MAN 4301 - 010
Personnel Administration
Fall, 2007
In General each week begins on Monday and ends on Sunday
Professor:
Dr. Ethlyn Williams

    
Office:
         
Barry Kaye Hall 104 
 

Office Phone:
(561) 297-2357 


Fax: 
         
(561) 297-2675



Mobile: 
(954) 461-8571 


E-mail:
ewilliam@fau.edu
Blackboard:
http://blackboard.fau.edu
    
Text Website:  www.prenhall.com/dessler

Office Hours: Tuesdays 1 to 7 p.m. and by appointment. 
The following outlines my goals and expectations of you for this class.  Please refer to it first if you have any questions about assignments or my policies. 

LECTURE NOTES, COURSE READINGS AND JOURNAL ARTICLES
(1) All lecture and discussion materials are available in blackboard.  Please ensure that your email address is correct on the system. 
(2) Please visit “Course Information” for important course material.
(2) You are expected to keep up to date with HR information by searching the web for each case discussion.  Outlets such as “Human Resource Management,” for example, can be accessed on the FAU Libraries Electronic Collection.  For library access and suggestions see “Library articles” in “Course Information” in Blackboard.  
(3) Articles pertaining to an organization or organizations and human resources management for the team presentation should be researched using the FAU Libraries Electronic Collection.  Select “Proquest” in Blackboard to start searching (or go to http://www.library.fau.edu/ecollect/ecollect.htm Useful database titles include ABI/INFORM, ArticleFirst, WilsonSelectPlus etc.).  You can also search by electronic journals (e.g. search for title beginning with or containing “human resource”).
The text website is listed above for accessing practice tests in preparation for exams and other important sites are listed on the course pages within blackboard (see also weblinks).
REQUIRED TEXT

Gary Dessler.  (2005).  Human Resource Management, 10th Edition.  Prentice Hall.

COURSE OVERVIEW

This course is designed to examine the theories of human resource management (HRM) and its practice in today’s organizations. In particular we will examine the key HR activities that must be performed in some manner in each firm if the human factor is to be deployed and managed effectively.  To develop a broad exposure to new approaches, techniques, and future trends in the management of personnel we will study major Human Resource Management functions including selection, job analysis, training and development, performance appraisal, compensation, and labor relations. 

Through the use of powerpoint, homework assignments, online threaded discussions, and videos students will receive a comprehensive overview of essential personnel management concepts and techniques.  In all cases, considerable attention will be given to the way these activities can be molded into effective overall HRM systems that interact positively with other management initiatives in supporting and advancing an organization’s mission and strategy. 

COURSE OBJECTIVES:

· To provide a comprehensive review of essential personnel management concepts and techniques

· Understand how organizations gain competitive advantage through people

· Provide a functional and practical understanding of HRM

· Understand how HRM affects employees, the organization, the community, and the larger society

· Opportunity to improve analytical skills

Students who anticipate special accommodation due to religious observance should inform me in writing no later than the second week of classes.  If you have special needs due to a disability please let me know.  Students who require special accommodations due to a disability to properly execute coursework must register with the Office for Students with Disabilities.

COURSE STRUCTURE

In general, each week we will be discussing new material.  Student involvement in the course will be primarily through the “discussion board” (this is found in the “Communication” section of the course).  These discussions will be based on analyses of cases in the textbook, video cases and team presentations posted in each discussion board.  The weekly assignments are listed and should be accessed after consulting the separate tabs designated for each week in Blackboard.  

Students are encouraged to supplement assignments (discussion threads and case analyses) with web searches and readings in current periodicals relevant to Human Resource Management (including publications such as the Human Resource Management, Human Resource Management Journal, and Human Resources Advisor Newsletter).  Such readings will be very helpful for participation in class discussions in order to earn maximum points. Be sure to use your own words to summarize information and reference and cite any external material consulted.
In General each week begins on Monday and Ends on Sunday.  Comments posted in Blackboard after given deadlines will not be graded.

COURSE REQUIREMENTS, ATTENDANCE, PARTICIPATION

Students are expected to read all discussion threads in order to be aware of material discussed.  Each week there will be a discussion forum for participation.  There are 13 weeks of discussion forums and students must participate in seven separate weeks (7 forums) for course credit  (only the first 7 completed will be graded). During a number of weeks two (2) discussion forums will be available and students should only participate in one (1), so choose the forum that you prefer.  Participation in each forum requires two (2) discussion posts by each student: for example, in the first you might answer the question/s posed for the forum and for the second post you might comment on a student or instructor post.  Ensure that course and chapter content are applied in your discussion posts.  Please ensure that new posts contribute beyond previous postings.  For example, consider taking a new approach in presenting chapter content, cite new examples, present external research.  For maximum points please reference external research and/or examples.
Please note that (a) Exams cover lecture material that augments your assigned readings (some portions of the examinations cover material not in your textbook (this material will appear in your lecture notes) and (b) Team development is facilitated by regular communication and will be reflected in the peer evaluations that team members turn in on completion of the team project.

You are expected to complete assigned readings and complete all assignments on time.  Active, constructive participation is encouraged.  Appropriate online etiquette should be practiced.
	HELP! HELP!

	Use this discussion board to post any and all questions you have about the course and materials.  Please contact me directly for questions about a grade you received or personal issues.


EXAMINATIONS and ASSIGNMENTS

Four examinations will be given during the semester.  Examinations will cover all assigned readings (text) and notes presented.  Examinations are not cumulative but you are expected to remember major concepts and techniques from the course. Examinations consist of 35 multiple-choice items.  You will have 4 days (Monday through Thursday) to complete the timed exam (45 minutes).  All exams are multiple-choice and students should prepare in advance of the exam since you will not have time to look up answers in the textbook.
All assignments must be completed on an individual basis.  You must complete 7 threaded discussions in 7 separate weeks (only the first 7 completed will be graded) and 2 (of 3 possible) “turnitin” case assignments.  I do not accept emailed assignments. There will also be one team presentation on a human resource management article. 

POLICY REGARDING MAKEUPS
There are few circumstances that justify a make-up examination.  Examination dates are indicated in this course outline and you should be prepared to take examinations when scheduled. No make-up examinations will be provided without a valid and documented medical or religious excuse.  Notification of a missed exam should be provided to the professor within 24 hours.  Notification may be through email or phone.  Documentation must be provided.

TEAM PRESENTATION

The team presentation involves selecting an article on a HR issue from a reputable outlet (magazines such as HR magazine etc.).  Appropriate articles usually range anywhere from 6 to 12 pages (to provide depth in the presentation of content).  Your team will (a) Present a summary of the issues discussed in the article via a brief summary of the article in your own words (3 to 4 pages, double spaced with 1 inch margins); (b) Create a power point presentation with embedded notes in your “notes pages” that expands on each bullet in your powerpoint and ensures the application of course concepts (maximum of 15 slides); (c) Pose 3 questions that will lead the class discussion, be sure at least 2 questions incorporate a requirement for the application of course material (and material covered during the week of the presentation); (d) The team presenting is expected to play a major role in leading the discussion that results on the discussion board. The team will be responsible for actively participating in the discussion posts during the ensuing week: clarifying, prompting, etc., to encourage discussion on the issues.  Please note: Team members’ discussion during the presentation week will affect the team grade.  A post from a team member that answers all the questions posed will count as one forum for course credit but should not be posted to the discussion before the 6th day of the discussion.
Presentation dates will be assigned to each team.  The team must post their presentation materials (“a” through “d” discussed above) into the discussion board for the presentation discussion by 9 a.m. on the first day that the discussion opens for that week.  Post early and I can assist with problems that might arise. Ensure that in your powerpoint presentation you explicitly tie the issues presented in the article to course material (e.g., you should incorporate and apply some of the topics discussed in previous classes as well as material for the week of the presentation).  In the weeks where you see “In the News discussion” appear I will present examples that teams can use for guidance on how to approach the team project.
Each team must submit via email, at least 3 tentative articles (articles posted to the file exchange section of your group page will receive early reviews from the instructor).  These are due by September 28 at the latest in order to receive my approval of the article.  Feel free to discuss with me approaches you are considering for completing the assignment.  You should actively discuss your presentation using the tools and the discussion forums set up in your “Group page.”  I periodically monitor discussion forums and “chat” sessions to give feedback and ensure participation of all team members.
IMPORTANT NOTE: Visit “course information” and “Reference Materials for the Team Presentation project” for detailed guidelines on how to select your article). You are expected to select your own team members. The only constraint is that each team should have four or five members (preferably 5).  Each team member will be assigned the team’s grades, as adjusted on the basis of team member performance evaluations (discussed below) and leadership of the discussion. Each team is expected to provide me with a list of team members by the third week of class (September 14).  Individuals not voluntarily joining a team will be assigned to one.

TEAM PARTICIPATION

I recommend that you have regular meetings/communications during which you discuss the assignment.  Use the tools available for chats and file sharing in the “Group Pages” feature of Blackboard (see “Communication”).  Be sure to assign the work to different members.  
All team members will evaluate each other’s performance on a specially designed peer performance evaluation form (found in “Course Information”).  This will be used in awarding credit for the team assignments to each team’s members.  For example, starting with anyone receiving an average of 3.5 the case grade will be lowered by one letter grade and so on (the lower the evaluation the fewer points that person will receive).  The criteria used are: (1) Participation in Team Work, (2) Meeting Deadlines, (3) Quality of work, (4) Quantity of work, (5) Effort expended (6) Overall Performance.  The scale for evaluating group members on each criterion ranges from 5 (excellent performance) to 1 (poor performance).  All evaluations will be kept strictly confidential and are not subject to negotiation or inspection.  Team member evaluations are due by the closing date of the presentation (see schedule) in the digital dropbox (use the “Send File” option).  Individuals not submitting a team member evaluation will have their course grade lowered by one letter grade.  Please contact me if team problems arise.  
Criteria for Grading Presentation 

Content:  Quantity of Content, Quality of Content, Breadth of content, Application of course concepts, Extent of information learned, Questions posed were relevant

 
Powerpoint Materials: Clear, legible, understandable, Appropriate for content of the presentation, Quality of Explanations in Notes, leadership of the discussion



CASE ASSIGNMENTS AND TURNITIN

For your case assignments you will complete a case analysis of the assigned case using the method and format presented in Blackboard that involves (1) Identifying the problem in the case, (2) Identifying the causes of the problem, (3) Developing alternative solutions, (4) Select the best alternative (5) develop an appropriate action plan to implement the best alternative proposed.  This method will be used when I present a review of cases from the text book for chapters 2 and 5 in the weeks following their discussion.  Follow the instructions provided in Blackboard with your assignment to submit case assignments via “turnitin” (this program checks the originality of your work).
EVALUATING STUDENT PERFORMANCE

The point breakdown for examinations and participation is distributed as follows:

Points
Examinations (4 at 70 pts each)






    280

Turnitin Case Assignments (each student must complete 2 of 3 possible)

      72 


Discussions (each student must complete 7 of 13 possible weeks of discussion)
      98 

Team Presentation








      50

Total Points Possible








    500

FINAL GRADES

Final grades will be determined according to the following scale:

A
93 - 100%
B
83 - 86
%
C
73 - 76
%
D
63  -  66%


A-
90 - 92
%
B-
80 - 82
%
C-
70 - 72
%
D-
60  -  62%
B+
87 - 89
%
C+
77 - 79
%
D+
67 - 69%
F
59% and below
ADDITIONAL ITEMS OF IMPORTANCE

The topics and assignments are subject to change over the course of the semester.  If there is a change you will be notified and a new topics and assignments page distributed.  You are expected to be fully prepared for every class.  

PLAGIARISM and OTHER ITEMS

Finally, be sure to do your own work, both on exams and assignments and to avoid plagiarism (any external material consulted should be clearly cited and referenced).  A fundamental principle of academic, business and community life is honesty.  Violation of this ethical concept will result in penalties ranging from a grade of "F" in the course to dismissal from the University.  In all penalties, a letter of fact will be included in the student's file.  The use of unauthorized material, communication with students during an examination, attempting to benefit from the work of another student or attempting to aid another student, and similar behaviors which defeat the purpose of examinations is unacceptable.  Violation of these standards is a serious offense, and shall result in disciplinary actions allowed by the College and University (See University Catalog).
	DATES
	TOPICS / ACTIVITY
	ASSIGNMENT

	Aug. 27 to Sept. 9
	· Welcome and Introduction 

· The Strategic Role of HRM

· Case discussion
	Introductory discussion required of all students (2 extra credit points )

Chapter 1 

Application Case: Jack Nelson's Problem  (Ch 1)

	Sept. 10 to 16
	· Equal Opportunity and the Law  

· Case discussion 

· Video discussion
	Chapter 2  

Application Case: A Case of Racial … (Ch 2)

A Case of Sexual Harassment

	Sept. 17 to 23
	· Strategic Human Resource Management… 

· Job Analysis 

· Case discussion

· In the News discussion
	Chapter 3 (pp. 87-97)

Chapter 4 

Application Case: Tropical Storm Charley (Ch 4)



	Sept. 24 to 27
	Exam 1
	Chapters 1, 2, 4 and class notes

	Sept. 24 to 30
	· Team charter and article discussion
	

	Oct. 1 to 7 
	· Personnel Planning and Recruiting 

· Case discussion 

· In the News discussion
	Chapter 5 

Application Case: Finding People who are … (Ch5)

	Oct. 8 to 14
	· Employee Testing and Selection             

· Case discussion
	Chapter 6 

Application Case: Where’s My Czar?… (Ch 6)

	Oct. 15 to 21
	· Interviewing Candidates 

· Ethics, Justice, and Fair … 

· Presentation 1 and discussion

· Video discussion

See sample case analyses in “Case Reviews”
	Chapter 7
Chapter 14 (pp. 537-545)

Interviewing Job Candidates 
Assignment #1 Due (via Turnitin)

	Oct. 22 to 25
	Exam 2
	Chapters 5, 6, 7 and class notes

	Oct. 22 to 28
	· Training and Developing Employees 

· Case discussion
	Chapter 8

Reinventing the Wheel at Apex Door … (Ch 8)

	Oct. 29 to Nov. 4
	· Performance Management and Appraisal

· Presentation 2 and discussion

· Video discussion
	Chapter 9

Appraising Performance 

	Nov. 5 to 11
	· Establishing Strategic Pay Plans  
· Presentation 3 and discussion

· Video discussion
	Chapter 11

Establishing Pay Plans 

Assignment #2 Due (via Turnitin)  

	Nov. 12 to 15
	Exam 3
	Chapters 8, 9, 11 and class notes

	Nov. 12 to 18
	· Benefits and Services 

· Case discussion
	Chapter 13                                                        

Striking for Benefits (Ch 13)

	Nov. 19 to 25 
	· Labor Relations and Collective Bargaining
· Presentation 4 and discussion

· Video discussion
	Chapter 15                                                                 

Labor Relations 

	Nov. 26 to Dec. 2
	· Managing Global Human Resources

· Presentation 5 and discussion 

· Video discussion
	Chapter 17                                                                   

Managing Human Resources in an International… 

Assignment #3 Due (via Turnitin)

	Dec. 3 to 9
	· Presentation 6 and discussion 

· Presentation 7 and discussion
	

	Dec. 10 to 13
	FINAL EXAM
	Chapters 13, 15, 17 and class notes
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