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CATALOG COURSE DESCRIPTION

Students learn a systems approach to managing human resources in organizations.  Topics include environmental scanning, managing diversity, legal issues, strategic issues, HR Processes including: HR planning job analysis, performance appraisal, recruitment and selection, workforce reductions, career development, training, compensation, benefits, and labor and employee relations.  (3 credits)

PREREQUISITES:  
NONE
RESTRICTIONS:  None
COURSE DESCRIPTION:

This course is an overview of human resource management. The course examines the techniques, policies, processes, strategies, and practices used by companies and managers to effectively and efficiently utilize human resources. Students will learn theories and practices in many different “core” areas of human resource management including staffing, performance management, work and job design, training, compensation, and labor relations.  We will examine how the business strategy, legal environment, and design of work affect human resource management. The course will also examine how the human resource function is changing to contribute to the company’s business strategy and competitive advantage. 

COURSE LEARNING OBJECTIVES

The primary objective of this course is to provide you with an understanding and appreciation of the basic functions of human resource management and current practices and issues. Because HRM is becoming less of a functional responsibility and more of manager’s responsibility, the theories and techniques taught in the course are applicable for all types of positions in all types of organizations that you may work in.
By the end of the course the student should be able to . . .

1.        Comprehend an integrated and systems-oriented model of HRM, including planning, performance appraisal, staffing, training & development, and compensation.

2.
Examine the influence of internal and external environments on the practice of HRM.

3.         Assess the impact of HRM activities on both human resources outcomes and broader organizational outcomes.

4.    
Analyze HR issues in the systemic manner and look at each process (function) as part of and integrated whole, and not as an isolated function.

5.         Understand the emerging role of HR professionals as a proactive and well-informed consultant to management

6.         Become aware and acquire the necessary skills and know-how to perform effectively as an HR professional in a constantly changing environment. 

7. 
Utilize critical thinking and excellent oral and written communication skills on an ongoing basis.

MAJOR STUDY UNITS 

1. Defining the Human Resource Process - a review of the evolution of personnel and the evolving Human Resources functions within the systems framework.  An examination of the roles and career paths for HR professionals.

2. Policy and Practice - an examination of policy and practice with intensive reviews of key policies.  An in-depth review of current Human Resource Management issues.

3. Employment - an examination of the performance appraisal process, absenteeism and turnover.  Equal Employment Opportunity - a review of key non-discrimination legislation, employment testing practices and affirmative action plans.  An examination of adverse impact and a study of sexual harassment.

4. Task Analysis (AKA Job Analysis) - a review of the purpose, benefits, and methodology in conducting task analysis.  A specific examination of resumes, job descriptions, and task analysis applications in developing training programs.

5. Assessing Employees - an examination of the performance management process, absenteeism, and turnover.  A review of the disciplinary process and the effective management of terminations.

6. Employment Development - a discussion on effective New Employee Orientation.  A review of employee training principles, employee development programs and career management practices.

7. Employee Rights - an in-depth review of employee rights up to and including termination.  The employee handbook, as an asset or liability, is analyzed.  A discussion on alcohol and illegal drugs policy enforcement, and discipline procedures.

8. Administration - a review of compensation systems including pay-for-performance strategies; employee benefits; safety programs, and the administration of each.

9. Industrial Relations -a review on the emergence of unions and legislative controls.  Examination of the manner in which collective bargaining unit petitions for election evolve; the election process.

10. Employee Relations - a review of key policies and practices.  A discussion on the role of the supervisor, employee assistance programs, and stress.  A review of effective employee counseling techniques.

11. Human Resource Planning - a discussion of planning requirements and strategies; setting objectives, and evaluating results.

12. Consultant - examining the role of consultants.  Understanding the difference between employees and independent contractors.  The role in HR of internal consultants.

COURSE FORMAT/BEHAVIORAL EXPECTATIONS/GRADING:
This class is taught in an interactive, seminar manner.  Activities will include Socratic discussion, in class and on line presentation of individual and group work as well as take home assignments and quizzes.  Guest speakers who are expert in one or more HR fields may be asked to present.  Students are expected to have completed assigned readings prior to attending class and will be expected to participate and/or lead discussion based on readings.  

1.
Preparation:  Students must read assigned chapters in advance of the class sessions and be prepared to answer questions and participate.  Assignments are posted on Blackboard in advance of class sessions whenever possible.  As the term is only 9 weeks long, regular attendance is necessary.  Students who miss more than 20% of the classes normally will not be able to complete the course without discussion with the instructor and approval of a work plan.  Note that it is most important to keep up with assigned readings as there will be written papers assigned of from 3 to 5 pages based on readings and research. The first of these papers is due by the second session.  Students are expected to regularly attend class and demonstrate their understanding of the assigned materials and topics of discussion through active participation.  Absences and lack of meaningful participation will adversely affect the grade. 

2.
Grading:  Assignments and exams will be graded based on the application of relevant readings and research.  When cases studies or hypothetical situations are provided grading will be based on clear understanding and analysis of what is going on in the situation as it relates to the HR Systems under study.  Statutes, policies, regulations and legal principles relevant to the facts will be incorporated and cited.    Short answer questions will be graded based upon the accuracy of the response, along with the inclusion of the major factors necessary to reaching the accurate answer.
Grades will be based on a midterm exam and final case, exercises, and class and discussion board participation. 

The points allocated are listed below:

Midterm Exam                   25
Final exam (case)               25
Exercises                            40    (8 @ 5 points each)

Participation                       10
Total                                  100 Points

Grading scale:

92% and  up     A                 90% to  91%      A-                88% to 89%      B+

82% to  87%     B                 80% to 81%       B-                78% to 79%      C+

72% to  77%     C                 70% to 71%       C-                60% to 69%      D

3.
Critical Thinking:  This course will expose students to the major systems in HR Management and issues that will be new and challenging.  Analysis and critical thinking and written and oral communication are the primary skills applied in all aspects of Human Resources.  We will focus on these skills as they will serve you well in all facets of your life.  

4.
Quality of Work:  Graduate degree programs are designed to prepare students for employment as a professional in the field of human resources and as such students are expected to be able to demonstrate the ability to communicate at the graduate level both verbally and in writing.  Students are expected to produce professional grade papers in the APA format and demonstrate the ability to effectively analyze complex issues.

Course Schedule
Friday, April 3:

Welcome to Course & Introduction to Human Resource Management.

Presentation and discussion of weekly “hot topic”

Read Chapters 1 and 2 in Noe et al.  Read the Video Cases for Chapters 1 & 2 on The Creative Corporation and Southwest CEO found at www.mhhe.com/noe6e. Be prepared to discuss the questions found in these cases after watching the videos in class.  Do Self Assessments at www.mhhe.com/noe6e: Assessing Your Ethical Decision-Making Skills, Preferred Organizational Structure and Corporate Culture Preferences Scale.  Bring results to class.
(Note: at the website, click on Student Edition, then choose chapter one, then Video Cases- the Creative Corporation.  Then choose chapter two, Video Case- Southwest.  For the self assessments go to the website choose Self Assessments and find the ones named above in the list provided.)

Exercise 1 (Posted in the Blackboard/Digital Drop box by class time, April 10): Go to Blackboard/Course Documents read “Why we hate HR” and “Why we hate HR” – Counterpoint.  Based on what we have read and discussed in class provide recommendations in not more than a three page double spaced paper for what HR should do to create value for a company rather than be viewed as an overhead cost.  Bring copies with you to class as we may present them in class.
Friday, April 10:

Hot Topic Discussion

Read Chapters 3 & 4 in Noe et al, be prepared to discuss “Exercising Strategy: Home Depot’s Bumpy Road to Equality.   Exercise 2:  Complete Experiential Exercise, Job Analysis Project.  This project should be completed and turned in no later than Friday, April 24.

Friday, April 17:
Hot Topic Discussion

Read Chapter 5 & 6 in Noe et al.  Complete the “Test your Knowledge exercise “Reliability and Validity” found at www.mhhe.com/noe6e and bring the results to class.  Also read Managing People in Chapter 5, “What’s Really Propping Up the Economy” and be prepared to discuss the questions at the end of the chapter.

Exercise 3:  Complete the Manager’s Hot Seat: Candidate Conundrum – Complete the Review and Assessment and do a report to be turned in by the next class, April 24.
Groups will also develop Jeopardy game for review of Chapters 1 though 8, for midterm exam.  These will be posted to Blackboard/Digital Drop box by Thursday, April 23, no later than 8:00 pm. 

Friday, April 24
Hot Topic Discussion

Read Chapters 7 & 8 in Noe et al.   All groups should be prepared to conduct their Jeopardy game.  Also, view the video case, Johnson & Johnson eUniversity at (www.mhhe.com/noe6e) and be prepared to discuss the questions that accompany the case in class.
Exercise 4:  Complete the Test Your Knowledge exercise, Appraisal Methods, at www.mhhe.com/noe6e in the following manner:  First, do the exercise in TEST mode and review the feedback, then go back and do all six of the scenarios in PRACTICE mode.  Finally, retake the TEST mode.  Save your results from these exercises to turn in.  Also do Test Your Knowledge exercise, Potential Errors in the Rating Process in the same manner described and bring to class to turn in.
Friday, May 1
Hot Topic Discussion

Read Chapters 9/10 in Noe et al.   Read Harvard Business Review Article “Leadership That Gets Results” and “Level 5 Leadership”

Exercise 5: Pick a current or former boss.  From your reading describe the leadership types exhibited by this person.  Be prepared to present this profile in class and explain the characteristics of leadership that you have identified in his/her behavior and whether they are/were effective.  You will also want to refresh your memory of the conflict styles by doing the Test your Knowledge: Styles of Handling Conflict at www.mhhe.com/noe6e and the results of the self- assessment on conflict.
Complete Jeopardy in class if not done already
Midterm Exam posted in Blackboard will be due in the Digital Drop box by class time, May 8.

Friday, May 8


Hot Topic Discussion

Read Chapters 11/12 in Noe et al.   Be prepared to present leadership style characteristics of a boss.   Also read Exercising Strategy on pp 551 and Managing People: The Art of Motivation on pp 552-554 and read and be prepared to discuss the questions on these articles.
Exercise 6:  Complete the Experiential Exercise at www.mhhe.com/noe6e, Analyzing a Wage Survey to be posted on Digital Drop Box by class time May 15.  Also bring to class to discuss.

Friday, May 15
Hot Topic Discussion

Read Chapters 13/14 in Noe et al.  Be prepared to discuss findings of the survey exercise.  Read the Video notes on Childcare Help and be prepared to discuss the questions for this video.  
Exercise 7:  Complete the Manager’s Hot Seat: Thawing the Salary Freeze and do the report to be posted on Digital Drop Box by class time May 22.
Friday, May 22

Hot Topic Discussion
Read Chapters 15/16 in Noe et al.  

Exercise 8:  Be prepared to conduct and complete negotiation exercise assigned last class.
Discussion of Final Exam 

Friday, May 29

Class will not meet.  Final to be posted in Digital Drop Box no later than June 1.  This is a Case Study of People’s Express Airlines as contrasted with Jet Blue Airlines.  Instructions and materials were discussed in class on May 22.

REQUIRED TEXTS  

Noe, Hollenbeck, Gerhart, and Wright (2008).  Human Resource Management: Gaining a Competitive

Advantage (6th. ed.). Irwin. ISBN-13 9780073530208
The text should be packaged with the OLC Premium Content.
RECOMMENDED  TEXTS

Hult, C. A., & Huckin, T. N. (2008). The brief new century handbook (4th ed.). New York: Pearson (Allyn &

Bacon) -- packaged with Strunk & White style booklet.

Chapman On-Line Bookstore:  WWW.mbsdirect.net/chapman
CHAPMAN UNIVERSITY COLLEGE 

ACADEMIC WRITING STANDARDS
Specific writing standards differ from discipline to discipline, and learning to write persuasively in any genre is a complex process, both individual and social, that takes place over time with continued practice and guidance.  Nonetheless, Chapman University has identified some common assumptions and practices that apply to most academic writing done at the university level.  These generally understood elements are articulated here to help students see how they can best express their ideas effectively, regardless of their discipline or any particular writing assignment. 

Venues for writing include the widespread use of e-mail, electronic chat spaces and interactive blackboards.  Chapman University is committed to guaranteeing that students can expect all electronic communication to meet Federal and State regulations concerning harassment or other “hate” speech. Individual integrity and social decency require common courtesies and a mutual understanding that writing--in all its educational configurations--is an attempt to share information, knowledge, opinions and insights in fruitful ways.

Academic writing (as commonly understood in the university) always aims at correct Standard English grammar, punctuation, and spelling.

The following details are meant to give students accurate, useful, and practical assistance for writing across the curriculum of Chapman University College.  

Students can assume that successful collegiate writing will generally:  

· Delineate the relationships among writer, purpose and audience by means of a clear focus (thesis statements, hypotheses or instructor-posed questions are examples of such focusing methods, but are by no means the only ones) and a topic that’s managed and developed appropriately for the specific task. 

· Display a familiarity with and understanding of the particular discourse styles of the discipline and/or particular assignment.

· Demonstrate the analytical skills of the writer rather than just repeating what others have said by summarizing or paraphrasing

· Substantiate abstractions, judgments, and assertions with evidence specifically applicable for the occasion whether illustrations, quotations, or relevant data.

· Draw upon contextualized research whenever necessary, properly acknowledging the explicit work or intellectual property of others.

· Require more than one carefully proofread and documented draft, typed or computer printed unless otherwise specified.

DOCUMENTATION
Any material not original to the student must be cited in a recognized documentation format (APA, ASA, MLA or Chicago-style) appropriate to the particular academic discipline.  For quick reference to documentation standards for various fields you may refer to: www.chapman.edu/library/reference/styles. 

 Deliberate use of information or material from outside sources without proper citation is considered plagiarism and can be grounds for disciplinary action.  See the explanation of Academic Integrity below.

ACADEMIC INTEGRITY

As a learning community of scholars, Chapman University emphasizes the ethical responsibility of all its members to seek knowledge honestly and in good faith.  Students are responsible for doing their own work, and academic dishonesty of any kind will not be tolerated. "Violations of academic integrity include, but are not limited to, cheating, plagiarism, or misrepresentation of information in oral or written form.  Such violations will be dealt with severely by the instructor, the dean/center director, and the standards committee.  Plagiarism means presenting someone else's idea or writing as if it were your own.  If you use someone else's idea or writing, be sure the source is clearly documented." Other guidelines for acceptable student behavior are specified in the Chapman University College Catalog.
ACADEMIC WRITING GUIDE

Student’s Name________________________________ Instructor _______________________________

Paper Assignment ______________________________Course Title______________________________

 (Instructor: Read the entire paper through then reflect on its merits employing the following criteria. Our goal is to provide guidance to the student progressively in order to improve the quality of his or her writing.)

	Criteria 
	Comments
	NSW
	Dev
	WD

	The writer demonstrates an understanding of the assignment by using a style, form and language that is appropriate for its intended audience.
	
	
	
	

	The writer has chosen a topic in accord with the assignment and limited it sufficiently to explore in depth in the space allotted.
	
	
	
	

	The paper focuses its presentation by means of a clear statement of purpose (thesis statement, hypothesis or instructor posed question) and logically organized sub-topic paragraphs or sections.
	
	
	
	

	The writer substantiates abstractions, judgments and assertions with specific illustrations, facts and evidence appropriate to the assignment and/or discipline.
	
	
	
	

	The writer has added to on-going discussions of the topic with his or her own critical analysis, rather than simply repeating what others have said through quotation-stacking, paraphrasing or summaries.
	
	
	
	

	The writer draws upon research whenever necessary to support critical analysis or assertions made and properly acknowledges the work of others by utilizing a standard documentation format acceptable for the course.
	
	
	
	

	The paper conforms to the minimal essentials of Standard American English grammar, word choice, spelling and punctuation. 


	
	
	
	


N S W = Needs Significant Work,  

D = Developing

WD = Well Developed

OVERALL RATING

	The writer meets the needs of the particular  audience and succeeds in his or her  intended purpose--honestly engaging the subject and establishing her or his authority by offering a persuasive and supportable analysis.
	Needs 

Significant               Developing              Well Developed

Work 

(((((((((((((((((((((((((((

	Comments:




A. If this version of the paper is to receive a grade, the grade is_______.   Instructor______ Date ______

AMERICANS WITH DISABILITIES ACT STATEMENT
Any personal learning accommodations that may be needed by a student covered by the “Americans with Disabilities Act” must be made known to the Campus Director or Advisor as soon as possible.  This is the student's responsibility.  Information about services, academic modifications and documentation requirements can be obtained from the Director of a Chapman University College campus.
QUICK ACCESS TO THE ON-LINE CHAPMAN LIBRARY RESOURCES

http://www.chapman.edu/library/
SELECTED BIBLIOGRAPHY

California Labor Code Parker’s California Codes, Carlsbad, CA, 1991.

Employee Handbook and Personnel Policies Manual, Second Edition.  Richard Simmons, Castle Publications Ltd., 1985.

Employment Discrimination & EEO Practice Manual, Third Edition.  Richard Simmons, Castle Publications Ltd., 1985.
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Management, P. Montan & B. Charnov, NY.  Barron’s, 1987.
Recruiting, Interviewing, Selecting, and Orienting New Employees, Diane Arthur, Second Edition, NY.  AMACOM, 1991.

Job Analysis Handbook, Sidney Gael, NY.  Wiley, 1988.

Stabilizing the Workforce, James E. Gardner, NY.  Quorum, 1986.

Career Growth and Human Resource Strategies, M. London & E. Mone, NY.  Quorum, 1988.

*Human Resource Management, 4th Ed., R. Wayne Mondy, Robert M. Noe III, Allyn and Bacon, 1990.

Employee Development Programs, Bobby Vaught, Frank Hay, Wray Buchanan, Westport, CN, Quorum, 1985.

*People at Work:  Human Relations in Organizations, Third Edition., Timm, Peterson, Stevens, West, 1990.

Sexual Harassment in the Workplace, Alba Conte, NY.  Wiley, 1990.

Handbook on Employee Termination, Azel Granholm, NY.  Wiley, 199l.

Employee Discipline:  How to Do it Right, Louis Imundo, Belmont, CA.  Wadsworth, 1985.

EEO Law and Personnel Practices, Gutman, A. Newsbury Park, CA:  Sage Publications, Inc., 1993.

Human Resources Strategies, Salaman, G. Newbury Park, CA:  Sage Publications, Inc., 1992.

Coping with Job Loss, Leama, C.R., and Feldman, D.C. NY:  The Free Press/Lexington Books, 1992.

Competing For Employees, Connolly, P.M. NY:  The Free Press/Lexington Books, 1991.

A Handbook for Grievance Arbitration, Zack, A.M. NY:  The Free Press/Lexington Books, 1992.

Managing a Diverse Workforce, Fernandez, J.P. NY: The Free Press/Lexington Books, 1991.

Managing A Small HRO Department, McCoy, C.P. San Francisco, CA:  Jossey-Bass, 1993.

Organizational Career Development, Gutteridge, T.G., Leibowitz, Z.B. and Shore, J.E. San Francisco, CA:  Josey-Bass, 1993.

*Training for Impact, Robinson, D.G. and Robinson, J.C. San Francisco, CA:  Jossey-Bass, 1989.

*Personnel Selection in Organizations, Schmitt, N. and Borman, W.C. San Francisco, CA:  Jossey-Bass, 1992.

*Performance Appraisal:  An Organizational Perspective, Murphy, K.R. and Cleveland, J.N. Needham Heights, MA:  Allyn and Bacon, 1991.
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