Development and Training of Human Resources in Organizations
M&IS 44183

Instructor: 

Mary Hogue, Ph.D.

Office:


Main Hall 459

Phone:


(330) 244-3459
Office Hours:

MTWTh 2:00-3:00




TTh 4:50-5:20




You also may stop in my office any time you see my door open,




or I will be happy to schedule a mutually convenient appointment.

E-Mail:

mhogue@stark.kent.edu
Web Page:

http://www.personal.kent.edu/~mhogue/

Class meeting:

TTh 3:30-4:45  Room 317
Required Text:
Noe, R. A. (2002) Employee Training & Development (2nd 
ed.). 



McGraw-Hill-Irwin: Boston.




Dolasinski, M.J. (2004). Training the Trainer: Performance-based



Ttraining for Today’s Workplace. Prentice-Hall: Upper Saddle 



River, NJ.
REQUIRED READINGS:

Brookfield, S. (1995). Adult learning: An overview.
International Encyclpedia of 
Education. (A. Tuinjman Ed.) Pergamon Press:Oxford. 

http://nlu.nl.edu/ace/Resources/Documents/AdultLearning.html
Clark, D. (1995). Estimating training costs.  Instructional system design: Analysis 

phase. http://www.nwlink.com/~donclark/hrd/sat2.html 

Najjar. L. J. (1996). Multimedia information and learning.
Journal of 
Educational Multimedia and Hypermedia, 5,
129-150.

http://mime1.gtri.gatech.edu/MiME/papers/multimedia_and_learning.html 

Siriporn, Y., McLean, G. N. (2001). Theories supporting transfer of training. Human Resource Development Quarterly,12, 195-208.

Magnuson, C. S. & Starr, M. F. (2000). How early is too early to begin life career planning? The importance of the elementary school years. Journal of Career Development, 27, 89-101.
Course Prerequisites: Students have responsibility to ensure they are properly enrolled in classes.  You are advised to review your official class schedule (using Web for Students) during the first two weeks of the semester to ensure you are properly enrolled in this class and section.  Should you find an error in your class schedule, you have until Friday, January 24, 2004 to correct the error with your advising office.  If registration errors are not corrected by this date and you continue to attend and participate in classes for which you are not officially enrolled, you are advised now that you will not receive a grade at the conclusion of the semester for any class in which you are not properly registered.
Course overview: As we know, knowledge is power. Acquiring new knowledge and managing both new and existing knowledge are two essential tasks and skills of workers today.

Learning is the tool that allows employees and employers to maintain a competitive edge in a global environment that demands high performance and excellence. Learning is the critical skill by which employees and employers create the positive change and growth necessary in today’s business environment. 

In this course, we will discuss how to maximize the positive impact of learning in organizations. Although training and employee development both expand the pool of talent in an organization, each has different goals. Training is initially provided to furnish the necessary ability or to brush up existing skills to the required level of performance in a job. Employee development, on the other hand, is intended to get people ready for their future and the organization’s future. So, although this course will likely be referred to as your “training class,” keep in mind that the emphasis is on learning, and keep in mind also that learning will encompass both training and development.
Both training and development are interactive and experientially based, so as you will come to understand, they are skills at which you can become proficient with instruction, practice, and feedback. Consequently, this course is designed to give you all three. You will be expected to read the assigned material before you come to class, and arrive in class ready to discuss the material. I will lead class discussions by presenting and explaining the material to you, and you will participate by offering examples, answering questions that I pose, and asking questions of your own. You will be provided the opportunity to practice the skill of training by training your classmates in the acquisition of a new skill, and you will receive feedback on your own attainment of course knowledge and your own performance in your group’s training module. Your grade will be composed of your performance on 3 tests, your group’s performance in creating and executing the training module, and your own performance in both the class and in your group.
Course objectives: At the end of this course, you should be able to:

1. identify and define key terms and concepts related to development and training

2. design and deliver an effective training session

3. describe and discuss how different organizational strategies and situations influence employee development and training

4. exercise oral and written communication skills

5. exercise teamwork skills

Outcome measures: As stated previously, your grade in this course will be determined by your performance on three tests, your group’s performance in creating and executing the training module, and your participation in class and in your group.

Tests: There will be 3 tests. Each will have 50 multiple choice questions covering only the corresponding material. This means that Test 1 will cover the chapters that precede it. Test 2 will cover only the chapters after Test 1 and before Test 2, and your final exam will cover only the material presented after Test 2 and before Test 3. Test questions will be both definitional and applied, and they will include material from your textbook, material from the extra readings, and material that is presented in class but is not found in either your text or the additional readings. WHETHER YOU ATTEND CLASS OR NOT, YOU WILL BE RESPONSIBLE FOR KNOWING ALL MATERIAL PRESENTED IN CLASS. I do not hand out my class notes, so if you must miss class, make arrangements with a reliable classmate from whom you can get the day’s notes.
Tests constitute 50% of your final course grade.

Group Training Project: You will work in pairs to complete your training project, for which you will be responsible for designing a training program and conducting a one-hour training module during class. The members of the class will serve as the trainees. The actual training programs will be conducted during the last few class periods. For the training project, your will:
1. Select a skill/task that you wish to teach the class. Some examples can be listening skills, remedial math or statistics, negotiation skills, performance appraisal feedback skills, business etiquette, business ethics, etc. In selecting the skill area, pick one that is performed in industry, one that most class members don’t already know how to perform, and one sufficiently complicated so that trainees cannot perform it instantly but not so complicated that it can’t be taught during a one-hour module. All tasks must be approved by me before work can begin.
2. Conduct a needs analysis. The needs assessment should consist of 3 phases. 

a. An organizational analysis will be conducted, with the class as the organization. 
   Your analysis should examine the system-wide components (e.g., climate, 
   
   management support, resources) of the organization that are relevant to training. 

b. A task analysis will be conducted. Because there are no “subject matter 
   
  
    experts” in the class, the task/KSA analysis should be conducted by observing 
 
    and/or interviewing employees who actually perform the skill/task selected in 
 
    the previous step. (For example, if you selected performance appraisal 
 
  
    feedback, you would interview managers who provide PA FB to employees. 
 
    Further information for the task analysis could be gained by using written 
 
    materials about that skill.  (If you selected teaching basic stats, you could use a 
 
    stat book.) The important tasks and KSAs should be determined during this 
 
    phase. 

c. A person analysis will be conducted by determining the abilities and skill levels 
    of the class on the skill you want to teach. Training needs should be identified 
 
    based on the results of your needs assessment.
3. Develop training objectives. The needs analysis information should be used to write training objectives for your program. The objectives should be concrete, specific, and measurable.

4. Design the training program. Use information from the needs analysis and objectives to: a) determine the best approach for conducting the training session (e.g., lecture might be better to teach stats, but role-laying might be best to teach PA FB); b) determine the appropriate training content; c) determine what is practical and feasible; and d) determine what learning principles apply to the group of trainees. Consider which techniques are most useful for teaching the skill you chose and why.

5. Administer the training. A trainer or set of trainers who will actually conduct the training session in class should be determined. Each group will have one full class period in which to conduct the training program. This means that you should pilot test your training program using people other than your classmates so that you can be sure that you are able to conduct the entire program within the time provided. If you are not able to conduct the entire training program in class, choose one piece of the training that can be reasonably conducted during the allotted time, and describe the rest of the program in your report. The group is responsible for providing all materials necessary to conduct the training program. The room is equipped with an overhead projector, a computer and projector, and video equipment.
6. Design the evaluation strategy to determine if the training program was successful. Your group will be responsible for designing the evaluation study, developing evaluation material, gathering information regarding the success of training, and analyzing the results of your program. Each trainer will have one half of a class period in which to conduct the training  evaluation. Evaluation will occur after all training sessions have been completed.
7. Write a thorough project report that summarizes the ENTIRE project. Do not assume that I know what you are talking about. If you use a technical concept, even if it came from class, define it. Do not assume that because I watched you conduct the training that you need not discuss details within your report. At minimum, your report should include:

a. A thorough description of how the needs analysis was conducted and results of the needs analysis including a list of the tasks/KSAs and their importance;

b. A list of training objectives and a description of how they were derived from the needs assessment;

c. An analysis/description of how the most appropriate approach to training was determined and what learning and motivation principles were incorporated into the program;

d. A general description of the content of the program and how training was conducted;

e. The evaluation strategy and results of the evaluation (an additional summary graph or table always helps the reader)

f. An analysis of what you learned and what you would do differently given your results.

g. A reference page and appendices that include training materials.

It should be clear in your report how each step in the process is integrated into the other steps (e.g. how was NA data used to determine objectives, design the program, and develop the evaluation strategy). Further, you should explain how the results of your training program can be used as feedback to make any necessary revisions in the program.

ALL sources and references must be fully listed and credit given where credit is due. Original materials must be identified, and borrowed items may only be used with permission of the source. Use APA style referencing. Be sure to follow the newest guidelines. If you are unsure of these, let me know. 

Remember that I am always happy to discuss your progress. In fact, I would prefer that you bring any questions to me as you encounter them. That way, I can be sure that my instructions are being interpreted correctly, and you can avoid any problems that may arise in your final grade.

Papers will be graded on content (quality, insight, comprehensiveness, appropriateness, creativity, etc.), organization (logical development of material, following directions, etc.), and writing (grammar, punctuation, spelling, readability, etc.). One-third of the total points available for this course will come from the training project.

Class Participation:  As stated previously, you will have the opportunity to earn points for participation in this class. I do not provide extra credit opportunities for upper-level courses such as these, but participation points are designed to allow you to easily increase your total points. However, these are not awarded simply for class attendance. They must be earned, and they are earned by demonstrating ACTIVE classroom participation. Your participation will include asking questions about assigned material, explaining concepts, volunteering information, responding to questions, providing examples of application of concepts to work situations, critically evaluating concepts, generating new ideas. I understand that some of you are more comfortable speaking in front of others while there are likely some of you who prefer not to. In the business world, you will not be successful if you cannot orally communicate with others, so if you are one who is reluctant to speak in class, use this class to practice the skill of oral communication that will be necessary for your present and future success. 
GRADE DETERMINATION

Exam 1

50 pts.




A
270-300 pts.

Exam 2

50 pts.




B
240-269 pts.

Test 3


50 pts.




C
210-239 pts.

Project Presentation
50 pts.




D
180-209 pts.

Project Report

75 pts.

Class Participation
25 pts.

Total Points
          300

All materials are due on the days assigned. No late reports will be accepted without a valid doctor’s, university, or employer excuse stating that you were absolutely unable to get the report to me on time. Likewise, you will only be allowed to make up a missed test if you have a valid doctor’s, university, or employer excuse stating that you were absolutely unable to attend class on test day. However, if you must miss a test without a valid excuse, you will be able to make up those lost points on the last day of class by taking an essay test. This make-up test can cover any course material presented during the semester; it may or may not cover material from the test you missed. The make-up test can only be used for one missed test.
Class attendance: All students are expected to attend class regularly and are responsible for all material covered even when they miss class. Tests will cover material that is in the textbook and also material that is presented in class but is not found in the book.  Power Point slides will be available on my website, but simply possessing a copy of them will not be enough information to perform well on the tests. They are simply a guide for you to use to follow along with the class lecture/discussion. Additionally, announcements may be made in class that may alter this syllabus, and you are responsible for knowing them. For this reason, it is to your benefit to attend class each day. If you must miss class, make arrangements to get notes from a classmate. I do not give copies of my own class notes.

Students with disabilities: In accordance with University policy, if you have a documented disability and require accommodations to obtain equal access in this course, please contact me at the beginning of the semester or when given an assignment for which an accommodation is required. Students with disabilities must verify their eligibility through the office of Student Disability Services (SDS) on the first floor of Main Hall. You can contact Kelly Kulick at ext. 287 to register with the office of SDS.

Academic Honesty: The use of intellectual property of others without attributing it to them is considered a serious academic offense. Cheating means to misrepresent the source, nature, or other conditions of your academic work (e.g., tests, papers, projects, assignments) so as to receive undeserved credit.  The use of the intellectual property of others without giving them appropriate credit is a serious academic offense.  It is the University's policy that cheating or plagiarism result in receiving a failing grade for the work or course.  Repeat offenses result in dismissal from the University.
Withdrawal: For Spring 2004, the course withdrawal deadline is Saturday, March 20, 2004.   Withdrawal before the deadline results in a "W" on the official transcript; after the deadline a grade must be calculated and reported.

Course schedule: The following is a tentative schedule for this course. Chapter assignments are subject to change as the course progresses. Any changes will be announced in class. 

	Tuesday
	Thursday

	1/13  Introduction        
         
	1/15 Ch. 1 Intro to employee T&D (Noe)
         Ch. 1 Training today       

	1/20 Ch. 2  Strategic training (Noe)
         Ch. 2 Why do you need training?

	1/22 Ch. 3 Needs assessment (Noe)
         Topics due

	1/27 Needs assessment

	1/29  Ch. 4 Learning (Noe)
         Brookfield (1995)

	2/3   Ch. 4 (Noe)
         Ch. 3 You as the actor

         Ch. 4 The audience
	2/5  Ch. 4 (Noe)
       Training objectives 

	2/10 Test 1
	2/12 Siriporn & McLean (2001)

         Ch. 5 Transfer of training (Noe)

	2/17  Ch. 5 (Noe)
         Ch. 6 Training evaluation (Noe)
         Ch. 11 The reviews
	2/19 Ch. 6  (Noe)
        Clark (1995)

	2/24   Ch. 7 Traditional training methods
          Ch. 5 Developing the script
           Ch. 6 Developing the script

          Ch. 7Developing the script

          Ch. 8 Setting the stage

          Ch. 9 Dress rehearsal

          Ch. 10 The performance
	2/26  Ch. 8 E-learning and technology   

         (Noe)
         Najjar (1996)

	3/2  Ch. 8 (Noe)
       Ch. 12 E-learning biases
	3/4  Design program


	3/9  Test 2
	3/11 Ch. 9 Employee development (Noe)


	3/16  Ch. 9 (Noe)

	3/18  Ch. 10 Special issues (Noe)

	3/23   Spring Break

	3/25  Spring Break


	3/30  Ch. 11 Career management (Noe)
         Magnusum & Starr (2000)
	4/1  Ch. 11 (Noe)

	4/6 Test 3

	4/8  Training presentation

	4/13 Training presentation
	4/15 Training presentation


	4/20 Training presentation

	4/22  Training evaluation

	4/27  Training evaluation
	4/29  Make-up test

	5/3   6:00 Final Exam (Project Report due)
	5/6


