EM-6000 Practicum: Administration and Organization
A graduate course of Trinity International University’s Division of Open Studies

Dr. Dave Smith, Ed.D. Thursdays 4:00-5:00 PM
135 Fir Hill, Akron OH 44304 January 10- April 24
330-315-5505/ dave.smith@the-chapel.org Location: The Chapel/Admin Rm

COURSE DESCRIPTION

Engage in observation, evaluation, and formulation of improvements of organization and
administrative processes of local churches, Christian and non-Christian organizations.
Limited to those involved in pastoral ministry a minimum of 15 hours/week.

COURSE PREREQUISITES
It is assumed that students enrolled in this course have completed undergraduate work, yet
have a low to moderate background in church administration and organization. Students are
to be experiencing 15 hours per week of ministry service in addition to in-class time.

COURSE OBJECTIVES & FORMAT (student thinking-learning fadlitation)

1. To create a biblical and theological understanding of leadership, organization, and
administrative.

2. To build a philosophy of ministry and self.

3. To develop organizational and administrative tools for one’s own ministry
context.

4. To expand one’s understanding and skill level of leadership.

REQUIRED READINGS AND RESOURCES
The following text and resources are required reading for class discussions and assignments
and are to be read in their entirety unless otherwise indicated.

Required Reading
Anthony, Michael J. and James Estep, Jr. 2005. Management Essentials for Christian
Ministries. Nashville, TN: Broadman & Holman Publishers.

Covey, Stephen R. First Things First. 1994. New York, NY: Simon & Schuster.

[NOTE: In addition to the above readings there will be approximately 15 articles assigned.]
LEARNING ACTIVITIESAND ASSESSMENTS

The following assignments are to be completed as described below by the dates outlined in

the Course Schedule.

Assignment Formatting
1.  Format assignments according to institutional standards.
2. Use correct spelling, grammar, and institutional standard font.



AN ol

Include your name, mailing address and e-mail address on the first page upper right corner.
Unless otherwise noted, a cover page and/or report cover is NOt necessary.

Staple assignment pages together as necessary or as required.

Some assignments require a specific form or format—use these forms and formats as directed.

Required Assignments Explained

Assignment #1: Management Jour nal D20 points Students will keep a daily log of what
they are experiencing in their ministry for 10 straight days (i.e. incidents with key people,
conversations, decisions, experiences, etc.) and cognitive reflection on these situations.
This daily journaling experience is not merely a recording of events, but has deeper
reflection discovering unfolding patterns, inconsistencies in values vs. practices, and
discovered links between their past and present. (April 24)

Assignment #2: L eadership Within SaiptureN 10 points Write a 3-5 page paper on a
biblical figure surveying their leadership style through biblical history while assessing their
positive and negative leadership characteristics. Special analysis should be given to their
administrative and organizational skills. Students are to choose from one of the following
biblical figures: Moses, Joshua, David, Nehemiah, Daniel, or Paul (Jan. 17)

Assignment #3: Personal Mission Statement (Li fe Statement)N 15 points Create a 1-page
self mission statement that includes the following: 1) your standard personal mission statement,
2) the values/principles (with descriptions) that you will set forth to accomplish your mission,
and 3) the roles of priority (with description) in which you will accomplish your mission.
[NOTE: See Covey’s Appendix A as a resource to assist in formulating your personal mission
statement.] Students will be asked to share their papers in class. (Jan. 24)

Assignment #4: Philosophy of Ministry StatementN 10 points Develop a 1-2 page
philosophy of ministry description that explains your mission, vision, and values of a self-
created or current church/para-church ministry. This paper should also include an example of a
vivid description describing the results of the achieved vision. Student will be asked to share
their papers in class. (Feb. 7)

Assignment #5: Ministry ModelN 15 points Create a 1-page model stemming from your
overall philosophy of a self-created or current church/para-church ministry. This should be a
visual example or blueprint of what your ministry looks like and how it functions in relation to

your particular mission and target audience. Students will be asked to share their papers in
class. (Feb. 14)

Assignment #6: Organizational Chart N 10 points Create a 1-page, visual organizational
chart for a self-created or current church/para-church ministry. This should be a visual example
of how ministry strategies and procedures flow among a team of people. Please attached a 2™

page providing a rational for your design, outlining potential strengths and weaknesses. (Feb.
21)

Assignment # 7: Leadership Movie ReviewN 10 points Watch and review one of the
following movies listed. Give an in-depth review on the leadership style found in the central
character. Provide an analysis of negative and positive leadership characteristics filtering
through key teachings from classroom discussions and assignment readings. MOVIE
SELECTIONS: Elizabeth, Crimson Tide, The Life Aquatic with Steve Zissou, Kingdom of
Heaven, Brave Heart, Hell House, Jerry Maguire, Apollo 13, The Bridge on the River Kwai,
Glory, The Aviator, and Dave. (Apr. 3)



Assignment #8: Ministry Failure AssessmentN 10 points Due to the practicum section of
this course, there will be periods of group discussion titled “Ministry Failure Assessment” in
which class time will be devoted to identifying organizational and administrative failures
students have recently experienced. As each students shares a ministry failure, the group will
then spend time sharing ways to think about the issue & consultation. The assigned student will
be asked to provide a written case study of their experience and present it to the class. (Jan. 31,
Feb. 28, Mar. 27)

NOTE: Attendance All students are expected to attend all sessions. All absences must be
approved, and the student will assume responsibility for all notes and handouts. Please ask a
fellow student for help.

NOTE: Late Assignments Assignments are due in class on the date indicated in the Course
Schedule. Any assignment not submitted in class is considered late and has 10% automatically
subtracted from its final grade. The assignment is then due no later than the final course
session. If the student fails to turn in the late assignment by the end of the course, an automatic
0 is earned for the assignment.

COURSE VALUESAND ETIQUETTE

Respect & Altering Viewpoints

Students and professors will honor the personhood of each individual. While respect for
each person is necessary, yet agreement or acceptance of each other’s viewpoints is optional.

Plagiarism and Cheating
Students who plagiarize or cheat will follow the predetermined, institutional guidelines.

Food and Beveragesin the Classroom
Eat. Share. Do it all without distraction.

Special Needs

In order to ensure full class participation, any student with a disabling condition requiring
special accommodations is strongly encouraged to contact the professor at the beginning of
the course.

GRADING SCALE
The final grade will be based on the total accumulation of points as indicated under Learning
Activities and Assessments according to the grading scale in Trinity’s catalogue.

A+ 100-97 C+ 79-77 F 59 & below
A 96-94 C 76-74
A- 93-90 C- 73-70
B+ 89-87 D+ 69-67
B 86-84 D 66-64

B- 83-80 D- 63-60



COURSE SCHEDULE
The following is the 13, session course outline for Administration and Organization

Preliminaries

Jan 10

Jan 17

Introduction to the course and class members

The practice of journaling & Administration vs. Organization
READ: Anthony and Estep, chapters 1-2

READ: Covey, section 1

Self Management

Article Review, “The Manager as a Person Before God,” Shawchuck & Heuser
The Ship: Breaking down an organizational philosophy

DUE: Leadership Within Scripture, Assignment #2

READ: Covey, section 2

Organizational Strategy, Structure, and Function

Jan 24

Jan 31

Feb 7

Feb 14

Feb 21

Feb 28

Article Review: “Organizational Vision and Visionary Organizations”
Examining the function of mission, vision, & values

Audio Lecture: “Vision to Die For,” Hybels

DUE: Personal Mission Statement, Assignment #3

READ: Covey, section 3

*Ministry Failure Assessments
READ: Anthony and Estep, chapters 3-4

Philosophy of Ministry Statement Reports
Ministry Models & Strategy

DUE: Philosophy of Ministry Statement #4
READ: Anthony and Estep, chapter 5

Ministry Model Reports

Operations

Article Review: “The Reconfigurable Organization”
DUE: Ministry Model, Assignment #5

READ: Anthony and Estep, chapter 9

Article Review: “The People Process”
Ministry Assessment

DUE: Organizational Chart, Assignment #6
READ: Anthony and Estep, chapter 14

*Ministry Failure Assessments



Mar 3

NO CLASS (O.C.E.A.)

Organizational L eader ship

Mar 13

Mar 20

Situational Leadership
READ: Anthony and Estep, chapter 20

*Ministry Failure Assessments
READ: Anthony and Estep, chapters 6, 17, 19, & 21

Mar 27 *Ministry Failure Assessments
Apr 3  Article Review: “Upward Management”
Ministry Assessment
DUE: Leadership Movie Review, Assignment #7
Apr 10 Team Leadership
READ: Anthony and Estep, chapter 19
Conclusion
Apr 17 Article Review: “What do you measure?”
Ministry Evaluation
READ: Anthony and Estep, chapters 22-23
Apr 24 Stepping into a new ministry role or job

Concluding Remarks

Class Evaluation

DUE: Management Journal, Assignment #1
READ: Covey, section 4

The above schedule and procedures in this course are subject to change
in the event of extenuating circumstances.



