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FORMAT:  JCCEP                    
TIME FRAME: 12 weeks/10 UNITS, 6/1/21-8/20/21 Distance Learning  
CREDITS:  3  
 
INSTRUCTOR:  Karen M. Belair, MSA, SPHR, SHRM-SCP       

Course Description 

Create and maintain a desirable and productive work- place by applying management skills with 
emphasis on improving performance and career development. Topics include: employment law, 
recruitment and selection, placement techniques, interview methods, job analysis, staffing, training 
and development, performance appraisals, team building, benefit administration, government 
regulation, compensation systems, health and safety, and labor-management issues 

Prerequisite(s) None 

Course Goals 

Students are to be prepared for class with all required reading, assignments, etc. completed and 
ready at the beginning of each weekly class. Each week, we will take time to review, clarify and have 
Q & A at the end of each weekly session as well through Jpay. Students are required to respond to a 
weekly JPAY Email. Instructor’s Email will have an attendance question which must be 
answered/responded to via email each Tuesday (to allow a 24-48 hour possible delay) which I 
typically send out no later than Thursday for Attendance documentation, which is reported every 
Thursday evening. The course will be taught through Distance Learning, which consists of Course 
packs and textbooks, Video Lectures and JPAY Emails. Just as in a traditional classroom course, 
regular class participation and keeping up on the reading and assignments is strongly correlated with 
survival in college. It is my recommendation that you plan to do your assignments and take your 
exams BEFORE the last day they are due. If problems occur, there is time to fix them before the 
deadline. In compliance with Federal Title IV funding requirements, as well as college initiatives, I will 
be monitoring student participation on a regular basis and officially reporting student activity 
throughout the term to assure compliance with college policy and federal regulations. It is imperative 
that you log in to the course and actively participate within the first couple of days of the term to 
validate your enrollment in the course. After that, not actively participating in class may result in you 
being withdrawn from the course. Being withdrawn from a course can have an impact on financial aid, 
billing, athletic eligibility, and housing status. As a college student you are responsible for how your 
participation impacts your academic progress; the accountability lies with you. 
Course Objectives 

The Board of Trustees of Jackson Community College has established a set of Associated Degree 
Outcomes (ADOs) to be achieved by every student. This course will specifically address: 



1.Identify significant changes, developments, and emerging patterns in human resource planning and 
management. 

2. Explain the reasons behind EEO (Equal Employment Opportunity) legislation. 

3. Identify at least three human resource management functions and explain how they can improve 
the effectiveness of an organization. 

4. Identify at least two methods used in performance appraisal and explain how they can improve 
employee performance. 

5. Describe at least three key factors forces at play in labor relations management and explain how 
these factors can impact the outcome of labor negotiations. 

COURSE STRUCTURE: 

A variety of methods will be used to enhance your understanding of human resource management. 
Supplemental materials and information are provided in addition to the required text information; pay 
attention to these materials! 

Power point presentations, posted documents, and videos (if applicable) will present current issues in 
the discipline. Concepts from the readings will be discussed, so it is imperative that the required 
reading for each class be completed in advance. As with any business, growth and synergies are 
most effectively achieved when all members are actively contributing; your assignments and JPAY 
emails are important! Assignments, quizzes, and active participation will be graded, as described 
below. 

REQUIRED TEXT:  Mondy, Wayne R. and Martocchio, Joseph J.  Human Resource Management 
(14th edition).  2016.  ISBN: 978-0-13-384880-9 

Grading Procedure: 
EVALUATION: Assignments 40%-400 
Participation 40%-400 
Quizzes 20%-200 
TOTAL POINTS 1000 
 
A total of 1000 points will be set up in the system to reflect these percentages-400 for  
Participation/Attendance-9 class responses (JPAY weekly email attendance question responses  
9 @ 20 points each (180; another 20 for Week One Activity (this will be discussed further) and  
additional homework that is designated as Participation-there will be 4 participation  
exercises/homework-each worth 50 points. (Attendance reported weekly to JC from JPAY email  
Response by Tuesday of each week) Assignments (4 assignments x 100 points=400) 400 points  
and Quizzes-including the final exam -200 points (4 quizzes @ 25 points each, 100 for final exam 
GPA GRADE  
4.0 RANGE 94-100% 
3.5 89-93% 
3.0 84-88% 
2.5 78-83% 
2.0 72-77% 
1.5 66-71%              1.0 60-65%                             0.5 55-59%                            0.0 0-54% 
Please note that the above figures are thresholds earned by points; 1000 max. 
 



Failure 
If a student does not show any activity in the course (including submitting assignments or sending  
JPAY messages) for two consecutive weeks, they will be dropped from the course. Failure also can  
result from not following the Academic Honesty Policy, described below. 
Academic Honesty is defined as ethical behavior that includes student production of their own work  
and not representing others' work as their own, by cheating or by helping others to do so.  
Plagiarism is defined as the failure to give credit for the use of material from outside sources.  
Plagiarism includes but is not limited to:  
• Submitting other's work as your own 
• Using data, illustrations, pictures, quotations, or paraphrases from other sources without  
adequate documentation 

• Reusing significant, identical or nearly identical portions of one’s own prior work without  
acknowledging that one is doing so or without citing this original work (self-plagiarism) 
Cheating is defined as obtaining answers/material from an outside source without  
authorization. Cheating includes, but is not limited to: 
Plagiarizing in any form 
• Using notes/books/electronic material without authorization 
• Copying 
• Submitting others' work as your own or submitting your work for others 

• Altering graded work 
• Falsifying data 
• Exhibiting other behaviors generally considered unethical 
• Allowing your work to be submitted by others 
Accessibility 
Jackson College understands that cultivating a broadly diverse community is crucial to our  
educational mission and to our foundational commitment to leadership and service. Jackson College  
is fully committed to ensuring our courses are accessible to everyone including those with disabilities.  
We are currently working to increase accessibility and usability of our course materials in order to  
meet or exceed the requirements of Section 508 of the Rehabilitation Act of 1973, the Americans with  
Disabilities Act of 1991 and Web Content Accessibility Guidelines (WCAG) 2.0. For more information  
about Jackson College’s efforts to ensure accessibility please visit contact your Student Success  
Navigator if you have an accessibility needs in any of your classes. 
Course Management  
To withdraw from a course a student must contact their Student Success  
Navigator. Withdrawing from a course could result in penalties affecting a student's financial aid.  
Makeup Policy Ways that students can manage their enrollment in a course for special  
circumstances. Includes withdrawal, and audit and incomplete grading procedures. 
Academic Advising It is important to contact your Student Success Navigator prior to the start of the 
semester in order to receive accommodations in a timely manner. While we will make every effort to  
coordinate accommodations in a timely manner, failure to self-identify prior to the start of the  
semester may delay notification to instructors and timeliness of acquiring accommodations.  
Accommodations do not automatically carry over to the next semester. 
 
Attendance- Participation Policy 
Distance Learning:  
Just as in a traditional classroom course, regular class participation and keeping up on the reading  
and assignments is strongly correlated with survival in college. It is my recommendation that you plan  
to do your assignments and take your exams BEFORE the last day they are due. If problems occur,  
there is time to fix them before the deadline. 
Late Submissions: 



At times, student submissions may be late due to circumstances beyond one’s control. It is crucial that 
students make every effort to communicate any conditions that would necessitate a late submission. Late 
submissions may be accepted under special circumstances and/or may be subject to a 20% penalty. 
 
Utilizing JPAY Email Services 
All JPays are closely monitored by the MDOC. It is expected all communication will be related to the  
student’s education and coursework. No personal information may be shared. Personal information is  
considered inappropriate and will be flagged. A student may be removed from the Jackson College  
Corrections Education Program for violation of this policy. 
 
JPays may not include attachments, including photos, videos or other material 
 
Students will use JPay to communicate with the instructor throughout the semester. The instructor will  
add the student to their JPay account. This communication may be used to: 
The expectations for communication between instructors and students in a specific course are: 
1} Students will communicate questions or seek clarification on course-related content only 
2) Students will only share questions related to their own coursework. Other students or their  
work will not be discussed in JPays. 
3) Instructors will normally respond to student JPays within 24 business hours.  
4) Instructors may use JPay to provide feedback to students on course assignments 
5) Students are expected to use professional communication skills in their JPays to instructors:  
clear, concise writing; correct spelling and language appropriate to an academic setting.  
6) Please be sure to put the instructor’s last name and course information, i.e. Smith, BUA 100, in  
the first line of the JPay. 
Course calendar is below. Please note, calendar timeline are an approximation  
and could be changed. Your instructor will offer advance notice of any changes. Caveat-The  
instructor reserves the right to amend this syllabus as deemed necessary and will communicate such  
amendment to the students in the course. 
Agenda 
EXPECTATIONS OF THE INSTRUCTOR: I WILL: 
 
1. Provide an innovative and interactive learning environment. For this to happen, I encourage 

you to give me honest, respectful feedback at appropriate times regarding what is working for 
you and what I (we) need to do differently.  

 
2. Thoroughly read the material before date posted and be prepared to pose and answer relevant 

questions related to that material. Provide adequate resources; if I don’t know an answer, I will 
do my best to find it!  

 
4. Address your questions promptly as time allows. 
 
5. Make adequate time available to answer additional questions you may have. 
 
6. Give helpful feedback regarding your work promptly!  
 
7.        Treat each person with dignity and respect, professionally exhibiting Jackson College values 

of: Integrity, Caring, Collaboration, Quality, Inclusion, Service and Leadership. 
 

EXPECTATIONS OF THE STUDENT: 

1. Submit your work on time. Late work is strongly discouraged, except under special or unusual 
conditions/circumstances. A 20 % penalty may be assigned for any late work. (COVID 19 has 



placed exceptions contingency for this).  Please carefully read the description for each piece of 
required work.  Be prepared to ask and clarify any concerns.  

2. Do your part in making this experience valuable for you and your classmates. How do you do 
that?  Be prepared. Think creatively. Participate actively and treat others respectfully.  

3. If you are unavailable for any reason, inform the supervisor ahead of time when and why this 
will occur.  You are still responsible for any material presented or any assignments given.  

 

 

• INCOMPLETE GRADES ****are rarely given for this course; however COVID-19 has demanded 
flexibility which will indeed be given as needed!.  Adaptation from Jackson College policy:  A 
student may request an incomplete grade from the instructor.    The incomplete grade will be 
granted only if the student can provide documentation that his or her work up to that point is 
sufficient in quality, but lacking in quantity, due to circumstances beyond the student’s control.  
Furthermore, a written plan for making up the missing work within one semester must be 
completed by the student.  Final determination of whether an incomplete grade will be given is the 
instructor’s decision. 

 
PICK UP DATES ARE DUE DATES! PLEASE HAVE ALL SUBMISSIONS READY: 

                        ******6/11, 6/25, 7/9, 7/23, 8/6 ****A final pick up is scheduled for 8/20** 

Please write as neatly as possible-take your time-One-Sided pages please and use ink (pencil 

does not scan well). Write your name, Course (BUA221-HRM- and my name on EVERY piece 

of paper. RESPOND TO WEEKLY ATTENDANCE by each Tuesday to allow possible 24-48 

hour delay. I report attendance every Thursday night using your response as attendance. If you 

don’t respond, it will show as a missed participation. 
 

Week/Unit 1- (6/1)-Chapter 1-Human Resource Management: An Overview. What does HR mean to 

you? Activity One due by Wednesday 6/2/21 via JPAY. (20 points) (SEE W 1 AGENDA) 

Week/Unit 2 (6/8)-Chapter 2 & 3-Business Ethics and Corporate Social Responsibility. Equal Employment 
Opportunity, Affirmative Action, and Workforce Diversity.   
 
Week/Unit 3-(6/15):  Chapter 4 Strategic Planning, Human Resource Planning and Job Analysis  

Week/Unit 4-(6/22): Chapter 5 & 6 – Recruitment, Selection Description, Interviewing- Effective 

Interview Strategies 

Week/Unit 5 (6/29): Chapter 7 & 8 -Performance Management and Appraisal. Progressive Discipline, 
Action Plans. Review types of appraisals, discuss. Training and Development 
 
Week/Unit 6-(7/6): Chapter 9- & 10-Direct Financial Compensation and Chapter 10-Indirect 

Financial Compensation.  

Week /Unit 7- (7/13): Chapter 11 Labor Unions and Collective Bargaining. 
 
Week/Unit 8- (7/20): Chapter 12 Internal Employee Relations 

Week/Unit 9-(7/27): Chapter 13 & 14 Employee Safety, Health and Wellness. Chapter 14-Global 

HRM 

Week/Unit 10-(8/3): All Chapter Review-Q & A 



All work should be submitted by 8/6/21 if possible so final grades can be submitted at end of class. 
Due to the turnaround times of submissions and grading, an Incomplete may need to be assigned 
for student who has not completed everything by 8/6; a final grade may then be changed after final 
receipt. 
 
Week 11-(8/3) Final Week for completion of any work-Instructor will be available through end of semester 
and weekly emails will continue until end of class. All work should be submitted by 8/6 if possible so final 
grades can be submitted at end of class. Due to the turnaround times of submissions and grading, an 
Incomplete may need to be assigned for student who has not completed everything by 8/6; a final grade 
may then be changed after final receipt. 
 
Week 12 (8/10): - Last JPAY Communication-Questions or Concerns? -Grades and feedback will likely be 
sent via JPAY no later than 8/24/21.  Final PICK UP 8/20 for emergency submissions and will likely 
need to then be changed from an Incomplete to your final grade as per regulations we must submit 
grades within 48 hours of last class. 
The course calendar is below.  Please note, calendar timelines and assignments are an 

approximation and could be changed.  Your instructor will offer advance notice of any changes. 

Caveat-The instructor reserves the right to amend this syllabus as deemed necessary and will 

communicate such amendment to the students in the course. 

WEEK 

# 
Date TOPIC HOMEWORK-TO DO LIST 

1 6/1/21 

Chapter 1-Human Resource 

Management: An Overview 

*Activity 1 described in W 1 

Agenda 

WEEK 1 ACTIVITY due by Wednesday 

6/2/21 via JPAY. (20 points) 

Homework # 1-Participation-50 points-

Describe your best or worst HR Experience 

(Approximately 250 words), due 6/11/21. 

2 6/8/21 

Chapter 2 & 3-Business Ethics 

and Corporate Social 

Responsibility. Equal 

Employment Opportunity, 

Affirmative Action, and 

Workforce Diversity.   

Assignment 1 due 6/11/21 (100 points): 

2-3 Pages-Written One-sided (ink)- 

Incident 2-“You can’t Fire Me” P 41, Q 2-

14 & 2-15. 2-3 Pages 

3 6/15/21 

Chapter 4 Strategic Planning, 

Human Resource Planning and 

Job Analysis 

(Homework # 2-Participation due 6/25 Pick 

Up, 50 points). Generational Work Chart 

(supplement). 250 words. Review 

Chapters 1-4   

QUIZ 1, Chapters 1-4 due 6/25 Pick Up (25 

points) 

4 6/22/21 

Chapter 5 & 6 – Recruitment, 

Selection Description, 

Interviewing- Effective Interview 

Strategies 

Assignment # 2 Incident 1 “A Problem 

Ad” Page 130. All 3 questions-5-18, 5-19, 

5-20. 7/9 Pick Up (100 points) 2-3 pages 



5 6/29/21 

Chapters 7 & 8 -Performance 

Management and Appraisal. 

Progressive Discipline, Action 

Plans. Review types of 

appraisals, discuss. 

Chapter 8 Training and 

Development 

Homework #3, Participation, 50 points-due 

7/9/21 pick up. Read Handout “Assess 

Pros and Cons of 360-Degree 

Performance Appraisal-Your thoughts? 

250 words 

 

QUIZ 2: Chapters 5-8. 25 points. Pick Up 

7/9. These are essay questions and must 

be original  

6 7/6/21 

Chapter 9-Direct Financial 

Compensation and 10-Indirect 

Financial Compensation. 

Homework #4, Participation, 50 points-due 

7/23 -Incident 2 P 281-All 3 questions-10-

20, 10-21, 10-22. 250 Words 

 

7 7/13/21 
Chapter 11 Labor Unions and 

Collective Bargaining. 

Assignment #3 due 7/23-100 points: 

Handout: Collective Bargaining Summary. 

2-3 pages 

QUIZ 3: Chapters 9-11 Due 7/23 

8 7/20/21 
Chapter 12 Internal Employee 

Relations 
 

9 7/27/21 

Chapter 13 & 14 Employee 

Safety, Health and Wellness. 

Chapter 14-Global HRM 

Assignment # 4 due 8/6 QUIZ Questions 

due-100 points! 14 Questions YOU create-

one from each chapter, Use variety of 3 

questions types. 

QUIZ 4: Chapters 12-14 Due 8/6 Pick Up 

10 8/3/21 
All Chapter Review Power Point-

Q & A?????? 

Final Exam (100 points). 50 questions-all 

chapters.  Due 8/6/21 

11 8/10 

Extra Weeks for completion of 

any work-Instructor will be 

available through end of 

semester and weekly emails will 

continue until end of class. 

All work should be submitted by 8/6 if 

possible so final grades can be submitted 

at end of class. Due to the turnaround 

times of submissions and grading, an 

Incomplete may need to be assigned for 

student who has not completed 

everything by 8/6; a final grade may then 

be changed after final receipt. 

12 8/17/21 

Last Weekly JPAY -grades and 

final feedback except final grade 

notifications (if incomplete) 

 Final PICK UP 8/20/21 

 

 

 



Grading Rubric 

Grade Evaluation 

A 

Student demonstrates full grasp of the subject area. Depth of answer is appropriate for type of question 

asked and necessary support and evidence is given for answer. Student shows excellent understanding of 

the material. High levels of analysis, synthesis and evaluations used.  Answer is accurate, legible and 

organized for optimum communication and free of spelling and grammar mistakes.  

B 

Student demonstrates general understanding of the subject area but lacks advanced concepts. Student did 

not fully support answer with necessary facts and evidence but student shows a good understanding of the 

material.  Moderate levels of analysis, synthesis and evaluations used.  Answer is accurate with nominal level 

of errors in spelling, grammar, syntax or organization.  

C 
Student demonstrates peripheral knowledge of the subject but did not answer specific question. Student 

shows some understanding of the material but did not support answer with necessary facts and evidence. 

Significant level of errors in writing mechanics or organization.  

D 

Student’s answer did not address question asked. Student made attempt at answer but missed the point of 

the question. Student’s work meets bare minimum requirements in content and lacks some key 

understanding of the material.  Document organization and/or mechanics are well below professional 

expectations.  

F 
Does not meet minimum requirements in content.  Work shows little understanding of material. Grammar, 

structure and spelling are not on college level.  

 


