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Columbus State Community College
Health Wellness and Professions Department
Multi-Skilled Health Technology



COURSE: MULT-2070
COURSE TITLE: Human Resource Management in Health Service Organizations

Instructor:  
Email: 
Office/Mailbox: 
Office Hours: 

CREDITS:  2				CLASS HOURS PER WEEK:  2	
PREREQUISITES: 			Placement into ENGL 1100


DESCRIPTION OF COURSE 
The focus of this course is on application, analysis, synthesis, and evaluation of human resource management principles and practices for health care managers.  

STUDENT LEARNING OUTCOMES
1. To track the history and evolution of human resources from its “employment office” beginnings through its development as “personnel” to today’s vital organizational support function.
2. To provide an overview of the organizational position of Human Resources as a staff or support function, address the ways in which HR services may be provided, and describe HR’s organizational role.
3. To develop an understanding and appreciation of the regulated environment within which Human Resources must work in serving the health care organization.
4. To identify the activities customarily pursued by Human Resources and those HR activities that are most likely to involve the department manager, and to compare and contrast line management and Human Resources management.
5. To examine all aspects of the relationship between the department manager and the employee group and to emphasize the importance of establishing a sound one-to-one relationship with each individual employee.
6. To address the essential partnership between the department manager and Human Resources in recruiting employees, including the manager’s role in finding job candidates. 
7. Review the laws that affect the employment interviewing process, review the legal aspects of interviewing questioning, and generally outline the manager’s approach to employment interviewing
8. Examine the evolution of employee relations through the stages of authoritarianism, legalism, and humanism, and address aspects of human motivation pertinent in today’s work organizations.
9. To introduce the kinds of problems the manager is likely to experience with employees, differentiate between problems of performance and problems of behavior and how they are addressed, and emphasize the value of problem prevention as a strategy for the department manager.
10. To introduce performance appraisal as an essential management process, establish the primary objectives of appraisal, review common approaches and obstacles to appraisal, and address the manager’s ongoing role in performance appraisal to the Human Resources responsibility for the process. 
11. To emphasize the value and importance of preventing employee problems whenever possible, suggesting how to address come common employee problems, examine issues of employee privacy and confidentiality, and review other issues that arise in employee groups in the workplace.  
12. To differentiate between formal and informal documentation, review the legal implications of employment documentation, and advise the department manager about creating and maintaining anecdotal note files concerning employees.
13. To address the joint roles of Human Resources and the department manager in terminating employees, review the concept of constructive discharge, and examine terminations resulting from layoffs and the effects of layoffs on surviving employees.  
14. To address the roles of Human Resources and the department manager in responding to a lawsuit or other legal complaint and recommend how to proceed through stages such as discovery and trial. 
15. To examine the circumstances commonly leading to unionization, review health care’s unique situation in labor organizing, and address the vital role of the department manager relative to union organizing and to working with an established union.
16. Addresses the role of the manager in the continuing education of staff and self; suggests how to apply cross-training and on-the-job training; and stresses the importance of developing potential managers among the staff.
17. To address the department manager’s limited role in compensation and benefits administration and employment and describe a number of other activities occurring in Human Resources unseen or only partly seen by the department manager. 
18. To encourage the manager to adopt a proactive approach in working with Human Resources and to suggest how the manager can help strengthen the value and effectiveness of the Human Resources function.

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 & Civic Responsibility

COURSE MATERIALS REQUIRED

McConnell, Charles R.  (2012). The Health care Manager’s Human Resource Handbook (HR), 2nd Edition. Jones and Bartlett Publishers, Inc.

MANUALS, REFERENCES, AND OTHER READINGS
Provided in Blackboard

GENERAL INSTRUCTIONAL METHODS

· Reading each chapter in the required textbook carefully.  Begin by becoming very familiar with the organization and contents of the textbook
· Completing all exercises at the end of each chapter. (Do not hand these in)
· Complete Unit practice quizzes.
· Homework assignments.
· Power point Audio lectures

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
Grades for the course will be determined as follows:

	1 Online Comprehensive Mid Term Exam (Chapters 1-7)
	100 points 

	1 Online Comprehensive Final Exam (Chapters 8-18)
	100 points

	6 Online Quizzes (25 points)
	150 points

	6 Online Homework (25 points)
	150 points

	5 Discussion Board Assignments (20 points)
	100 points

	Total
	600 points 




GRADING SCALE

Final grades will be based on the following scale:


	Letter Grade
	Percentage
	Points

	A
	93 - 100%
	555 - 600

	B
	85 – 92%
	507 – 554

	C
	75 – 84%
	447 – 506

	D
	68 – 74%
	405 - 446

	E
	< 67%
	< 404




QUIZZES, EXAMS, DISCUSSION BOARD, & HOMEWORK:  Please read very carefully!

EXAMS AND QUIZZES

· Graded exams and quizzes can be found in the “Quizzes/Exams” folder.  They will be available only until the deadline. 
· Practice Quizzes, reading assignments, online homework, and power points can be found in the can be found in the “Learning Units” folder. Take several practice quizzes from each chapter before taking the Graded Unit Quiz.
· All graded exams and quizzes are online and are not proctored.  However, even though it is possible for you to use your textbook for exams, if you have not completed your homework and do not have a basic understanding, you will run out of time trying to look up your answers and points will be deducted. 5 points will be deducted for every 5 minutes that you exceed the allotted time. 
· All graded unit quizzes will consist of approximately 20 questions.  Remember, these are timed quizzes! You will be given only 30 minutes to complete each quiz.  The mid-term will be comprehensive with approximately 50 questions and one hour time limit. The final exam will be comprehensive consisting of 100 multiple choice questions, and you will be given 1 1/2 hours to complete each exam.
· Once you attempt or “open” a graded exam/quiz (even if you just want to peek) you MUST take it.  If you close it and try to come back later, it will no longer be accessible to you.  Therefore, students will only have ONE CHANCE to take a timed graded exam/quiz.  If you try to take a graded exam twice, the computer will not let you.  
· AFTER you have completed an exam/quiz and BEFORE you press the SUBMIT button, always PRINT out a copy of your test.  If your submission is aborted through the computer or Internet failure, you can submit this to me, and I will hand grade it.  NOTE:  I will ONLY accept a printout as proof of you having taken the test.  
· If your computer locks you out after you start an exam, let me know ASAP.  I will reset one exam/quiz only for you if you notify me before the deadline.  Do not wait to the last minute to take you exams, homework, or quizzes.
· If you neglect to take an exam by the specified deadline, you will receive a “0”.  No exceptions! !  All tests, homework, and quizzes will close or disappear from the computer by their specified deadlines and will no longer be available.
· There are NO make-up exams/quizzes/homework since you will have plenty of time to complete them.  Please do not ask!  It is your responsibility to budget your time in order to complete the testing by the specified deadlines.
· Exams/quizzes/homework can be completed prior to the due date, but once completed no changes or attempts to make changes will be permitted. Make sure you are ready.

HOMEWORK ASSIGNMENTS

· Online Homework assignments need to be completed by the deadline date. Complete the end of chapter review questions before attempting the Online Homework. The Online Homework questions will be taken from the review questions at the end of each chapter. 
· The Online Homework can be accessed by clicking on the “Homework” button on the left menu.
· Once you open the homework it must be completed.
· There is no time limit once started, yet delayed or extended time always runs the risk of technical problems.
· Do not click on the link to open the homework unless you intend to complete the assignment.
· Homework assignments are hand graded, so a “!” will appear until I grade the assignment.

CHECKING GRADES AND INSTRUCTOR FEEDBACK

· Look in Student Tools folder – Check grades after each quiz/exam to determine if a final score for each quiz appears in your online grade book.  
· If the computer grades your quiz/exam and gives you a “ ! ” as a grade, this means that the computer has received your quiz/exam, but that I need to grade it.  Your score will appear when I have completed grading it. Quizzes/exams that exceed the allotted time frame will need to be hand graded.



DISCUSSION BOARD ASSIGNMENTS

· Discussion board assignments need to be completed before the deadline in the syllabus. Initial postings need to be posted by the start date of a discussion forum and student responses need to be posted by the end date. 
· Discussion board assignments require the student to post an initial posting of at least 200 words answering the question or topic. Initial postings are worth 10 points.
· Discussion board assignments also require that a student read and reply to at least two other students postings. They must compare and contrast aspects of the topic for credit. Each student reply is worth 5 points. You are encouraged to post more than two student replies, yet only 10 points maximum will be given for student replies.

ATTENDANCE POLICY

Students are to log into the online course weekly and complete assignments by the deadline in the course syllabus.

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.

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.

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.

COLLEGE POLICIES AND STUDENT SUPPORT SERVICES
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”.

INCLEMENT WEATHER OR OTHER EMERGENCIES
In the event of severe weather or other emergencies that force the college to close or cancel classes, such information will be broadcast on radio 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.

Homework, quizzes, and exams due on a day the college is closed can still be completed and submitted online.
Students who miss class due to weather-related issues when class is held as scheduled are responsible for the reading and other assignments as indicated in the syllabus.  REMEMBER that it is the student’s responsibility to keep up with reading and other assignments when a scheduled class does not meet for whatever reason.

In the event the college is forced to close during Final Examination Week, refer to the Columbus State Emergency Make-up Final Exam Schedule.

COURSE WITHDRAWAL
If you decide to drop this course, you must do so officially by going into Cougarweb or call 614.287.2643 or filling out an add/drop form and submitting it in person to Records & Registration located in Madison Hall 201 by the deadline. 
· Last day to withdraw from the semester with a “W” is _______________.

EMAIL COMMUNICATION
All important communication from the college and your instructor is sent through your Cougar Email account. For convenience, you may choose to order your Cougar account to forward all incoming items directly to your own personal email account so you only have one place to check. Once you’re in your Cougar email, find the “Options” feature located on the toolbar directly above the INBOX and click to open. Select the “Mailbox Management” option and “Forward to” box. Enter the email address to which you would like to send your Cougar Email messages and save. Your Cougar email should forward all messages to the email address of your choosing for your convenience.
· Always include the course and section number MULT 2070 -XXXXX in the subject line of an e-mail for a prompt response.
· I will respond to your email within 24-48 hours of receipt. Email received from Saturday through Sunday may not be returned until Monday.

COLLEGE POLICIES AND STUDENT SUPPORT SERVICES
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.”
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MULT 2070 COURSE SCHEDULE
	WEEK
	UNIT OF INSTRUCTION
	LEARNING OBJECTIVES
/GOALS
	ASSESSMENT METHODS
	ASSIGNMENTS
	ASSIGNMENT DUE DATE

	Week 1


	Unit 1: Human Resources and the Organizational Environment
	1. To track the history and evolution of human resources from its “employment office” beginnings through its development as “personnel” to today’s vital organizational support function.
2. To provide an overview of the organizational position of Human Resources as a staff or support function, address the ways in which HR services may be provided, and describe HR’s organizational role.
3. To develop an understanding and appreciation of the regulated environment within which Human Resources must work in serving the health care organization.
	
Discussion board

Homework
	Readings:
Chapter 1: From Employment Office to Human Resources

Chapter 2: How Human Resources Fits into the Healthcare Organization

Chapter 3: The Legal Framework of Present-Day Human Resources


Homework:

Review Learning Units for Chapters 1, 2, & 3 

Review Practice Activities for Unit 1


	

	Week 2


	Unit 2: The Healthcare Manager Meets Human Resources

	1. To identify the activities customarily pursued by Human Resources and those HR activities that are most likely to involve the department manager, and to compare and contrast line management and Human Resources management.
2. To examine all aspects of the relationship between the department manager and the employee group and to emphasize the importance of establishing a sound one-to-one relationship with each individual employee
	Homework
	Readings:
Chapter 4: HR and the Health Care Manager

Chapter 5: The Manager-Employee Relationship


Homework:
Review Learning Units for Chapters 4 & 5

Review Practice Activities for Unit 2


	

	Week 3


	Unit 3: Obtaining Employees

	1. To address the essential partnership between the department manager and Human Resources in recruiting employees, including the manager’s role in finding job candidates. 

2.  Review the laws that affect the employment interviewing process, review the legal aspects of interviewing questioning, and generally outline the manager’s approach to employment interviewing
	Discussion board

Homework


	Readings:
Chapter 6:  The Manager & the Recruiting

Chapter 7:  How to Conduct a Legal but Effective Selective Interview

Homework:

Review Learning Units for Chapters 6 & 7

Review Practice Activities for Unit 3


	

	Week 4


	Units 1, 2, & 3
	Exam 1
	Exam 1
	Review Units 1, 2, & 3
	

	Week 5


	Unit 4: Employee Relations and The Manager; Employee Problems and Performance Appraisals


	1. Examine the evolution of employee relations through the stages of authoritarianism, legalism, and humanism, and address aspects of human motivation pertinent in today’s work organizations.
2. To introduce the kinds of problems the manager is likely to experience with employees, differentiate between problems of performance and problems of behavior and how they are addressed, and emphasize the value of problem prevention as a strategy for the department manager.
3. To introduce performance appraisal as an essential management process, establish the primary objectives of appraisal, review common approaches and obstacles to appraisal, and address the manager’s ongoing role in performance appraisal to the Human Resources responsibility for the process. 
	Homework

Quiz


	Readings:
Chapter 8: Directions in Employee Relations

Chapter 9: The Healthcare Manger and Employee Problems

Homework:

Review Learning Units for Chapters 8 & 9





	

	Week 6


	Unit 5: Employee Relations and The Manager; Addressing Problems, Corrective Action Plans, Employee Documentation, Terminating Employees, and Legal Actions

	1. To emphasize the value and importance of preventing employee problems whenever possible, suggesting how to address come common employee problems, examine issues of employee privacy and confidentiality, and review other issues that arise in employee groups in the work place.  
2. To differentiate between formal and informal documentation, review the legal implications of employment documentation, and advise the department manager about creating and maintaining anecdotal note files concerning employees.
3. To address the joint roles of Human Resources and the department manager in terminating employees, review the concept of constructive discharge, and examine terminations resulting from layoffs and the effects of layoffs on surviving employees.  
4. To address the roles of Human Resources and the department manager in responding to a lawsuit or other legal complaint and recommend how to proceed through stages such as discovery and trial. 
	Homework

Discussion Board

	Readings:
Chapter 11: Addressing Problems Before Taking Corrective Action

Chapter 12: Employee Documentation Should and Should Nots for the Manager

Chapter 13: Terminating Employees Minimizing the Legal Risks

Chapter 14: See you in Court Involvement in Legal Action


Homework:

Unit 5 Graded Quiz
Unit 5 Online Homework 


Review Learning Units for Chapter 11, 12, 13, & 14

Review Practice Activities for Unit 5



	

	Week 7


	Unit 6: Unions, Compensation, Benefits and Other Concerns 

	1. To examine the circumstances commonly leading to unionization, review health care’s unique situation in labor organizing, and address the vital role of the department manager relative to union organizing and to working with an established union.
2. Addresses the role of the manager in the continuing education of staff and self; suggests how to apply cross-training and on-the-job training; and stresses the importance of developing potential managers among the staff.
3. To address the department manager’s limited role in compensation and benefits administration and employment, and describe a number of other activities occurring in Human Resources unseen or only partly seen by the department manager. 
4. To encourage the manager to adopt a proactive approach in working with Human Resources and to suggest how the manager can help strengthen the value and effectiveness of the Human Resources function.
	Discussion board

Homework

Quiz
	Readings:
Chapter 15: Avoiding or Dealing with a Union

Chapter 16: The Manager’s Role in Employee Training

Chapter 17: Iceberg Tips:  Compensation, Benefits and Other Concerns

Chapter 18: Keeping Human Resources on It’s Toes


Homework:

Review Learning Units for Chapter 15,16, 17, & 18

Practice Activities for Unit 6


	

	Week 8


	Finals Week
	Finals Week
	Exam 2
	Exam 2 which includes Units 4, 5, and 6
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