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MANA 4328-001
Spring 2014
Human Resources Staffing and Performance Management 
Instructor:  
Dennis C. Veit
Phone: 817-272-3865
dveit@uta.edu
Office: 
COBA 228


Monday -Thursday 11:30 a.m. – 2:30 p.m. 

Or by appointment

Day and time: Tues / Thur 8:00 - 9:20 a.m.

Location

Of class:
COBA 152
COURSE DESCRIPTION

This is a course in which two main areas of Human Resource management will be discussed that will cover the acquisition, deployment, assessment and retention of an organization’s workforce.  It begins with understanding of the basic knowledge of human resource and organizational behavior.  We will look at what it takes to make the most relevant hiring decision looking at how a company can control turnover and improve employee morale.  Class material covers recruitment strategies, methods of selection, development and validation of selection and employee appraisal instruments, and implementation of performance management processes.  
In addition to learning the theory and topics of human resource management through readings and classroom lecture, this course will require you to participate and model some of the situations and behaviors we will discuss in class including interviewing and conducting performance evaluations.  

The approach of the course will be practical guidance for making staffing and management decisions in organizations based on explanatory theory and scientific research.  The course material is not only useful for working in human resource departments.  At some point in your career, your ability to succeed is likely to depend on your ability to recruit and evaluate others.  Ultimately, the tools and skills developed in this course should help you become more effective contributors to organizations.  

COURSE OBJECTIVES
· Understand the practice of human resource staffing and performance management in modern corporations.
· Understand the recruitment process and be able to recognize the importance of the job application and the typical steps in a selection process.

· Demonstrate practical skills in job analysis, writing help wanted ads, interviewing, judging job candidates, and conducting performance evaluations.
· Know common methods of Performance Management as well as be able to identify common errors.

· Understand and identify Federal laws/regulations that enforce (EEO) Equal Employment Opportunity relating to staffing and performance management.

· Develop quantitative skills to analyze reliability, validity and adverse impact. 
REQUIRED TEXT 

1. Klinvex, K., O’Connell, M., and Klinvex, C. (1999). Hiring Great People. McGraw-Hill.
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CLASS PARTICIPATION 
Attendance in class is required.  Attendance means arriving on time and staying until the end of class.  Three or more absences will be counted against your participation grade and may result in the automatic reduction of your final grade or a failing grade.   Several times during the semester there will be assignments completed in class that will count towards your participation grade.  These assignments may not be completed after class.    

Class participation is essential in order to gain maximum benefit from the course and will count toward your final grade.  Participation is evaluated on preparation for class and the quality of contributions made to discussions and exercises in the classroom.  Students are expected to maintain a classroom environment that is conducive to learning and free from cellular phones, beepers, newspapers, or any other form of distracting behavior.  Laptop computers are permitted for note-taking only.  

EXAMS 
Exams will take place during normal class times.  Bring #2 pencils and 4251 scantron on test dates.

Tests will consist of multiple choices, true/false, and short answer about the material covered in the course including all assigned readings, and in-class exercises. 

Make-up Exam Policy: YOU must make prior arrangements with me to arrange for any make-up test.  Any make up arrangement will be made on a case-by-case basis.

STUDENT SUPPORT SERVICES  

UT Arlington provides a variety of resources and programs designed to help students develop academic skills, deal with personal situations, and better understand concepts and information related to their courses. Resources include tutoring, major-based learning centers, developmental education, advising and mentoring, personal counseling, and federally funded programs. For individualized referrals, students may visit the reception desk at University College (Ransom Hall), call the Maverick Resource Hotline at 817-272-6107, send a message to resources@uta.edu, or view the information at www.uta.edu/resources.

STUDENTS WITH DISABILITIES

If you are a student who requires accommodations in compliance with the Americans with Disabilities Act (ADA), please consult with me at the beginning of the semester. As a faculty member, I am required by law to provide “reasonable accommodation” to students with disabilities, so as not to discriminate on the basis of that disability.   Your responsibility is to inform me of the disability at the beginning of the semester and provide me with documentation authorizing the specific accommodation.  Student services at UTA include the Office for Students with Disabilities (located in the lower level of the University Center or  272-3364) which is responsible for verifying and implementing accommodations to ensure equal opportunity in all programs and activities. The University of Texas at Arlington is on record as being committed to both the spirit and letter of all federal equal opportunity legislation, including the Americans with Disabilities Act (ADA). All instructors at UT Arlington are required by law to provide "reasonable accommodations" to students with disabilities, so as not to discriminate on the basis of that disability. Any student requiring an accommodation for this course must provide the instructor with official documentation in the form of a letter certified by the staff in the Office for Students with Disabilities, University Hall 102. Only those students who have officially documented a need for an accommodation will have their request honored. Information regarding diagnostic criteria and policies for obtaining disability-based academic accommodations can be found at www.uta.edu/disability or by calling the Office for Students with Disabilities at (817) 272-3364.

ACADEMIC HONESTY

Academic dishonesty is a completely unacceptable mode of conduct and will not be tolerated in any form at The University of Texas at Arlington. All persons involved in academic dishonesty will be disciplined in accordance with University regulations and procedures. Discipline may include suspension or expulsion from the University. “Academic dishonesty includes, but is not limited to, cheating, plagiarism, collusion, the submission for credit of any work or materials that are attributable in whole or in part to another person, taking an examination for another person, any act designed to give unfair advantage to a student or the attempt to commit such acts.” (Regents’ Rules and Regulations, Part One, Chapter VI, Section 3, Subsection 3.2., Subdivision 3.22). 

EVACTUATION PROCEDURES

In the event of an evacuation of the College of Business building, when the fire alarm sounds, everyone must leave the building by the stairs.  With the fire alarm system we now have, the elevators will all go to the first floor and stay there until the system is turned off.  All those in the North tower side of the building should proceed to the fire escape stairs located on the East and West sides of that wing.  

 Emergency Exit Procedures: Should we experience an emergency event that requires us to vacate the building, students should exit the room and move toward the nearest exit.  A description  is located one the wall just outside the class room door.  Disabled persons please go to the Northeast fire stairs.  We have an evacu track chair located on the 6th floor stairwell. We have people trained in the use of this chair and there will be someone that will go to the 6th floor to get the chair and bring it to any lower floor stairwell to assist disabled persons.   Should this be a real emergency, the Arlington Fire Department and UTA Police will also be here to help. 

When the fire alarm sounds, everyone must leave the building by the stairs.  With the fire alarm system we now have, the elevators will all go to the first floor and stay there until the system is turned off.  All those in the North tower side of the building should proceed to the fire escape stairs located on the East and West sides of that wing.  

When exiting the building during an emergency, one should never take an elevator but should use the stairwells. Faculty members and instructional staff will assist students in selecting the safest route for evacuation and will make arrangements to assist handicapped individuals.

Inclusion of this verbiage as well as a brief discussion on the matter with your students at the beginning of the term is mandated by UT Arlington Procedure 7-6: Emergency/Fire Evacuation Procedures (https://www.uta.edu/policy/procedure/7-6).] 

E-Culture Policy: They University of Texas at Arlington has adopted the University email address as an official means of communication with students.  Through the use of the email, UT-Arlington is able to provide students with the relevant and timely information, designed to facilitate student success.  In particular, important information concerning registration, financial aid, payment of bills, and graduation may be sent to students through email. 

E-Mail:  All students are assigned an email account, and information about activating and using it is available at www.uta.edu/email.   New students (first semester at UTA) are able to activate their email account 24 hours after registering for courses.  There is no additional charge to students for using this account, and it remains active as long as a student is enrolled at UT-Arlington.  Students are responsible for checking their email regularly.

Make-up Exam Policy: As stated earlier, YOU must make prior arrangements with me to arrange for any make-up test.  Any make up arrangement will be made on a case-by-case basis.

This document is not meant to be inclusive and cannot cover everything that may or may not happen in class.  It is not a contract, but merely a guide and may be changed by the instructor anytime during the semester.

COURSE ASSIGNMENTS –

DATE:

CHAPTER 


DISCUSSIONS:

ASSIGNMENT:

          January 14





Introduction 
          January 16

Ch 1



1) Job Descriptions -- Competency based
         January 21

--



2) Job Description  -  Job Analysis
         January 23

Ch 2



3) Legal Compliance 

         January 28

Ch 3



4) Legal Compliance (Cont)
         January 30

Ch 4



5) Attracting the Right Employees
         February 4

Ch 4



6)  Reveiw
         February 6
  EXAM I          

Covers:   Discussions 1 – 6   Chapters 1 - 4
· Introduction

· Job Descriptions – Competency based
· Job Description - Job Analysis

· Legal Compliance

· Attracting the Right Employees



CHAPTERS FOR EXAM II

          February 11





7) Applications as a Screening Tool     
          February 13

Ch 5



8) Screening Resume

          February 18

Ch 6



9) Interviewing Basics
          February 20

--



10) Interviewing Basics
          February 25

Ch 7



11) Structured Interview Techniques
          February 27

 --



12) Structured Interview Techniques
          March 4

Ch
10


13) Background Checks

          MARCH 6

EXAM II 


Covers:   Discussions 7 -13,  Chpts 5,6,7,& 10
· Applications as a Screening Tool

· Screening Resume
· Interviewing Basics
· Structured Interview Techniques
· Background Checks


CHAPTERS FOR EXAM III

  March 10 – 14      
  **SPRING BREAK**

  March 18

Ch 9 



14) Measurement
  March 20

Ch 11



15)  Selection Decisions


  March 25

EXERCISE

       
  (covering Selection Decisions)      
  March  27

Ch 12



16) Decision-making and Hiring



  April 1






17)  Decision-making and Hiring
    April 3

        Ch 12



18)  Hiring and Retention
  April 8

Ch 13



19)  Alternative Staffing & Review
  APRIL 10

EXAM II 

Covers Chapters :    9,11,12,13         Discussions 14 - 19









•       Measurement









•       Selection Decisions









•       Decision Making & Hiring
· Hiring and Retention









•       Alternative Staffing




CHAPTERS FOR EXAM III

  April 15






20)  Performance Management 

  April 17






21)  Goal Setting  “MBO”
   Apr 22






22)  Designing Appraisal Systems

   April 24






23)  Incentives and Compensation

   April 29






24)   Performance Reviews

   May 1

EXAM III–

Covers:    Final Discussions  Sections 20 - 24









•       Performance Mgt









•       Goal Setting MBO









•       Designing Appraisal Systems









•       Incentives and Compensation

· Perf Review
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