UNIVERSITY OF TEXAS AT ARLINGTON

MANA 3320-006
Human Resources

Instructor:  
Jeanne Michalski, Ph. D.

michalski@uta.edu

Office: 
COBA 606



by appointment

Location:
Tuesday – Thursday 2:00 - 3:20 p.m.



COBA 149
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.  You are responsible for updates, assignments, and changes that are announced in class or through email or blackboard.

COURSE DESCRIPTION

This course is an introduction to human resources in the modern corporation.  The material describes the human resource function along with the theory and research that support the actual practices.  The course draws from many disciplines and includes the dynamics of various individual, group, and organizational 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, salary negotiations and conducting performance evaluations.  

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, develop and evaluate others.  Ultimately, the tools and skills developed in this course should equip you to obtain a job, plan a career, and become more effective contributors to businesses regardless of which department you join.  

COURSE OBJECTIVES
· Understand the role of human resource managers in organizations. 

· Demonstrate practical skills in writing job descriptions, interviewing, and conducting performance evaluations and be able to identify :

· how KSAs are used for employee selection, 

· the type of validation used for a given selection technique 

· the type of job evaluation utilizing particular techniques 

· Appreciate the legal environment for employers in such areas as hiring, promotion, and dismissal; and specifically be able to identify the protected classes covered by the Civil Rights Act.

· Apply theory to the design of various types of employee development, training, and performance evaluation programs.

.1. identify different training and development methods 

.2. identify the appropriate training technique for learning a particular task. 

· Identify the three most important bargaining issues for union members.
· Learn concepts and approaches that will enable you to align appropriate HR practices with firm business strategy.

· Identify different types of compensation.
REQUIRED TEXT 

Bohlander, G. & Snell, S. Managing Human Resources (16th Edition). South-Western Cengage Learning, 2012.
 
GRADING

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







  Approximate






Points
   Percentage

Home work



  20

10%

Exam #1



  40

20%

Exam #2



  40

20%

Exam #3



  40

20%

Exam #4



  40

20%

Presentation



  20

10%





------

----






200

100%

All written assignments must be typed with 12-point font, on 8.5 x 11 inch paper with 1-inch margins and submitted through blackboard.   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 much of what I discuss in class is covered on the exams.   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 hours and begin at normal class times.  Students arriving more than 15 minutes late will not be permitted to take the exam.  Bring #2 pencils and a required scantron on test dates.  Tests will consist of multiple choice, true/false and possibly short answer and essay questions about the material covered in the course including all assigned readings, videos, and in-class exercises.  You need to bring Scantron answer sheet form no. 4521 to class for the exams.  All material assigned in the class from presentation slides, class discussion, text book, videos, as well as additional readings as assigned WILL BE INCLUDED on exams.  You are responsible for all material.

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.

GUIDELINES FOR PRESENTATION
The presentation will consist of a professional 10 minute discussion and analysis of your topic. You should use PowerPoint, or other appropriate presentation software, to create overheads to present the case.  Presentations should be professional and engaging (i.e., designed to encourage class participation in some way). ALL team members must present.  Your team grade will be based on the following criteria:  

· Demonstrates knowledge of the topic and summarizes any current issues 
· Presents a professional, savvy, creative presentation (i.e., everyone knows their parts, no typos, use of technology, graphics, etc.)
You will also complete an evaluation of each team member’s contributed effort to the presentation, and your score will be adjusted based on an average those evaluations. For example, if a specific individual receives an average team member rating of 85% for effort compared to the rest of the team, that individual will receive only 85% of the team’s final case presentation grade.  These evaluation forms are to be turned in on the day of your presentation.

I will provide a list of possible topics for you to select your top three choices.  I will try to assign you a topic from your top three however it is possible that you will be assigned a topic that is NOT one of your top three choices.
DROP POLICY

Students may drop or swap (adding and dropping a class concurrently) classes through self-service in MyMav from the beginning of the registration period through the late registration period. After the late registration period, students must see their academic advisor to drop a class or withdraw. Undeclared students must see an advisor in the University Advising Center. Drops can continue through a point two-thirds of the way through the term or session. It is the student's responsibility to officially withdraw if they do not plan to attend after registering. Students will not be automatically dropped for non-attendance. Repayment of certain types of financial aid administered through the University may be required as the result of dropping classes or withdrawing. For more information, contact the Office of Financial Aid and Scholarships (http://wweb.uta.edu/aao/fao/).

EVACUATION 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.  
Non-Discrimination Policy: The University of Texas at Arlington does not discriminate on the basis of race, color, national origin, religion, age, gender, sexual orientation, disabilities, genetic information, and/or veteran status in its educational programs or activities it operates. For more information, visit uta.edu/eos.

Title IX Policy: The University of Texas at Arlington (“University”) is committed to maintaining a learning and working environment that is free from discrimination based on sex in accordance with Title IX of the Higher Education Amendments of 1972 (Title IX), which prohibits discrimination on the basis of sex in educational programs or activities; Title VII of the Civil Rights Act of 1964 (Title VII), which prohibits sex discrimination in employment; and the Campus Sexual Violence Elimination Act (SaVE Act). Sexual misconduct is a form of sex discrimination and will not be tolerated. For information regarding Title IX, visit www.uta.edu/titleIX or contact Ms. Jean Hood, Vice President and Title IX Coordinator at (817) 272-7091 or jmhood@uta.edu.

STUDENTS WITH DISABILITIES

Disability Accommodations: UT 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), The Americans with Disabilities Amendments Act (ADAAA), and Section 504 of the Rehabilitation Act. 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 disability. Students are responsible for providing the instructor with official notification in the form of a letter certified by the Office for Students with Disabilities (OSD).  Only those students who have officially documented a need for an accommodation will have their request honored. Students experiencing a range of conditions (Physical, Learning, Chronic Health, Mental Health, and Sensory) that may cause diminished academic performance or other barriers to learning may seek services and/or accommodations by contacting: The Office for Students with Disabilities, (OSD)  www.uta.edu/disability or calling 817-272-3364. Information regarding diagnostic criteria and policies for obtaining disability-based academic accommodations can be found at www.uta.edu/disability.
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 http://www.uta.edu/universitycollege/resources/index.php.
ACADEMIC HONESTY

Academic Integrity: Students enrolled all UT Arlington courses are expected to adhere to the UT Arlington Honor Code:

I pledge, on my honor, to uphold UT Arlington’s tradition of academic integrity, a tradition that values hard work and honest effort in the pursuit of academic excellence. 

I promise that I will submit only work that I personally create or contribute to group collaborations, and I will appropriately reference any work from other sources. I will follow the highest standards of integrity and uphold the spirit of the Honor Code.

UT Arlington faculty members may employ the Honor Code in their courses by having students acknowledge the honor code as part of an examination or requiring students to incorporate the honor code into any work submitted. Per UT System Regents’ Rule 50101, §2.2, suspected violations of university’s standards for academic integrity (including the Honor Code) will be referred to the Office of Student Conduct. Violators will be disciplined in accordance with University policy, which may result in the student’s suspension or expulsion from the University. Additional information is available at https://www.uta.edu/conduct/. 

Electronic Communication: UT Arlington has adopted MavMail as its official means to communicate with students about important deadlines and events, as well as to transact university-related business regarding financial aid, tuition, grades, graduation, etc. All students are assigned a MavMail account and are responsible for checking the inbox regularly. There is no additional charge to students for using this account, which remains active even after graduation. Information about activating and using MavMail is available at http://www.uta.edu/oit/cs/email/mavmail.php.

Campus Carry:  Effective August 1, 2016, the Campus Carry law (Senate Bill 11) allows those licensed individuals to carry a concealed handgun in buildings on public university campuses, except in locations the University establishes as prohibited. Under the new law, openly carrying handguns is not allowed on college campuses. For more information, visit http://www.uta.edu/news/info/campus-carry/
Student Feedback Survey: At the end of each term, students enrolled in face-to-face and online classes categorized as “lecture,” “seminar,” or “laboratory” are directed to complete an online Student Feedback Survey (SFS). Instructions on how to access the SFS for this course will be sent directly to each student through MavMail approximately 10 days before the end of the term. Each student’s feedback via the SFS database is aggregated with that of other students enrolled in the course.  Students’ anonymity will be protected to the extent that the law allows. UT Arlington’s effort to solicit, gather, tabulate, and publish student feedback is required by state law and aggregate results are posted online. Data from SFS is also used for faculty and program evaluations. For more information, visit http://www.uta.edu/sfs.
Final Review Week: for semester-long courses, a period of five class days prior to the first day of final examinations in the long sessions shall be designated as Final Review Week. The purpose of this week is to allow students sufficient time to prepare for final examinations. During this week, there shall be no scheduled activities such as required field trips or performances; and no instructor shall assign any themes, research problems or exercises of similar scope that have a completion date during or following this week unless specified in the class syllabus. During Final Review Week, an instructor shall not give any examinations constituting 10% or more of the final grade, except makeup tests and laboratory examinations. In addition, no instructor shall give any portion of the final examination during Final Review Week. During this week, classes are held as scheduled. In addition, instructors are not required to limit content to topics that have been previously covered; they may introduce new concepts as appropriate.

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.

Tentative Timetable and Required Readings

The following table provides a tentative schedule of topics, required readings, and assignments for the course. This is meant as a guideline; some modifications may be necessary. As the instructor for this course, I reserve the right to adjust this schedule in any way that serves the educational needs of the students enrolled in this course.
Note: All readings must be completed before, NOT AFTER, class on the day for which they are assigned. 

January
16
Introduction 


January
18
HRM & HR Strategy




Read: Chapters 1 and 2


January
23
EEO




Read: Chapter 


January 
25
EEO


January
30
EEO/Job analysis

February 
1
work on presentation


February
6
Job Analysis




Read: Chapter 4


February
8
Exam 1




Chapters 1- 4



Due HW 1

                     February
13
Recruitment




Read: Chapter 5


February
15
Recruitment/Selection




Read: Chapter 6


February
20
work on presentation


February
22
Selection




Read: Chapter 6




Due HW 2


February
27
Training and Development




Read: Chapter 7


March
 1
First Presentations

March
 6
Performance Appraisals




Read: Chapter 8

March
 8
Exam 2 




Chapter 5-8

March 13-15

Spring Break



March
20
Managing Compensation




Read: Chapter 9


March
22
Managing Compensation




Second presentations


March
27
Pay for Performance




Read: Chapter 10


March 
29
work on presentations


April
 3
Pay for Performance




Third Presentations

April
 5
Benefits




Read: Chapter 11


April
 10
Safety and Health




Read: Chapter 12th


April 
12
Exam 3



Chapters 9-12










April
17
Employee Relations




Read: Chapter 13



April
19
Employee Relations


April
24
Labor Relations




Read: Chapter 14


April
26
International HR




Read: Chapter 15


May 
 1 
Fourth presentations

May 
 3
Fifth presentations

May 
 8
Final Exam



Chapters 13-15




Will follow University schedule beginning at 2:00 p.m. 




Exam time from 2:00 – 3:00
1
1

