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INTRODUCTION
Welcome to PAS 325, Public Personnel Administration.  To start, please familiarize yourself with the course menu. Start your course tour by visiting your Welcome Page.  You will find that WebCT is a very user-friendly learning environment.  The knowledge, experience, and skills you will learn throughout your online journey will help you succeed in your academic and professional endeavors.  
Success in distance learning classes requires you to be self- motivated.  You are expected to assume responsibility for your learning experience.  This course is designed to allow you to complete all reading and written assignments at your own pace.  But we do have to meet a semester schedule.  PAS 325 does have a beginning and an end, so please check the course calendar for specific dates when you should complete all assignments.  Mark your calendar to complete your readings each week and note that the exam dates give you flexibility to choose the time at which you take the online exams. For example, for your convenience, you will have access to your exam questions over a 48hr period.  It is important that you review the course schedule and course calendar during the very first week of class, so you can plan ahead.  Remember, you will not have an opportunity to make up any of the exams scheduled for this class.  
Effective time management can help you complete tasks with less effort than if you fail to organize your time and work.  Reading class assignments, meeting learning objectives, and preparing for your exams takes time and effort.  Planning your work enables you to free up time to go beyond assigned tasks and take advantage of the myriad of learning opportunities you have through the Internet.  From time to time, I will suggest that you either find online materials to discuss in the context of your text readings or will suggest specific materials available online through national online newspapers ( e.g., The Washington Post, The New York Times). Stay current on news relevant to the topics and themes covered in this course.  
Plan your work and work your plan.  Your reward will not just be a better understanding of Public Personnel Administration and the completion of PAS 325 but the successful achievement of your goals. If you have any questions, please contact me only through our course e-mail (see the communications icon on your course menu). I will not use my regular NAU e-mail address to respond to any student communication related to PAS 325.  WebCT offers an excellent e-mail service within our course menu to allow us to manage all of our class communication needs. Remember, learning is like cultivating a garden.  It takes patience, persistence, practice, purpose, and passion.  In the end, you will enjoy the fruits of your labor. 
The chat rooms will be available for small group discussions to enhance learning. Note that my virtual office is listed in the Chat area and will be open on Mondays and Wednesdays from 6:30 -7:30 pm. Please feel free to come during these times, contact me through the course WebCT e-mail if you have any questions related to your assignments, or set up an appointment to visit my virtual office at your convenience.
Communication is a key learning tool. This course requires that all participants be courteous and respectful of the opinions, arguments, and perspectives of others.  During online class discussions, all students are expected to make a commitment to agree to disagree in a positive environment in which we all treat each other with respect, dignity, and integrity.  Class participation requires that you keep up with your reading assignments.  If you fall behind your schedule, it will be difficult to catch up.    
COURSE OBJECTIVES 
This course examines  theories and practices of public personnel management, from recruitment and selection to retirement, including motivation, evaluation, promotion, career development, public organizations and negotiation, grievances and terminations. The only prerequisite for this course is PAS 224.  PAS 325 is a key component of the BAILS/BAS degree programs and Public Management Certificate program at Northern Arizona University. 
Emphasis will be placed on the practical analysis of human resources management in the context of the broader political, administrative, legal, and technological environment in which public administrators function.  A wide range of federal, state, and local case studies will enable each student to apply the concepts and theories learned throughout the semester. 
Students will analyze human resources concepts, theories, and case studies related to the following key course module themes:
· Human Resources and Political Management
· Anatomy of Public Organization

· Administrative Responsibility and Ethics
· Planning and Decision Making
· Public Organization and Leadership
· Program Implementation and Evaluation
· The Information Revolution in the Public Sector
· Managing Your Public Sector Career
Evaluation Criteria: 
Each student will be evaluated on his/her attainments of the following course learning outcomes: 
	a) Demonstrated mastery of the vocabulary, concepts, and theories of Public Personnel Administration
	Demonstrated through description, analysis, and application of key terms, concepts, and theories presented in practical problems, cases, exams and quizzes.

	b) Demonstrated ability to analyze case studies, to provide insightful recommendations, critical analysis and thinking by incorporating appropriate conceptual material.
	Demonstrated through Case Studies, Class Discussions, and Chat Room Discussions.

	c) Demonstrated ability to present arguments clearly and cogently providing varied and balanced evidence.
	Demonstrated through electronic communication: (paper submissions, discussion postings, and short essay exams)

	d) Demonstrated ability to research organizations that have similar structures and problems, and address issues within the context of public personnel administration. 
	Demonstrated through case study evaluation and discussion postings.

	e)  The demonstrated ability to utilize technology appropriate to the course material.
	Use of Internet, email, electronic submission of all course assignments, and completion of mid-semester online learning outcomes assessment. 


 

REQUIRED TEXTS
 

The following books are required and may be purchased through the NAU bookstore.  You will find a direct link to the NAU bookstore on your calendar. Click on "Books" marked for the first day of class and follow the directions to order your texts.
 

Starling, Grover. 2002. Managing the Public Sector. Sixth Edition. New York, NY: Harcourt Publishers.
 

Denhardt, Robert B. 2000.The Pursuit of Significance: Strategies for Mangerial Success in Public Organizations. Prospect Heights, Il: Waveland Press.
 

Berkeley, George and John Rouse. 2000. The Craft of Public Administration.New York, NY: McGraw Hill.
 

Additional required readings are listed in your "Weeky Assignments" and on your "Assignment Calendar."  These readings will be available online through the Cline Library electronic reserve.  You will find a direct link to your Cline Library course resource page in your "Welcome Page."
 

Expectations and Grading
 

Students are expected to follow the reading schedule very closely. In order to maximize your learning experience and your contributions to the learning experience of all class participants, you must complete the assigned readings according to the class schedule. My expectation is that students will participate in the class discussion forum and raise questions and concerns. Students are expected to check the class discussion board on a weekly basis. Please use the study guideline notes covered under each content module. A word of caution, the notes and summaries in the content pages are not substitutes for the actual reading assignments. They merely provide a road map to help you navigate through the course content. 
Participation will involve responding to assignments posted online and engaging in the open exchange of ideas in the discussion board and chat room.  Each week students will receive discussion guidelines and are expected to post their questions and comments for class discussions. Students are welcome to use the additional sample questions in the course content pages. Students are required to discuss these questions in full. I suggest that the comments be kept short and should be proofread for grammatical and spelling errors. Participation will be evaluated on the basis of critical analysis of the comments and the timeliness of the postings. While the class discussion board hours are relatively flexible, you are encouraged to post comments early in the week to provide ample time for exchange of ideas during the week.
Membership in the academic community places a special obligation on all members to preserve an atmosphere conducive to freedom to learn. Part of that obligation implies the responsibility of each member of the class community to maintain a positive learning environment in which the behavior of any individual does not disrupt the class membership. 
It is the responsibility of the individual faculty member to determine, maintain, and enforce the standards of behavior acceptable to preserving an atmosphere appropriate for teaching and learning. If the course instructor determines that a student’s behavior is disruptive, then a warning will be issued and if the behavior persists, further disciplinary action will be taken in accordance with university rules and regulations
Sanctions may include a range of responses from immediate removal from class to referral to the appropriate academic unit and /or the Office of Students Life to review pertinent alleged university violations of ethical and behavioral standards. Significant and or continued violations may result in administrative withdrawal from class.
Exams
There will be five exams and a final exam.  The first four exams will include a combination of multiple choice questions and short- essay questions to allow you to apply concepts, theories, and approaches covered in your assigned readings. The final exam will be comprehensive and will consist of two short essay questions and one diagnostic or application essay. For this final project, each student will select a preferred theme--among the key ones that we will study and apply it to a public organization of your choice.  Guidelines for this assignment will be available during week 12.  
Please submit your final diagnostic/application essay as an e-mail attachment.  Once again, a reminder: all course correspondence between students and instructor should be through the WebCt e-mail function.  Your final essay should not be longer than five double spaced pages(size 12 font). Deadlines for submission of all exams is indicated in the course schedule below. 
The dates for the exams are fixed and will not be negotiated. There will not be any Makeup Exams. 
Grading Rubric 
 

A= 90-100%; B= 80-89%; C=70-79%; D=60-69%; F=0-59% 
 

ASSIGNMENT                                                                                            POINTS
Participation                                                                                                  100
Five multiple choice/ short answer/ short essay exams*                                                                                                          




 300
Final Exam (Application Essay)                                                                       70
 Short Essay questions (2)                                                                              30
TOTAL                                                                                                             500 





  
*Exam Points     
	Exam #1
	Exam #2
	Exam # 3
	Exam # 4
	Exam # 5
	FINAL EXAM

	40
	65
	75
	85
	35
	100


 

Class Schedule and Assignments
	Week 1: 
1/12/04 - 1-16-04
	Public Administrators: What they do and what they need to know. 
Cases 1.1 and 1.2
Starling, Chapter 1, pp.1-45; Berkley & Rouse, Chapter 1, pp 1-20

	Week 2: 
1/20/04 -1/23/04
	The Politics of Administration,  Public Management and Administrative Law
 Case 2.2
Starling, Chapter 2, pp. 49-91; Denhardt, Chapter 1, pp.3-15; Berkley & Rouse, Chapter 11, pp.325- 356.

	Week 3:
1/26/04 -1/30/04
	Anatomy of Public Organization: Implications for Public Personnel Management
Berkley & Rouse, Chapter 3, pp.70-100 and Chapter 5, pp.125- 168.

	Week 4:
2/2/04 - 2/6/04
	Exam 1 Due: 2/2/04 to 2/4/04
Organizational Values, Culture, and Commitment
Denhardt, Chapter 2, pp.21-69; 

	Week 5: 
2/9/04 -2/13/04
	Administrative Responsibility and Ethics: Serving the Public
Case Study (Chapter 4, Berkley & Rouse, pp.120-122)
Starling, Chapter 4, pp. 141-178 ; Denhardt, Chapter 3, pp.71-124.

	Week 6: 
2/16/04 - 2/20/04
	Public Program Management and Pragmatic Incrementalism
Cases 5.1 and 5.2
Starling, Chapter 5, pp.185-229; Denhardt, Chapter 5, pp.177-224

	Week 7:
2/23/04 - 2/27/04
	Exam 2 Due: 2/23/04 to 2/25/04
Decision-Making, Empowerment, and Shared Leadership
Cases 6.1 and 6.2
Starling, Chapter 6, pp.231-268; Denhardt, Chapter 4, pp.127-176

	
	

	Week 8: 

3/1/04 -3/5/04

 
	Organizing Human Resources for Leadership

Cases 7.1, 7.2, 8.1 and 8.2

Starling Chapters 7 & 8, pp.273 -365

	Week  9:

3/15/04 - 3/19/04
	Spring Break

	Week 10:

3/22/04 - 3/26/04

 
	Exam 3 Due: 3/24/04 to 3/26/04 

Evaluation and Performance Measurements

Cases 9.1 and 9.2

Starling, Chapter 9, pp. 367-412

	Week 11:

3/29/04 - 4/2/04
	Resources Management: The Human Dimension

Cases 10.1 and 10.2

Starling, Chapter 10, pp.413-456; Denhardt, Chapter 6, pp.225-264

	Week 12:

4/5/04 -4/9/04

 
	 Exam 4 Due: 4/5/04 to 4/7/04

Labor-Management Relations  

Berkley & Rouse, Chapter 6, pp.170-201; 

	Week 13:

4/12/04 -4/16/04
	The Technological Imperative: Managing Human Resources in the 21st Century

Cases 12.1 and 12.2

Starling, Chapter 12, pp.503-550

	Week 14:

4/19/04 - 4/23/04
	Exam 5 Due: 4/19/04 to 4/21/04

Managing Your Public Sector Career and the Pursuit of Significance

Exercise A.1 and A.2

Starling, Chapter 13, pp.551-570;Denhardt, Chapter 7, pp.265-283

	Week 15:

4/26/04 - 4/30/04
	Managing the Public Sector: Human Resources Reflections and Connections

 

	Week 16:

5/3/04-5/7/04
	Final Exam Due: 5/3/04


NORTHERN ARIZONA UNIVERSITY POLICIES: 
All students must note that All NAU policies on safe learning environment, students with disabilities, academic integrity and honesty will be enforced in this course. Web classes present a special challenge to all of us and I expect that no offensive language is used during discussions. Please consult with NAU’s Student Handbook and http://www.nau.edu/~stulife when in doubt. 
Safe Environment Policy
NAU’s Safe Working and Learning Environment Policy seeks to prohibit discrimination and promote the safety of all individuals within the university. The goal of this policy is to prevent the occurrence of discrimination on the basis of sex, race, color, age, national origin, religion, sexual orientation, disability, or veteran status and to prevent sexual harassment, sexual assault or retaliation by anyone at this university.
You may obtain a copy of this policy from the college dean’s office. If you have concerns about this policy, it is important that you contact the departmental chair, dean’s office, the Office of Student Life (523-5181), the academic ombudsperson (523-9368), or NAU’s Office of Affirmative Action (523-3312).
Students with Disabilities
If you have a documented disability, you can arrange for accommodations by contacting the office of Disability Support Services (DSS) at 523-8773 (voice), 523-6906 (TTY). In order for your individual needs to be met, you are required to provide DSS with disability related documentation and are encouraged to provide it at least eight weeks prior to the time you wish to receive accommodations. You must register with DSS each semester you are enrolled at NAU and wish to use accommodations.
Faculty are not authorized to provide a student with disability related accommodations without prior approval from DSS. Students who have registered with DSS are encouraged to notify their instructors a minimum of two weeks in advance to ensure accommodations. Otherwise, the provision of accommodations may be delayed. Concerns or questions regarding disability related accommodations can be brought to the attention of DSS or the Affirmative Action Office.
Institutional Review Board
Any study involving observation of or interaction with human subjects that originates at NAU—including a course project, report, or research paper—must be reviewed and approved by the Institutional Review Board (IRB) for the protection of human subjects in research and research-related activities.
The IRB meets once each month. Proposals must be submitted for review at least fifteen working days before the monthly meeting. You should consult with your course instructor early in the course to ascertain if your project needs to be reviewed by the IRB and/or to secure information or appropriate forms and procedures for the IRB review. Your instructor and department chair or college dean must sign the application for approval by the IRB. The IRB categorizes projects into three levels depending on the nature of the project: exempt from further review, expedited review, or full board review. If the IRB certifies that a project is exempt from further review, you need not resubmit the project for continuing IRB review as long as there are no modifications in the exempted procedures.
A copy of the IRB Policy and Procedures Manual is available in each department’s administrative office and each college dean’s office. If you have questions, contact Carey Conover, Office of Grant and Contract Services, at 523-4889.
Academic Integrity
The university takes an extremely serious view of violations of academic integrity. As members of the academic community, NAU’s administration, faculty, staff and students are dedicated to promoting an atmosphere of honesty and are committed to maintaining the academic integrity essential to the education process. Inherent in this commitment is the belief that academic dishonesty in all forms violates the basic principles of integrity and impedes learning. Students are therefore responsible for conducting themselves in an academically honest manner.
Individual students and faculty members are responsible for identifying instances of academic dishonesty. Faculty members then recommend penalties to the department chair or college dean in keeping with the severity of the violation. The complete policy on academic integrity is in Appendix F of NAU’s Student Handbook.
Academic Contact Hour Policy
The Arizona Board of Regents Academic Contact Hour Policy (ABOR Handbook, 2-206, Academic Credit) states: "an hour of work is the equivalent of 50 minutes of class time…at least 15 contact hours or recitation, lecture, discussion, testing or evaluation, seminar, or colloquium as well as a minimum of 30 hours of student homework is required for each unit of credit."
The reasonable interpretation of this policy is that for every credit hour, a student should expect, on average, to do a minimum of two additional hours of work per week; e.g., preparation, homework, studying.
  
