Clear and understandable

· Not too fast or slow

· Minimum oral ‘ticks’ (i.e. um)

· Effective Presentation (30 points)

· ‘Selling’ the idea/ proposal

· Presence in room

· Designed for the audience 

· Confidence

· Understanding of Facts (40 points)

· Knows the material/ topic at hand

· Links the material to real world application

· Explains materials well

· Address Questions (10 points)

· Clearly answers questions

· Asks for clarification, if needed

· Eye contact

� If you are working for a nonprofit agency during this semester, I strongly recommend that you discuss the topics with them beforehand and select those that they will find useful. Be sure to share your recommendations with them once completed.
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