
	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Human Resource Management

	Description
	Students will develop human resources strategies to obtain, retain, and effectively use talent throughout the organization. Students will utilize technology to create job applications, job descriptions, and job profiles to support the talent acquisition process. They will learn to recruit applicants, administer employment assessments, conduct background investigations, and make and communicate hiring decisions. Students will also develop employee handbooks and establish performance improvement processes. Rewards and recognition practices, relationship management and compliance will be addressed.

	Unit 1
	Introduction to Human Resources (H.R.) Management
Students will examine the functions of H.R. management, factors impacting H.R. management and career opportunities in H.R. management.

	Outcome
	1.1	Employability Skills: Develop career awareness and employability skills (e.g., face-to-face, online) needed for gaining and maintaining employment in diverse business settings.

	Competencies
	1.1.2	Identify the scope of career opportunities and the requirements for education, training, certification, licensure, and experience.

	Outcome
	6.5	Human Resources Planning: Plan talent-management activities that align with organizational and human-resource strategy and provide appropriate guidance for talent-management decision-making.

	[bookmark: AH_CS2]Competencies
	6.5.1	Explain the functions of human resources management.
6.5.2	Describe factors that impact human resources management (e.g., availability of qualified people, alternative staffing methods, employment laws and regulations, company policies and procedures, total rewards programs, diversity and inclusion, technology).

	Instructional Strategies
Invite a human resources management professional to speak to the class about H.R. management. S/He should explain the different functions of H.R. management and factors impacting H.R. management at his/her business.

Then, each student should complete an online webquest activity to identify three possible career opportunities in human resources management.  Students should then conduct research to determine the career description, typical job duties, salary potential, and education and training requirements.


	Instructional Resources
Career Explorer
http://www.careerexplorer.net/
At the Career Explorer website, students can take a career aptitude test, read about careers that interest them and watch videos of the careers in action.

CareerOneStop
http://www.careeronestop.org/ 
Sponsored by the U.S. Department of Labor, this extensive website provides tools and resources that enable users to explore career options and trends, conduct self-assessments, watch career-related videos and much more.


Careers in Human Resources
http://careers-in-business.com/hr.htm
The Careers-in-Business website gives students the opportunity to explore many different business careers, including careers in H.R. management. Examines skills and talents necessary for success in the field, job options, salaries and trends.

My Next Move
http://www.mynextmove.org/
At My Next Move, students can learn more about their career options. The site details the tasks, skills and salary information for hundreds of different careers. Sponsored by the U.S. Department of Labor.

Ohio Means Jobs
https://jobseeker.ohiomeansjobs.monster.com/Seeker.aspx
Students can use the Ohio Means Jobs system to explore career opportunities, labor market projections and educational options.
[bookmark: _GoBack]




	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Human Resource Management

	Description
	Students will develop human resources strategies to obtain, retain, and effectively use talent throughout the organization. Students will utilize technology to create job applications, job descriptions, and job profiles to support the talent acquisition process. They will learn to recruit applicants, administer employment assessments, conduct background investigations, and make and communicate hiring decisions. Students will also develop employee handbooks and establish performance improvement processes. Rewards and recognition practices, relationship management and compliance will be addressed.

	Unit 2
	Human Resources Planning
Students will examine alternative staffing methods, prepare a short-term staffing plan, create hiring tools and establish hiring policies and procedures.

	Outcome
	6.5	Human Resources Planning: Plan talent-management activities that align with organizational and human-resource strategy and provide appropriate guidance for talent-management decision-making.

	Competencies
	6.5.5	Describe planning techniques used in the hiring process (e.g., succession planning, workforce planning or forecasting, staff and leadership development, sourcing and selection).
6.5.6	Evaluate the use of alternative staffing methods to meet organizational and departmental objectives (e.g., outsourcing, telecommuting, shared responsibilities, flexible work schedules, virtual teams, contracted workers, interns).
6.5.7	Develop or tailor job application forms or blanks.
6.5.8	Develop job descriptions, job specifications and job profiles.
6.5.9	Explain assessment methods used in the hiring process, and choose employment assessments to administer to job applicants based on objectives.
6.5.10	Establish hiring policies and procedures and employee-selection procedures.
6.5.11	Develop a short-term staffing plan that supports business needs and facilitates strategic placement of talent.
6.5.12	Compare and contrast staffing and workforce planning.




	Instructional Strategies
Assign a different alternative staffing method (e.g., outsourcing, telecommuting, shared responsibilities, flexible work schedules, virtual teams, contracted workers, interns, etc.) to each student. Each student should research that staffing method and present key features to the class. Students should create a training handbook for managers that includes job application forms and job descriptions for various positions in a school-based enterprise or school cafeteria.  Students should identify when employment assessments ae appropriate to use in the hiring process and what types of assessments are used.   Students should create hiring policies and procedures, including employee-selection procedures and a short-term staffing plan for a school-based enterprise or cafeteria.  Have students research staffing and workforce planning, divide into small groups and discuss the differences and similarities between the two.  


	Instructional Resources
Alternative Ways to Work
http://r.search.yahoo.com/_ylt=AwrBTziXtCVUpkoAbXhXNyoA;_ylu=X3oDMTE0czRtNjYwBHNlYwNzcgRwb3MDMjMEY29sbwNiZjEEdnRpZANWSVAwNzdfMQ--/RV=2/RE=1411786007/RO=10/RU=http%3a%2f%2fwww.career.fsu.edu%2fpubs%2fsds3340%2fsds3340%2520Intro%2520to%2520Career%2520Development%2fChapter%252009.ppt/RK=0/RS=XqgGFVUWwu0E7uRw3AtogYaK0iQ-
This slideshow presentation highlights alternative staffing methods and characteristics of each.

Drafting a Staffing Plan for Your Organization
http://www.uvm.edu/extension/community/buildingcapacity/pdf/drafting_staffing_plan.pdf
Provided by the University of Vermont Extension, this “how-to” guide provides the basics of staffing plans, steps in developing a staffing plan and a template that H.R. managers can use to identify staffing needs.

Hiring and Training Key Staff of Community Organizations
Section 1. Developing a Plan for Staff Hiring and Training: 
http://ctb.ku.edu/en/table-of-contents/structure/hiring-and-training/develop-a-plan/main
Section 2. Preparing Job Descriptions and Selection Criteria: http://ctb.ku.edu/en/table-of-contents/structure/hiring-and-training/job-descriptions/main
Section 5. Developing Personnel Policies: http://ctb.ku.edu/en/table-of-contents/structure/hiring-and-training/personnel-policies/main
Developed by the Work Group for Community Health and Development at the University of Kansas, this virtual “tool box” of information highlights many H.R. management activities. 



How to Write an Effective Job Description and Role Profile
http://michellefischer.wordpress.com/2010/01/26/how-to-write-a-really-good-job-description-and-role-profile/
This article explains the importance of and steps to developing a job description, job specification or role profile.

Recruitment/Recruiting Staff Lesson Plans
Recruiting Staff Lesson Plan: http://www.bized.co.uk/educators/16-19/business/hrm/lesson/recruit1.htm
Recruitment Worksheet, Student Version: http://www.bized.co.uk/learn/business/hrm/employ/recruit/student.htm
Recruitment Worksheet, Tutor/Instructor Version: http://www.bized.co.uk/learn/business/hrm/employ/recruit/tutor.htm
These lessons walk students through the process of developing a job description and person specification, advertising a position, screening applicants, interviewing job candidates, hiring, onboarding and employee rights.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Human Resource Management

	Description
	Students will develop human resources strategies to obtain, retain, and effectively use talent throughout the organization. Students will utilize technology to create job applications, job descriptions, and job profiles to support the talent acquisition process. They will learn to recruit applicants, administer employment assessments, conduct background investigations, and make and communicate hiring decisions. Students will also develop employee handbooks and establish performance improvement processes. Rewards and recognition practices, relationship management and compliance will be addressed.

	Unit 3
	Talent Acquisition
Students will examine the role of the human resources professional in the application, interviewing and hiring process.

	Outcome
	1.3	Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to continuous improvement in organizational performance and regulatory compliance.

	Competencies
	1.3.7	Identify the labor laws that affect employment and the consequences of noncompliance for both employee and employer (e.g., harassment, labor, employment, employment interview, testing, minor labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity Commission [EEOC]).

	Outcome
	6.6	Talent Acquisition: Apply policies, procedures, and strategies to obtain the best qualified candidates for job positions in union and non-union environments while minimizing associated costs.

	Competencies
	6.6.1	Determine staffing needs, and evaluate availability of talent.
6.6.2	Explain factors to consider when hiring different categories of employees (e.g., interns, independent contractors, people with disabilities, older people, non-U.S. citizens).
6.6.3	Develop strategies to market the organization to potential employees.
6.6.4	Identify, select and implement legally compliant strategies to recruit and track job applicants domestically and internationally.
6.6.5	Write and post job announcements for job openings.
6.6.6	Screen and interview job applicants using culturally appropriate techniques.
6.6.7	Administer employment assessments (e.g., leadership and communication styles, personality or skill assessments) to evaluate character and competency.
6.6.8	Conduct a legally compliant investigation of applicant’s background consistent with role, job and regulatory requirements; and investigate potential for growth and development in the business.
6.6.9	Make hiring decisions, and follow up with applicants in a consistent and compliant manner.
6.6.10	Make job offers explaining contingencies underlying the offers, and negotiate employment terms or contracts.
6.6.11	Evaluate effectiveness of recruitment sources (e.g., recruiting firms, social networks), and apply staffing metrics to assess the effectiveness of hiring decisions (e.g., retention or turnover, cost-benefit analysis, costs per hire, selection ratios, adverse impact).




	Instructional Strategies
Arrange for a representative from a local employment agency to speak to the class about the application, interviewing and hiring process from the point of view of the human resources professional.  Then, provide students with a job description and completed job applications and résumés for sample job candidates.  The students should decide who “looks best on paper” and then discuss factors beyond job applications and résumés that could impact an individual’s chances of being hired for the job. Finally, divide the class into groups of four. Students within each group should conduct mock interviews with their group members. One member of the group should act as the interviewer, another as the interviewee, and the remaining two as observers responsible for evaluating the individual performance of the interviewer and interviewee.  Have students hire one of the interviewees and make a job offer.  Evaluate the hiring system that has been implemented.  

	Instructional Resources
Hiring and Training Key Staff of Community Organizations
Section 3. Advertising for Positions: http://ctb.ku.edu/en/table-of-contents/structure/hiring-and-training/advertise/main
Section 4: Interviewing for Positions: http://ctb.ku.edu/en/table-of-contents/structure/hiring-and-training/interview/main
Developed by the Work Group for Community Health and Development at the University of Kansas, this virtual “tool box” of information highlights many H.R. management activities. 

MasterClassManagement.com Lessons
Checking Their References: http://www.masterclassmanagement.com/ManagementCourse-CheckingThierReferences.html
Job Interview Questions to Ask: http://www.masterclassmanagement.com/ManagementCourse-JobInterviewQuestions.html
What to Look For in an Interviewee: http://www.masterclassmanagement.com/ManagementCourse-WhatToLookForInterviewee.html
MasterClassManagement.com offers a free, comprehensive, clearly-written course on management and leadership development.

Recruitment/Recruiting Staff Lesson Plans
Recruiting Staff Lesson Plan: http://www.bized.co.uk/educators/16-19/business/hrm/lesson/recruit1.htm
Recruitment Worksheet, Student Version: http://www.bized.co.uk/learn/business/hrm/employ/recruit/student.htm
Recruitment Worksheet, Tutor/Instructor Version: http://www.bized.co.uk/learn/business/hrm/employ/recruit/tutor.htm
These lessons walk students through the process of developing a job description and person specification, advertising a position, screening applicants, interviewing job candidates, hiring, onboarding and employee rights.




	


Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Human Resource Management

	Description
	Students will develop human resources strategies to obtain, retain, and effectively use talent throughout the organization. Students will utilize technology to create job applications, job descriptions, and job profiles to support the talent acquisition process. They will learn to recruit applicants, administer employment assessments, conduct background investigations, and make and communicate hiring decisions. Students will also develop employee handbooks and establish performance improvement processes. Rewards and recognition practices, relationship management and compliance will be addressed.

	Unit 4
	Onboarding
Students will examine steps in the employee onboarding process and complete human-resource compliance paperwork.

	Outcome
	1.3	Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to continuous improvement in organizational performance and regulatory compliance.

	Competencies
	1.3.5	Access and implement safety compliance measures (e.g., quality assurance information, safety data sheets [SDSs], product safety data sheets [PSDSs], United States Environmental Protection Agency [EPA], United States Occupational Safety and Health Administration [OSHA]) that contribute to the continuous improvement of the organization.

	Outcome
	3.2	Relationship Management: Apply techniques and strategies to develop, maintain and grow positive relationships with employees, peers and stakeholders. 

	Competencies
	3.2.8	Describe the nature of organizational culture and its impact on business, and interpret and adapt to a business’s culture.

	Outcome
	6.7	Talent Onboarding and Development: Apply strategies, policies and procedures to orient new hires and provide growth opportunities to engage new and existing union and non-union employees in the workplace.

	Competencies
	6.7.1	Explain standard relocation practices and expatriation and repatriation issues and practices, and assist with employee relocation and logistics.
6.7.2	Conduct human resources onboarding activities (e.g., employment eligibility verification [I-9 form], tax paperwork, contracts, benefit plans, policy orientation). 
6.7.3	Orient talent to organizational culture, values and norms using appropriate techniques (e.g., coaching or mentoring, cross-departmental networking, toolkits, training).

	Outcome
	6.10	Human Resources Operations: Develop, implement and evaluate the day-to-day policies, procedures and activities that are used to ensure efficient, effective human-resources management.

	Competencies
	6.10.2	Process human-resource compliance paperwork, and complete required reporting (e.g., workers’ compensation claims, Occupational Safety and Health Administration [OSHA] documents, employment documents, fair medical leave, disability, unemployment).




	Instructional Strategies
Each student should research relocation, expatriation and repatriation practices and develop a training outline for departmental managers on the research.  Then students should develop a checklist of steps for human-resources management professionals to complete when onboarding new employees (e.g., explaining benefit plans, processing tax paperwork, etc.). Then, divide the class into small groups. Assign a different type of compliance paperwork (e.g., workers’ compensation claims, OSHA documents, etc.) to each group. The group should explain the purpose(s) of the paperwork and how to complete it to the class.
 
	Instructional Resources
Ensuring New Employees’ Success: Best Practices for Employee Onboarding
http://eclkc.ohs.acf.hhs.gov/hslc/tta-system/operations/mgmt-admin/hr/personnel/EnsuringNewEmpl.htm
This article from the Office of Head Start discusses the importance of assimilating new employees to the workplace and accompanying organizational culture.

From Orientation to Onboarding
http://r.search.yahoo.com/_ylt=AwrBT_v5wSVUCh0AdX5XNyoA;_ylu=X3oDMTE0bmZ1ZThsBHNlYwNzcgRwb3MDMjAEY29sbwNiZjEEdnRpZANWSVAwNzdfMQ--/RV=2/RE=1411789434/RO=10/RU=http%3a%2f%2fwww.jobs.sc.gov%2fOHR%2femployer%2fOnboarding_SC.doc/RK=0/RS=Dc2i.Ot83jI9m53OcuVjPBaUYDw-
This handbook from the Office of Human Resources in the South Carolina Budget and Control Board explains onboarding and highlights the manager’s responsibilities in onboarding new employees.

Hiring and Training Key Staff of Community Organizations
Section 6. Developing Staff Orientation Programs: http://ctb.ku.edu/en/table-of-contents/structure/hiring-and-training/staff-orientation/main
Developed by the Work Group for Community Health and Development at the University of Kansas, this virtual “tool box” of information highlights many H.R. management activities. 

Onboarding Guide for Managers
http://www.tnstate.edu/hr/mgrtoolkit/onboarding.aspx
Although this onboarding toolkit was developed specifically for managers at Tennessee State University, many of its components are applicable in all business settings. The four templates—the New Employee Announcement Template, Manager’s Onboarding Checklist, Buddy’s Onboarding Checklist and Sample Manager “Check-In” Questions—are especially useful.

Onboarding New Employees into Your Company Culture
http://www.recognizethisblog.com/2014/05/onboarding-employees-culture/
According to this article, the best way to onboard a new employee into the organizational culture is through their work.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
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	Description
	Students will develop human resources strategies to obtain, retain, and effectively use talent throughout the organization. Students will utilize technology to create job applications, job descriptions, and job profiles to support the talent acquisition process. They will learn to recruit applicants, administer employment assessments, conduct background investigations, and make and communicate hiring decisions. Students will also develop employee handbooks and establish performance improvement processes. Rewards and recognition practices, relationship management and compliance will be addressed.

	Unit 5
	Training and Development
Students will determine cost-effective talent-development activities for a local small business, school group/organization or school-based enterprise.

	Outcome
	6.7	Talent Onboarding and Development: Apply strategies, policies and procedures to orient new hires and provide growth opportunities to engage new and existing union and non-union employees in the workplace.

	Competencies
	6.7.4	Determine employee and business talent-development needs (task or process analysis, gap or needs analysis).
6.7.5	Determine and obtain resources and tools for talent development, and ensure environment is appropriate for training.
6.7.7	Select and administer assessments to evaluate employee learning.
6.7.9	Apply performance improvement plans to build accountability and strengthen relationships.
6.7.11	Calculate and analyze costs associated with talent-development activities.
6.7.12	Identify leadership-development activities appropriate to the position or level.
6.7.13	Develop and facilitate programs, practices and services that promote the physical and mental well-being of individuals in the workplace.
6.7.14	Make recommendations for succession planning and for the development of a succession and workforce program tied to leadership and staff development.
6.7.15	Facilitate career-development planning.

	Outcome
	6.10	Human Resources Operations: Develop, implement and evaluate the day-to-day policies, procedures and activities that are used to ensure efficient, effective human-resources management.

	Competencies
	6.10.3	Facilitate career transitions of employees.




	Instructional Strategies
Divide the class into groups of three or four students each. Each group should select a local small business, school group/organization or school-based enterprise to study. Students should conduct research to identify training and development needs in that business, organization or enterprise. Then, students should determine appropriate cost-effective talent-development activities given these needs. Finally, each group should present its findings and recommendations to the small business owner, organization leader or school-based enterprise supervisor.  Students should develop a training plan for a talent development need they identified and provide that training to a group of students. They should evaluate the training, including administering appropriate assessments of learning, estimate the cost of training, and discuss return on that investment.  

Divide the students into groups and assign each group a topic in talent development (performance improvement plans, health and wellness plans, succession planning, career-development, and career transition assistance) and have each student report to the class on the topics.  Each report should include a definition of the term, its purpose, its value or lack of value to the organization, costs considerations, and anything else the groups think would be valuable for all students to know.  
	Instructional Resources
Get Your Staff All of the Training It Needs
http://www.masterclassmanagement.com/ManagementTraining-Step8.html
This lesson identifies many different methods to develop and deliver quality training to employees.

Hiring and Training Key Staff of Community Organizations
Section 7. Developing Training Programs for Staff: http://ctb.ku.edu/en/table-of-contents/structure/hiring-and-training/training-programs/main
Developed by the Work Group for Community Health and Development at the University of Kansas, this virtual “tool box” of information highlights many H.R. management activities. 

Providing Training and Technical Assistance
Section 2. Designing a Training Session: http://ctb.ku.edu/en/table-of-contents/structure/training-and-technical-assistance/design-training-session/main
Developed by the Work Group for Community Health and Development at the University of Kansas, this resource examines methods to design and conduct training sessions, workshops, conferences and more.
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	Human Resource Management

	Description
	Students will develop human resources strategies to obtain, retain, and effectively use talent throughout the organization. Students will utilize technology to create job applications, job descriptions, and job profiles to support the talent acquisition process. They will learn to recruit applicants, administer employment assessments, conduct background investigations, and make and communicate hiring decisions. Students will also develop employee handbooks and establish performance improvement processes. Rewards and recognition practices, relationship management and compliance will be addressed.

	Unit 6
	Compensation and Benefits
Students will compare and contrast multiple compensation methods and benefit packages.

	Outcome
	1.6	Business Literacy: Develop foundational skills and knowledge in entrepreneurship, financial literacy and business operations.

	Competencies
	1.6.12	Describe classifications of employee benefits, rights, deductions and compensations.

	Outcome
	3.1	Customer Relations: Apply techniques, strategies and tools to develop, maintain and grow positive internal and external customer, or client, relationships. 

	Competencies
	3.1.5	Maintain confidentiality or privacy of internal and external customers.

	Outcome
	6.8	Total Rewards and Recognition: Apply strategies, processes and procedures to administer and assess compensation and benefits plans in union and non-unionized environments.

	Competencies
	6.8.1	Describe compensation methods; their advantages and disadvantages; legal ramifications; and the impact on achievement of corporate, team and individual goals.
6.8.2	Explain compensation issues associated with interns, retirees, consultants or contractors, union agreements and fair pay.
6.8.3	Classify jobs (e.g., Fair Labor Standards Act [FLSA] exempt, non-exempt, Equal Employment Opportunity Commission [EEOC] occupational category), and apply salary ranges, pay grades or bands and benefits eligibility.
6.8.4	Conduct legally acceptable research to determine competitiveness of compensation and benefits.
6.8.5	Explain total rewards strategies (e.g., benefit plans, fitness or wellness programs, retirement plans, executive compensation, alternative work practices, leave techniques, tuition reimbursement).
6.8.6	Evaluate impact of total rewards options (e.g., retirement plans, benefits plans, pay-for-performance, market-based pay system) for employees, and make recommendations to improve value of total rewards options.
6.8.7	Administer total rewards programs and strategies.
6.8.8	Compare company’s total rewards practices with those of successful businesses to determine competitiveness of offerings.




	Outcome
	9.4	Internal Controls: Establish suitable internal controls to ensure the proper recording and reporting of transactions in compliance with applicable standards. 

	Competencies
	9.4.5	Inspect and ensure the continued functioning of internal controls. 

	Instructional Strategies
Present students with multiple compensation methods and benefit packages to compare and contrast.  Students should decide which compensation method and/or benefit package would be most appropriate for them if they were single, married, and/or had children. 

Have an HR specialist speak to students about total rewards plans and strategies, how they determine costs for those plans, how they determine the competitiveness of their plans, key strategies to evaluate the overall value of the plan to the organization, and important strategies in administering those plans.

Have students research compensation methods, including their advantages and disadvantages, legal ramifications and impact on achievement of corporate, team and individual goals.  Discuss compensation issues with different categories of employees (interns, retirees, contractors) and different classifications of employees (exempt, non-exempt).  Have students develop a total rewards package for a person entering an exempt, mid-management job in sales and a CEO and a non-exempt job in IT and administrative assisting in a manufacturing facility and explain why they made the choices they made.  Students should research the competitiveness of one of their choices and estimate costs.

	Instructional Resources
Compensation and Benefits
https://new.edu/resources/compensation-and-benefits
Part of a more comprehensive course on human resources management, this series of lessons discusses goals of a compensation plan, developing a compensation package, types of pay systems and other types of compensation such as benefits. Includes multiple individual exercises, cases and team activities.

Employee Compensation and Benefits
http://cte.unt.edu/content/files/_BMA/BMA_Curriculum/HRManagement/07Benefits/7.01Benefits.pptx
This slideshow presentation from the Texas Education Agency addresses the goals of compensation, developing a compensation package, internal and external pay factors, performing a job evaluation, pay systems and other types of pay options.

Introduction to Employee Compensation and Benefits Lesson Plan
http://cte.unt.edu/content/files/_BMA/BMA_Curriculum/HRManagement/07Benefits/7.01Benefits.pdf
This lesson plan from the Texas Education Agency focuses on the goals of a compensation plan, steps to develop a compensation package and types of pay systems.







Employee Benefits
Optional Employee Benefits: http://www.sba.gov/content/optional-employee-benefits
Required Employee Benefits: http://www.sba.gov/content/required-employee-benefits
Provided by the U.S. Small Business Administration, these two articles explain employee benefits that must be provided by law as well as employee benefits that an employer may offer as an option to compensate its employees.





	Career Field
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	Description
	Students will develop human resources strategies to obtain, retain, and effectively use talent throughout the organization. Students will utilize technology to create job applications, job descriptions, and job profiles to support the talent acquisition process. They will learn to recruit applicants, administer employment assessments, conduct background investigations, and make and communicate hiring decisions. Students will also develop employee handbooks and establish performance improvement processes. Rewards and recognition practices, relationship management and compliance will be addressed.

	Unit 7
	Managing Relationships
Students will examine methods to build positive employer-employee relationships in the workplace.

	Outcome
	2.2	Economic Principles: Relate principles and concepts of applied economics to business models, business activities and organizational goal achievement.

	Competencies
	2.2.11	Explain reasons that labor unions form, analyze their impact on business, and describe types of negotiation strategies used in the collective bargaining process.

	Outcome
	3.2	Relationship Management: Apply techniques and strategies to develop, maintain and grow positive relationships with employees, peers and stakeholders. 

	Competencies
	3.2.6	Determine the nature of office politics, and overcome problems and difficulties associated with office politics and turf wars.
3.2.11	Manage internal and external business relationships to foster positive interactions, and strategically plan and leverage business relationships for growth.
3.2.12	Describe ways that businesses build positive employer-employee relationships.

	Outcome
	6.5	Human Resources Planning: Plan talent-management activities that align with organizational and human-resource strategy and provide appropriate guidance for talent-management decision-making.

	Competencies
	6.5.4	Describe ways that businesses build their employer brand and the brand’s significance through human-resources management.

	Outcome
	6.9	Employee Engagement, Experience and Relations: Identify and administer strategies, policies, activities and procedures to promote employee satisfaction, engagement and retention and to minimize costs.

	Competencies
	6.9.8	Use community involvement as a talent acquisition, development and retention strategy (e.g., determine interest in community activities, coordinate involvement).
6.9.9	Assess employer-employee relationships and talent engagement strategies, resolving identified issues.
6.9.10	Delegate work to others, and assist with prioritizing work responsibilities.




	Instructional Strategies
Invite a panel of local employees and/or H.R. professionals to speak to the class about effective and ineffective methods to build positive employer-employee relationships in the workplace. Also ask the panel to talk about methods to avoid or diffuse office politics and turf wars in the workplace.

Then, divide the class into teams of three or four students each. Each team should select (or be assigned) a particular facet of employer-employee relationships (e.g., labor unions, office politics, the business’s brand, community involvement, engaging employees, etc.)  to depict in a short skit. Rather than announcing to the class the topic of each team’s skit, wait until after each one, and then ask the class to identify what element of employer-employee relationship management each skit illustrates. 

	Instructional Resources
4 Steps for Building Positive Employer-Employee Relationships
http://blog.capital.org/4-steps-for-building-positive-employer-employee-relationships/
This article discusses the importance of open communications, gratitude and appreciation, consistent feedback and follow-through in the workplace.

Labor Unions
https://new.edu/nodes/labor-unions--2/topics
Part of a more comprehensive course on human resources management, this series of lessons discusses labor unions, bargaining issues and grievance concerns. Includes multiple individual exercises, cases and team activities.

Responsibilities in the Employer-Employee Relationship
http://josephsoninstitute.org/business/blog/2014/01/responsibilities-in-the-employer-employee-relationship/
This article explains the duties and obligations of employers and employees.

Retention and Motivation
https://new.edu/resources/retention-and-motivation--2
Part of a more comprehensive course on human resources management, this series of lessons focuses on the costs of turnover, retention plans and retention strategies. Includes multiple individual exercises, cases and team activities.
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	Description
	Students will develop human resources strategies to obtain, retain, and effectively use talent throughout the organization. Students will utilize technology to create job applications, job descriptions, and job profiles to support the talent acquisition process. They will learn to recruit applicants, administer employment assessments, conduct background investigations, and make and communicate hiring decisions. Students will also develop employee handbooks and establish performance improvement processes. Rewards and recognition practices, relationship management and compliance will be addressed.

	Unit 8
	Employee Performance
Students will develop performance-management tools, procedures and processes for a small business.

	Outcome
	1.6	Business Literacy: Develop foundational skills and knowledge in entrepreneurship, financial literacy and business operations.

	Competencies
	1.6.9	Explain how the performance of an employee, a department and an organization is assessed.

	Outcome
	6.10	Human Resources Operations: Develop, implement and evaluate the day-to-day policies, procedures and activities that are used to ensure efficient, effective human-resources management.

	Competencies
	6.10.1	Coach and mentor supervisors to facilitate effective use and delivery of performance appraisals and performance appraisal tools.
6.10.5	Identify performance-management systems and written performance-management procedures appropriate to organizational size and values.
6.10.7	Establish performance improvement plans and processes.
6.10.8	Determine the extent and causes of employee turnover, identify corrective measures, and make recommendations to manage the issues arising from employee turnover.
6.10.9	Analyze and report on the cost of turnover, lost time and ineffective employee relations.
6.10.12	Conduct talent-management audit (e.g., identify key persons, identify at-risk employees).

	Outcome
	8.4	Contract Oversight: Administer contracts to achieve organizational goals and minimize risk.

	Competencies
	8.4.10	Plan for and comply with contract termination provisions to reduce business risk (e.g., provide notice, process refunds).




	Instructional Strategies
Divide the class into groups of three or four students each. Each group should develop an employee performance rating scale, written performance-management procedures and performance improvement processes for employees in a school-based enterprise or other small business. 
	Instructional Resources
Employee Performance
https://new.edu/nodes/employee-performance
Part of a more comprehensive course on human resources management, this series of lessons discusses employee rights, performance evaluations and appraisal methods. Includes multiple individual exercises, cases and team activities.

How to Establish a Performance Improvement Plan
http://www.shrm.org/templatestools/howtoguides/pages/performanceimprovementplan.aspx
Provided by the Society for Human Resource Management (SHRM), this article details the steps in developing a performance improvement plan (PIP).  Includes cases, samples and information tools. 

Performance Management and Evaluation Lesson Plan http://cte.unt.edu/content/files/_BMA/BMA_Curriculum/HRManagement/06PerfManagement/6.01PerfManagement.pdf
This lesson plan from the Texas Education Agency focuses on performance management and appraisals.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Human Resource Management

	Description
	Students will develop human resources strategies to obtain, retain, and effectively use talent throughout the organization. Students will utilize technology to create job applications, job descriptions, and job profiles to support the talent acquisition process. They will learn to recruit applicants, administer employment assessments, conduct background investigations, and make and communicate hiring decisions. Students will also develop employee handbooks and establish performance improvement processes. Rewards and recognition practices, relationship management and compliance will be addressed.

	Unit 9
	Strategic Planning
Students will plan and prepare for a class service-learning project.

	Outcome
	6.5	Human Resources Planning: Plan talent-management activities that align with organizational and human-resource strategy and provide appropriate guidance for talent-management decision-making.

	Competencies
	6.5.3	Describe the impact of an organization’s global business strategy, structure and culture on human-resources strategies.

	Outcome
	6.10	Human Resources Operations: Develop, implement and evaluate the day-to-day policies, procedures and activities that are used to ensure efficient, effective human-resources management.

	Competencies
	6.10.10	Demonstrate human-resources management’s contribution to organizational effectiveness (e.g., human resources management analytics) using objective evidence.

	Outcome
	10.1	Strategic Planning: Implement planning tools to guide organization’s or department’s activities.

	Competencies
	10.1.3	Translate the business mission into departmental imperatives.
10.1.6	Develop and communicate time-bound company or departmental vision, goals and objectives.
10.1.7	Develop strategic action plans at the departmental level to achieve goals and objectives (e.g., marketing, research and development, procurement, production, human resources, information technology).
10.1.9	Evaluate a department’s contribution to organizational effectiveness.




	Instructional Strategies
Help the class to develop an idea for a service-learning project to complete in the next unit. Then, divide the class into groups of two or three students each. Each group should develop a proposed mission statement, vision and goals for the project; identify student committees needed to accomplish those goals; and share its ideas with the rest of the class. The class should select the mission statement, vision, goals and committees that they believe are most appropriate for their project. Students will complete the project in the following unit.

	Instructional Resources
Developing and Implementing Strategic HRM Plans
https://new.edu/resources/developing-and-implementing-strategic-hrm-plans
Part of a more comprehensive course on human resources management, this series of lessons discusses HRM strategic planning and steps to developing an HRM plan.

Developing a Strategic Plan
Creating Objectives: http://ctb.ku.edu/en/table-of-contents/structure/strategic-planning/create-objectives/main
Developing Vision and Mission Statements: http://ctb.ku.edu/en/table-of-contents/structure/strategic-planning/vision-mission-statements/main
An Overview of Strategic Planning: http://ctb.ku.edu/en/table-of-contents/structure/strategic-planning/vmosa/main
Developed by the Work Group for Community Health and Development at the University of Kansas, this virtual “tool box” of information highlights many elements of strategic planning. 

Strategic Planning Tutorial
http://www.sba.gov/tools/sba-learning-center/training/strategic-planning
Developed by the U.S. Small Business Administration, this online tutorial explains steps of the strategic planning process.





	Career Field
	Business and Administrative Services, Finance and Marketing

	Course Name
	Human Resource Management

	Description
	Students will develop human resources strategies to obtain, retain, and effectively use talent throughout the organization. Students will utilize technology to create job applications, job descriptions, and job profiles to support the talent acquisition process. They will learn to recruit applicants, administer employment assessments, conduct background investigations, and make and communicate hiring decisions. Students will also develop employee handbooks and establish performance improvement processes. Rewards and recognition practices, relationship management and compliance will be addressed.

	Unit 10
	Strategic Execution
Students will finalize their plans for a service-learning project, complete the project and reflect on its success.

	Outcome
	6.10	Human Resources Operations: Develop, implement and evaluate the day-to-day policies, procedures and activities that are used to ensure efficient, effective human-resources management.

	Competencies
	6.10.4	Identify and evaluate the feasibility of implementing innovative approaches to human-resources management.
6.10.6	Communicate policies and procedures to staff through an employee handbook and policy and procedures manual.
6.10.11	Describe talent-management issues associated with organizational changes (e.g., rightsizing, downsizing, talent reallocation, organizational restructuring or redesign).

	Outcome
	10.2	Strategic Execution: Apply the principles and concepts used to align organizational and departmental strategies with tactical execution plans.

	Competencies
	10.2.1	Identify activities required to support the strategic goals, objectives, and plans of the organization; and adjust departmental focus.
10.2.2	Identify functions, skills, and capabilities required to execute strategy; and determine whether those skills and capabilities are present or available.
10.2.3	Compare options for departmental structure, and evaluate their ability to support plan execution (e.g., in-house or outsourced; centralized, remote, hybrid; cross-functional teams or specialized groups).
10.2.4	Describe the relationship of departmental strategies to departmental goals and objectives.
10.2.6	Explain uses of and differences in financial and operational information analysis (e.g., financial KPIs, marketing KPIs, logistics KPIs), and identify metrics that promote a balanced and successful approach to execute strategy.




	Instructional Strategies
In this unit, students complete the service-learning project that they initiated in the previous unit. At this point, the class should determine the responsibilities and goals of each committee identified in the prior unit and determine benchmarks that could be used to measure the effectiveness of each committee. These responsibilities, goals and benchmarks should be captured in a handbook/policy and procedures manual. Then, students should determine the skills and knowledge that each committee’s members should possess and self-select to the different committees based on individual abilities. After thorough planning and preparations, students should complete their service-learning project. Following the project, students should reflect on the committees’ performance and overall success of their efforts.

	Instructional Resources
Create an Employee Handbook
http://formswift.com/employee-handbook
This website contains multiple articles about employee handbooks, along with a free template that students can use to create their own.

Developing a Strategic Plan
Developing an Action Plan: http://ctb.ku.edu/en/table-of-contents/structure/strategic-planning/develop-action-plans/main
Developing Successful Strategies: http://ctb.ku.edu/en/table-of-contents/structure/strategic-planning/develop-strategies/main
Identifying Action Steps in Bringing About Community and System Change: http://ctb.ku.edu/en/table-of-contents/structure/strategic-planning/identify-action-steps/main
Developed by the Work Group for Community Health and Development at the University of Kansas, this virtual “tool box” of information highlights many elements of strategic planning. 




