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COURSE TITLE AND NUMBER:


CLASS DAYS & TIME:
Selection and Evaluation, Management 4313

5:30-8:10 PM Mondays

(Fall 2011, Section 1467)

PREREQUISITES:

MGMT 4113, Human Resource Management, and BADM 3933, Business Statistics

Prerequisites need to be completed before taking this course!  The instructor may drop any student from the course who has not completed the above prerequisites at any time during the semester.
CATALOG DESCRIPTION OF COURSE:
In-depth study of theoretical, legal, methodological, and substantive issues related to selection and performance appraisal of employees. Includes concepts of job analysis, validation, test development and administration, adverse impact analysis, and affirmative action. 
COURSE PURPOSE:
A firm’s human resources in part, represent its success.  Therefore, to be successful, an organization needs to select and evaluate its employees through careful and systematic means.  The personnel function of staffing and evaluation represents the means through which a company chooses and evaluates those individuals who are best suited to help it meet its goals.

STUDENT LEARNING OUTCOMES:
Students should have achieved the following by the end of the course: 

(1) An in-depth, comprehensive understanding of the selection and performance evaluation process, which includes the techniques of testing, interviewing, job analysis, and performance appraisal.

(2) Expertise in the legal issues relevant to the selection and evaluation process.

(3) Understand theoretical selection concepts through practical application and skill development.

(4) Understand the use of research methods applicable to set-up and conduct appropriate selection and evaluation programs.

INSTRUCTIONAL MATERIALS: (Required Textbooks)
1) Strategic Staffing (Current Edition), by Jean M. Phillips and Stanley M. Gully

Prentice Hall.

2) Costing Human Resources: The Financial Impact of Behavior in Organizations (4th Edition), by Cascio, South-Western College Publishing (ITP), 2000.

INSTRUCTIONAL PROCEDURES:
Students will be required to show competence in various outcomes of the course by performing reliability, validity, and affirmative action studies on the computer via spreadsheet and other software.  This is a hands-on type course.

STUDENT PERFORMANCE ACTIVITIES: (Attendance/Punctuality)
**Student’s Responsibilities in Completing Course Requirements**

In order to optimize your learning experience, it is imperative that you:

(1) Thoroughly prepare for class by reading and studying assigned material before attending class.

(2) Attend class on a regular and punctual basis and actively participate in classroom assignments.  If it becomes necessary for you to miss class, please notify your instructor as soon as possible.

(3) Meet all deadlines for turning in projects and take exams on scheduled dates.

ASSIGNMENT DUE DATES:
Late assignments will be assessed a penalty of 50% of the total possible points.  No assignment will be accepted more than one week after the due date.

STUDENT EVALUATION:
Student evaluation will be based upon standard definitive grade values as indicated below:


A - 90% to 100%


B - 80% to 89%


C - 70% to 79%


D - 60% to 69%


F - 59% and below

Quizzes

-----------

A quiz will be given at the beginning of each of class except when otherwise announced.  Quizzes will be comprised of approximately 5-10 short essay or multiple-choice questions.  The content of the quizzes will come from assigned readings and in class discussions.  Each quiz may be comprehensive over previously covered material for a given chapter.   

Exams

---------

Each exam will be comprehensive over previously covered course material.  The exams will be composed of multiple choice, fill-in the blank, short answer, and essay questions.

Class Participation

------------------------

All students are expected to participate freely in class discussions and exercises.  From time to time class exercises will be turned in to the instructor.

Assignments/Homework

---------------------------------

Several homework assignments will be provided for you to aid in learning about the topic.   It is very important that you turn the assignments in on time.  Late assignments are worth no more than 50% of total points for that assignment.

Grading Requirements and Procedures:

Setting Grade Weight

----------------------------

As a class, you will be involved in setting the percentage of your grade that will come from the performance areas.  If no consensus is reached before the end of the class session, the instructor will determine the grade weights.

Grading Criteria within Major Performance Areas

------------------------------------------------------------






Percent of Score
Class Decision






----------------------
--------------------



a.
Quizzes (many)
10-60





b.
Participation
  
  0-10





c.
Exams (about 3)
20-60





d.
Homework

  0-5



NOTE THAT THE PERCENTAGES MUST TOTAL 100 PERCENT

ACADEMIC MISCONDUCT:

Academic misconduct includes cheating (using unauthorized materials, information, or study aids in any academic exercise), plagiarism, falsification of records, unauthorized possession of examinations, intimidation, and any and all other actions that may improperly affect the evaluation of a student’s academic performance or achievement, or assisting others in any such act or attempts to engage in such acts. Academic misconduct in any form is inimical to the purposes and functions of the University and therefore is unacceptable and prohibited.

Any faculty member, administrator or staff member may identify an act of academic misconduct and should report that act to the department head/college dean, Vice President for Academic Affairs or administrative supervisor.

Students violating the standards of academic honesty are subject to disciplinary action including reduction of a grade(s) in a specific course, assignment, paper, or project; a formal or informal reprimand at the professorial, dean, or academic vice president level; expulsion from the class in which the violation occurred; expulsion from a program; or expulsion from the university.
ADA COMPLIANCE:
If any member of the class feels that he/she has a disability and needs special accommodations of any nature whatsoever, the instructor will work with you and the University's Office of Student Affairs to provide reasonable accommodations to ensure that you have a fair opportunity to perform in this class.  Please advise the instructor of such disability and the desired accommodations at the first class attended.

INCLEMENT WEATHER / DISASTER POLICY:


The following are basic premises for the inclement weather policy at Northeastern:

1.  Safety of students and employees is the number one priority when implementing the inclement weather policy.

2.  Classes are expected to be held if at all possible.

3. It is the student’s and faculty’s responsibility to receive the information when weather is questionable.

4. Neither students nor faculty are expected to risk life or limb.

5. Faculty are encouraged to be flexible regarding absences related to severe weather.

6. If any one of Northeastern’s campuses is closed, it is the responsibility of the University to disseminate information pertaining to such closing as early as possible.

7. Faculty members are obligated to hold classes if the university is not closed, unless the faculty member is unable to get to the campus.

Policy Statements:

1. The specific person(s) responsible for making the decision concerning the closing of each of the three campuses are:  (Tahlequah-President and Provost/Vice President for Academic Affairs; Broken Arrow –  Campus Dean in conjunction with the President and Provost/Vice President for Academic Affairs; Muskogee –  Campus Dean in conjunction with the President and Provost/Vice President for Academic Affairs).  The President will notify the Vice President for University Relations who in conjunction with his staff, will notify the public through the news media and the campus community through email, NSU homepage, NSU telephone message and switchboard message and other means when available.  The Provost/Vice President of Academic Affairs will notify faculty.   

2. During times of inclement weather, decisions concerning day classes will be made by 5:00 a.m. in order for the media to be notified and for the students to receive the announcement before they leave home.  Decisions concerning evening/night classes will be made by 1:00 p.m. if at all possible or feasible.  

3. The following media will be notified regarding closing of the campus:

Radio Stations:   

KRMG

740 AM

Tulsa

KTLQ


1350 AM

Tahlequah

KEOK


102 FM

Tahlequah

KMMY (Y97)

9700 FM

Muskogee

KVOO


1170 AM

Tulsa

KBEZ


92.9 FM

Tulsa

KMYZ


104.5 FM

Tulsa

KHTS


106.9 FM

Tulsa

Television Stations:

KJRH


Channel 2

Tulsa

KOTV


Channel 6 

Tulsa

KTUL


Channel 8

Tulsa

Faculty members need to include this information (stations and call numbers) in all their course syllabi so that students will have a record of where they can obtain information.

4.  The message sent to the news media should indicate whether the entire campus is closed or if classes are not being held.  Unless the administrative offices are specifically mentioned as being closed, always assume they are open.  See Staff Handbook regarding leave for such occasions.

5. Essential services will remain open with a skeleton crew:

a. University Housing/Residence Halls

b. Physical Plant

c. Campus Police

d. University Center

6.  The Physical Plan will clear sidewalks and parking lots based upon the “Accessible Route” plan.  This plan takes into consideration location of ADA entrances to buildings.    

7. Classes are expected to be held if at all possible; however, occasionally a faculty member may not be able to get to class due to unique weather conditions in the area in which he/she lives.  If the University is open, but a faculty member feels it is impossible to travel to campus, he/she must notify the dean and request personal leave.  See Faculty Handbook, 6.12.

8. Faculty are encouraged to be flexible regarding student absences due to inclement weather.  Consideration should be given to faculty developing make up material for distribution in case of faculty or student absences from individual classes.  

COURSE SCHEDULE & READING ASSIGNMENTS:

Tentative Schedule (Subject to Revisions)

	
	Reading
	Work

	Week
	Assignment
	Assignment

	1
	Syllabus
	Course Orientation

	2
	Chapters 1 & 2
	Quiz

	3
	Chapter 2 
	Quiz

	4
	Chapter 4
	Quiz

	5
	Chapter 5
	Quiz, Exam 1

	6
	Chapter 6
	Quiz

	7
	Chapter 7
	Quiz

	8
	Chapter 8
	Quiz

	9
	Chapter 9
	Quiz, Exam 2

	10
	Chapters 10
	Quiz

	11
	Chapters 11
	Quiz

	12
	Chapters 12
	Quiz

	13
	Chapters 13
	Quiz

	14
	Evaluation & Costing
	Discussion

	15
	Evaluation & Costing
	Discussion

	16
	
	Final Exam
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