UNIVERSITY OF TEXAS AT ARLINGTON

MANA 4328-002

Human Resources Staffing and Performance Management 
Instructor:  
Jeanne Michalski, Ph. D.

Phone: 817-272-3864

michalski@uta.edu  best way to reach me is email

Office: 
COBA 606



by appointment typically Tuesday and Thursday

Location:
Tuesday & Thursdays 5:30 - 6:50 p.m.



 COBA 254

Course material:
Information for the course will be posted on blackboard; including overheads, homework assignments, updates to syllabus, and announcements.  All communication will be to the student mymav email account.  Student is responsible for all updates, changes and assignments that may be communicated in class, through email or blackboard.

COURSE DESCRIPTION

This is an advanced course in human resource management that covers the acquisition, deployment, assessment and retention of an organization’s workforce.  Basic knowledge of human resources, organizational behavior, and business statistics is required.  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.

2. U. S. Department of Labor, Employment & Training Administration.  (1999). Testing and assessment: An employer's guide to good practices.  (A free download available at: http://wdr.doleta.gov/opr/FULLTEXT/99-testassess.pdf)  

3. Course reader (isbn 13:978-1-121-91078-2; isbn 10:1-121-91078-5) available from UTA Bookstore 400 South Pecan Street.  This is a new reader so older versions may not apply.
GRADING

A grade of A (90%), B (80%), C (70%), D (60%), or F (<60%) will be earned based on:







Percentage

Midterm





25%
50

Final Exam





25%
50

Homework





20%
40

Class Participation




15%
30

Individual Case Paper




15%
30










----








100%

All written assignments must be typed with 12-point font, on 8.5 x 11 inch paper with 1-inch margins.  Returned paperwork, unclaimed by a student, will be discarded after 4 weeks.  Written assignments are due at the beginning of class.   Late assignments and handwritten assignments will not be accepted.

CLASS PARTICIPATION AND HOMEWORK 

At The University of Texas at Arlington, taking attendance is not required however participation in class assignments is one of my requirements.  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 as 15% of 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 4521 scantron on test dates.

Tests will consist of multiple choice, true/false, and short answer and essay questions about the material covered in the course including all assigned readings, videos, 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.

INDIVIDUAL CASE PAPER 

You will read and analyze the Blinds to Go case in the course reader.   You will analyze the case and develop a staffing plan.  The case analysis should be typed with 12-point font, on 8.5 x 11 inch paper with 1-inch margins approximately 7-8 pages in length.  The case analysis will be graded will be graded according to the following criteria:

Mastery of the facts in the case:  Sorting out those facts that are pertinent to case and those that are irrelevant is essential.  Describe the relevant facts that you use to base your assumptions about the case.  Do not summarize or restate the entire case, but use the important facts to support your arguments.

Analysis of the issues and application of concepts from the class:  You should determine and clearly state the key problem or issue presented by the case.  Specifically, why is this organization having difficulty attracting and retaining quality employees?  Which concepts – be specific – from the class can be applied to better understand the problem or issue presented by the case?

Proposed staffing plan:  Following a discussion of potential alternatives, you must decide on a definite course of action.   What recommendations would you give the organization in order to improve their staffing practices?  Detail specific changes or actions you are recommending to solve the problem(s) which you identify earlier in the paper. 

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.
Title IX: 
The University of Texas at Arlington is committed to upholding U.S. Federal Law “Title IX” such that no member of the UT Arlington community shall, on the basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any education program or activity. For more information, visit www.uta.edu/titleIX
STUDENT SUPPORT SERVICES  

The University supports a variety of student success programs to help you connect with the University and achieve academic success.  They include learning assistance, developmental education, advising and mentoring, admission and transition, and federally funded programs.  Students requiring assistance academically, personally, or socially should contact the Office of Student Success Programs at 817-272-6107 for more information and appropriate referrals.

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). 
BOMB THREATS

If anyone is tempted to call in a bomb threat, be aware that UTA will attempt to trace the phone call and prosecute all responsible parties.  Every effort will be made to avoid cancellation of presentations/tests caused by bomb threats.  Unannounced alternate sites will be available for these classes.   Your instructor will make you aware of alternate class sites in the event that your classroom is not available.

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 – tentative schedule


August 
21
Introduction 


August 
26
Staffing




Legal Compliance 1




Read:  DOL Chapter 1


August 
28
Read: “Hiring” Chapter 2




Read:  DOL Chapter 2




NOT MEETING IN CLASSROOM

September
2
Legal Compliance 2




Read: “Hiring” Chapter 2




Read:  DOL Chapter 2


September
4
Legal Compliance 3




Exercise:  Is this unlawful discrimination?



Job Analysis 1     




Read: “Hiring” Chapter 1


September 
 9
HR Planning     


September
11
Job Analysis 2




Exercise:  Tall Pines Conference Center



Due: HW#1 – Job Description (10 points)

September
16
External Recruiting




Read: “Hiring” Chapter 3


September
18
Evaluating the Recruiting Function




Exercise:  Nurse Recruiting Yield Analysis

September
23
Measurement  (It is very important to have read the material prior to class)




Read: “Hiring” Chapter 9




Read: DOL Chapter 3

Read:  Heneman-Judge IV. Staffing Activities: Selection (in class reader)


September 
25
Work on HW 2

September
30
Screening




Read: “Hiring” Chapter 4 & 5



Exercise:  Resume review

October 
2
Selection Methods I




Read: “Hiring” Chapter 8 and DOL Chapter 4




Due: HW #2 – Assessing Adverse Impact (20 points)

October
7
Selection Methods II



Read:  DOL Chapters 5 and 6

October 
9
MID-TERM EXAM (bring scantron 4521)


October
14
Interviewing 




Read:  “Hiring” Chapters 6, 7 and 8 


October 
16
Interviewing 




Exercise:  Interviewing

October
21
Decision-making and Hiring



Read:  “Hiring” Chapters 11 and 12 and DOL Chapter 7





    Exercise:  Making a Selection Decision

October
23
Hiring and Retention/Succession Planning


October
28
Finalize Case Papers


October
30
Performance Management




Read: Noe et al. Performance Management




Due: Individual Case Papers



November
4
Goal Setting




Read: The Best Laid Incentive Plans

November
6
Designing Appraisal Systems




Due: HW #3 – Behaviors for Appraisals (10 points)




Exercise:  Designing Appraisal Forms


November
11   Discuss Case Papers




Incentives and Compensation

Read: Performance Management and Reward Systems (on Blackboard)

November
13
Performance Reviews



Exercise:  Performance Appraisal Memos


November
18
Performance Feedback


November
20
Performance Feedback 


November
25
Performance Feedback


November
27 
Thanksgiving NO CLASS


December
3
Performance Feedback/Review


December
9
 FINAL EXAM – 5:30 p.m.  (bring scantron 4521)



         Note that final begins at 5:30 p.m.  Will only have an hour and 


 20 minutes for the exam

1
3

