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HUMAN RESOURCES MANAGEMENT TECHNOLOGY

COURSE: – HRM 2901 – Human Resources Management Practicum/Seminar

CREDITS:	3	CLASS HOURS PER WEEK:	14 Hours On-Site Work
Experience in an Approved Human Resources Work Environment
1 Hour Seminar

PREREQUISITES: HRM 1223, HRM 1224, HRM 1225, HRM 1825, HRM 1828, HRM
2221, with a grade of “C” or better.

DESCRIPTION OF COURSE
As a part of the capstone sequence for the Human Resources Management Technology, the course provides a guided work experience
(minimum of 14 hours per week) in a human resources office or work environment providing human resources services. The student and the employer/placement site supervisor determine exact duties. Students are responsible for securing their own practicum position. The course also provides for a discussion of the work experience and demonstration of the ability to transfer program skills to a real-world work environment through the completion of written weekly reports and the development of work related projects and assignments.
STUDENT LEARNING OUTCOMES – Upon completion of the course you (the student)
should be able to:
1. apply textbook and classroom theories and concepts learned over the course of the Program to real world business situations in a human resources work environment.
2. apply the skills and abilities developed over the course of the Program in a real world human resources work environment.

3. have your human resources skills and abilities evaluated and further developed by a practicing professional in the human resources field.





GENERAL EDUCATION OUTCOMES
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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
COURSE MATERIALS REQUIRED
Computer access with Microsoft Office Word and Internet availability
TEXTBOOK, MANUALS, REFERENCES, AND OTHER READINGS
None
GENERAL INSTRUCTIONAL METHODS
Minimum of 14 hours per week on-site human resources related work; faculty review and feedback on weekly reports; faculty review and feedback on practicum job description and job specifications; faculty review and feedback on practicum employer human resources policy and procedures summary; faculty review and feedback on performance dimensions and performance standards; faculty review and feedback on human resources problem identification and description; faculty review and feedback on human resources problem solution; faculty review of practicum employer student performance evaluation; practicum employer weekly feedback on student work projects; and practicum employer student evaluation at the conclusion of the practicum.
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.

STANDARDS AND METHODS FOR EVALUATION
Practicum Job Description/Job Specifications; Practicum Weekly Reporting Forms; Summary of Practicum Employer Human Resources Policies and Procedures; Human Resources Problem Identification and Description; Human Resources Problem Solution Description; Identification and Description of Student Practicum Performance Dimensions; Identification and Description of Student Practicum Performance Standards; Employer Evaluation of Student Performance

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.

S	= SATISFACTORY

S – = SATISFACTORY – however some improvement is needed and a trip to
(5%) the writing lab is recommended.
I =	IMPROVEMENT NEEDED – to receive your content grade you must (10%) provide a writing lab report showing that your problems have been
identified and corrected.
U =	UNSATISFACTORY – to receive your content grade you must take your
(15%) paper to the writing lab and rewrite the paper. CONTENT GRADE DOES NOT CHANGE ON REWRITE – IF THE PAPER IS NOT REWRITTEN THE CONTENT GRADE DROPS TO "0"
ALPHA/NUMERIC (Applicable only to final course grade)

94 – 100%	= A
88 –	94%	= B
82 –	88%	= C
76 –	82%	= D BELOW 76% = E
NOTE:	Grades are based on an 6-POINT SCALE.

NOTE:	All written assignments receive 2 grades – a numerical grade for content and a letter grade for composition mechanics (spelling, punctuation, sentence structure, paragraph structure, word usage, etc.). See "grading scales" for explanation.

COURSE REQUIREMENTS

1.	PRACTICUM REPORTING FORM

This form is completed and submitted to the Practicum Instructor or the Human Resources Management Technology Program Coordinator via e-mail or to the Instructor or Coordinator’s mailbox in Delaware Hall, Room 259, by Friday of each week.

WEEKLY REPORTING FORMS = 25% OF FINAL GRADE

2	PROJECTS
Projects may be submitted either electronically, as a Word document attachment (Word/Office 97 or above) to the Instructor/Coordinator’s e-mail or as a hard copy in a FLAT POCKET FOLDER.

I Job Description and Job Specifications for your Practicum position, written in the format and language taught in the Program. The Practicum Employer, prior to submission, must approve the Job Description and Job Specifications.
DUE BY THE BEGINNING OF THE THIRD WEEK OF THE TERM
II Summary Review of the Practicum Employer's Current Human Resources Policies and Procedures. You are to read the human resources related policies and procedures of the Practicum employer and write a one-paragraph summary of each policy/procedure – the title of the policy/procedure is to be in boldface type at the beginning of the paragraph. The document is typed using a #12 Arial font, 1” margins all around, single-spaced with double spacing between paragraphs, pages numbered, and your name in a footer on each page.
DUE BY THE BEGINNING OF THE FIFTH WEEK OF THE TERM

III Identification of a Human Resources Problem

A. Identification. Identify, and describe in detail, a human resources related problem at the Practicum employer. Include who is affected (specific work groups or classes of employees, individuals), how they are affected, specific symptoms of the problem, methods currently being used to resolve the problem, and under which policy, procedure, or contractual clause(s) does the problem fall.

This problem description is to be typed, using a #12 Arial font, in a report format, 1” margins all around with your name in a footer, single spaced with double spacing between paragraphs, and is to be at least one (1) full page in length.

DUE BY THE BEGINNING OF THE SIXTH WEEK OF THE TERM AUTUMN AND SPRING; BY THE BEGINNING OF THE FORTH WEEK OF THE TERM SUMMER

B. Solution. Your recommendations to resolve the problem, the impact of your proposal on management (including costs), the impact of your proposal on the work force, and the justification for your proposed solutions.

This problem solution description is to be typed, using a #12 Arial font, in a report format, 1” margins all around with your name in a footer, single spaced with double spacing between paragraphs, and is to be at least one (1) full page in length.

DUE BY THE MONDAY OF THE FIFTEENTH WEEK OF THE TERM AUTUMN; MONDAY OF THE SIXTEENTH WEEK OF THE TERM SPRING; AND BY THE MONDAY OF THE TENTH WEEK OF THE TERM SUMMER
PROJECTS = 50% OF FINAL GRADE
3.	EMPLOYER EVALUATION
The Practicum Employer completes a performance evaluation of your ability to perform the job, as described in the job description developed by you and approved by the employer. You and the Practicum employer use the Standards-of-Performance system described in the "Practicum Employer Evaluation." A copy of the "Practicum Performance Evaluation Form," with the established performance dimensions and performance standards, is due by the Monday of the second week of the term.
COMPLETED EMPLOYER EVALUATION IS DUE BY the
OF Tenth WEEK OF THE TERM.
EMPLOYER EVALUATION = 25% OF FINAL GRADE COURSE EXPECTATIONS
1. You are expected to work a minimum of 14 hours per week in a human resources/industrial relations environment, approved by the Human Resources Management Technology Program Coordinator, performing at least entry-level human resources management duties.

2. You are expected to become familiar with the Practicum employer’s human resources policies and procedures, company rules and regulations, and labor-management agreements where appropriate. You are expected to understand how these documents affect you, both as an employee and as a manager.
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3. You are expected to show strong initiative by willingly accepting assignments given to you, and a desire to learn from this environment as demonstrated by actively seeking additional assignments to expand your knowledge base.

ATTENDANCE POLICY
You are expected to work a minimum of 14 hours per week at the practicum employer’s site and be on time for all scheduled work hours. All or part of the 14 hours per week may be completed other than at the practicum employer’s site as approved by the practicum employer.

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."

Unless I specifically direct otherwise, each student in this course is expected to complete ALL assignments independently on his/her 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,
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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 three 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 four full quarters 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.”

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.
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. If a clinical is missed because of weather conditions: (insert department policy).

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 for (date), in the same location at
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the same time scheduled. Exams scheduled for a second missed date will be rescheduled for 	. Thus, our final exam is scheduled for (date) at 	 o’clock. If the college is closed that day, the exam will be held on (date) at 	 o’clock. If our exam is the second day the college has been closed, the exam will be held on (date) at
	 o’clock.

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 my office, the Business Programs Department office in DE 240, or Records and Registration in Madison Hall. Failure to withdraw officially from this or any course for which you are registered this quarter 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.

COLLEGE SYLLABUS STATEMENTS:
Columbus State Community College required College Syllabus Statements on College Policies and Student Support Services can be found at www.cscc.edu/syllabus or on the College website Quick Links “Syllabus Statements”.








Semester Schedule

Week One:	Provide an outline/summary of the job that you have been assigned.

1) Specifically, relate your job to one of the major HRM functions covered in your curriculum; Recruitment and Selection, Training and Development, Compensation and Benefits, and/or Performance Evaluation.
2) With whom are you working? What is their job title?
3) Every organization has a unique culture concerning the management of human resources. Describe the HR culture of your place of internship? Does the HR department play a major role in the culture of this particular workplace?
4) Contract with your internship supervisor regarding how you will receive feedback regarding your work. Ask to receive a performance appraisal using their standard forms 10 weeks into your internship.

Week Two:	Provide a written report of the HR related activities completed within the first two weeks of your internship.
Week Three: Considering the policies and procedures of the Intern Organization, your observations and experiences, create a SWOT analysis of the HR culture and environment of your internship work environment. What areas of the HR environment could be strengthened?
Week Four: Complete internship assignments as instructed. Week Five: Complete internship assignments as instructed. Week Six:   Complete internship assignments as instructed.
Week Seven: Needs analysis: Create a report using your observations and SWOT analysis outlining the HR needs of the organization. Your report may include staffing, training, compensation and/or environmental safety needs.
Week Eight: Complete internship assignments as instructed. Week Nine: Complete internship assignments as instructed.
Week Ten: Performance review: Receive ten week performance review from your internship supervisor.

Week Eleven: Make any improvements indicated as being necessary from your performance appraisal. Continue to complete internship assignments as instructed.


Week Twelve:	Begin to structure your final (3-5 page) report. Your report should include the following items:

1) What have you learned during your internship?

2) If you were manager of the HR function, what changes would you make?

3) What specifically in your plan of study prepared you to understand your HR internship experience?

4) What subject matter could be added to the HR POS to better prepare you to function as an HR professional?

5) Would you recommend this internship site to other HR students? Why or why not?

Week Thirteen:	Complete internship assignments as requested

Week Fourteen:	Complete internship assignments as requested Week Fifteen:	Submit final report
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