Course: Educational Leadership and Management
Credit hours: 3
Objectives
After studying the course, the students will be able to:
1. Explain the concept of school organization, management and discipline and
factors affecting school discipline
2. Organized school activities (curricular and co-curricular) affectively and
manage available resources (material, human and time) efficiently.
3. Different sheet between the concept of leadership and management utilizing
the major indicator of effective leadership management.
4. Maintain school record and activities according to the school mandate.
5. Explain the functions of basic rules of leave pay and allowances E & D, codes
of ethics
Course Content
Unit 01 Introduction to Management
1.1  Definitions of Management and Leadership.
1.2  Difference between leadership and management
1.3  Difference between general and educational management and
Leadership.
Unit 02 Process of Management
2.1  Planning
2.2  Organizing
2.3 Staffing
2.4 Communicating
2.5  Controlling
2.6 Budgeting
Unit 03 Resource Management
3.1  Human resources
3.2 Physical resources
3.3 Financial resources
3.4  Information and learning resources (Library, AV Aids and
instructional material)
Unit 04 Rules and Regulations
4.1 Rules regarding appointment, leaves, pay and allowances.
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4.2  Efficiency & Discipline rules
4.3  Terms of reference of various personals in the school
4.4 Code of ethics
Unit 05 Records in Educational Institutions
5.1  Attendance register
5.2 Leave register
5.3  Stock register
5.4  Cash register (fee, different kind of funds)
55  Personal files of teachers and other staff
5.6 Other academic record (students result, staff meetings etc.)
Unit 06 Theories of Leadership
6.3  Trait Theories
6.4  Contingencies Theories
Unit 07: Leadership Style
7.1  Democratic
7.2 Autocratic
7.3  Laissaiz-faire
7.4  Leadership style and Headship
Evaluation Criteria
Examination Type Marks
Internal Examination Sessional Work 15%
Mid-Semester 25%
External Examination Final Semester 60%
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