NOTES ABOUT THE USE OF THIS FORM:

1. This form is designed to be completed on a computer.  Cells in the table below will expand to accommodate any amount of text … but we suggest that you keep the narrative as succinct as possible!
2. Please keep the use of formatting to a minimum.  Importing formatted text onto a virtual learning platform presents challenges!
3. This form assumes that the “unit of learning” is a module.  The module, in turn, would be included in a “course” (which is not referred to here).  Each module will have a series of components which have been called “units” – they may be called something different in your design (like “weeks”, or “sections”) and you are free to change the terminology.

4. In the section about the authors of and contributors to the course, we have provided space for 5 co-authors (or co-contributors).  If there were more than six people on the team, please add additional rows to the table.

5. Please ensure that you use student-friendly language.  So the intended learning outcomes will be framed using the word “you”, and not “the student”.  (This may be at odds with what you understand to be “academic” language.  The aim, in online and blended learning, is to use language that includes the student to the greatest extent possible.)

6. Please note that module-level outcomes should be “overarching” outcomes onto which the unit-level outcomes map.  You should have a few (maybe 4) module-level outcomes, and a very few (two or three at the most) unit-level outcomes for each unit.

7. The unit-level template should be copied so that there is a copy of the template for EACH unit/week/section.  Thus, if there are 15 units/weeks/sections in a module, you will copy the template 14 times and complete each copy for one unit/week/section.

8. In the unit-level template, there is a space for a detailed description of student and teacher engagement with the unit.  Here we would expect to see a “blow-by-blow” account of how the unit “hangs together”.  What happens first?  And then?  What resources would students need to access for each part of the unit’s work?  Where would they find these?  Where is collaboration expected to happen?  How is it scaffolded?  And so on?  What happens in class?  What happens online?  How do these elements build on each other?  How long should students spend on each part of the unit?

This is NOT a list of things that students (or teachers) do.  It is a detailed description of the process.

We have used a generic set of headings in the template.  You are free to change the headings to suit the particular unit, but you are not free to ignore any of the required information.

Be sure, when completing the unit-level template to contextualise the content … by which we mean that content needs to be grounded in real life – even mathematical equations need to be demonstrably linked to real life!  A student needs to know why they are engaging with the content.

There are 2 templates on the following pages.  The Module-level template should be completed once, and the Unit-level template should be completed in respect of each of the Units in the Module
MODULE-LEVEL TEMPLATE 

	Details of institution that has developed the module

	Name of University
	University of Rwanda

	Name of institutional contact
	Dr Andre Muhirwa

	Email address of institutional contact
	andre.muhirwa@gmail.com 


	Details of Creative Commons licence (https://creativecommons.org/licenses/)

	Licence type
	This module of Human Resource Management and related material is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License


	Details of the authors of/contributors to the course and their role (You can delete any sections that don’t apply.)

	Original author (if applicable)
	N/A

	Lead author (+ email address)
	Musemakweli Phocas (musephoc@yahoo.fr)

	Responsible for:
	Module developer and Module Leader

Providing guidelines on Blended learning course development and facilitate the course development

	Co-author/co-contributor
	Kaviira Annet (annka888@yahoo.fr)

	Responsible for:
	Course development

	Co-author/co-contributor
	Mukanama Laurence (mknmlaur@yahoo.fr)

	Responsible for:
	Course development

	Co-author/co-contributor
	Buregeya Pascal (bupa68@yahoo.fr)

	Responsible for:
	Course development

	Co-author/co-contributor
	Sindayigaya Aimable Benjamin (sindaimable84@gmail.com)

	Responsible for:
	Course development

	Co-author/co-contributor
	Birekeraho Safari John (safarijohn96@yahoo.com)

	Responsible for:
	Course development

	
Co-author / co-contributor
	Bcakungeri Jean Claude (cbicakungeri@gmail.com)

	                            Responsible for:
	Course development

	Co-author /co-contributor
	Gafaranga Brigitte (brigittegafaranga@gmail.com)

	
Responsible for:
	Course development

	Co-author /co-contributor

Responsible for:
	Karasira Alain Claude (alarickara@gmail.com)

	
	Course development

	
 Co-author /co-contributor
	Uwamahoro Alexis (uwamahoro231@yahoo.fr)

	
Responsible for:
	Course development


	Information regarding format of material to upload onto the OER Africa repository

	Primary resource (Not PDF)
	MS Word format

	Will a Moodle common cartridge be uploaded as well?
	YES


(A Moodle common cartridge is a .ZIP file of your module – if it is created in Moodle – that can be imported into another university’s Moodle platform.)
	Course details

	Module title:
	HUMAN RESOURCE MANAGEMENT

	Under- or Post-graduate?
	Under-graduate
	Year of study:
	Year Two

	Class contacts time (hours):
	20
	Number of credits:
	10

	Private/online study hours:
	80
	Number of weeks of study:
	12

	Total student learning hours:
	100
	Number of units of study:
	8


	Programme(s) which might include this Module:
	Entrepreneurship, Economics, Education and any other option related to entrepreneurship and management in the region

	Pre-requisite student abilities and knowledge:
	Knowledge and abilities in computer skills

Knowledge in general management

	Pre-requisite (or co-requisite) modules:
	Introduction to Management

Business Communication

Labour law and other related modules in the region


	Aim of the module:
	The aim of this module is to support you to develop Human Resource Management (HRM) knowledge and skills.  The information that underpins the knowledge will be of use to you as you discover the body of legislation related to HRM.  The skills that you develop will equip you to deal with employees in an organization in the day-to-day functions of HRM.  Both knowledge and skills are informed by the integral values that underlie workplace ethics

	Brief description of module:
	In this module, you will discover the knowledge, skills and attitudes essential to the practices of human resource management.  The curriculum leads you through the roles and responsibilities of human resource personnel.  Based on the “real-life” process of employment, you will learn how to assess the employment needs of the organisation, to formulate job descriptions and job specifications, and to manage job evaluations.  Leading on from organisational needs, you will explore the recruitment process, as well as the responsibility of developing, motivating and evaluating employees.

Organisational culture is in a constant state of flux.  In this module, you will discover the value of being a “lifelong learner” – someone with a mindset that seeks to stay up to date with the latest developments in their field.  In human resource management this would include staying up-to-date on current thinking in both organisation management and engaging with employees. 



	Intended learning outcomes:
	At the end of this module, you will be able to:

1. Explain the key concepts and theories of Human Resource Management (HRM)

2. Apply the human resources principles and practices in your organisation’ daily life.

3. Demonstrate the mission of Human Resource Management in achieving organizational and individual goals

	Indicative content:
	1. Human Resource Management concepts

2. Human Resource Planning (HRP)

3. Employee recruitment and selection

4. Employee training and career development
5. Performance management

6. Employee motivation & retention

7. Compensation and benefits

8. Safety and health at work

	Form of final/summative assessment:
	1. Online quizzes: 20%

2. Practical: 20%

3. Participation: 10% 

4. Final examination: 50% students having successful passed continuous assessment Test


	Assessment of module-level learning outcomes

	Module-level learning outcome
	Module assessment task

	1. Explain the key concepts and theories of Human Resource Management (HRM)
	E-tivity 1.1, E-tivity 1.2, E-tivity 1.3, E-tivity 2.1, E-tivity 4.1, E-tivity 4.2, E-tivity 6.1, E-tivity 8.1, E-tivity 8.1, E-tivity 8.2, E-tivity 8.3.

	2. Apply the human resources principles and practices in your organisations’ daily life.
	E-tivity 2.1, E-tivity 2.2, E-tivity 2.3, E-tivity 3.1, E-tivity 3.2, E-tivity 3.3, E-tivity 4.2, E-tivity 4.3, E-tivity 5.1, E-tivity 5.2, E-tivity 5.3, E-tivity 6.1, E-tivity 6.2, E-tivity 6.3, E-tivity 7.1, E-tivity 7.2, E-tivity 7.3, E-tivity 8.1, E-tivity 8.2

	3. Demonstrate the mission of Human Resource Management in achieving organizational and individual goals
	E-tivity 4.3, E-tivity 5.3, E-tivity 6.3, E-tivity 7.1, E-tivity 7.2, E-tivity 7.3, E-tivity 8.2, E-tivity 8.2


	Significant features or elements of module

	1. This module of Human Resource Management is taught to the students of entrepreneurship, management and related subjects in various departments from universities in the region. 

2. It is an important module that requires emphasis as the students, after their graduation will be called to manage human resources in different types of organisations.

3. Human Resource Management module has to be emphasized on since proper management of people needs appropriate skills  

4. It is taught in blended learning mode of delivery (online and face to face).

5. It is made of both theoretical components and practical case studies




	Student profile in the context of this module:

	What is the target group of students who would do this module?
	Students taking Entrepreneurship, Economics, management, Education and related subject within the region

	What skills should a student have already mastered before starting this Module?
	General management skills from their different life trajectory, steps and abilities to manipulate IT gadgets in general

	What prior knowledge of the subject matter should a student have?
	Introduction to Management; Business communication, labour law and related modules in the region


	Non-expert support:

	What skills and prior knowledge of the subject matter

should facilitators have already mastered before starting to deliver this Module?
	Having been trained in Online pedagogy 

Having digital capabilities

	What skills does support staff   need in order to support the delivery of this module?
	ICT skills and digital capabilities


	Quality assurance matters

	How will feedback on module be obtained from students?
	The feedback from students on this module will be obtained through the discussion forum around specific topics created on the eLearning platform. We will set a google form to be filled anonymously by the students for the evaluation of the module. We will also use social media networking, chatting, WhatsApp and emails groups. 

As the feedback on each unit is obtained every week, the feedback on the whole module will be obtained after the 12th week of teaching, meaning the last week of teaching.

	How will student feedback be used to improve module?
	The progressive feedback provided by students will help facilitators to readapt the facilitation for the next units and the feedback at the end will help to review the module for the next academic year. This will be done during the time separating two successive academic years

	A certificate, signed by the university’s Head of Quality Assurance, confirming that the module meets the requirements of the PEBL QA rubric is attached.
	       Yes


END OF MODULE – LEVEL TEMPLATE

UNIT-LEVEL TEMPLATE

	Unit-level overview
	Unit
	1. 

	Unit name:
	HUMAN RESOURCE MANAGEMENT CONCEPTS

	Aim of the unit:
	The aim of this unit is to provide you with basic understanding of concepts, theories, principles, functions and practices relevant to human resource management in organization.

	This unit covers:
	This unit is designed to cover:

1.  Scope and features of Human Resource Management

2. Role, qualities and functions of Human Resource Management

3. Environmental factors of Human Resource Management

	Intended learning outcomes:
	At the end of this topic, you will be able to:

1. Describe the scope and features of Human Resource Management

2. Discuss the role, qualities and functions of Human Resource Management

3. Explain the environmental factors impacting Human Resource Management


	Overview of student activity:
	You will be engaged in different activities including readings, discussion forums, quizzes and assignments


	Constructive alignment of unit level outcomes with module level outcomes, learning activities and assessment
(Pressing <Tab> at the end of the table will provide additional rows in the table, if required.)

	Intended unit learning outcomes:
	No of module-level outcome
	Activity where students engage with this outcome
	Where and how is this outcome assessed?

	At the end of this unit, you will be able to:

	1. Describe the scope and features of Human Resource Management
	1
	E-tivity 1.1


	Assessment 1.1:

To assess outcome 1, you will attempt individual assignment 1.1 by answering assay questions uploaded on E-platform and submitting your work by uploading a word document on the same E-platform to allow your facilitator to assess your work.

	2. Discuss the role, qualities and functions of Human Resource Management
	1
	E-tivity 1.2


	Assessment 1.2:

To assess outcome 2, you will be required to participate in discussion forum 1.1 by posting your opinions in a discussion forum and commenting on others’ opinions.

	3. Explain the environmental factors impacting Human Resource Management
	1
	E-tivity 1.3
	Assessment 1.3:

To assess outcome 3, you will attempt quiz 1.1 by individually answering assay questions uploaded on E-platform and submitting your work by uploading a word document on the same E-platform to allow your facilitator to assess your work. 


	Detailed explanation of ALL student and teacher engagement with the unit:

(This should be presented in the order that the activities take place.  So if students do work online before coming to the lecture, that should be shown ahead of what happens in class.

If there is more than one opportunity for face-to-face contact, or more than one online task, there should be a separate section for each instance, and they should be presented in the template in the same order that students encounter them.)

Content – such as lecture material – can EITHER be shown here OR added as clearly identifiable addenda to the document.  If you plan to use addenda, you should ensure that these are cross-referenced in this section.)



	Module-level outcomes addressed:

	Outcome 1. Explain the key concepts and theories of Human Resource Management (HRM)

	Purpose of the unit:

	This unit aims at providing you with the basic knowledge and skills required to successfully manage Human Resources in an organization. 

	Over to you: (a description of the process of the section)

	You will be introduced to:

1. Scope and features of Human Resource Management

2. Role, qualities and functions of Human Resource Management

3. Environmental factors of Human Resource Management

You will also be required to attempt the following unit E-tivities: 

E-tivity 1.1: Assignment 1.1: Essay questions

E-tivity 1.2: Discussion Forum 1.1

E-tivity 1.3: Quiz 1.1 

	Pre-topic activity:
	 Number of hours
	N/A

	N/A

	Face to face time: (if applicable)
	Number of hours
	3

	You will meet your facilitator and discuss the challenges you met and needed clarifications. This will happen during the time provided for in the teaching and learning academic calendar during two hours.

	Online activity:
	Number of hours
	8

	What should students do?
	E-tivity 1.1 [ 1hour 30]
Assignment 1.1: You have to read 3 uploaded materials: For material 1 and 2 read the whole document, material 3 read from page 1 to 16 

After reading provided materials, individually answer essay questions uploaded on E-platform.  You will submit your work by uploading a word document on the same E-platform to allow your facilitator to assess it and provide feedback.

1. http://www.dspmuranchi.ac.in/pdf/Blog/abcdefgmailcomunit%2011.pdf   

2. https://www.pearsonhighered.com/assets/samplechapter/0/2/7/3/0273740989.pdf 
3. https://brauss.in/hrm-basic-notes.pdf 
Tasks: Essay questions

1. Discuss the difference between Human resource management and strategic Human Resource Management.
2. Identify the Characteristics of HRM
3. Define and discuss major HRM activities.

E-tivity 1.2 [ 1 hour]
You will be required to participate in discussion forum 1.2 about the statement below by posting your opinions in a discussion forum and commenting on others’ opinions.

Task: Discussion forum 
State arguments for and against the following statement: ʺThere are other things more valuable in an organization besides the people who work there”.

E-tivity 1.3 (30 minutes)

You should read all uploaded materials and attempt quiz 1.1 uploaded on E-platform by choosing the right answers from different provided options.

Task: Multiple choice questions

1. Meaning of Hhuman Resource Management 
a) Function of analyzing and identifying the needs for and availability of human resources

b) Function of match an organization’s needs to the skills and abilities of its employees

c) A staff function, line function and accounting function

d) A systematic way of designing and determination of the worth of a job 

2. Tools a company uses to manage employees are? 

a) HR tools 

b) HR practices 

c) HR challenges 

d) HR department 

3. Which of the following is NOT one of the main HRM operational functions?

a) Maintenance and motivation

b) Employee procurement

c) Industrial relations

d) Controlling 

4. Designation, location and job-related duties are mentioned in the:

a) Job design

b) Job specification

c) Jon analysis

d) Job description

5. The first step of HR management cycle:
a) Human resource planning
b) Job analysis
c) Recruitment
d) Employee integration 
6. Which of the following human resource management responsibilities ensures HRM system to be consistent with each other and with other elements of organizational architecture?

a) Human resource strategy development

b) Setting employment standards and policies 

c) The relationship or integration between an organization’s senior managers

d) The relationship or integration between operational functions and policies

7. Which of the following is not an internal factor affecting Human Resource Management?

a) Organizational Strategy

b) Organizational human resource strategy

c) Size of the organization

d) None of the above



	Where do they do it?
	On E-learning platform using your computer or other electronic gadgets. 

	By when should they do it?
	You will cover the whole unit during the first week in the following way:

· 3hrs of reading of materials; 

· 1hr 30 of attempting E-tivity 1.1.;

· 1hr of attempting E-tivity 1.2;

· 30 min of attempting E-tivity 1.3; and

· 2hrs of face to face under the guidance of a facilitator  

	E-moderator/tutor role

	He /she monitors the discussions in the discussion forum and provides feedback on your submitted work. He/she will facilitate face to face session. 

	How are the learning outcomes in this unit assessed?
	 Number of hours
	3

	The learning outcomes will be assessed through formative assessment comprising of discussion forums, quizzes and assignments 

	How does this section link to other sections of the module?

	Provides a brief orientation to the topics covered in the module. As a first unit, this will provide the key concepts and theories that will be used across all other units. 


	= Total number of hours
	14


	Some important questions

	Which learning resources/ references will scaffold the students’ learning?
	1. https://open.lib.umn.edu/humanresourcemanagement/chapter/1-1-what-is-human-resources/  

2. https://open.lib.umn.edu/humanresourcemanagement/chapter/1-2-skills-needed-for-hrm/
3. https://open.lib.umn.edu/humanresourcemanagement/chapter/1-3-todays-hrm-challenges/
4. https://open.lib.umn.edu/humanresourcemanagement/
5. https://www.emeraldgrouppublishing.com/products/books/series.htm?id=0742-7301
6. https://www.dovepress.com/how-human-resource-management-practices-translate-into-sustainable-org-peer-reviewed-fulltext-article-PRBM 
7. http://www.dspmuranchi.ac.in/pdf/Blog/abcdefgmailcomunit%2011.pdf 

8. https://www.pearsonhighered.com/assets/samplechapter/0/2/7/3/0273740989.pdf
9. https://brauss.in/hrm-basic-notes.pdf
10. https://archive.mu.ac.in/myweb_test/M.Com.%20Study%20Material/Human%20Res.%20Management%20-%20M.%20Com%20-%20I.pdf 

	How are students enabled to access the resources?
	You are given credentials on the eLearning platform to be enabled to access the resources. 

	Where in this unit are students expected to work collaboratively?
	You are expected to work collaboratively on the eLearning platform through discussion forum and will be invited to share with the facilitator any special learning difficulty.

	How has an inclusive approach been incorporated in this unit?
	Inclusive approach is incorporated in this unit through your active participation in the discussion forum and you are invited to share with your facilitator any special learning difficulty. 



	How will feedback on unit be obtained from students?
	A forum will be created on E-learning platform with the aim of providing feedback on how you have experienced this unit teaching methodology, unit assignments as well as unit grading. To provide the feedback you will answer the following questions:

· Is the organization and presentation of unit materials satisfactory?

· Have you enjoyed the unit teaching methodology, activities and grading?

· Have you achieved the unit intended outcomes?

· What are you suggesting to be improved?

	How will student feedback be used to improve unit?
	The feedback that you will provide will help the module development team to revise the unit for the next academic year

	At which point(s) will students receive formative feedback on the work they have done in the unit?
	· The feedback on assignment 1.1. will be provided within two days after the deadline of submission.

· The feedback on discussion forum 1.1 will be provided progressively in reference to your contributions to the topic.

· The feedback on quiz 1.1 will be provided automatically.   


END OF UNIT ONE
	Unit-level overview
	Unit
	2. 

	Topic name:
	HUMAN RESOURCE PLANNING 

	Aim of the topic:
	The aim of this unit is to equip you with the skills that will help you to understand the concept of planning and to consider its value in planning process

	This topic covers:
	This unit is designed to cover:

1. The strategic planning in Human resource management

2. The writing of the Human Resource plan

3. Tips in human resources planning

4. The importance of planning for an organization

	Intended learning outcomes:
	At the end of this topic, you will be able to:

1. Define the steps in strategic human resources planning

2. Describe the steps in the development of a Human Resources plan

3. Explain the aspects needed to create a usable and successful Human Resource plan

4. To describe the importance or human resource planning


	Overview of student activity:
	You will be engaged in different activities including readings, forums of discussion, practical activities and assignments


	Constructive alignment of unit level outcomes with module level outcomes, learning activities and assessment
(Pressing <Tab> at the end of the table will provide additional rows in the table, if required.)

	Intended unit learning outcomes:
	No of module-level outcome
	Activity where students engage with this outcome
	Where and how is this outcome assessed?

	At the end of this unit, you will be able to:

	1. Define the steps in strategic human resources planning
	1
	E-tivity 2.1
	Assessment 2.1:  
Kindly read any two resources.  We will assess this outcome on line.  You will produce a report on the readings done online and post that report on the discussion board and the moderator will give you comments as feedback. You will do the quiz given to you. This activity will be submitted two days after the unit is taught.

	2. Describe the steps in the development of a Human Resources plan
	2
	E-tivity 2.1 

E-Tivity 2.2
	Assessment 2.2:

 You will read any three resources. We will assess this outcome online.  You will produce a report on the readings done online and post that report on the discussion board. You will also do the provided assignment.  The e-moderator will give you comments on line. This activity will be submitted three days after the unit is taught.

	3. Explain the aspects needed to create a usable and successful Human Resource plan
	2
	E-tivity 2.1

E-tivity 2.2

E-tivity 2.3
	Assessment 2.3:

After reading any three resources, kindly answer various online questions of quiz, assignment and discussion forum. This activity will be submitted   four days after the unit is taught.


	Detailed explanation of ALL student and teacher engagement with the unit:

(This should be presented in the order that the activities take place.  So if students do work online before coming to the lecture, that should be shown ahead of what happens in class.

If there is more than one opportunity for face-to-face contact, or more than one online task, there should be a separate section for each instance, and they should be presented in the template in the same order that students encounter them.)

Content – such as lecture material – can EITHER be shown here OR added as clearly identifiable addenda to the document.  If you plan to use addenda, you should ensure that these are cross-referenced in this section.)

	Module-level outcomes addressed:

	Outcome 1. Explain the key concepts and theories of Human Resource Management (HRM)

Outcome 2. Apply the human resources principles and practices in the students’ organisations’ daily life.

	Purpose of the unit:

	This unit aims to provide you with the basic knowledge on the introduction to the human resources strategic plan creation and the strategic plan analysis and how to write a human resource plan.  It will also provide you with the understanding of the parts of human resources planning and their interdependence, their complementarily and the importance of this principle as well.  It will allow you to understand the current environmental influences of Human Resource Management.

	Over to you: (a description of the process of the section)

	You will be introduced to principles that are used by the Human Resource department during the organisation planning process

	Pre-topic activity:
	 Number of hours
	1

	Looking into some strategic planning formats from various organisations

	Face to face time: (if applicable)
	Number of hours
	2

	You will meet your facilitator and discuss some of your expectations and challenges in this unit. You will also explore together some strategic planning frameworks from various organisations. This will happen on the time provided for in the teaching and learning academic calendar during two hours.

	Online activity:
	Number of hours
	6

	What should students do?
	From the teams of 5 students each proposed by your module facilitators, do the following and post your answers on the e-learning platform: 

E-tivity 2.1 [2 hours]
The purpose of this E-tivity 2.1 is to allow you to get introduction to the human resources strategic plan creation and the strategic plan analysis and how to write a human resource plan. 

Read any two from the following resources:

1. https://open.lib.umn.edu/humanresourcemanagement/part/chapter-2-developing-and-implementing-strategic-hrm-plans/
2. https://open.lib.umn.edu/humanresourcemanagement/chapter/2-1-strategic-planning/ 

3. http://ideas.repec.org/s/dgr/uvatin.html.

4. http://hbr.org/2006/09/how-to-fix-hr/ar/1.

5. http://findarticles.com/p/articles/mi_m3495/is_n3_v43/ai_20514399.

6. http://www.goingforhr.be/extras/web-specials/hr-according-to-dave-ulrich#ppt_2135261.

Tasks: 

2.1.1 Quiz   

1. Explain the difference between Human Resource Plans and Human Resource Management strategic plans? 
2. Describe their similarities.
3. Describe their differences.

2.1.2 Assignment 

Which area of HRM do you think is the most important?
2. 1.3 Discussion form 
Rank the areas of HRM and discuss the reasons for your rankings.
E-tivity 2.2 [2 hours]
The purpose of this E-tivity 2.2 is to allow you to understand the parts of human resources planning and their interdependence, their complementarity and the importance of this principle as well.

Read any two from the following resources:

1. https://open.lib.umn.edu/humanresourcemanagement/part/chapter-2-developing-and-implementing-strategic-hrm-plans/
2. https://open.lib.umn.edu/humanresourcemanagement/chapter/2-2-writing-the-hrm-plan/
3. http://www.jobsinminneapolis.com/articles/title/How-Long-Does-an-Interview-Process-Take/3500/422.

4. http://wjbc.com/illinois-state-university-faculty-to-get-salary-bump
Task:

2.2.1 Quiz 

1. Describe the part of Human Resources planning the most difficult according to you
2. Explain the reasons why you think this part is the most difficult.
2.2.2 Assignment 

1. Describe the part of Human Resources planning you enjoy the most

2. Provide the reasons why you why you enjoy it

2.2.3 Discussion forum

Discuss the reasons why it is important to plan your staffing before you start to hire 
people?
E-tivity 2.3 [2 hours]
The purpose of this E-tivity 2.3 is to allow you to understand the current environmental influences of Human Resource Management.

Read any three from the following resources:

1. https://open.lib.umn.edu/humanresourcemanagement/part/chapter-2-developing-and-implementing-strategic-hrm-plans/
2. https://open.lib.umn.edu/humanresourcemanagement/chapter/2-3-tips-in-hrm-planning/ 

3. http://www.istockanalyst.com/business/news/5283887/ibm-automates-parsing-of-resumes.
Task:

2.3.1 Quiz 

1. What are some ways a Human Resource Manager can keep up on 
legislative changes? 
2. Describe the components of a Human Resource Management plan
2.3.2 Assignment 

1. Why is it important to be able to measure strategic plans?

2. What might happen if you don’t?

	Where do they do it?
	From their computers or other electronic gadgets

	By when should they do it?
	By the two days before the similar day to which the unit is taught at 23h00

	E-moderator/tutor role

	He/she monitors the discussions in the discussion forum and provides feedback on students’ submitted work. He/she supervises students during practical hands-on work.

	How are the learning outcomes in this unit assessed?
	 Number of hours
	3

	The learning outcomes will be assessed through formative assessment at the end of this unit and there will be summative assessment at the end of the module.

	How does this section link to other sections of the module?

	This second unit will provide the essentials of planning in human resources department, a function which affects other functions that are and/or will be developed across all other units. It will also be linked to others by the same pedagogy that will be used across the whole module units


	= Total number of hours
	12


	Some important questions

	Which learning resources/ references will scaffold the students’ learning?
	For the purpose of this unit, you can read some of your choice among the following resources 

1. https://open.lib.umn.edu/humanresourcemanagement/part/chapter-2-developing-and-implementing-strategic-hrm-plans/ 

2. https://open.lib.umn.edu/humanresourcemanagement/chapter/2-1-strategic-planning/ 

3. https://open.lib.umn.edu/humanresourcemanagement/chapter/2-2-writing-the-hrm-plan/
4. http://www.jobsinminneapolis.com/articles/title/How-Long-Does-an-Interview-Process-Take/3500/422.

5. http://wjbc.com/illinois-state-university-faculty-to-get-salary-bump.

6. https://open.lib.umn.edu/humanresourcemanagement/chapter/2-3-tips-in-hrm-planning/ 

7. http://www.istockanalyst.com/business/news/5283887/ibm-automates-parsing-of-resumes
8. http://ideas.repec.org/s/dgr/uvatin.html.

9. http://hbr.org/2006/09/how-to-fix-hr/ar/1.
10. http://findarticles.com/p/articles/mi_m3495/is_n3_v43/ai_20514399.

11. http://www.goingforhr.be/extras/web-specials/hr-according-to-dave-ulrich#ppt_2135261
12. https://open.lib.umn.edu/humanresourcemanagement/
13. https://www.emeraldgrouppublishing.com/products/books/series.htm?id=0742-7301
14. https://www.dovepress.com/how-human-resource-management-practices-translate-into-sustainable-org-peer-reviewed-fulltext-article-PRBM 

	How are students enabled to access the resources?
	You will be given credentials on the e-Learning platform to be enabled to access the resources. You will also be refreshed on the usage of the e-Learning platform

	Where in this unit are students expected to work collaboratively?
	You are expected to work collaboratively on the eLearning platform either from your own location or in computer labs and/or both.

	How has an inclusive approach been incorporated in this unit?
	Inclusive approach is incorporated in this unit by inviting each student to share with the facilitator any special learning difficulty. Group works will be formed to help students with special needs.

	How will feedback on unit be obtained from students?
	The feedback that you will provide on this unit will be obtained through discussion forum around specific topics created on the eLearning platform. We will set a google form that you will fill anonymously for the evaluation of this unit.

	How will student feedback be used to improve unit?
	The feedback that you will provide will help the module development team to revise the unit for the next academic year.

	At which point(s) will students receive formative feedback on the work they have done in the unit?
	Considering the fact that this unit is taught within one week, the formative feedback on your work will be provided within one week from the day you have completed all activities at 23h00


END OF UNIT TWO

	Unit-level overview
	Unit
	3

	Topic name:
	EMPLOYEE RECRUITMENT AND SELECTION



	Aim of the topic:
	The aim of this unit is to equip you with knowledge, skills and attitudes that will help you to consider during the process of hiring staff.

	This topic covers:
	This unit is designed to cover:

1. The recruitment processes

2. Job analysis and job description

3. Recruitment strategy

4. Internal and external recruitment

5. The selection processes

6. The selection strategies and models

7. Recruitment and selection techniques and methods

	Intended learning outcomes:
	At the end of this unit, you will be able to:

1. Discuss human resource management forecasting strategies.

2. Explain the employee recruitment and selection functions.

3. Describe recruitment and selection techniques and methods


	Overview of student activity:
	You will be engaged in different activities including readings, discussion forum, practical activities and assignments


	Constructive alignment of unit level outcomes with module level outcomes, learning activities and assessment
(Pressing <Tab> at the end of the table will provide additional rows in the table, if required.)

	Intended unit learning outcomes:
	No of module-level outcome
	Activity where students engage with this outcome
	Where and how is this outcome assessed?

	At the end of this unit, you will be able to:

	1. Discuss human resource management forecasting strategy
	2 
	E-tivity 3.1


	Assessment 3.1:

This outcome is assessed online.  You will produce a report on the readings done online and post that report on the discussion forum and the facilitator will give you comments.

	2. Explain the employee recruitment and selection functions
	2
	E-Tivity 3.2
	Assessment 3.2:

To assess outcome 2, you will attempt quiz 3.2 by individually answering assay questions uploaded on E-platform and submitting your work by uploading a word document on the same E-platform to allow your facilitator to assess your work.

	3. Describe recruitment and selection techniques and methods
	2
	E-tivity  3.3
	Assessment 3.3:

This outcome is assessed online.  You will give answers to various questions of the online quiz and assignment


	Detailed explanation of ALL student and teacher engagement with the unit:

(This should be presented in the order that the activities take place.  So if students do work online before coming to the lecture, that should be shown ahead of what happens in class.

If there is more than one opportunity for face-to-face contact, or more than one online task, there should be a separate section for each instance, and they should be presented in the template in the same order that students encounter them.)

Content – such as lecture material – can EITHER be shown here OR added as clearly identifiable addenda to the document.  If you plan to use addenda, you should ensure that these are cross-referenced in this section.)



	Module-level outcomes addressed:

	Outcome 2. Apply the human resources principles and practices in the students’ organisations’ daily life.

	Purpose of the unit:

	This unit aims to provide the basic knowledge on human resources recruitment and selection. It allows you to understand the process, strategies, models, techniques and methods of hiring according to the organisation mission and values, the challenges and actions to be taken and then various steps and tips that are used during the recruitment and selection process.

	Over to you: (a description of the process of the section)

	You will explore the principles that are used by the Human Resource department during the organisation recruitment and selection of employees.

	Pre-topic activity:
	 Number of hours
	1

	Watch the following videos:  

1. https://www.youtube.com/watch?v=kwAMMMxfWbE  

2. https://www.youtube.com/watch?v=CumOvDWnUDY 

	Face to face time: (if applicable)
	Number of hours
	2

	You will meet your facilitator and discuss some of your expectations and challenges in this unit. You will also explore together some key aspects and rules to consider during the recruitment and selection of employees. This will happen during the time provided for in the teaching and learning academic calendar during two hours.

	Online activity:
	Number of hours
	6

	What should students do?
	Accomplish the following e-tivities and post your answers on the e-learning platform by three days of completion of the unit.
E-tivity 3.1 [2 hour

The purpose of this E-tivity 3.1 is to help you understand different Human Resource forecasting strategies

Task
 Discussion forum 3.1 

Describe different strategies that are used in Human Resource Management forecasting

E-tivity 3.2 [2 hours]
The purpose of this E-tivity 3.2 is to allow you to understand the recruitment and selection strategies, models and the selection strategies for the organisation effectiveness and efficiency.

Read any two from the following resources:

1. http://www.kvue.com/news/local/AFD–124452379.html.

2. http://www.nytimes.com/2010/06/27/business/27corner.html?scp=1&sq=Selander&st=cse&pagewanted=1.

3. http://www.ihdcorp.com/articles-hr/pre-employment-testing.htm.

4. http://www-03.ibm.com/employment/start_university.html.

5. http://www.inc.com/guides/2010/04/social-media-recruiting.html.

6. http://knowledge.wpcarey.asu.edu/article.cfm?articleid=1620.

7. http://www.ere.net/2002/02/21/improving-your-employee-referral-program-and-justifying-your-investment.

8. http://mashable.com/2011/06/11/social-media-recruiting.

9. http://www.sodexousa.com/usen/newsroom/press/press09/sncrexcellenceaward.asp.

10. http://www.americasbestcompanies.com/magazine/articles/going-above-and-beyond.aspx.

11. http://www.ere.net/2009/04/13/amazing-practices-in-recruiting-ere-award-winners-2009-part-1-of-2.

Tasks:

Individual Quiz 

1.  What components are included in the selection process? Which one do you think is the most important?

2. Discuss any four recruitment strategies
3. Explain any three selection models.
E-tivity 3.3 [2 hours]
The purpose of this E-tivity 3.3 is to allow you to understand the employment recruitment and selection techniques and methods.

Read any two from the following resources: 

1. https://apps.opm.gov/ADT/ContentFiles/SIGuide09.08.08.pdf.

2. http://www.bnet.com/blog/business-myths/3-interview-questions-that-could-cost-your-company-1-million/791.

3. http://jobs.aol.com/articles/2010/06/15/interview-bias/
4. http://www.forbes.com/2006/02/15/employment-careers-interviews-cx_sr_0216bizbasics.html.

5. http://www.eeoc.gov/policy/docs/factemployment_procedures.html.

6. http://www.nypdrecruit.com/exam-center/exam-overview.

7. http://www.fastcompany.com/blog/kit-eaton/technomix/if-youre-applying-job-censor-your-facebook-page. 

8. http://www.quintcareers.com/pharmaceutical_sales_careers.html.

9. http://www.columbiatribune.com/news/2011/aug/02/mu-health-care-to-renew-satisfaction-effort/.

Task

Individual assignment 

1. Develop a list of five examples (not already given in the chapter) of situational and behavioural interview questions.

2. Explain the major techniques and methods that are used in the employment recruitment and selection process.

	Where do they do it?
	From their computers or other electronic gadgets

	By when should they do it?
	By the two days before the similar day to which the unit is taught at 23h00

	E-moderator/tutor role

	He /she monitors the discussions in the discussion forums and provides feedback on your submitted work. He/she will facilitate face to face sessions.

	How are the learning outcomes in this unit assessed?
	 Number of hours
	2

	The learning outcomes will be assessed through formative assessment at the end of this unit and there will be summative assessment at the end of the module.

	How does this section link to other sections of the module?

	This third unit will provide the main components of the recruitment and selection, activities that are determinants to fulfil all other activities which may be executed in the human resources department. Those activities are described across other units of this module. In addition, the online pedagogy and digital capabilities will be the ones to be used throughout all the units of this module.

	= Total number of hours
	11


	Some important questions

	Which learning resources/ references will scaffold the students’ learning?
	Read any two from the following resources for the purpose of this unit, but whenever you have time, you can read further:
1. http://www.inc.com/guides/2010/04/social-media-recruiting.html
2. http://knowledge.wpcarey.asu.edu/article.cfm?articleid=1620.

3. http://www.ere.net/2002/02/21/improving-your-employee-referral-program-and-justifying-your-investment.

4. http://mashable.com/2011/06/11/social-media-recruiting.

5. http://www.sodexousa.com/usen/newsroom/press/press09/sncrexcellenceaward.asp.

6. http://www.americasbestcompanies.com/magazine/articles/going-above-and-beyond.aspx.

7. http://www.ere.net/2009/04/13/amazing-practices-in-recruiting-ere-award-winners-2009-part-1-of-2.

8. https://apps.opm.gov/ADT/ContentFiles/SIGuide09.08.08.pdf.

9. http://www.bnet.com/blog/business-myths/3-interview-questions-that-could-cost-your-company-1-million/791.

10. http://jobs.aol.com/articles/2010/06/15/interview-bias/.

11. http://www.forbes.com/2006/02/15/employment-careers-interviews-cx_sr_0216bizbasics.html.

12. http://www.eeoc.gov/policy/docs/factemployment_procedures.html.

13. http://www.nypdrecruit.com/exam-center/exam-overview.

14. http://www.fastcompany.com/blog/kit-eaton/technomix/if-youre-applying-job-censor-your-facebook-page. 

15. http://www.quintcareers.com/pharmaceutical_sales_careers.html.

16. http://www.columbiatribune.com/news/2011/aug/02/mu-health-care-to-renew-satisfaction-effort/

	How are students enabled to access the resources?
	You are given credentials on the eLearning platform to be enabled to access the resources. 

	Where in this unit are students expected to work collaboratively?
	You are expected to work collaboratively on the eLearning platform through discussion forum and will be invited to share with the facilitator any special learning difficulty.

	How has an inclusive approach been incorporated in this unit?
	Inclusive approach is incorporated in this unit by inviting each student to share with the facilitator any special learning difficulty. Group works will be formed to help students with special needs.

	How will feedback on unit be obtained from students?
	A forum will be created on E-learning platform with the aim of providing feedback on how you have experienced this unit teaching methodology, unit assignments as well as unit grading. To provide the feedback you will answer the following questions:

· Is the organization and presentation of unit materials satisfactory?

· Have you enjoyed the unit teaching methodology, activities and grading?

· Have you achieved the unit intended outcomes?

· What are you suggesting to be improved?

	How will student feedback be used to improve unit?
	The feedback you will provide will help the module development team to revise the unit for the next academic year.

	At which point(s) will students receive formative feedback on the work they have done in the unit?
	Considering the fact that this unit is taught within one week, the formative feedback on the work done will be provided one day after the day they did all activities at 23h00 of the next week from which the unit was taught


END OF UNIT THREE

	Unit-level overview
	Unit
	4

	Topic name:
	EMPLOYEE TRAINING AND CAREER DEVELOPMENT

	Aim of the unit:
	This unit aims at providing you with knowledge and understanding related to employee training and career development. 

	This unit covers:
	This unit intends to cover:

1. Meaning of employee training and career development

2. Difference between career development and training

3. Objectives and Importance of training and career development

4. Methods of training and development  

5. The impact of training and development on employee performance
6. The stages of talent management

7. Talent management success factors

8. Importance of talent management 

	Intended learning outcomes:
	At the end of this unit, you will be able to:

1. Describe the meaning, purpose and objectives of employee training and career development

2.  Describe the importance and methods of employee training and development

3. Analyse the stages and importance of talent management


	Overview of student activity:
	  You will be engaged in different activities such as quizzes, assignments, charts and forum discussions.


	Constructive alignment of unit level outcomes with module level outcomes, learning activities and assessment
(Pressing <Tab> at the end of the table will provide additional rows in the table, if required.)

	Intended unit learning outcomes:
	No of module-level outcome
	Activity where students engage with this outcome
	Where and how is this outcome assessed?

	At the end of this unit, you will be able to:

	1. Describe the meaning, purpose and objectives of employee training and career development


	1
	E-tivity 4.1
	Assessment 4.1:

Kindly read any two resources provided to you and attempt quiz 4.1

individually by answering essay questions uploaded on E-platform.


	2.  Describe the importance and methods of employee training and development


	1 and 2
	 E-tivity 4.2
	Assessment 4.2:

To attempt E-tivity 4.2, After having read any three resources provided to you, use the forum discussion to post your answers

  The facilitator will give you on line feedback on the work posted. 

This activity will be submitted three days after the unit is covered.

	3. Analyse the stages and importance of talent management


	2 and 3
	E-tivity 4.3
	Assessment 4.3:

Read the resources provided to you below and answer quiz 4.3 through forum discussion. This activity will be submitted   two days after the unit is covered.


	Detailed explanation of ALL student and teacher engagement with the unit:

(This should be presented in the order that the activities take place.  So if students do work online before coming to the lecture, that should be shown ahead of what happens in class.

If there is more than one opportunity for face-to-face contact, or more than one online task, there should be a separate section for each instance, and they should be presented in the template in the same order that students encounter them.)

Content – such as lecture material – can EITHER be shown here OR added as clearly identifiable addenda to the document.  If you plan to use addenda, you should ensure that these are cross-referenced in this section.)

	Module-level outcomes addressed:

	Outcome 1. Explain the key concepts and theories of Human Resource Management (HRM)

Outcome 2. Apply the human resources principles and practices in your organisations’ daily life.

Outcome 3. Demonstrate the mission of Human Resource Management in achieving organizational and individual goals

	Purpose of the unit:

	 The purpose of this unit is to provide you with basic knowledge and understanding related to employee training and career development aspects.

	Over to you: (a description of the process of the section)

	You will be introduced to employee training and career development. You will get to know about the purpose of employee training and development. You will also get understandings on the employee training methods as well as talent management.

	Pre-topic activity:
	 Number of hours
	

	N/A

	Face to face time: (if applicable)
	Number of hours
	2

	You will meet your facilitator and get more or deep discussion on the main challenging sections from this unit.

	Online activity:
	Number of hours
	6

	What should students do?
	E-tivity 4.1 [2hours]
This e-tivity 4.1 helps you to clearly understand the concepts and purpose of employee training and development as embedded in career development. It also helps you to master their importance and methods of employee training and development. 

You will also get insights on talent management, its stages and importance.

1. https://open.lib.umn.edu/humanresourcemanagement/
2. http://www.ccsenet.org/journal/index.php/ass/article/view/48456
3. https://2012books.lardbucket.org/books/beginning-management-of-human-resources/s12-training-and-development.html 

Read the resources above and reflect on the following questions and post your comments on the discussion board:

Tasks: 

4.1. Quiz   

1. What do you understand by employee training and development as applied in career development?
2. Explain the difference between employee training and career development? 
3. Discuss on at least 4 purposes and objectives of employee training and development.
Note: Post your answers on the platform by two days of completion of the unit. 
E-tivity 4.2 [2 hours]
The purpose of this e-tivity 4.2 is to provide you with knowledge and the understanding of the importance and methods of employee training and development. Read the following e-resources: 
1.https://smallbusiness.chron.com/importance-training-development-workplace-10321.html
2.https://www.grin.com/document/119078
3.https://open.lib.umn.edu/humanresourcemanagement/chapter/8-4-designing-a-training-program
Task

4.2. Discussion forum 

1. Discuss on at least ten importance of training to employees of a given organisation.

2. Referring to the above readings, discuss how training influence work effectiveness.

    3. Describe any 5 methods of employee training and development.
Post your answers on the discussion forum by three days of completion of the unit.
E-tivity 4.3 (3 hrs.)

This e- tivity will help you to analyse the stages and understand the importance of talent Management as

applied for employee training and development. 
Read the following resources:

1.http://scholar.google.com/scholar?q=Talent+management+pdf&hl=en&as_sdt=0&as_vis=1&oi=scholart
2. 
3" 
https://www.managementdynamics.ro/index.php/journal/article/view/215 


3. http://www.ccsenet.org/journal/index.php/par/article/view/0/41168
4. https://journals.scholarpublishing.org/index.php/ABR/article/view/6309 

Task

4.3 Quiz

Talent management process in an organization is about identifying vacant positions, hiring suitable candidates, developing their skills to match the position, and retaining them successfully in order to achieve long term organizational goals. 

Therefore, as a future manager of X organization demonstrate how will you apply all stages of talent management to ensure that you have an effective organizational performance.

Submit this activity through the e-learning platform within two days after the unit is covered.

	Where do they do it?
	In Computer Laboratories or from their own computers

	By when should they do it?
	Two days after this unit is taught

	E-moderator/tutor role                                                                                                                                                               

	Monitors the discussions in the discussion forum and provides feedback on the work you submit. He/she supervises students during face-to-face tasks.

	How are the learning outcomes in this unit assessed?
	 Number of hours
	3

	The learning outcomes will be assessed through formative assessment at the end of this unit and there will be summative assessment at the end of the module.

	How does this section link to other sections of the module?

	Building on the first units that gave the basics for this unit, this unit is linked to other sections of the module by providing knowledge and competencies related to training and development as well as talent management.

	= Total number of hours
	11


	Some important questions

	Which learning resources/ references will scaffold the students’ learning?
	1. https://2012books.lardbucket.org/books/beginning-management-of-human-resources/s12-training-and-development.html
2.  https://open.lib.umn.edu/humanresourcemanagement/chapter/8-2-types-of-training-2/ 

3. https://implementationscience.biomedcentral.com/articles/10.1186/1748-5908-9-53

4. http://journals.univdanubius.ro/index.php/oeconomica/article/view/3991/3977
5. http://www.ccsenet.org/journal/index.php/ijbm/article/view/14644


	How are students enabled to access the resources?
	You are given credentials on the eLearning platform to be enabled to access the resources. You are also given refresher training on the usage of the eLearning platform.

	Where in this unit are students expected to work collaboratively?
	You are expected to work collaboratively on the eLearning platform and in computer labs.

	How has an inclusive approach been incorporated in this unit?
	Inclusive approach is incorporated in this unit by inviting each student to share with e-moderator any special learning difficulty. Group works will be formed to help students with special needs.

	How will feedback on unit be obtained from students?
	The feedback that you will provide on this unit will be obtained through forum discussions around specific topics created on the eLearning platform.

	How will student feedback be used to improve unit?
	The feedback that you will provide will help us to revise the unit for the next cohort.

	At which point(s) will students receive formative feedback on the work they have done in the unit?
	As this unit is taught within one week, the formative feedback on your work will be provided by Friday of the next week.


END OF UNIT FOUR

	Unit-level overview
	Unit
	5

	Topic name:
	PERFOMANCE MANAGEMENT

	Aim of the topic:
	The aim of this unit is to equip you with the knowledge and skills that will help you to manage and appraise the employee performance effectively

	This topic covers:
	This unit is designed to cover:

1. Types of performance issues that occur in the workplace, and the internal and external reasons for poor performance.
2. Development of a process for handling employee performance issues.

3. Considerations for initiating layoffs or downsizing.

4. Reasons for a formal performance evaluation system.

5. Process to develop a performance review system.

6. Various appraisal methods.

7. Best practices in performance review planning.

8. Design an improvement plan for an employee.

9. Conducting an employee appraisal

	Intended learning outcomes:
	At the end of this topic, you will be able to:

1. Explain the reasons for employee performance evaluation systems and issues in the workplace

2. Describe the performance appraisal process, various appraisal methods and best practices.

3. Complete and conduct an employee appraisal.


	Overview of student activity:
	You will be engaged in different activities including readings, forums of discussion, practical activities and assignments.


	Constructive alignment of unit level outcomes with module level outcomes, learning activities and assessment
(Pressing <Tab> at the end of the table will provide additional rows in the table, if required.)

	Intended unit learning outcomes:
	No of module-level outcome
	Activity where students engage with this outcome
	Where and how is this outcome assessed?

	At the end of this unit, you will be able to:

	1. Explain the reasons for employee performance evaluation systems and issues in the workplace
	2
	E-tivity 5.1
	Assessment 5.1: 

This outcome is assessed online.  You will produce a report on the readings done online and post that report on the discussion board and the moderator will give you comments.

	2. Describe the performance appraisal process, various appraisal methods and best practices.
	2
	E-Tivity 5.2
	Assessment 5.2:
This outcome is assessed online.  You will produce a report on the readings done online and post that report on the discussion board and the e-moderator will give you comments

	3. Completing and conducting an appraisal
	2 and 3
	E-tivity 5.3
	Assessment 5.3:
This outcome is assessed online.  You will give answers to various questions of the online quiz and assignment


	Detailed explanation of ALL student and teacher engagement with the unit:

(This should be presented in the order that the activities take place.  So if students do work online before coming to the lecture, that should be shown ahead of what happens in class.

If there is more than one opportunity for face-to-face contact, or more than one online task, there should be a separate section for each instance, and they should be presented in the template in the same order that students encounter them.)

Content – such as lecture material – can EITHER be shown here OR added as clearly identifiable addenda to the document.  If you plan to use addenda, you should ensure that these are cross-referenced in this section.)



	Module-level outcomes addressed:

	Outcome 1. Explain the key concepts and theories of Human Resource Management (HRM)

Outcome 2. Apply the human resources principles and practices in your organisations’ daily life.

Outcome 3. Demonstrate the mission of Human Resource Management in achieving organizational and individual goals

	Purpose of the unit:

	This unit aims at providing you with the basic knowledge on human resources performance management. It allows you to understand the function of evaluating an employee performance, the reasons, the related issues, process, methods and practices. Through this unit you should also be able to conduct an employee appraisal.

	Over to you: (a description of the process of the section)

	You will be discussing the principles and practices that are used by the Human Resource department during the employee performance management and appraisal. You will also analyse the effects of performance appraisal results on the future of both the organisation and the employee

	Pre-topic activity:
	 Number of hours
	1

	Watch the following videos and visit the performance appraisal templates: 

4. https://youtu.be/pQPBm0-DCpQ?t=77 
5. https://www.process.st/performance-appraisal/ 


	Face to face time: (if applicable)
	Number of hours
	3

	You will meet your facilitator and discuss some of your expectations and challenges in this unit. You will also explore together some reasons, issues, methods and practices to conduct an employee performance appraisal. This will happen on the time provided by the schedule for the teaching and learning activities on the academic calendar during two hours.

	Online activity:
	Number of hours
	6

	What should students do?
	Discuss through groups of 5 each and do the following: 

E-tivity 5.1 [2 hours]
The purpose of this E-tivity 5.1 is to allow you to get knowledge of human resources performance, the reasons and issues related to it and the way a human resource manager handles it.

Read any two from the following resources:

1. http://www.halogensoftware.com.

2. http://www.managerwise.com/article.phtml?id=128.

3. http://offthebench.nbcsports.com/2011/05/11/ex-colts-cheerleader-sues-team-over-dismissal-for-playboy-pics/
4. http://www.businessmanagementdaily.com/19860/eeoc-finds-fault-with-no-fault-attendance-policies
5. http://www.vcstar.com/news/2011/mar/06/targeting-prescription-drug-abuse/
6. http://www.proactiveinvestors.com/companies/news/16404/halliburton-posts-54-q2-profit-growth-16404.html.

7. http://www.huffingtonpost.com/2010/07/26/fired-over-facebook-posts_n_659170.html#s115752&title=13_Virgin_Atlantic.

8. http://www.esrcheck.com/wordpress/2011/08/12/studies-show-drugs-in-workplace-cost-employers-billions- and-small-businesses-employ-more-drug-users-but-drug-test-less/.
Tasks

1. Provide any reasons for a formal performance evaluation system.

        2. Propose 4 advantages and 4 disadvantages of each type of performance evaluation source.

3. Through examples from an organization you know, explain 3 types of performance issues that occur in the workplace, and the internal and external reasons for poor performance.

a. Propose possible remedies to those issues.
b. What is the role of a human resource manager in handling those issues?
c. What process should you use to initiate layoffs?

E-tivity 5.2 [2 hours]
The purpose of this E-tivity 5.2 is to allow you to understand the process, methods and practices of an employee performance appraisal and to comply and cope with the effect of appraisal outcomes to ensure the organisation performance.

Read the following resources:

1. http://www.halogensoftware.com.

2. http://www.managerwise.com/article.phtml?id=128.

3. http://www.businessweek.com/magazine/content/06_02/b3966060.htm.

4. http://www.hrexecutive.com/HRE/story.jsp?storyId=4222111&query=ranks.

5. http://www.hqda.army.mil/ari/pdf/RR1854.pdf.

6. http://homepages.uwp.edu/crooker/790-iep-pm/Articles/meth-fd-workforce.pdf.

Task:

1. Explain the process of developing a performance review system

2. Review each of the appraisal methods and discuss which one you might use for the following types of jobs, and discuss your choices.

a. Administrative Assistant

b. Chief Executive Officer

c. Human Resource Manager

d. Retail Store Assistant Manager
3.  What are the important aspects of an improvement plan? Why are these so important?
4. Name and describe three best practices for a performance evaluation system.

E-tivity 5.3 [2 hours]
The purpose of this E-tivity 5.3 is to allow you to conduct a performance appraisal of an employee through a (sample) template.

Watch again the video and read the following resources:

1. https://youtu.be/pQPBm0-DCpQ?t=77 

2. https://www.process.st/performance-appraisal/
3. https://humanresources.umn.edu/performance-management/performance-evaluations
Task:

Handle this case
It is your first six months at your new job as an HR assistant at Mugabo’s entreprise, a home delivery grocery service. When you ask the HR director, Manzi, about performance evaluations, he just rolls his eyes and tells you to schedule a meeting in his Outlook calendar to discuss them. In the meantime, you gather some data that might be helpful in your discussion with Manzi. The following are available data:

Number of managers

8

Number of employees

164

Average span control

Delivery: 76

Warehouse: 48

Marketing/technology: 32

Job types

22: customer service

2: delivery manager

2: warehouse manager

2: Marketing and technology managers

36: delivery drivers

48: warehouse workers

2: tech support

10: marketing and website design

When you meet, Manzi is very forward with you about the current process. “Right now, managers groan when they are told they need to complete evaluations. The evaluations are general—we use the same form for all jobs in the organization. It appears that promotion decisions are not based on the evaluations but instead tend to be based on subjective criteria, such as how well the manager likes the individual. We really need to get a handle on this system, but I haven’t had the time to do it. I am hoping you can make some recommendations for our system and present them to me and then to the managers during next month’s meeting. Can you do this?”

1. Detail each step you will take as you develop a new performance evaluation system.

2. Identify specifics such as source, type of rating system, and criteria plans for each job category. Discuss budget for each performance evaluation. Address how you will obtain management buy-in for the new process.

3. Develop PowerPoint slides for your presentation to management about your proposed process and forms.

Team Activity

1. In a group of three to four, develop a performance evaluation sheet, using at least two methods, for the following job description, and present to the class:

Job Class Specification for:
ACCOUNTANT, City of Kigali
Class Specification Schematic Number: 2000504

Class Summary:
Performs a variety of professional accounting functions and tasks for a city department or utility. Audits, monitors, researches, and recommends revisions to accounting procedures and operations. Performs and coordinates the maintenance and production of accounting reports and records and ensures compliance with established accounting procedures and practices.

Distinguishing Characteristics of the Class:
The accountant class is capable of performing a range of professional accounting functions and tasks within the established guidelines of the department/city and according to generally accepted accounting practices, procedures, and methods. This class is supervised by a higher-level accountant or manager and supervises accounting support personnel as required.

Assignments are performed under moderate supervision within established guidelines, generally accepted accounting principles, standards, and methods. Receives direction on special projects or where guidelines and rules are unclear. Knowledge of accounting practices, methods, laws, rules, ordinances, and regulations is required to determine the most appropriate accounting methods and procedures to apply and to ensure appropriate compliance.

Personal contacts are with department employees, other departments, agencies, or the public to provide information, coordinate work activities, and resolve problems.

Examples of Work:
· Analyzes and prepares cash flow forecasts and updates forecasts based on actual revenues and expenditures.

· Prepares financial reports, statements, and schedules.

· Audits and reconciles assigned accounts in the general ledger.

· Monitors and controls accounting activities in the recording of financial transactions, that is, accounts receivables, accounts payables, collections, and fixed assets.

· Verifies and reviews accounting transactions. Makes appropriate corrections, entries, and adjustments to ensure accuracy of reports.

· Researches, analyzes, and prepares journals for financial transactions.

· Analyzes and maintains subsidiary ledgers (i.e., investments). Monitors and maintains investment ledger entries and investment schedules.

· Prepares variance reports required by outside auditors and program summaries explaining variances.

· Coordinates, trains, and monitors the work of accounting support personnel to ensure proper work operations.

· Assists in development and modification of internal accounting control policies, procedures, and practices.

· Assists in special projects such as research and analysis of financial information, long-term debt schedules, investment security reports, and reports for special information requested by departmental personnel.

· Performs other related duties of a comparable level/type as assigned.

Work Environment/Physical Demands:
Work is performed in an office environment.

Minimum Qualifications:
Bachelor’s Degree in Accounting (or a combination of education and/or training and/or experience that provides an equivalent background required to perform the work of the class).



	Where do they do it?
	From their computers or other electronic gadgets.

	By when should they do it?
	Within one week after the unit is covered at 23h00

	E-moderator/tutor role

	He/she monitors the discussions in the discussion forum and provides feedback on student’s submitted work. He/she supervises students during practical hands-on.

	How are the learning outcomes in this unit assessed?
	 Number of hours
	4

	The learning outcomes will be assessed through formative assessment at the end of this unit and there will be summative assessment at the end of the module.

	How does this section link to other sections of the module?

	This fifth unit shows how the employees have accomplished all other Human Resources functions and those functions are the ones defined in other units. This shows how all units are interconnected for the organisation and employees’ goal achievement

	= Total number of hours
	14


END OF UNIT FIVE

	Unit-level overview
	Unit
	6

	Topic name:
	EMPLOYEE MOTIVATION AND RETENTION 

	Aim of the unit:
	In this unit, you will be describing the process of motivation and retention of employees its theories. This will help you develop skills that are crucial in motivating and retaining people in an organisation

	This unit covers:
	This unit is intended to cover:

 1. Theories of motivation 

2. Motivation Process

 3. Factors affecting Motivation

 4. Employee’s retention and turnover  

 5. New organisational approaches

	Intended learning outcomes:
	At the end of this unit, you will be able to:

1.Describe the process and theories of motivation as well as its factors

2.Discover the main causes and effects of employees’ turnover and retention strategies 

3. Demonstrate new organisational approaches to motivation


	Overview of student activity:
	  You will be engaged in different activities such as forum discussion, quiz and assignments.


	Constructive alignment of unit level outcomes with module level outcomes, learning activities and assessment
(Pressing <Tab> at the end of the table will provide additional rows in the table, if required.)

	Intended unit learning outcomes:
	No of module-level outcome
	Activity where students engage with this outcome
	Where and how is this outcome assessed?

	At the end of this unit, you will be able to:

	1. Describe the process and theories of motivation as well as its factors
	1 and 2
	E- tivity 6.1
	Assessment 6.1:

This outcome will be assessed online. After having read the resources provided to you, attempt quiz 6.1. You will produce a report based on the tasks done and submit it on the e- platform then the facilitator will give you feedback.

	2. Discover the causes and effects of employees’ turnover and retention strategies
	2
	E- tivity 6.2
	Assessment 6.2:

The outcome will be assessed face to face and online. Read the case study 6.2, and submit your answers to the facilitator three days after the completion of the unit.



	3. Demonstrate new organisational approaches
	2 and 3
	E-tivity 6.3
	Assessment 6.3:

To assess outcome 3, you will be required to participate in discussion forum 6.3 by posting your opinions in a discussion forum and commenting on others’ opinions.



	Detailed explanation of ALL student and teacher engagement with the unit:

(This should be presented in the order that the activities take place.  So if students do work online before coming to the lecture, that should be shown ahead of what happens in class.

If there is more than one opportunity for face-to-face contact, or more than one online task, there should be a separate section for each instance, and they should be presented in the template in the same order that students encounter them.)

Content – such as lecture material – can EITHER be shown here OR added as clearly identifiable addenda to the document.  If you plan to use addenda, you should ensure that these are cross-referenced in this section.)

	Module-level outcomes addressed:

	Outcome 1. Explain the key concepts and theories of Human Resource Management (HRM)

Outcome 2. Apply the human resources principles and practices in your organisations’ daily life.

Outcome 3. Demonstrate the mission of Human Resource Management in achieving organizational and individual goals

	Purpose of the unit:

	This unit aims at providing you with a clear understanding of motivation process, its related factors as well as motivational theories.

	Over to you: (a description of the process of the section)

	You will be introduced to motivation process. You will get an explanation on the factors affecting motivation. You will also get to know about the different theories of motivation as well as new organisational approaches to motivation

	Pre-topic activity:
	 Number of hours
	N/A

	N/A

	Face to face time: (if applicable)
	Number of hours
	3

	

	Online activity:
	Number of hours
	6

	What should students do?
	E-tivity 6.1 [3 hours]
The purpose of this E-tivity 6.1 is to allow you to get introduced to the concepts of motivation and retention of employees as well as its process and strategies

Read the following resources:

1. https://2012books.lardbucket.org/books/beginning-management-of-human-resources/s05-the-role-of-human-resources.html  
2. https://open.lib.umn.edu/humanresourcemanagement/chapter/1-1-what-is-human-resources/
Tasks: 

6.1 individual quiz 

         1. Describe the process of employees’ motivation

         2. Explain any 3 factors affecting employees’ motivation     

E-tivity 6.2 [3 hours]

This E-tivity helps you to achieve the unit level learning outcomes 2. You need to first read the following resources:

1.https://en.wikiversity.org/wiki/Motivation_and_emotion/Book/2011/Maslow%27s_hierarchy_of_needs  
2. https://pressbooks.lib.vt.edu/fundamentalsofbusiness3e/chapter/chapter-12-managing-human-resources  

3. https://researchleap.com/theories-motivation-application-organizations-risk-analysis/ 

Tasks

6.2. Individual assignment 

 You recently completed your company’s new compensation plan. You are happy with the results but know there is more to retaining the employees than just pay and you don’t currently have a retention plan. Your organization is a large staffing firm, consisting of several offices on the Western Province. The majority of employees are staffing recruiters, and they fill full-time and temporary positions for a variety of clients. One of the challenges you face is a difference in geographical areas, and as a result, there are differences in what may motivate employees.
As you initially look at turnover numbers, you have the sense that turnover has increased over the last six months. Your initial thoughts are the need for a better retention strategy, utilizing a bonus structure as well as other methods of retention. Currently, your organization pays a straight salary to employees, does not offer flexitime or telecommunicating options, focuses on individual performance (number of staffing placements) rather than team performance, and provides five days of vaccination for every two years with the organization.

Required:

      1. Describe the main reasons for employee turnover in the organization and other organization

       2.  Identify the main objectives and strategies for employee retention within the organization 

       3. Explain the characteristics of psychological needs according to Abraham Maslow's Need Hierarchy

    E-tivity 6.3 [2 hours]

This E-tivity helps you to achieve the unit level learning outcomes 3. Read once again the resources indicated above in the E-tivity 6.2.  

Tasks

Describe any 5 things that will motivate you in your future career? Explain where would these fit on Maslow’s hierarchy of needs and Herzberg’s two factors theory?

Work on the task and submit on the platform by Friday of the next week the unit is delivered at 23h00.



	Where do they do it?
	In Computer Laboratories or from their own computers or any gadgets.

	By when should they do it?
	Two days after the unit is taught.

	E-moderator/tutor role

	Monitors the discussions in the discussion forum and provides feedback on students’ submitted work. He/she supervises students during face-to-face tasks.

	How are the learning outcomes in this unit assessed?
	 Number of hours
	2

	The learning outcomes will be assessed through formative assessment at the end of this unit and there will be summative assessment at the end of the module.

	How does this section link to other sections of the module?

	This unit has a link with others since one unit builds on the others and forms a logical sequence.

	= Total number of hours
	11

	Some important questions

	Which learning resources/ references will scaffold the students’ learning?
	         1.https://en.wikiversity.org/wiki/Motivation_and_emotion/Book/2011/Maslow%27s_hierarchy_of_needs
2.https://granite.pressbooks.pub/mgmt805/chapter/theories-of-motivation
3.https://researchleap.com/hrm-in-relation-to-employee-motivation-and-job-performance-in-the-hospitality-industry/ 
4.https://open.lib.umn.edu/humanresourcemanagement/chapter/1-1-what-is-human-resources/
5.https://2012books.lardbucket.org/books/an-introduction-to-organizational-behavior-v1.1/s09-theories-of-motivation.html

	How are students enabled to access the resources?
	You will be given credentials on the eLearning platform to be enabled to access the resources. 

	Where in this unit are students expected to work collaboratively?
	You are expected to work collaboratively on the eLearning platform and in computer labs.

	How has an inclusive approach been incorporated in this unit?
	Inclusive approach is incorporated in this unit through your active participation in the discussion forum and you are invited to share with your facilitator any special learning difficulty. 



	How will feedback on unit be obtained from students?
	A forum will be created on E-learning platform with the aim of providing feedback on how you have experienced this unit teaching methodology, unit assignments as well as unit grading. To provide the feedback you will answer the following questions:

· Is the organization and presentation of unit materials satisfactory?

· Have you enjoyed the unit teaching methodology, activities and grading?

· Have you achieved the unit intended outcomes?

· What are you suggesting to be improved?

	How will student feedback be used to improve unit?
	The feedback you will provide will help the module development team to revise the unit for the

	At which point(s) will students receive formative feedback on the work they have done in the unit?
	· The feedback on quiz 6.1 will be provided automatically.   

· The feedback on assignment 6.2 will be provided within two days after the deadline of submission.

· The feedback on discussion forum 6.3 will be provided progressively in reference to your contributions to the topic.



	= Total number of hours
	10


END OF UNIT SIX

	Unit-level overview
	Unit 
	7

	Topic name:
	COMPENSATION AND BENEFITS



	Aim of the topic:
	The aim of this unit is to provide you with understanding of concepts, components, and design strategies of competitive total compensation and benefits programs which is aligned with employee performance.

	This topic covers:
	This unit is designed to cover:

· Basic compensation concepts and the context of compensation practice

· Components of total compensation rewards and benefits management

· Management and evaluation of total compensation

· Compensation strategy, competitive salary structure and pay for performance

	Intended learning outcomes:
	At the end of this Unit, you will be able to:

1. Explain the meaning and importance of compensation and benefits 

2. Identify internal and external factors which determine total compensation rewards and benefits programs.

3. Compare different ways to manage, evaluate and strengthen the pay-for-performance

	Overview of student activity:
	Students will be engaged in different activities including readings, group practical activities and individual assignments.


	Constructive alignment of unit level outcomes with module level outcomes, learning activities and assessment
(Pressing <Tab> at the end of the table will provide additional rows in the table, if required.)

	Intended unit learning outcomes:
	No of module-level outcome
	Activity where students engage with this outcome
	Where and how is this outcome assessed?

	At the end of this unit, you will be able to:

	1. Explain the meaning and importance of compensation and benefits 


	1
	E-tivity 7.1

E-tivity 7.2

E-tivity 7.3
	Assessment 7.1:

To assess outcome 1, you will attempt group assignment 7.1 by answering essay questions uploaded on E-platform and you will submit your work by uploading a word document on the same E-platform to allow your facilitator to evaluate on your work.

You will be required to participate in discussion forum 7.2 by posting your opinions in a discussion board and commenting on others opinions.

Furthermore, you will also be requested to attempt quiz 7.3 uploaded on E-platform by choosing the right answers from different provided options. 

	2. Identify internal and external factors which determine total compensation rewards and benefits programs.


	1 and 2
	E-tivity 7.1

E-tivity 7.3


	Assessment 7.2:

To assess outcome 1, you will attempt group assignment 7.1 by answering essay questions uploaded on E-platform and submitting your work by uploading a word document on the same E-platform to allow your facilitator to evaluate on your work.

You will also be requested to attempt quiz 7.3 uploaded on E-platform by choosing the right answers from different provided options. 

	3. Compare different ways to manage, evaluate and strengthen the pay-for-performance 


	2 and 3
	E-tivity 7.1

E-tivity 7.3

E-tivity 7.4
	Assessment 7.3:

To assess outcome 1, you will attempt group assignment 7.1 by answering essay questions uploaded on E-platform and submitting your work by uploading a word document on the same E-platform to allow your facilitator to evaluate on your work.

You will also be requested to attempt quiz 7.3 uploaded on E-platform by choosing the right answers from different provided options. 

Furthermore, you will be required to participate in discussion forum 7.4 by posting your opinions in a discussion board and commenting on others’ opinions.




	Detailed explanation of ALL student and teacher engagement with the unit:

(This should be presented in the order that the activities take place.  So if students do work online before coming to the lecture, that should be shown ahead of what happens in class.

If there is more than one opportunity for face-to-face contact, or more than one online task, there should be a separate section for each instance, and they should be presented in the template in the same order that students encounter them.)

Content – such as lecture material – can EITHER be shown here OR added as clearly identifiable addenda to the document.  If you plan to use addenda, you should ensure that these are cross-referenced in this section.)



	Module-level outcomes addressed:

	Outcome 1. Explain the key concepts and theories of Human Resource Management (HRM)

Outcome 2. Apply the human resources principles and practices in your organisations’ daily life.

Outcome 3. Demonstrate the mission of Human Resource Management in achieving organizational and individual goals

	Purpose of the unit:

	The purpose of the unit is to equip you with the knowledge and skills required to develop compensation and benefits effectively in support of organizational development and success. 

	Over to you: (a description of the process of the section)

	You will be introduced to:

1.Basic compensation concepts and the context of compensation practice

2.Components of total compensation rewards and benefits management

3.Management and evaluation of total Compensation

4.Compensation strategy, competitive salary structure and pay for performance

You will also be required to attempt the following unit E-tivities: 

E-tivity 7.1: Essay questions

E-tivity 7.2: Discussion Forum 

E-tivity 7.3: Quiz 

 E-tivity 7.4: Discussion Forum

	Pre-topic activity:
	 Number of hours
	N/A

	Face to face time: (if applicable)
	Number of hours
	2

	You will meet your facilitator and discuss some of your challenges and needed clarifications. This will happen during the time provided for in the teaching and learning academic calendar during two hours.

	Online activity:
	Number of hours
	8

	What should students do?
	E-tivity 7.1 [ 5 hrs]
You have to read 3 uploaded materials: material 1 from page 1 to 23 and material 2, read the whole document, material 3 read from page 1 to 16 

After reading provided materials, individually answer essay questions uploaded on E-platform.  You will submit your work by uploading a word document on the same E-platform to allow your lecturer to evaluate it and provide a feedback.

11. http://www.dspmuranchi.ac.in/pdf/Blog/unit%203%20p1.pdf
12. https://www.iare.ac.in/sites/default/files/lecture_notes/IARE_CRM_NOTES.pdf
Tasks: Essay questions

1. Explain different types of compensation and methods for paying workers

2. Identify at list five factors affecting determination of employee compensation 

3. Differentiate direct pay from and indirect pay

4. How should you evaluate compensation system of an organization?

5. How does an organization establish a pay structure for its employees?

6. Discuss the steps involved in developing a compensation strategy

E-tivity 7.2 [ 1 hour]
You will be required to participate in discussion forum 7.2 by posting your opinions in a discussion board and commenting on others’ opinions.

Task: Discussion forum topic
Why compensation strategy matters? Discuss.

E-tivity 7.3 (1hour)

You should read 2 uploaded materials and attempt quiz 7.3 uploaded on E-platform by choosing the right answers from different provided options.

1. http://www.dspmuranchi.ac.in/pdf/Blog/unit%203%20p1.pdf
2. https://www.iare.ac.in/sites/default/files/lecture_notes/IARE_CRM_NOTES.pdf
Task: Multiple choice questions

1. Compensation is a systematic approach to provide monetary value to employees in exchange for:

a. Skills              

b. Knowledge                   

c. Work performed                                

d. Damages held

2. The purpose of compensation includes:

a. Assisting in recruitment                                           

b. Job performance

c. Job satisfaction                                                           

d. None of the above

3. Which of the following is a technique used to determine wage?

a. Job enrichment

b. Job evaluation

c. Job rotation

d. Job engagement

4. Total compensation includes:

a. Wages and salaries and non-mandatory fringe benefits only

b. Wages and salaries and legally fringe benefits only

c. Wages and salaries and all fringe benefits 

d. Wages and salaries and all fringe benefits net of all personal taxes

5. What is the goal of an effective compensation management program?

a. To maximize employee performance

b. To align the goals of the different groups of people associated with a company

c. To maintain employee perception of fairness as it pertains to their level of pay and benefits

d. All of the answers are correct.

6. Alignment of a pay strategy involves:

a. Alignment with the business strategy

b. Aligned externally with the economic and socio-political conditions

c. Aligned internally with the overall HR system

d. All of the above 

7. Insurance programs and benefits are part of a direct compensation package?

a. True

b. False

8. Compensation does not include non-cash employees received in exchange for their work.

a. True

b. False

9. Trade unions are among the internal factors affecting the determination of employees’ compensation 

a. True

b. False

10. Establishing value for each position in your company is among the ways of creating a compensation structure

a. True

b. False

E-tivity 7.4 (1hour)

Tasks: Discussion forum topic

What should manager do if he/she finds that pay isn't in line with the performance?

	Where do they do it?
	On E-learning platform using your computer or other electronic gadgets. 

	By when should they do it?
	You will cover the whole unit during the seventh week in the following way:

· 3 hours of reading of materials; 

· 2 hours of attempting E-tivity 7.1.;

· 1 hour of attempting E-tivity 7.2;

· 1 hour of attempting E-tivity 7.3; 

· 1 hour of attempting E-tivity 7.4;

· 2 hours of face to face under the guidance of a facilitator 

	E-moderator/tutor role

	He /she monitors the discussions in the discussion forum and provides feedback on your submitted work. He/she will facilitate face to face session. 

	How are the learning outcomes in this unit assessed?
	 Number of hours
	4

	The learning outcomes will be assessed through formative assessment comprising of forums of discussions, quizzes, assignments and during face-to-face session.

	How does this section link to other sections of the module?

	This unit complements all other units, as to successfully manage human resources and achieve organizational goals there is a need for compensation and benefits to be linked to other human resources management practices.   


	= Total number of hours
	14


	Some important questions

	Which learning resources/ references will scaffold the students’ learning?
	1. http://www.dspmuranchi.ac.in/pdf/Blog/unit%203%20p1.pdf
2. https://agecoext.tamu.edu/wp-content/uploads/2013/10/rm8-5.pdf
3. https://www.iare.ac.in/sites/default/files/lecture_notes/IARE_CRM_NOTES.pdf
4. http://www.eiilmuniversity.co.in/downloads/Compensation-Management.pdf


	How are students enabled to access the resources?
	You are given credentials on the eLearning platform to be enabled to access the resources. 

	Where in this unit are students expected to work collaboratively?
	You are expected to work collaboratively on the eLearning platform through discussion forum and during face-to-face session.

	How has an inclusive approach been incorporated in this unit?
	Inclusive approach is incorporated in this unit by using eLearning platform discussion forum and by inviting you to share with the facilitator any special learning difficulty. 



	How will feedback on unit be obtained from students?
	A forum will be created on E-learning platform with the aim of providing feedback on how you have experienced this unit teaching style, unit assignments as well as unit grading. To provide the feedback you have to answer the following questions:

· Is the organization and presentation of unit materials satisfactory?

· Have you enjoyed the unit teaching methodology, activities and grading?

· Have you achieved the unit intended outcomes?

· What are you suggesting to be improved?

	How will student feedback be used to improve unit?
	The feedback provided by students will help us to revise the unit for the next academic year.

	At which point(s) will students receive formative feedback on the work they have done in the unit?
	· The feedback on assignment 7.1. will be provided within two days after the deadline of submission

· The feedback on discussion forum 7.2 will be provided progressively with reference to student’s contributions to the topic

· The feedback on quiz 7.3 will be provided automatically 
· The feedback on discussion forum 7.4 will be provided progressively with reference to student’s contributions to the topic




END OF UNIT SEVEN

	Unit-level overview
	Week
	8

	Topic name:
	SAFETY AND HEALTH AT WORK



	Aim of the topic:
	The aim of this unit is to provide you with understanding of work safety and health concepts, managers and employees roles and responsibilities in planning and implementation of work health and safety in an organization.

	This topic covers:
	This unit is designed to cover:

1. Work Safety & Health concepts and legislations.

2. Managers and employee’s roles and responsibilities 
3. Identifying health hazards and the risks they pose 
4. Safety and health Planning and implementation 
5. Stress Management

	Intended learning outcomes:
	At the end of this topic, you will be able to:

Explain work safety & health concepts, legislations and its importance to the organizational environment 

Demonstrate managers and employees’ roles and responsibilities in planning and implementing work health and safety   

Identify health hazards and risks associated to them


	Overview of student activity:
	Students will be engaged in different activities including readings, group practical activities and individual assignments.


	Constructive alignment of unit level outcomes with module level outcomes, learning activities and assessment
(Pressing <Tab> at the end of the table will provide additional rows in the table, if required.)

	Intended unit learning outcomes:
	No of module-level outcome
	Activity where students engage with this outcome
	Where and how is this outcome assessed?

	At the end of this unit, you will be able to:

	1. Explain work safety & health concepts, legislations and its importance to the organizational environment 


	1 
	E-tivity 8.1


	Assessment 8.1:

To assess outcome 1, in group of 5, you will search on the Internet a recent national occupational safety and health policy and read it. After reading it, you will identify the challenges the country is facing and suggest strategies to be used to overcome them.  Your work will be submitted by uploading a word document on the same E-platform to allow your facilitator to assess your work.

	2. Demonstrate managers and employees’ roles and responsibilities in planning and implementing work health and safety   


	2 and 3
	E-tivity 8.1

E-tivity 8.2


	Assessment 8.2:

To assess outcome 2, you will search on the Internet a recent national occupational safety and health policy and read it. After reading it, you will identify the challenges the country is facing and suggest strategies to be used to overcome them.  Your work will be submitted by uploading a word document on the same E-platform to allow your facilitator to assess your work.

In additional to that you will attempt individual assignment 8.2 by answering essay questions uploaded on E-platform and submitting your work by uploading a word document on the same E-platform to allow your facilitator to assess your work.

	3. Describe health hazards and risks associated with them
	2
	E-tivity 8.2
	Assessment 8.3:

To assess outcome 1, you will attempt individual assignment 8.2 by answering essay questions uploaded on E-platform and submitting your work by uploading a word document on the same E-platform to allow your facilitator to assess your work.




	Detailed explanation of ALL student and teacher engagement with the unit:

(This should be presented in the order that the activities take place.  So if students do work online before coming to the lecture, that should be shown ahead of what happens in class.

If there is more than one opportunity for face-to-face contact, or more than one online task, there should be a separate section for each instance, and they should be presented in the template in the same order that students encounter them.)

Content – such as lecture material – can EITHER be shown here OR added as clearly identifiable addenda to the document.  If you plan to use addenda, you should ensure that these are cross-referenced in this section.)



	Module-level outcomes addressed:

	Outcome 1. Explain the key concepts and theories of Human Resource Management (HRM)

Outcome 2. Apply the human resources principles and practices in your organisations’ daily life.

Outcome 3. Demonstrate the mission of Human Resource Management in achieving organizational and individual goals 

	Purpose of the unit:

	The purpose of this unit is to equip you with knowledge and skills to enable you to develop a health and safety working environment.  

	Over to you: (a description of the process of the section

n)

	You will be introduced to:

1. Work Safety & Health concepts and legislations.

2. Managers and employee’s roles and responsibilities 
3. Identifying health hazards and the risks they pose 
4. Safety and health Planning and implementation 
5. Stress Management
You will also be required to attempt the following unit E-tivities: 

E-tivity 8.1: Group assignment

E-tivity 8.2: Individual assignment 



	Pre-topic activity:
	 Number of hours
	N/A

	N/A 

	Face to face time: (if applicable)
	Number of hours
	3

	You will meet your facilitator and discuss some of your challenges and needed clarifications. This will happen during the time provided for in the teaching and learning academic calendar during two hours.

	Online activity:
	Number of hours
	7

	What should students do?
	E-tivity 8.1.  [3 hours]
Guided by module facilitator form a team of 5 students. 

Tasks: 

Research on the Internet and download a recent national occupational safety and health policy.

Read the national occupational safety and health policy and identify the challenges the country is facing and suggest strategies should be used to overcome them.

E-tivity 8.2 [3 hours]
You have to read 3 uploaded materials: For material 1 and 2 read the whole document, material 3 read from page 1 to 14 

After reading provided materials, individually answer essay questions uploaded on E-platform.  You will submit your work by uploading a word document on the same E-platform to allow your facilitator to evaluate it and provide a feedback.

1.  
notes/env_occupational_health_students/ln_occ_health_safety_final.pd" 
https://www.cartercenter.org/resources/pdfs/health/ephti/library/lecture_ 

notes/env_occupational_health_students/ln_occ_health_safety_final.pd

2. https://unevoc.unesco.org/fileadmin/user_upload/pubs/AB5_HealthSafety.pdf
        3. https://pria-academy.org/pluginfile.php/557/mod_resource/content/1/Unit_1_-_Introduction_to_Occupational_Health_and_Safety.pdf  

Tasks: Essay questions

State Principles of Occupational Health and Safety.

Name at least the five groups of hazards found in workplaces.

Describe accident investigation and prevention in relation to a workplace.

Outline the consequences for non-compliance with health and safety regulations and legislations

Discuss the effects of work place safety and health on the efficient of employees

What can employees do to show that they are fulfilling their duty of care obligation?

Describe how risk assessment can be used to reduce accident and ill health at work

State and explain any five measures of managing stress at work



	Where do they do it?
	On E-learning platform using your computer or other electronic gadgets.

	By when should they do it?
	You will cover the whole unit during the first week in the following way:

2 hours of reading of materials; 

2 hours of attempting E-tivity 8.1.;

2 hours of attempting E-tivity 8.2;

2 hours of face to face under the guidance of a facilitator.  

	E-moderator/tutor role

	He /she will be answering your queries and providing you with feedback on your submitted work. He/she will facilitate face to face session.

	How are the learning outcomes in this unit assessed?
	 Number of hours
	3

	The learning outcomes will be assessed through formative assessment comprising of group assignment, individual assignment and during face-to-face session.

	How does this section link to other sections of the module?

	This unit complements all other units, as to successfully manage human resources and achieve organizational goals there is a need for heathy and safety working environment.   

	= Total number of hours
	13


	Some important questions

	Which learning resources/ references will scaffold the students’ learning?
	1. http://www.bls.gov/news.release/archives/osh_10212010.pdf.

2. http://www.epa.gov/epahome/r2k.htm.

3. http://www.mmdnewswire.com/us-labor-departmen-57793.html.

4. http://ohsonline.com/articles/2011/07/31/378620-in-fines-issued-to-wisconsin-wood-firm-for-willful-violations.aspx? admgarea=news.

5. http://www.pepsico.com/Download/PepsiCo_Annual_Report_2010_Full_Annual_Report.pdf.

6. http://www.timesunion.com/business/article/OSHA-finds-violations-at-Queensbury-retailer-1779404.php.

7. http://kitchenaidmixereview.com/2011/07/22/employees-not-always-safe-in-model-workplaces/.

8. http://www.masscosh.org/node/721.

9. http://www.just-drinks.com/news/tropicana-in-safety-hazards-payout_id86183.aspx.

10. http://www.osha.gov/SLTC/ergonomics/protocol.html.

11. http://www.npr.org/programs/specials/poll/technology/.

12. http://www.eeoc.gov/policy/docs/902cm.html#902.1.

13. http://finance.yahoo.com/news/Insurer-Humana-Inc-wont-hire-apf-961910618.html?x=0&.v=1.

14. http://www.osha.gov/SLTC/substanceabuse/index.html.

15. http://www.osha.gov/OshDoc/data_General_Facts/factsheet-workplace-violence.pdf.

16. http://press.amanet.org/press-releases/177/2007-electronic-monitoring-surveillance-survey/.

17. http://www.agrium.com/employee_privacy.jsp.

18. http://www.stress.org/topic-definition-stress.htm.

19. http://www.apa.org/news/press/releases/stress/key-findings.aspx.

20. http://alcoholism.about.com/cs/work/a/aa990120.htm.

21. http://www.chron.com/disp/story.mpl/metropolitan/7537769.html.

22. http://actrav.itcilo.org/actrav-english/telearn/osh/kemi/ciwmain.htm.

23. http://users.lmi.net/wilworks/ehnlinx/k.htm.

24. http://www.businessweek.com/smallbiz/content/may2008/sb2008057_530667.htm.

25. http://www.ncbi.nlm.nih.gov/pubmed/9494433.

26. http://www.nesdis.noaa.gov/RESPECT/pdf/RESPECT-Pre-IncidentIndicators24Jun09.pdf.

27. http://www.microsoft.com/presspass/press/2011/jan11/01-06mssurfacesamsungpr.mspx.

28. http://www.ncsl.org/default.aspx?tabid=13495.

29. http://www.career-line.com/job-search/gym-memberships-and-wellness-programs-remain-standard-employee-benefits/.

30. http://www.huffingtonpost.com/daniel-j-solove/offcampus-cyberbullying-a_b_911654.html.

31. http://www.reuters.com/article/2011/04/21/usa-smoking-idUSN2128332820110421.

32. http://www.shrm.org/Publications/hrmagazine/EditorialContent/Pages/0906tyler.aspx.

33. http://www.theglobeandmail.com/life/the-hot-button/are-cyber-bullies-worse-for-victims-than-real-bullies/article2122943/

	How are students enabled to access the resources?
	You are given credentials on the eLearning platform to be enabled to access the resources. 

	Where in this unit are students expected to work collaboratively?
	You are expected to work collaboratively when doing group assignment

	How has an inclusive approach been incorporated in this unit?
	Inclusive approach is incorporated in this unit by inviting each student to share with the facilitator any special learning difficulty. 



	How will feedback on unit be obtained from students?
	A forum will be created on E-learning platform with the aim of providing feedback on how you have experienced this unit teaching style, unit assignments as well as unit grading. To provide the feedback you have to answer the following questions:

Is the organization and presentation of unit materials satisfactory?

Have you enjoyed the unit teaching methodology, activities and grading?

Have you achieved the unit intended outcomes?

What are you suggesting to be improved

	How will student feedback be used to improve unit?
	The feedback provided by students will help the module development team to revise the unit for the next academic year.

	At which point(s) will students receive formative feedback on the work they have done in the unit?
	The feedback on group assignment 8.1. will be provided within two days after the deadline of submission

The feedback on individual assignment 8.2 will be provided within two days after the deadline of submission




END OF UNIT EIGHT

