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I.
COURSE  DESCRIPTION:   The purpose of the course is to assist you to understand the principles, policies and practices related to procurement, development, maintenance and utilisation of human resources.  Each of the key functional areas of human resource management will be examined in detail.  

II.
LEARNING OUTCOMES AND ELEMENTS OF THE PERFORMANCE:

(Generic Skills Learning Outcomes placement on the course outline will be determined and communicated at a later date.)

Upon successful completion of this course, the student will demonstrate the ability to:

1)
Describe the Canadian human resource management and its environment.  Understand the importance of job analysis.

Potential Elements of the Performance:

-distinguish between human resource management and the human resource manager and  describe the functions of human resource management. 

-describe the changes that have taken place in the human resource field in recent years

-define human resource executive, generalist, and specialist.  

-describe the changes that occur in the human resource function as a firm grows larger and more complex.

-explain how human resource have become professionalized and the direction the profession has taken.

-define ethics and relate ethics to human resource management.

-identify the environmental factors that affect human resource management

-state and describe the external environmental factors affecting human resource management 

-distinguish between a proactive and a reactive response to the external environment.

-describe the diverse work force that management now faces.

-explain the importance of small business in today’s work environment.

-identify and describe the internal environmental factors that affect human resource management.

-define job analysis, describe why it is the basic human resource tool, and explain the reasons for conducting job analysis.

-list the types of information required for job analysis, name several job analysis methods, and explain how to conduct job analysis.

-explain how job analysis helps to satisfy various legal requirements

-explain the components of a well-designed job description and job specification.

-explain reengineering and job design 

This learning outcome will constitute 30% of the course's grade.

2.
Explain the current role of human resource planning, outline the recruitment process, and discuss the external factors affecting recruitment. 

Potential Elements of the Performance:

-explain the human resources planning process and define the basic terms used in forecasting.

-describe some human resource forecasting techniques and explain how human resource requirements are forecast.

-explain how human resource availability is forecast and state what a firm can do when a surplus of workers exists.

-describe the concept of downsizing.

-describe the importance of a human resources information system.

-describe the recruitment process and identify actions that might be considered before resorting to outside recruitment

-describe the external and the internal factors that can influence the recruitment process and explain internal recruitment methods.

-identify the various sources and methods available for external recruiting

-state what should be done to ensure that recruitment efforts meet legal requirements.

-define selection, explain how environmental factors affect the selection process, and describe the selection process.

-describe the importance of the preliminary interview and the review of the application for employment in the selection process.

-state the role of tests and the importance of interviewing in the selection process.

-state why reference checks and background investigations are conducted and explain the considerations related to acceptance or rejection of job applicants.

-describe staffing in the multinational environment.

 This learning outcome will constitute 30% of the course's grade.

3)
Comprehend organizational change and human resource development, understand corporate culture, organizational development, performance appraisal, compensation, and benefits.

Potential Elements of the Performance:

-describe organizational change; define and explain the scope of human resource development.

-describe the human resource development  process and identify the factors that influence human resource development.

-explain how human resource development needs are determined and human resource development objectives are established.

-describe the significance and methods of employee orientation.

-describe management development and explain training methods for entry-level professional and operative employees.

-identify several human resource development media and explain how they would be used; -explain how human resource development programs are implemented and evaluated.

-define corporate culture and describe the factors that affect it.

-explain the various types of cultures. 

-describe the participative culture and the importance of changing corporate culture.

-define organization development and describe traditional organization development needs

-outline newer organization development methods that enhance total quality management and team building.

-explain the use of consultants in organization development and describe the ways managers can evaluate OD programs.

-define performance appraisal, identify its uses, and describe the performance appraisal process.

-identify who is usually responsible for performance appraisal, typical appraisal periods, and various methods used.

-list problems associated with performance appraisal.

-explain the characteristics of an effective appraisal system.

-describe the legal implications of performance appraisal and explain how appraisal interviews should be conducted.

-describe how assessment centres are used to evaluate an employee’s management potential.

-define benefits and describe their importance to the total compensation program.

-describe legally required and voluntary benefits.

-outline the various incentive compensation programs now in use.

-explain the term nonfinancial compensation

-describe the many forms of nonfinancial compensation that employees are beginning to expect.

-describe what companies are doing to improve workplace flexibility.

-outline the importance of communication when administering benefits.

This learning outcome will constitute 40% of the course's grades.

III.
TOPICS:

1) Human Resource Management:  Overview

2) The Environment of Human Resource Management

3) Job Analysis

4) Human Resources Planning

5) Recruitment

6) Selection

7) Organizational Change and Human Resource Development

8) Corporate Culture and Organization Development

9) Performance Appraisal

10) Benefits and Other Compensation Issues

IV.
REQUIRED RESOURCES/TEXTS/MATERIALS:

Human Resource Management Canadian Edition, Phillip C. Wright, R. Wayne Mondy, Robert M. Noe, Prentice Hall, Canada

The Ropes to Skip and The Ropes to Know, R. Richard Ritti, John Wiley & Sons, Inc.

V.
EVALUATION PROCESS/GRADING SYSTEM

The following semester grades will be assigned to students in postsecondary courses:

Grade
Definition
Grade Point Equivalent

A+
90 – 100%
4.00

A
80 – 89%
3.75

B
70 – 79%
3.00

C
60 – 69%
2.00

R (Repeat)
59% or below
0.00

CR (Credit)
Credit for diploma requirements has been awarded.


S
Satisfactory achievement in field placement or non-graded subject areas.


X
A temporary grade – limited to situations with extenuating circumstances giving a student additional time to complete the requirements for a course (see Policies & Procedures Manual - Deferred Grades and Make-up).


NR
Grade not reported to Registrar’s office.  This is used to facilitate transcript preparation when, for extenuating circumstances, it has been impossible for the faculty member to report grades.


Summary of Marking Scheme

Quizzes  (5x10%)


50%

Case Studies (2x10%)

20%

Field Project



20%

Attendance/Participation

10%

Missed Tests
There will be five  (5) quizzes during the course.   Quizzes CANNOT be re-written to obtain a higher grade.  Tests may be rescheduled, at the discretion of the professor, for substantiated reason for absence on test days.  Students who miss a test MUST make rescheduling arrangements directly and IMMEDIATELY with the professor. 

Assignments
All assignments are to be keyed/typed submitted with both first and last and name and section number.  Assignments not keyed/typed will receive a grade of zero.  Late assignments will not be accepted by the professor, except in a case where the student has experienced extenuating circumstances.  The professor must be notified prior to the deadline.

VI.
SPECIAL NOTES:

-
Special Needs

If you are a student with special needs (eg. physical limitations, visual impairments, hearing impairments, learning disabilities), you are encouraged to discuss required accommodations with the instructor and/or contact the Special Needs Office, Room E1204, Ext. 493, 717, 491 so that support services can be arranged for you.

-
Retention of Course Outlines

It is the responsibility of the student to retain all course outlines for possible future use in acquiring advanced standing at other post-secondary institutions.

· Course Modification

The instructor reserves the right to modify the course as deemed necessary to meet the needs of students.

-
Disclaimer for Meeting the Needs of the Learners

-
Substitute Course Information is available at the Registrar’s Office.

-
Attendance


Attendance is critical to the participant's success in this course.

-
Academic Dishonesty

Students should refer to the definition of "academic dishonesty" in the "Statement of Student Rights and Responsibilities."  Students who engage in "academic dishonesty" will receive an automatic failure for the submission and/or such other penalty, up to and including expulsion from the course, as may be decided by the professor. 

VII.
PRIOR LEARNING ASSESSMENT

As approved by the Native Education’s Co-ordinator and department’s policy.

