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COMMUNITY COLLEGE

COURSE NUMBER/TITLE: CJ240 — Agency Administration and Management YEAR: Fall 2012
DEPARTMENT: Criminal Justice CREDIT HOURS: 3 Hours
REQUIRED TEXT: Justice Administration: Police, Courts and Corrections DAYS/TIMES: M-W

Management, Peak, ¥ Ed. (Pearson) 10:50am-12:05am
WEBSITE: http://colbycriminaljustice.wikidot.com/agency-administration ROOM NUMBER: BMC 714
INSTRUCTOR:  Dr. Michael Thompson OFFICE Ph: 785460.5530
OFFICE HOURS: Posted and by appointment. E-MAIL: michael.thompson@colbycc.edu
COURSE PLACEMENT: FRESHMAN/SOPHOMORE PREREQUISI TE: None
RATIONALE

This course introductory course meets the requingsneward an Arts and Applied Science degree in
Criminal Justice and is suitable for transfer torfgear institutions.

COURSE DESCRIPTION

Conducts a practical analysis of modern adminismatheory and supervisory, management principles
and their application to the unique operating peoid of criminal justice organizations.

COURSE OUTCOMES

A. Cognitive Outcomes This course will develop the student’s genertdliactual abilities,
curiosity, powers of critical analysis, aesthetgpi@ciation and creativity. The student will have t
capacity to analyze and interpret the dynamicsvehts, processes and their significance, demoasitrat
by the student’s ability to read and think critigato write effectively and express him or hersd#arly
in describing the administration of the criminadjoe system in America; by naming and describiog h
the agencies of the system function; by namingidadtifying the structure of the investigative seev
organizations and bodies; by understanding the lgnab and opportunities related to community
interaction with the justice system, and by beiblg 4o discuss how this affects the community.d8ts
will have the ability to use and integrated intsogplinary approach to problem solving, solution
formulation, implementation and assessment.

B. Affective Outcomes Upon completion of the course the student wilvéha solid
understanding of methods of criminal justice adstmation, how it effects them and how they cancffe
it. The student will also appreciate affiliatiortrasegy and the issues of administration and manage
Students will through civil discourse have exerdigmsitive and cooperative attitudes. Additionally,
students will have developed effective career skiBtudents will have the ability to communicate
effectively through listening, speaking, readingitiwg and the use of computers. Students will hidnee
ability to think critically and have a fundamentadderstanding of the causes and effects of stqyewfy
and racism, and a fundamental appreciation of @lltliversity within the United States.

COURSE LEARNING OBJECTIVES

After mastering the material in this course thaleti will be able to:
1. Explain the budgeting process within the crirhjoatice system
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. Outline the organizational makeup of the cniahjustice system
. Explain leadership and management techniques

. Determine appropriate communication as a namagt tool

. Compare and contrast various theories andipeacf motivation
. Determine the need for diversity and multigtdt training
. Evaluate the impact of employee relationshendriminal justice system

. Explain the rights and legal responsibilitiésriminal justice employees

. Summarize the formal and informal evaluatioocpss of criminal justice employees

10. Utilize stress management techniques
11. Summarize elements that create an ethicaloeamment

COURSE OUTLINE

MODULES

TOPICS

LESSONS

ACTIVITIES

MODULE 1

ORIENTATION

Course Overview

Review: Class Website
Reflect: Terminology

MODULE 2

INTRODUCTION TO
CRITICAL THINKING and
WRITING in Criminal
Justice

ASSESSEMENT

Critical Thinking Defined
Rules of Critical Thinking
Rules of Critical Writing

Read: Critical Thinking
Handbook

Review. PowerPoint
Reflect: Critical Thinking
Determine: Concepts

Concept Map - Start

MODULE 3

ASSESSMENT

Justice Administration:
Introduction

Read: Chapter 1 — Study and
Scope
Review: PowerPoint

Read: Chapter 2 — Principleg
and Practices
Review: PowerPoint

Exam 1

MODULE 4

ASSESSMENT

The Police

Read: Chapter 3 —
Organization and Operation
Review: PowerPoint

Read: Chapter 4 — Roles ang
Functions
Review: PowerPoint

Read: Chapter 5- Issues and
Practices
Review: PowerPoint

Exam 2

i

i

MODULE 5

ASSESSMENT

The Courts

Read: Chapter 6 —
Organization and Operation
Review: PowerPoint

Read: Chapter 7- Roles and
Functions
Review: PowerPoint

Read: Chapter 8 — Issues an
Practices
Review: PowerPoint

Exam 3
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MODULE 6 Corrections Read: Chapter 9 —
Organization and Operation
Review: PowerPoint

Read: Chapter 10 — Roles
and Functions
Review: PowerPoint

Read: Chapter 11 — Issues
and Practices
Review: PowerPoint

ASSESSMENT
Exam 4

MODULE 7 ASSESSMENT Issues Spanning the Justice | Read: Chapter 12 - Ethics
System Review: PowerPoint

Read: Chapter 13 — Rights d
Employees
Reviews: PowerPoint

=

Read: Chapter 14 — Special
Challenges
Reviews: PowerPoint

Read: Chapter 15 — Financial
Administration
Review: PowerPoint

Read: Chapter 16 —
Technology Now and for the
Future

Review: PowerPoint

Exam 5
rnalseek | ASESSMENT FINAL WIKI ESSAY DUE

METHOD OF INSTRUCTION

This course employs a blend of Adult, Experientailgd Transformative Learning platforms to engage th
student in a participative set of learning exparégn This will be accomplished by means of lecture,
cooperative learning, completion of written assignts, and usage of resources: textbook,
transparencies, handouts, current events and atisinal technology including interactive computer
simulations, Internet and videotaped programs. Geegakers and field trips may be utilized to
accentuate the material being covered. The leaymiogesses employed in this course allows students
experience the justice system as well as refleonhupis transformational-based learning and toteela
these reflections in writing to theoretical constsuin the field of community response to crimeuGe
work is designed to allow students to apply whaythre learning directly to authentic situationates

to the course outline. Scheduled presentationsemiiploy lecture-discussion sessions in which stisden
will be encouraged to participate in an instrugaided exchange of ideas and observations perttoent
selected subject areas. Class attendance andigetitin are imperative. The instructor may modify
course activities and/or the class schedule inbémt interest of student learning and will inforne t
students of any changes.

| strongly believe, that a free and open exchangef adeas and points of view concerning the
concepts and issues surrounding the study of admsiration and management, is an essential
element of the learning process. This approach redues that students think about the issues and
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processes in an objective fashion. It also requirestudents to adequately prepare themselves to
participate in class discussions. Opposing pointd giew, even those contrary to my own, which are
in good taste, pertinent to the topic at hand, andntended to enhance the learning process are
encouraged. As such this course will be a collabdige effort between the instructor and student.
We will engage in lectures, class discussion, simtibn exercises, critical writing, practical
encounters and video viewing.

METHOD OF EVALUATION

Evaluation of the student’s success will be meaktivough examinations, class attendance, partioipa
and assignment management. Using this range o$siasat will give me a fair evaluation of student
performance in the course. A final letter grade bél given based on the following criteria:

ATTENDANCE: Roll will be taken dailyStudents must attend a minimum of 70% of the ctagsée
eligible for a passing grade. Once the student amsgs the 70% minimum, there cannot be a
differentiation between an excused and unexcussenalk. Emergency circumstances, school sponsored
events and other considerations will be made om@imidual basis bustill may not exceed the minimum
attendance requirement. Students must approach the instructor to deterrfia feasibility of making-up

the lost hours. Attendance and class participasiamorth up tab0 pointsand may be a deciding factor in
lowering or raising borderline grades at my didoret

EXAMS: There will be five (5) scheduled exams, for thitass. Subsequent exams are not
comprehensive. Each exam will cover all materiahfrup to and including that presented the day
immediately prior to the exam. Any topic discussectlass or included in the readings, regardless of
whether the material was covered by lecture, valcbnsidered “fair game” for testing. Examinatians
designed to allow the student to demonstrate arasune their factual knowledge and ability to idignti
interpret and analyze major concepts and themes.faimat will be the same for all exams. Each test
shall be worth one hundred (100) points. The lovgesire may be dropped from your average for a
possible 500 points

PARTCIPATION: This is a hands-on course. It is your task to irepn@ae by playing an active role in
class, and have thoughtfully read the assignméntsnot necessary for you to have the answevénye
guestion asked in class. Class time is for answemur questions and exploring ideas. On the dihed

if you never answered a question, make a commeatidryour insights to the class discussion or if yo
are regularly absent, your grade will most likal§fer.

You will have the opportunity to analyze data reletvto the process and conduct of criminal
investigations and activities that comprise theuoof this course. This analysis will not be a samnof
what you read, but will instead consist of critigueomments, observations, suggestions or ideas
developed while preparing for your assignments. Wdlbe asked to observe the criminal justice sgst

at work. And, you will help one another and thetrmstor better understand issues at these levels. |
should be fun, as well as informative. To get thestrout of this class, you need to participatelin a
aspects of it, including Internet analyses, figlg(s), class discussions, class meetings withtealvi
guests, and public meetings. You are also expaotedmplete assignments and papers on time and to d
your own work. Evidence of improvement in your wonky also lead to an increase in your grade at my
discretion.

These exercises and assignments are intendeddtodeuour critical reading and thinking skills, andl
also serve as important feedback regarding whatayedearning from the readings so that | can adjus
our in-class activities to help you understand rhegterial better. You will be graded on the critica
thinking evident in your responses that indicate garefully reflected on the assignment.

Guidelines for Assignments- Please follow these guidelines for all papersdd in this class.



CJ240—AGENCY ADMINISTRATION AND MANAGEMENT 5

a. Each paper must be clearly labeled. It mude 4t assignment, your name, the date it is
turned in, your section number and a title if ajppi@e. Multiple pages must be stapled or bound.
b. Most papers are graded on a Satisfactory/Not

Satisfactory basis Assume a paper is satisfactory unless it is meiwvith comments and suggestions of
what to do to make it satisfactory.

Record Keeping Please save copies of all quizzes, papers, psoj@orrespondence, and other
assignments. This is especially important whentegiimg grades. In the absence of your papers, the
instructor's records will be considered correct.

ASSIGNMENTS:

Quality, not quantity are the keys to a good Egdition Forum. My experience with these
Forums has been that students sometimes treatdbevbligations, where they simply bang something
out about that week’s topic, then move on to the tesk in their schedule. That is contrary to dima of
a Forum, which is to stimulate conversation. Imaddeing in a group of people at a party. Someome yo
don’t know very well comes up to the group, blustg something, then moves on. The conversation
drops dead in its tracks, or shifts to a discussibthat odd character that just left. Neither onte is
very productive. Each participation assignment &hoansider what has been said previously, andldhou
advance the discussion in some way.

Personal Introduction - Students will beawarded 50 points the equivalent of one test score, for a
personal introduction on our first class sessiohe Ppurpose of the introduction is to provide an
opportunity for the students and the instructolern about each other, to know each other andotéx w
at issues that may emerge from the course.

Mind Mapping Research and Writing Wiki Project: This is a collaborative assignment, you will be
assigned to a group and general topics to researdl, and post on the Wiki Collaboratory under you
byline and develop a concept map. The written portf the assignment must lapproximately 600
words in length, to complete the project you must includeck®evant image and at leas? references. The
Wiki Project is worthup to 150 points

Reflection Exercise:The class following each guest speaker studentswnie a short reflection essay
identifying five (5) take-aways from the preserdatiEach reflection paper will be worth 20 points.

BONUS POINTS: You can receive bonus points by attending certaitteGe functions and events, these
will be announced in class, or you may give in€lpgesentations on delinquency and justice tojyios.
will need to discuss these topics with me first] &m schedule when the presentations will be giém.
more than fifty (50) bonus points will be added/twir total points for these activities.

CIVIC ENGAGEMENT ACTIVITY: You can receive bonus points by engaging in a @eigvity for
children, such as Bowl for Kids 2011.

EXTRA CREDIT OPTION: To obtain extra credit, you must complete the tproject option on the
future of agency administration and management. Jinpose of this project is to practice writing-
communication skills necessary to succeed in mostigations and to learn more about the topic. This
option requires you to write a formal research papesome specific aspect of future trends.

Extra credit project minimum standards are:
1. Your paper must be typewritten.

2. Your paper must have a title page identifyimg title of your paper, the title of this class,
your name, my name, and the date.
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3. You must develop a thesis that you will provalisprove, such as: “Public officials are
not responsive to public opinion polls.” You arestate this thesis on a separate piece of papepland
it after your cover sheet. Be specific ... do nr@aimbiguous.

4, The body must have page numbers, and all meargirst be no greater than 1 inch.

5. Use an English style manuak( Turabian, Strunk, or the Chicago Manual) for nmop
citation of footnotes.

6. The body must be thoughtful, neat, well orgadjzand must be at LEAST ten (10) pages

in length. Less will not be accepted and does ndude the bibliography. The body of your research
paper will provide evidence to support your thesisiot based on your opinion, but based on tls¢ be
factual sources that you can find in the literature

7. Use a multitude of footnotes, notes at the ehdhe sentence MLA style are not
acceptable. Using lots of notes to draw attentmrwhere you got your material only strengthens a
research paper. AlImost every thing you say canrma ome source!

8. Lastly, have a bibliography page(s) and | ekpeteast four (4) or more quality sources.

9. The paper must be completed by it week of the sessiomhe paper must be handed
in on time or it may be downgraded each day thgeptas late and not actually in my physical
possessionThe extra credit project will be worth a maximum of 200 points of extra credit
depending on the quality of the project. Extra credt points will be added to the sum of your point
totals

GRADING POLICY AND SCALE

There is no grading curve, nor are there any egfieas as to the number of A’s, B’s, Cég¢. are given

in a particular class. Therefore you are not coimpgeagainst others in the class. This means yol wil
receive whatever grade you earn based upon thé&ygoélyour work, however excellent or poor that
quality is. | believe every student is capable afnéng a good grade in this course if they areinglito
make the necessary commitment of tire and eff@hdourage you to be optimistic about your poténtia
grade, however, at the same time you have reaésgfectations given the level of commitment you are
willing to devote to the class. | make every effiartbe a fair and objective grader. | will nevengkze
you because you have a difference of opinion wit) as long as you support your opinion with well-
reasoned arguments and evidence, which you bekepports your opinion.

Grading Scale: | compute the final grade as follows:

POINTS J LETTER GRADE

DO NOT CALL THE OFFICE FOR YOUR GRADE!

I will not give any information regarding gradeseothe telephone. Please do not call the offiamyr
home.

GRADE APPEAL PROCEDURE FOR ASSIGNMENT AND EXAM GRAD ES

I am perfectly willing to hear an appeal of youade on any assignments or exam. In fact, becatuge |
my best to be a fair, objective and accurate grddactually want you to point out to me any comser
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you have about the points and grades | have askigree make the appeal process itself as fair and
objective as possible, | have the following proadeduwou need to follow in making a grade appeal:

1. Your appeal must be in writing and typed. Tikiso that | have an official record of the
specifics of your appeal, but also partly so tHatdw your appeal is genuine.

2. In your written appeal you must tell me youegse concern about my grading, how
many additional points you think you deserve ang.vfhis is so | know your precise concern(s), the
specific remedy you are seeking, and your reasosspport of your appeal. If you believe a photgcop
of a portion of your class notes or a page referd¢nmne of the course texts supports your apfesh,
include them in your written appeal.

3. You must attach your graded assignment or drayour appeal so that | can re-evaluate
it with your concerns in mind.

After receiving your written appeal | will give #erious consideration, and make a decision as ason
possible. | will return the assignment or examaa with a written, typed explanation of my decision
the appeal. If you would then like to meet with pgrsonally to discuss my decision, | will be happy
do so in order to help you improve your performaincthe course. Further appeals should be madeeto t
Division Chair, and subsequently to the Vice Presidf Instruction.

COURSE REQUIREMENTS

Attend each class. Read the assigned text. Rready. Keep clear, chronological notes of théous
classroom presentations. Analyze the informati@sented. Maintain a course portfolio. Participate
class activities in a positive and sincere manuoengd class and maintain respect for other students

ASSIGNMENT AND DEADLINE POLICY

Students are expected to meet all deadlines agnégsd. If you miss a scheduled deadline for any
reason, you must document the reason for the absenorder to be considered for any makeup
opportunity. No students will be allowed a makeppartunity without my prior approval. The format of
the makeup will be at my discretion and may diffgnificantly from the in-class assignment. If yiail

to take the makeup, a zero will be recorded. Theéllebe no makeup date for in class assignments and
work. Bottom line, late assignments are not acddpt

TEST POLICY

Students will be prepared to take an examinatidhedesignated time and place, with all the necgss
items fully prepared for usage, and without unautiead papers, books or other materials. Studdrat s
not wear hats or coats during the exam withouirie&guctor’s permission. Emergency situations \él
handled on an individual basis. Students shodtatimthe instructor or designated representativeoas
as possible regarding the emergency.

TEST MAKEUP AND RETAKE POLICY

Students are expected to take the exam at the deldettime. If you miss a scheduled test for angoea
you must document the reason for the absence ier dodtake the makeup test. No students will be
allowed to take a makeup exam without my prior apal. The format of the makeup exam will be at my
discretion and may differ significantly from thedtass exam. If you fail to take the makeup, a zeitb

be recorded. There will be no makeup date for thalfExam or for in class assignments and work.

The exam retake policy applies to all studentgjass and distance learning.
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DO NOT BE LATE TO ANY EXAM:

If any student has turned in an exam, you will m®tpermitted to take the exam, and will have ttofol
the makeup exam process.

ATTENDANCE POLICY

Daily attendance is expected, regardless of whetikrs taken. There is no excuse for missing assl
unless a debilitating illness or kidnapping occ@smmunicating your thoughts to others is an imgurt
component of learning and participation is an intgiatr part of the course. Participation requires yioa

to have read and thought about the material. Baation means not only responding to questions, but
also asking questions inside and outside of cResple who participate perform better than those edh

not. Moreover, your absence deprives classmatgsurfwise judgment and could lead hopeless cymics t
conclude that your thinking might be as random @ausr yattendance. Regular attendance is essential to
earning a passing grade in this class and is dyr@mgouraged. If you plan to drop the courses yaour
responsibility to officially withdraw before thedtday to drop. If you fail to do so, you may reeea
failing grade in the course, instead of a “W”.

A large portion of the course material will be meted in the class lectures and discussions. It moay
appear in the text. If you miss a class it is ymsaponsibility to find out from your peers what wemn
during that class. | will not supply you with notesrepeat the lecture for you. However, if you éav
copy of the notes and studied them and then hayeestion about them, | will be happy to discussrthe
with you during office hours.

There may be times when class will be postponedétad for a variety of reasons. The College has no
obligation to notify students in advance of suchesa As you will, so will I endeavor to meet athsd
attendance times. However, should class be podipforemore tharntwenty (20) minutes then only
those students present should sign in on the raatkthe roster left at my office.

DO NOT BE LATE FOR CLASS

Each student is expected to arrive for class anid tieeir seat when class is scheduled to begitardy
will be recorded for students that are more thamtéenutes late for class. Three tardies will besidered
one absence. While the absence will result in adosdit point, late attendance and participatiath w
balance out the points for evaluation.

STUDENT DISHONESTY

You are strongly encouraged to review the sectioadémic Dishonesty found in the College Bulletin.
Copying answers from a classmate, being unpreparediass without informing the instructor, using
crib notes, plagiarizing, signing in another studen class, or representing another’'s work as youn
without giving due credit, will constitute Acadenidishonesty and will be dealt with in accordancéhwi
Colby College’s policy and result in a failing geafibr the course.

CITIZENSHIP

The nature of the class is intended to elicit sguridebate and discussion. You are to operate uhder
assumption that everyone is acting in good faithtaa$ionestly held beliefs. Those beliefs will be
respected; discussions will be issue oriented anly not personal. There will be no personal attacks
name calling, questioning of patriotism or the liklne goal of this course is to teach you to |éaw to
think and analyze critically and academically. Ywill govern your behavior accordingly, no barbarics

BEHAVIOR

Students pay money to take this course, and mast twdearn. However, sometimes an individual is no
primarily interested in learning and disturbs astidicts others during class in a variety of wayshsas



CJ240—AGENCY ADMINISTRATION AND MANAGEMENT 9

talking, and laughing. Therefore, | reserve thétritp ask the student to leave class and to reduce
student’s grade by a letter for each incident. Bi8® extends to a student who distracts othersraniy
reading newspapers and other non-class materiatgridus case of misconduct can result in expulsion
from the course and a failing grade. Please beiderade of others trying to listen, trying to cabtrte

and trying to learn.

READINGS

You must be prepared to discuss the assigned pé&alireach class. You are also responsible to lakirn
reading material assigned, whether or not it wagiEd in class. So pace yourself and do not leave y
reading until just before a test. Use whatevemiiearskill you like, but | recommend reading theteml

at least twice, and making notes about key conceptsiake an outline. You must be able to demotestra
knowledge of the material presented in class, andmgust read and comprehend the text.. For example,
the following does little, if anything to demongt&ayou actually read or even thought about the rzte
and does not explain the basis for the questiaooment:

1. “What does the author mean when she said "X'?”
2. “| disagree with the author when she said "Z'.”

On the other hand, the following comments demotestrine material was thoughtfully reflected upon:

1. “The author says "X’ on page 89 but I'm notes| understand that concept because the
author also seemed to say not X on page 94 amdatse left out any discussion of concept “Y’ whic
think was necessary background in understandingWhat did the author mean when she said "X'?”

2. “I disagree with the author when she said "Beér evidence on page 72 did not support
Z’ because that evidence could have been explaimstead by explanation "Q’ and then the authay als
used the logical fallacy of "LF’ when she concludgéd’

PREPAREDNESS

You are expected to be prepared for every classieder, | understand there are times when situations
dictate otherwise. Because this course is partiipantensive it is disruptive to the class disian
when you are thrust into the discussion withoutppropreparation. Should you be unprepared to
participate in the discussions you should indidatdeaving me a note at my lectern prior to clagsat
way | will know you are unprepared and won'’t catl gou during the discussion. However, should |
collect too many notes from the same student it adwersely affect your final grade. Should you be
called upon during class when you are unprepardd/an failed to provide me with a note so indicgtin

will consider it a form of Academic Dishonesty sedijto sanction.

FINAL GRADES

If you want your final grade sooner than the Cdadlegill provide it, please provide me with a self
addressed and stamped envelope at final time amtrhail your grade as soon as it is availabla.the
alternative you may e-mail me a grade request aadh lsend you a reply.

EGRESS

If you are tardy or must leave class early pleétsgear an exit.

RECORDINGS

Except to accommodate special needs, audio tapimy ¢ectures or class discussiomit allowed.
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RESERVATION OF RIGHTS

| reserve the right to change any information cioitad in this document, when necessary, with adequat
notice given to the student. Notice shall be giwerthe classroom during class. No other notice is
required. It is the students’ responsibility to fregp with any changes, maodifications, adjustmemts o
amendments that are made to this document.

COURSE FEEDBACK POLICY

| actively seek and highly encourage any feedbddutathis course at any time you wish to offed it.
want to try to help you learn the material as lasstcan, and if | can improve my teaching or #eeing
environment, | really, truly, sincerely, honestlpuid like you to let me know. If you feel uncomfaiote
telling me in person, you can leave me an “Anonymbaedback letter in an unmarked envelope at my
office. All | ask is that you try to be polite irffering your criticism and that you try to offermstructive
advice on how | can best respond to the feedbacktHer words, tell me your suggested improvements
for the course, my teaching or anything else abimitearning environment.

E-MAIL

My office hours are posted on my door and at thedted this syllabus. However, | am also availalole f
guestions and consultations by telephone and e-in@fularly check and answer my e-mail. E-mail is
the most reliable and efficient way of contacting. i you do not have an e-mail account you shgeid
one. It is an important communication tool andsitfiee. If you don’t have Internet access at home,
student computer labs are connected to the Inteandta web based e-mail account can readily be
established.

EQUIPMENT

Students should purchase and take to class ttoavialy items:
1) Access to computer and the Internet
2) Portfolio management folder
4) Textbooks and course materials including ass@nts/projects.
5) Weekly Planner-Calendar

ACCOMMODATIONS FOR STUDENTS WITH SPECIAL NEEDS:

Colby Community College complies with Section 504fdhe Rehabilitation Act and the Americans
with Disabilities Act. Students with disabilities who need special accommodations should make
their requests in the following way: (1) talk withyour instructor after class or during office hours
about your disability or special need related to wik in the class; and/or (2) contact Student
Support Services and ask to speak to the ADA office

BIBLIOGRAPHY
Justice Administration: Police, Courts, and Coirect Management, Peak™ ®d. (Pearson) ISBN:

13:978-0-13-270944Speakers, handouts, videotapes, transparenciesnéhtresources, journal articles,
interactive computer simulations and supplementdenials.



