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[bookmark: BUSINESS PROGRAMS DEPARTMENT HUMAN RESOU]BUSINESS PROGRAMS DEPARTMENT HUMAN RESOURCES MANAGEMENT TECHNOLOGY

COURSE: HRM 1223 – Human Resource Policy and Procedure
[bookmark: CREDITS: 3 CLASS HOURS PER WEEK: 3]CREDITS:	3	CLASS HOURS PER WEEK:	3

PREREQUISITES: ENGL 1100 (ENGL 111), BOA 1200 (BOA 101), and HRM 1121
(HRM 121)

INSTRUCTOR INFORMATION:	Rick Hatcher, MBA
PP 103A (407 N. Grant) (614) 287-2870
rhatche1@cscc.edu
DESCRIPTION OF COURSE:	The course provides an in-depth study of employment law, the recruiting process, and the selection process. It promotes an understanding of Human Resources policies and procedures.

STUDENT LEARNING OUTCOMES – Upon completion of the course you (the student)
should be able to:

1. explain the laws affecting employment and the impact of these laws on recruiting, selecting, and hiring employees; apply these laws in writing an employment policy, procedures, and handbook summary.
2. describe the recruiting, selecting, and hiring processes; and apply the principles of these processes in writing an employment policy, procedures, and handbook summary.

3. explain the purposes of policies, procedures, rules, and regulations; and apply this understanding to the writing of an employment policy, procedures, and handbook summary.

4. explain a legal employment policy, procedures, and handbook summary of the policy and procedures.

5. develop an organizational chart for a company

[bookmark: GENERAL EDUCATION OUTCOMES]GENERAL EDUCATION OUTCOMES
Columbus State Community College's general education outcomes are an integral part of the curriculum and central to the mission of the college. The faculty at Columbus State has determined that these outcomes include the following competencies:
· Critical Thinking
· Effective Communication
· Community and Civic Responsibility
· Quantitative Literacy
· Scientific and Technological Effectiveness
· Information Literacy

[bookmark: COURSE MATERIALS REQUIRED]COURSE MATERIALS REQUIRED
Computer access with Microsoft Office Word and Internet availability, and multiple flat pocket folders
[bookmark: TEXTBOOK, MANUALS, REFERENCES, AND OTHER]TEXTBOOK, MANUALS, REFERENCES, AND OTHER READINGS
The Human Resource Professional’s Guide to Employment and Labor Law
Scott Warrick (2016)

[bookmark: GENERAL INSTRUCTIONAL METHODS]GENERAL INSTRUCTIONAL METHODS
Text reading assignments, lecture, class discussion, handouts, in-class application of concepts, in-class peer review, and extra credit research assignments

[bookmark: ASSESSMENT]ASSESSMENT
Columbus State Community College is committed to assessment (measurement) of student achievement of academic outcomes. This process addresses the issues of what you need to learn in your program of study and if you are learning what you need to learn. The assessment program at Columbus State has four specific and interrelated purposes:
(1) to improve student academic achievements;
(2) to improve teaching strategies;
(3) to document successes and identify opportunities for program improvement;
(4) to provide evidence for institutional effectiveness. In class you are assessed and graded on your achievement of the outcomes for this course.

You may also be required to participate in broader assessment activities.

[bookmark: STANDARDS AND METHODS FOR EVALUATION]STANDARDS AND METHODS FOR EVALUATION
Quizzes Tests
Mid-Term Presentations Homework Assignments Class Participation
Final Policy Project
Extra credit MAY be available throughout the semester.
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[bookmark: GRADING SCALE]GRADING SCALE

COMPOSITION MECHANICS:
With the advent of word-processing technology, there is little excuse for the submission of assignments with misspelled words and poor grammar. Every word-processing package has a "Spell Check" feature and a "Grammar Check" feature. You are expected to USE these features in preparing your assignments for this class.
Therefore, a "Composition Mechanics" grade below an "S" results a percentage reduction (noted in parenthesis under the letter) in the assignment grade.
ALPHA/NUMERIC (Applicable only to final course grade.)
	90 – 100%
	=
	A

	80 – 89%
	=
	B

	70 – 79%
	=
	C

	60 – 69%
	=
	D

	Below 60%
	=
	E



[bookmark: COURSE REQUIREMENTS]COURSE REQUIREMENTS

1. WRITTEN ASSIGNMENTS

These assignments require typewritten pages. All written assignments must be typed in #12 Arial font, single spaced, 1" margins, pages numbered as appropriate, and submitted electronically. LATE WRITTEN ASSIGNMENTS ARE NOT ACCEPTED. ALL written assignments are to be delivered in-class at the start of class the assignment is due.
Rewrite opportunities MAY be given at my discretion.

2. [bookmark: 2. CLASS PARTICIPATION]CLASS PARTICIPATION

Your participation in class discussions is an integral part of the learning techniques used in this course. Therefore, your attendance and participation are MANDATORY. Class participation includes answering questions, raising questions, contributing to class discussions, and initiating class discussion; it does not include side conversations with someone else in the class or sleeping in class – these behaviors result in removal from the class. Because of the importance of class participation, your class participation grade is reduced by 1% for each class absence, regardless of the reason for the absence. Tardiness is disruptive – both for other students and me – and your class participation grade for the class is reduced by 50% for each tardiness of 15 minutes or more, regardless of the reason for the tardiness. Likewise, your class participation grade is reduced by 50% for leaving early, regardless of the reason for leaving early.

[bookmark: COURSE EXPECTATIONS:]COURSE EXPECTATIONS:

1. You are expected to fulfill all course requirements in the manner I prescribe.

2. You are expected to read text assignments and complete written assignments
prior to class, and be prepared to participate in class discussions.
3. You are expected to take notes during class discussions and lectures.
4. ALL cellular phones MUST be kept turned OFF during class. If your employer or a family member needs to reach you in an emergency, they may call the Columbus State Community College Public Safety Office, 287-2525, and a Public Safety Officer will come to the class room and notify you.
5. You are expected to raise questions, present your ideas, challenge theories vs. real world situations, and THINK. You are expected to be attentive and participate in class discussions and activities.

6. If you are registered with the Department of Disability Services, or have any type of learning problem that will interfere with your ability to complete the work as assigned, or that may require accommodation, you must notify me at the end of your first day in class.
[bookmark: ATTENDANCE POLICY]ATTENDANCE POLICY
You are expected to be present and ON TIME for all scheduled classes, and to remain in class unless I excuse you or I call for a class break. If you miss class, or come to class late, it is YOUR responsibility to get class notes and assignments from another student, and to ask me after class or at the break about any handouts that may have been given.

[bookmark: STUDENT CODE OF CONDUCT]STUDENT CODE OF CONDUCT
As an enrolled student at Columbus State Community College, you have agreed to abide by the Student Code of Conduct as outlined in the Student Handbook. You should familiarize yourself with the student code. The Columbus State Community College expects you to exhibit high standards of academic integrity, respect and responsibility. Any confirmed incidence of misconduct, including plagiarism and other forms of cheating, will be treated seriously and in accordance with College Policy and Procedure 7-10.
PLAGIARISM

Defined in the American Heritage Dictionary, 2nd Edition, as, "The act of plagiarizing,

· To steal and use (the ideas or writings of another) as one's own.
· To appropriate passages or ideas from and use them as one's own – To take and use as one's own the writings or ideas of another."

[bookmark: Unless I specifically direct otherwise, ]Unless I specifically direct otherwise, each student in this course is expected to complete ALL assignments independently on their own. Two (or more) people working together on an assignment and, subsequently, submitting identical responses to assignments is NOT permitted and is treated as plagiarism.

To help identify instances of plagiarism, I submit ALL of your written assignments to TURNITIN.COM, a database service whose files include the vast majority of Internet sources and papers from colleges and universities across the country. Every time we submit papers, their database increases.
PLAGIARISM in any form is a violation of Columbus State Community College Policy 7-11, which begins by defining "academic misconduct" and then specifically addresses plagiarism:
"Academic misconduct is defined as any behavior which compromises the academic integrity of the college. Academic misconduct includes, but is not limited to, the following behaviors:

(2) Plagiarism, including, but not limited to:

(a) Submitting an assignment purporting to be the student's original work, which has been wholly or partially created by another person.

(b) Presenting as one's own the ideas, organization, or wording of another person without acknowledgment of sources.

(c) Knowingly permitting one's own work to be submitted by a student as if it were the student's own original work."
Penalties for violating this College Policy are outlined in Procedure 7-11 (A) (1): "(1)	A student having violated any provision of paragraph of Policy 7-11 shall be
so informed by the instructor of record of the course in which the violation allegedly occurred. The student shall be given a choice of having the alleged violation heard by the division dean or designee, or having the case heard by a divisional committee on academic conduct

(a) If the student chooses the first option, he/she agrees to abide by the decision of the hearing official, and the hearing official's decision is considered final, subject to the student's right of appeal as contained in subsection (c) below. The student will be informed of the decision in writing, with copies to the Associate Provost and the Director of Records and Registration.

(b) If the student requests a hearing, the instructor will inform the dean, through the department chairperson, that the student has requested a hearing before the division's Committee on Academic Conduct. The instructor will provide the dean a full report of the incident, including the

date, time, place, and nature of the alleged violation, and any documents or statements of witnesses relative to the charge. The dean will forward the report and such documents as are submitted to a divisional Committee on Academic Conduct appointed by the dean. The committee shall have six members, three of whom shall be instructors, two of whom shall be students, and one who shall be a department chairperson, who shall serve as committee chairperson.

(c) Sanctions the committee may recommend include
1 Recommendation to the instructor of record that the student be given the grade of "E" on the specific assignment in which the misconduct occurred, and disciplinary probation for a specified academic period of time during which any additional proven misconduct will result in suspension or dismissal.

2 Recommendation to the instructor of record that the student be given the grade of "E" for the course, and disciplinary probation for a specified academic period of time during which any additional proven misconduct will result in suspension or dismissal.

3 Disciplinary suspension from the college for a period not to exceed two full academic semesters following the effective date the student is notified of the sanction, upon the expiration of which the student may re-enroll.

4 Disciplinary dismissal from the college for 3 full semesters or more following the effective date the student is notified of the sanction, upon the expiration of which the student may petition the Associate Provost for reinstatement.

5 In each case, the final decision on the sanction shall rest with the dean.”

[bookmark: IF PLAGIARISM OCCURS IN THIS CLASS, I WI]IF PLAGIARISM OCCURS IN THIS CLASS, I WILL MAKE EVERY EFFORT TO ENSURE THAT THE STUDENT(S) INVOLVED RECEIVE THE MAXIMUM PENALTY AVAILABLE UNDER COLLEGE POLICY!!

AMERICANS WITH DISABILITIES ACT (ADA) POLICY
It is Columbus State policy to provide reasonable accommodations to students with documented disabilities. If you would like to request such accommodations because of physical, mental or learning disability, please contact the Department of Disability Services, 101 Eibling Hall, 614.287.2570 (V/TTY). Delaware Campus students may also contact an advisor in the Student Services Center, first floor Moeller Hall, 740.203.8000. Ask for Delaware Campus advising, or www.cscc.edu/delaware, for assistance.

[bookmark: INCLEMENT WEATHER OR OTHER EMERGENCIES]INCLEMENT WEATHER OR OTHER EMERGENCIES
In the event of severe weather or other emergencies that could force the college to close or to cancel classes, such information will be broadcast on radio stations and television stations. Students who reside in areas that fall under a Level III emergency should not attempt to drive to the college even if the college remains open.

Assignments due on a day the college is closed will be due the next scheduled class period. If an examination is scheduled for a day the campus is closed, the examination will be given on the next class day. If a laboratory is scheduled on the day the campus is closed, it will be made up at the next scheduled laboratory class. If necessary, laboratory make-up may be held on a Saturday.
Students who miss a class because of weather-related problems with the class is held as scheduled are responsible for reading and other assignments as indicated in the syllabus. If a laboratory or examination is missed, contact me as soon as possible to determine how to make up the missed exam or lab. Remember! It is the student’s responsibility to keep up with reading and other assignments when a scheduled class does not meet, whatever the reason.

In the event the college is forced to close during Final Examination Week, exams scheduled for the first missed date will be rescheduled in the same location at the same time scheduled.

[bookmark: FINANCIAL AID ATTENDANCE REPORTING]FINANCIAL AID ATTENDANCE REPORTING
Columbus State is required by federal law to verify the enrollment of students who participate in Federal Title IV student aid programs and/or who receive educational benefits through the Department of Veterans Affairs. It is the responsibility of the College to identify students who do not commence attendance or who stop attendance in any course for which they are registered and paid. Non-attendance is reported quarterly by each instructor, and results in a student being administratively withdrawn from the class section. Please contact the Financial Aid Office for information regarding the impact of course withdrawals on financial aid eligibility.

COURSE WITHDRAWAL:	Should you at any time feel that you need to drop this
class, TALK TO ME FIRST!

Withdrawal forms are available in the Business Programs Department office in DE 259 or Records and Registration in Madison Hall. Failure to withdraw officially by the  deadline from this or any course for which you are registered this semester but choose not to complete, results in a failing grade recorded on your transcript.

Any later requests to withdraw retroactively from this course are processed through the Records and Registration Office; documentation is your responsibility.



This is to verify that I have received Mr. Hatcher’s syllabus for Human Resource Policy and Procedure Writing, HRM 1223. I understand it is Mr.Hatcher's practice to review, discuss, and respond to questions on various aspects of the syllabus the first class meeting of the semester. Students who are absent the first class meeting must personally request a copy of the syllabus and are responsible for reading it, on their own, and seeking clarification from Mr. Hatcher.

[bookmark: MY FIRST DAY IN CLASS WAS .]MY FIRST DAY IN CLASS WAS	.
(DATE)

I have read this syllabus, and clarified any questions I have regarding prerequisites, course expectations, course requirements, and/or the course grading system.
Therefore, I affirm that (you MUST check ONE, and only one, of the following:)

[bookmark: I meet the prerequisite requirements and]	I meet the prerequisite requirements and feel I have the basic reading, writing, and math skills to meet the course expectations and take full responsibility for my ability to fulfill the course requirements as described in this syllabus.
OR
I do not meet the following prerequisite requirements:



[bookmark: However, I feel I have the basic reading]However, I feel I have the basic reading, writing, and math skills to meet the course expectations and take full responsibility for my ability to fulfill the course requirements as described in this syllabus.



(Print Name)




(Signature)	(Date)



(Verified)	(Date)



[bookmark: DETACH AND RETURN THIS SHEET TO THE INST]DETACH AND RETURN THIS SHEET TO THE INSTRUCTOR THE FIRST DAY YOU ATTEND CLASS.

	[bookmark: Assignments   150]Assignments
	150

	[bookmark: Quizzes    300][bookmark: Class Participation    150]Quizzes
	300

	[bookmark: Group Project    100]Class Participation
	150

	Group Project
	100

	[bookmark: Presentation     50][bookmark: Mid-Term Exam    100]Presentation
	50

	[bookmark: Final Exam     150]Mid-Term Exam
	100


Final Exam	150
[bookmark: Total 1000]Total	1000
HRM 1223 – Human Resource Policy
and Procedure
1

image6.png




image7.png




image8.png




image9.png




image10.png




image11.png




image12.png
PLAGIARISM




image1.png
COILUMBUS




image2.png




image3.png




image4.png




image5.png




