
ON-LINE WORKSHOPS: 2021-2022 
 

PASBO’s 18 on-line courses offer high-quality curriculum, 

networking opportunities, and instructional rigor in the 

convenience and economy of a digital setting. They work 

this way: 

• Specialized content is divided into four weekly 

modules. In addition to updated text based on 

comprehensive learning goals, each module includes 

on-line discussion forums that explore key aspects of 

the weekly curriculum. A content-area expert 

instructor is assigned to monitor and participate in the 

discussions.  

• The student can also engage with the instructor one-

on-one to address specific questions and concerns. 

This design simulates (and improves) on classroom 

discussions and table exercises typically associated 

with traditional full-day workshops. 

• There is a short quiz associated with each unit. 

Quizzes are an important part of the learning 

experience. They are designed to be instructional 

tools. 

On-line courses are eligible for 6 Continuing Professional 

Education credits (applicable to Pennsylvania CPA 

licensing) and 4 Continuing Education Units (applicable to 

PASBO professional certification programs). PASBO 

currently offers three specialty certificates with core and 

elective requirements. They are:  

• Certified Facility Professional (CFP) 

• Certified Payroll Professional (CPP) 

• Certified Transportation Professional (CTP) 

Qualifying on-line courses applicable to these designations 

are noted in the workshop listings with the appropriate 

initials.  Additional information about professional 

designation programs can be found on the PASBO website 

at: www.pasbo.org. 

  



 

 

The Elements of School Business 

Management Series 
 

PASBO’s “Elements” Series comprises a core curriculum 

with professional development benefits for a range of target 

audiences including: 

• Business officials with two years’ experience or less 

• Experienced business officials looking for updated or 

“refresher” knowledge 

• Business office and departmental support personnel 

• Individuals desiring to broaden their scope-of-

knowledge and enhance career advancement 

opportunities 

• Leaders and managers with reporting authority over 

specialty business office support functions 

 

Budgeting and Planning 

While budgeting and planning specifics are unique to the 

personality of each LEA, this course explores 

commonalities, underlying principles, and effective 

development and presentation techniques. Topics include: 

• Basic budgeting concepts and legal requirements 

• Preparing and balancing the budget 

• Long-term planning and capital budgeting 

• Effective presentation techniques 

Offered: September 20 – October 17, 2021 and February 22 

– March 20 

Core Requirement for: CFP; CTP 

 

Communications 

This course rejects the notion that effective community and 

public relations are the sole responsibility of a 

communications or public relations director. It is a team 

effort, and business officials are key team members. This 

course has applicability to all business office leaders and 

managers. Topics include:  

• The nature of school communications 

• Document mechanics 

• Communication tools 

• Communication plan design 

Offered: October 18 – November 14, 2021 

  



 

Facility Management 

The days of the “tool belt” facility manager are long gone. 

Today’s leaders protect major capital investment, are 

responsible for employee and student health and safety, 

ensure environmental compliance, and manage large budgets 

and staffs. They are key members of the administrative team. 

This course addresses their needs with topics that include: 

• Custodial and maintenance operations 

• School construction 

• Environmental issues 

• Business operations in the facilities department 

Offered: January 3 – January 30, 2022 

Core Requirement for: CFP 

 

Finance 

High-quality decision-making about public school 

investment and debt requires knowledge and creativity 

because of a limiting regulatory environment. This course 

focuses on effective and legally compliant short and long-

term debt, and investment strategies that result in maximum 

earnings and savings. This workshop is a “must” for business 

managers or for those aspiring to assume that role. Topics 

include: 

• Public finance concepts and law 

• Investment and debt basics 

• Investment Strategy and Policy 

• Designing and managing a debt portfolio 

Offered: April 25 – May 22, 2022 

 

Food Service Administration 

School food service directors face the constant challenge of 

operating a financially solvent program in a highly regulated 

environment. This course explores the range of knowledge, 

skills, and strategies required for success. Topics include: 

• The regulatory environment 

• Audits and reviews 

• Financial operation 

• Procurement 

Offered: March 21 – April 17, 2022 

  



 

Governmental Fund Accounting 

All school staff engaged in reading and interpreting financial 

data or in data-generating activities must have a working 

knowledge of the underlying principles that drive the 

governmental accounting model. This course explains those 

principles with no assumed prior knowledge. It is for 

accountants and non-accountants. Topics include. 

• Governance and terminology 

• Debt and capital asset reporting 

• Chart of accounts and basis 

• Reporting and accountability 

Offered: October 25 – November 21, 2021 

Core Requirement for: CPP 

 

Human Resources 

Whether HR is handled by a stand-alone department or 

integrated throughout the organization, every supervisor 

must have a working knowledge of its basics. This course 

addresses a range of topics specific to HR and general 

payroll administration, and it is valuable to anyone with a 

reporting staff. Topics include: 

• Hiring basics 

• Compensation and employment law 

• Performance review 

• Discipline 

Offered: December 6, 2021 – January 2, 2022 and May 2 – 

May 29, 2022 

Core Requirement for: CFP; CPP; CTP 

 

 

Leadership, Management & Supervision 

There has never been a time when public schools need high 

quality and effective business office leadership – at all levels 

– more than now. This course approaches the topic with the 

assumption that all PASBO members can and should 

develop management skills and understand the nature of 

leadership. This course is both specific and inspirational. 

Topics include: 

• Nature of the school organization 

• Leadership and management 

• Group decision-making and meeting management 

• Ethics and ethical leadership 

Offered: November 22 – December 19, 2021 and June 6 – 

July 3, 2022 

Core Requirement for: CFP; CPP; CTP   



Payroll Administration 

If there is one area of school business operation where we 

must be both correct and on time, that area is payroll. It is the 

most pervasive and unforgiving of all business office 

activities. This course is a comprehensive and detailed 

exploration of the law and procedure that directly touches the 

payroll department and indirectly touches all employees. 

Topics include: 

• Basic payroll concepts 

• Payroll preparation 

• Fair Labor Standards Act 

• Leave and benefit administration 

Offered: April 4 – May 1, 2022 

Core Requirement for: CPP 

 

Purchasing 

Effective purchasing – in its totality – is an art. Mastering 

that art requires command of three concepts: legality, 

procedure, and making the best deal. This course offers a 

foundation in each and is a “must” for anyone involved in 

school procurement activities. Topics include:  

• The law of Pennsylvania school purchasing  

• Purchasing practice and procedure 

• Construction contracts and bidding 

• Specification writing and bid award 

Offered: September 27 – October 24, 2021 and May 16 – 

June 12, 2022 

Core Requirement for: CFP; CTP 

 

School Law and Organization 

Much of a business official’s daily activity is rooted in legal 

compliance. This course will survey the body of law that 

directs school business operation. It is a “first stop” on every 

business office employee’s professional development 

journey. Topics include: 

• The nature of school law and governing board 

organization 

• The law of school board meetings 

• A survey of school employment law 

• A survey of school finance law 

Offered: February 7 – March 6, 2022 

Core Requirement for: CPP 

  



Technology 

Information technology cuts across every facet of school 

business and instruction, and every school business official 

has some level of involvement. This course addresses the 

basics of technology department operation and the ways it 

integrates with school business functions. Topics include: 

• Departmental operations 

• Policy 

• Budgeting and purchasing 

• Human resources  

Offered: November 8 – December 5, 2021 

 

Transportation 

The over-arching goal of a transportation department is to 

provide safe, efficient, and cost-effective service. Attaining 

that goal begins with a thorough understanding of relevant 

law and the principles of effective departmental 

management. This course provides a framework for both 

district-operated and outsourced operations with topics that 

include: 

• The law of public school transportation 

• Departmental operations 

• Subsidy calculation 

• Financial operations and human resources 

Offered: January 18 – February 13, 2022 

Core Requirement for: CTP 

 
 

Specialty and Advanced Study 
 

PASBO’s specialty and advanced courses address the need 

for information, skills, and expertise beyond the approach of 

a core curriculum for a broad audience. These courses are 

highly targeted and represent “the next level.” On-line 

versions follow the same instruction design of an “Elements” 

course, but with a more advanced and/or specific curriculum.  

 

Advanced Purchasing Techniques (NEW) 

 

This course carries “Elements of Purchasing” topics to a 

higher level and also addresses warehousing, inventory 

management and control, internal control design, and 

purchasing consortiums and other procurement options. 

writing. The material stands on its own, but completion of 

the “Elements of Purchasing” or two years of work 

experience is suggested for context. 

 

Offered:  February 14 – March 13, 2022  



 

Effective Supervision: Skills for Supervising Support 

Staff  

First line supervisors are typically skilled technicians who 

have been assigned HR-related tasks in addition to their daily 

duties. Often this assignment comes without the requisite HR 

training, which this course will provide. Its target audience 

includes, head cooks; head custodians; and transportation 

department, facilities department, and business office 

personnel with reporting employees. Topics include: 

• The supervisor’s role in hiring 

• Evaluation and discipline 

• Handling conflict 

• Creating a team environment 

Offered: January 24 – February 20, 2022 

 

The Pennsylvania School Funding Model: Local and 

State Revenue 

This course is a deep-dive into one of a business office’s 

most important assignments: managing the revenue stream. 

The curriculum is a mix of theory, law, and practice 

designed for understanding that leads to maximizing school 

district financial resources. The target audience includes 

business office leaders, assistants, and tax office personnel. 

Topics include:  

• Public school funding concepts 

• The law of taxation 

• Tax Collection and administration 

• Pennsylvania’s subsidy system 

Offered: October 4 – October 31, 2021 

 

Risk Management  

This in-depth study tackles the notion that risk management 

is solely about purchasing insurance. It involves a three-part 

strategy of accepting, avoiding, and transferring risk. The 

curriculum provides comprehensive and cost-effective 

solutions for student and staff safety, and asset protection. In 

addition to business office leaders, the target audience 

includes facility managers, who are key team members in the 

effort. Topics include: 

• Risk Management Concepts 

• Property Insurance 

• Casualty Insurance 

• Specialty Risk and Worker Compensation 

Offered: January 10 – February 6, 2022 

Elective Credit: CFP  



School Bus Safety and Operations  

This course is designed for transportation department 

personnel and school business officials with overall or direct 

responsibility for departmental operations. The curriculum 

includes in-depth study of content introduced in The 

Elements of Transportation plus important new material. 

This course can stand-alone, but material from the related 

Elements program is foundational. Topics include: 

• Departmental operations 

• The transportation fleet 

• Student safety 

• Driver training and qualifications 

Core Requirement for: CTP 

Offered: April 11 – May 8, 2022 


