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Grade Scale:

A   =  95 - 100


B-     = 80 -  82
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B+  = 87 -  89


C      = 70 -  74 

B    = 83 -  86
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Activity Weight:
Activity





Value




Mid-term Examination 



25%




Final Examination   




25%




Term Paper/Project




25%




Class Participation




25%

Attendance and Punctuality:   The format of this course requires maximum utilization of all course hours to ensure all materials are adequately discussed.  Class participation is an integral part of the learning experience.  It is essential that students participate in all discussion boards.  Non-participation will impact the individual’s class participation grade for that particular class session.

Late Work:  Assignments received after the scheduled due date will be reduced one full grade for each class session that the material is late.  Emergency situations that adversely impact the participant’s ability to meet the requirements must be discussed with the professor to determine if there could be a waiver of this policy.

Extra Credit:  There will be no extra credit work or extra credit assignments accepted at any time during this course.

Grade Notification:  Grades will only be provided to the participants through the normal reporting process.  No grades will be provided to a participant through any electronic medium.

Required Text:  
Cayer, N. Joseph   (2004).  Public Personnel Administration    (fourth edition). Wadsworth/Thomson Learning Belmont, CA   ISBN 0-534-61866-9
Suggested Readings: 

The following list of suggested reading materials is not an exhaustive source of published works that focus on this topic.  Some of these may be vintage sources, but they contain materials that are appropriate for this topic.


Hayes, Steven W.  &    Kearney,  Richard C.   (2003)  Public Personnel Administration:

Problems and Prospects   (fourth edition)   Prentice Hall, Upper Saddle River, NJ

Lane, F. S.  (1994).    Current Issues in Public Administration    (fifth edition).  New 

York, NY: St. Martin’s Press.

Robbins, S. R.  (1988)  Essentials of Organizational Behavior   Englewood Cliffs, 

NJ:  Prentice Hall.   

Shafritz, J. M., Riccucci, N. M., Rosenbloom, D. H., & Hyde, A. C. (1992).

Personnel Management in Government     (fourth edition)   New York: Marcel Dekker, Inc.
Shein, E. H.  (1992).    Organizational Culture and Leadership  (Second Edition).  

San Francisco, CA: Jossey-Bass, Inc.
Sherman, A., Bohlander, G., & Snell, S.  (1996).   Managing  Human Resources.  

Cincinnati, Ohio: South-Western College Publishing.


Williams, J.D.  (1980)  Public Administration:  The Peoples’ Business    (First Printing)
Little,  Brown, and Co.
GENERAL COURSE DESCRIPTION:

This course provides an overview of Public Personnel Administration.  Personnel administration has been referred to as human resource management.    Human resource management concentrates on those management processes that are needed to develop the employee so that he/she can realize his/her maximum potential.  This course will focus on understanding the history, philosophical underpinnings, and legal aspects of personnel management in the public sector.  We will discuss the general activities of human resources planning, job analysis, employee selection, training, performance appraisal, and other aspects of human resource management. The relationship of the people to the organization and how to enhance productivity will be discussed, as will leadership, team processes, and reward systems.  

The course uses readings, lecture, discussion, presentations, and case studies.   Also addressed are the legal underpinnings of the public system and the rights and responsibilities of public employees. 

ENTRANCE COMPETENCIES:

It is expected that class participants will be familiar with basic information regarding:


The human resources function in organizations;


Administrative and management practices involving human resources;

The history of  the development of the American form of government.

Discussion

Class participation is a vital aspect of this course.  All participants must actively participate in the discussion board and answer all questions. Comments on the work of other students is encouraged.  
Term Paper Proposal

Participants must prepare a written term paper on one of the topics cited below.  The paper is to conform to APA guidelines and be no more than ten pages long.  Summaries of the papers will be posted in the discussion area.  The purpose of the paper is to demonstrate participant’s meeting the course objectives according to the exit competencies.

Exit Competencies

This course is intended to provide participants with a complete, comprehensive review of essential personnel management concepts and techniques. By the end of the course, class participants will be able to:

· Explain what Human Resource Management is and how it relates to the    management process.

· Cite at least five examples of how managers can use Human Resource concepts and techniques.

· Illustrate the HR management responsibilities of line and staff (HR)managers
· Discuss the difference between non-discrimination and affirmative action
· Cite the main features of at least five employment discrimination laws.

· Define adverse impact and explain how it is proved and what its significance is.

· Cite specific discriminatory personnel management practices in recruitment, selection, promotion, transfers, layoffs, and benefits.
· Discuss collective bargaining at the federal level

· Discuss diversity

· Cite Important differences in public and private sector Human Resources

· Outline the steps of the strategic management process

· Write job descriptions (including summaries and job functions) and job specifications using the Internet as well as traditional methods.

· List and discuss the main internal and external sources of candidates.

· Explain what is meant by reliability and validity 
· List the main types of selection interviews.

· Explain and illustrate at least six factors that affect the usefulness of interviews.

· Explain and illustrate each guideline for being a more effective interviewer.
· Explain Veterans’ Preference

· Explain what is meant by an assembled and unassembled exam

· Discuss the disciplinary process 
· Describe the basis training process.

· Describe and illustrate how you would go about identifying training requirements.

· Explain how to distinguish between problems you can fix with training and those you can’t.

· Explain how to use five training techniques.

· Describe the appraisal process.

· Compare employers’ traditional and career planning-oriented HR focuses.

· Explain the employee’s managers and employer’s career development roles.

· Describe the issues to consider when making promotion decisions.

· Describe the methods for enhancing diversity through career management.

· List the basic factors in determining pay rates.

· Discuss competency based pay and other current trends in compensation.

· Discuss the main incentives for individual employees.

· Explain the main flexible benefit programs. 

· Explain what is meant by ethical behavior at work.

· Discuss important factors that shape ethical behavior at work.

· Give a brief history of the American labor movement.

· Discuss the main features of at least three major pieces of labor legislation.
EXAMS AND TERM PAPER REQUIREMENTS
A. Term Paper Instructions

The paper will emphasize concepts from this course as they apply to descriptive information.  Students are expected to demonstrate the use of concepts presented in this course.  A topic should be selected from one of the following:
· Rights and Duties of A Public Employee

· Impact of the Spoils System and Political Patronage

· Characteristics of the Merit System

· Jeffersonian Democracy

· Impact of the Merit System on State and Local Government

Papers must be no more than 10 pages in length (double-spaced) and include the following:


Table of Contents


Introduction


Background


Current Thinking


Relationship to current/other organization with which the student is familiar


Conclusion


References


Supplemental materials

The introduction should state the point of the paper and the reason the participant is writing on the chosen topic.

The background is a summary of the issue or case.  Current thinking provides a review of current literature relating to the topic.  For the area or relationship to current or other organizations, the participant should explain how the topic is related to the organization.

In the conclusion, the participant should discuss his/her opinion of what should be done to improve their place of employment and/or justify current policy/operations.  There should be at least six references from journal articles, textbooks, or government publications (excluding textbooks from this course).

Supplemental materials are to be attached to the end of the paper and may include a specific policy or procedure in effect in your organization or personnel manual.  Permission to use organizational material must be obtained and the issue of confidentiality must be observed.

All work in this course is expected to be that of the individual student.  The work of others must be appropriately cited.  Any term paper or examination that misrepresents the work of others as that of the student will receive a failing grade.
B.  Examinations - Examinations will involve short answer and comprehensive essays.  The mid-term exam will be returned the following week.  The final exam will be graded and returned by email within one week.  The exams will contain no surprises.  All questions will be specifically derived from class presentations/readings.  There will be no questions derived from materials not discussed in class or in the assigned readings.  For the essay section of the exams, students will be given a series of questions and will be asked to respond to a specific number of items.  Exams are to be taken on the date assigned.  Exams given on a date other than the scheduled date without prior authorization will contain questions from any aspect of the class presentations and readings, and there will be no choice of questions to which to respond.

GENERAL CLASS PROCEDURES:

      Classes will follow the University calendar and will start and end at stated times.

      Classes will not be canceled unless ordered by the Provost or the Program Director.

      The instructor reserves the right to alter the syllabus where warranted.

Students are expected to take the exams when they are scheduled.  In the event that the student cannot take the scheduled exam due to illness or employment-related obligations, a make-up may be offered; however, only one such exam will be scheduled for each exam.





COURSE CALENDAR

Week 1
Introductions; Syllabus Review; Introduction to Course; 

Week 2



Unit 1   HR Overview;   Public  Personnel  Environment

Chapter 1

Week 3
Unit 2   Evolution of   Public Personnel; Personnel System 

Design

Chapters 2,3 




Week 4
Unit 3   Personnel Techniques


Chapter 4 

Week 5
Midterm Exam

Week 6



Unit 4 Staffing and Maintaining the Workforce

Chapter 5





Week 7



Unit 5 Rights and Duties; Keeping Employees Motivated 

`



Chapters 6, 7
Week 8
Unit 6 Labor Management; Social Equity; Continuing Challenges 





Chapters 8,9,10
Week 9
Term Papers
Week 10



Final Exam

5

