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Laois and Offaly ETB
Programme Module for 

Human Resources Management
leading to 

Level 6 QQI  

Human Resources Management 6N3750

Introduction
This programme module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 6 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB’s programme descriptor for the relevant validated programme prior to delivering this programme module.

The programme module is structured as follows:

	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours



	4. Credit Value of QQI Component



	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment
a. Assessment Techniques

b. Mapping of Learning Outcomes to Assessment Techniques

c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria


Integrated Delivery and Assessment

The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module. 
Likewise the teacher/tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of level 6 Communications and level 6 Mathematics modules with that of other level 6 modules is specifically encouraged, as appropriate. 

Indicative Content
The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.
1. Title of Programme Module

Human Resources Management

2. Component Name and Code 

Human Resources Management 6N3750
3. Duration in Hours

150 Hours

4. Credit Value

15 Credits 

5. Status

This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure

6. Special Requirements

None

7. Aim of the Programme Module

This programme module aims to facilitate the learner in understanding the role of Human Resources Management in a range of organisations

8. Objectives of the Programme Module

· To assist the learner in understanding the evolution of Human Resources Management

· To facilitate the learner in understanding the importance of Human Resources planning

· To facilitate the learner in preparing for the recruitment and selection process in a range of organisations

· To enable the learner to understand training and development procedures in an organisation

· To assist the learner in understanding employment legislation
· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Human Resources Management through the medium of the indicative content 

· To enable the learner to exercise substantial personal autonomy and responsibility.
9. Learning Outcomes of Level 6 Human Resources Management 6N3750
Learners will be able to:
1. Assess the evolution, nature, scope and policy goals of Human Resources Management 

2. Evaluate the relevance of strategic Human Resources Management to organisational performance and business strategy

3. Explore the benefits and process of human resources planning, to include appropriate strategies for dealing with labour shortages and surpluses

4. Assess the goals, benefits, process and methods of organisational motivation, training and development to include the needs for and benefits of a training plan

5. Evaluate the core objectives, benefits, challenges and methods of performance management, to include evaluation of what constitutes good performance management  and reward systems

6. Explore the role, benefits and methodologies of effective grievance and discipline handling within an organisation

7. Evaluate the theoretical basis for Industrial Relations and its application in the business environment

8. Generate appropriate recruitment and selection documentation to include job specification, person specification and interview marking sheets

9. Devise an interview strategy for a stated vacancy, to include an appropriate interview environment, panel and structure, and use of appropriate interview techniques and questions, taking cognisance of relevant employment legislation

10. Formulate appropriate performance management methodologies for an organisation

11. Formulate appropriate performance management methodologies for given organisational role

12. Generate appropriate grievance and discipline strategies for a given set of circumstances

13. Apply theoretical principles and practical skills to solving Human Resources Management issues in the work environment

14. Support the effective operation of a human resources department in the business environment

10. Indicative Content 

This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.

Section 1: History, Principles and Practice of Human Resources Management Learning Outcomes: 1, 2, 13, 14.

Explore with the learner:

· A brief history of the evolution of Human Resources Management (HRM) from the welfare officers of the late 19th century through the influence of scientific management and behavioural science, to the present day.

· An understanding of HRM as being concerned with the management of an organisation’s workforce, both in smaller organisations where responsibility for all HR matters normally rests with line management to larger organisations where generally there are HR specialists employed in a HR department.

· An understanding of the development of HR policies in key activity areas such as recruitment, rewards and employee relations and the primary role of such policies in guiding line managers in carrying out their HRM responsibilities.

Enable the learner to:
· Examine the development of an organisation’s HRM strategy and the subsequent development of HR policies and procedures in critical areas of workforce management, such as recruitment, training and reward management.

· Have an awareness of the wider contribution which the HRM role makes to organisational success, by effectively integrating HR practices to meet business objectives.

· Develop an understanding of HRM as to how it acts as a service to other parts of the organisation which can be achieved in consultation and partnership with senior management.

Examine with the learner:

· An understanding of the practical skills required by the good HR practitioner including communications skills, diplomacy, fair-mindedness, employment law expertise and an ability to think strategically. 

· The selection of examples of various HRM issues that can arise in the workplace, such as staff welfare issues and an examination of how these situations might be resolved, for example, requests from staff for more flexible working hours and other work-life balance issues.

· A recognition of the wide-ranging role of the HR practitioner in the context of the current economic and business environment.

Facilitate the learner to understand:

· The role of senior management in supporting the organisation’s HR strategy

· The HR department’s role in providing a service to other parts of the business and the wider contribution which the HR role makes to business success.

· The importance of liaising with line managers in order to analyse business needs and deliver effective solutions that optimise the HR resources of the business

· The need to meet business objectives by effectively integrating HR knowledge and practices.


Section 2: Human Resources Planning, Recruitment and Selection Learning Outcomes:  3, 8, 9

Examine with the learner:

· The stages in the HR planning process, including stock taking and forecasting the demand for, and the supply of labour

· The importance of the anticipation of shortages or surpluses of human resources so that they can be corrected before the situation becomes unmanageable and expensive

· The formulation of an action plan to take account of resourcing by making better use of existing employees and recruiting new employees if required.

· The formulation of an action plan for flexibility to allow the organisation to respond quickly to its needs in terms of numbers of employees and availability of employees to meet organisational needs (for example flexible working hours and retraining)

· The formulation of an action plan for staff retention through improved training, rewards, communication and work-life balance.

· The formulation of an action plan for downsizing, if required, through for example, redeployment, career breaks, early retirement and redundancy.

· The setting of a timetable for the implementation of the HR plans.

· The monitoring and regular review of the HR plans in view of possible changes to the internal and/or external environment over time.

· The evaluation of the whole HR planning process to ensure its effectiveness.

Explore with the learner

· The need for an effective workforce and how to bring the best human resources into the organisation, recognising the vital importance of the calibre of the workforce in the profitability and even the survival of an organisation

· The recruitment and selection process, to include job analysis, various recruitment methods and the selection phase of the process

· The functions of the job interview. 

· The design of structured interviews, to include various types of interview questions and an interview marking sheet, in response to a stated vacancy

· An awareness of the terms of the Employment Equality Acts 1998-2008, with particular emphasis on the prohibition of discrimination in relation to access to employment.

References to the appropriate interview environment, panel, and structure Level 9

Section 3 :  Training & Development and Performance Management LOs: 4, 5, 10, 11.

 Examine with the learner:

· An understanding of the concept of motivation

· The distinction between “content” and “process” theories of motivation

· The need for management to motivate employees through both extrinsic and intrinsic outcomes

· The link between motivation and job design in generating positive workplace behaviour

· The differentiation between training and development

· The steps in the training process to include the identification of training needs and the development and implementation of suitable training plans

· The effective evaluation of training

· The importance of career development techniques such as succession planning, mentoring programmes and continuous professional development.

Facilitate the learner to explore:

· The role of a fair, equitable and objective performance management system in building a strong performance culture in an organisation.

· The reasons for conducting performance appraisals of staff from both the employer and employee perspectives.
· An outline of some of the most commonly used performance appraisal techniques, such as rating, ranking, self-assessment, free form, performance or objectives-oriented systems and 360-degree feedback.
· Performance related pay and incentives as a method of improving employee performance. The importance of management setting key performance criteria and rewarding employees accordingly in a climate of trust and fairness.
LO 11 The content covers the performance management methodologies for ‘given organisational roles
Section 4: Employment Relations Learning Outcomes:  6, 7, 12.

Explore with the learner:

· The need for the development of procedures to facilitate conflict resolution in the workplace

· An understanding of the term “grievance” and the need for prompt handling of employee grievances by management

· Guidelines for managers involved in grievance handling.

· The establishment and application of grievance procedures.

· The establishment of acceptable rules and standards in a workplace

· The importance of disciplinary rules in setting out the standards of acceptable behaviour by employees and the consequences of not meeting these standards

· The establishment of disciplinary procedures for applying these rules and implementing any resulting action

· An understanding of the legal context in which discipline should be administered in organisations, in particular the use of fair procedures and the application of the concept of natural justice

· The importance of management thoroughly investigating the circumstances and establishing the facts of the case

· The importance of management maintaining accurate records in disciplinary cases and giving the right of appeal to the employee.

Explore with the learner:

· The interaction of employees, employers, trades unions and government on a regular basis.

· An understanding of the concept of industrial relations as indicating a collective approach to managing the employment relationship and the role of the HR manager in collective bargaining and interactions with trades unions.

· An understanding of the broader concept of employment relations as including all employer, employee and State interactions on employment matters, recognising that there are non-union as well as unionised organisations

· The concept of employees interacting with employers on an individual as opposed to a collective basis in view of individual workers employment rights in areas such as dismissals and equality

· The role of the State as a provider of dispute resolution mechanisms in particular the Labour Relations Commission, the Labour Court, the Equality Authority, the National Employment Rights Authority and the Employment Appeals Tribunal.

11. Assessment

11a       Assessment Techniques

Examination                    40%

Project                              30%

Skills Demonstration      30%

11b      Mapping of Learning Outcomes to Assessment
In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification each learning outcome is mapped to an assessment technique.  This mapping should not restrict an assessor from taking an integrated approach to assessment.
	Learning Outcome
	Assessment Technique

	1.Assess the evolution, nature, scope and policy goals  of Human Resources Management
	Examination

	2.Evaluate the relevance of strategic Human Resources Management to organisation performance and business strategy
	Examination

	3.Explore the benefits and process of human  planning, to include appropriate strategies for dealing with labour shortages and surpluses
	Project

	4.Assess the goals, benefits, process and methods of organisational motivation, training and development to include the needs for and benefits of a training plan
	Examination

	5.Evaluate the core objectives, benefits, challenges and methods of performance management, to include evaluation of what constitutes good performance management  and reward systems
	Examination/Skills Demonstration

	6.Explore the role, benefits and methodologies of effective grievance and discipline handling within an organisation
	Project/Skills Demonstration/Examination

	7.Evaluate the theoretical basis for Industrial Relations and its application in the business environment
	Examination

	8.Generate appropriate recruitment and selection documentation to include job specification, person specification and interview marking sheets
	Skills Demonstration/Project

	9.Devise an interview strategy for a stated vacancy, to include an appropriate interview environment, panel and structure, and use of appropriate interview techniques and questions, taking cognisance of relevant employment legislation
	Skills Demonstration/Project

	10.Formulate appropriate performance management methodologies for an organisation
	Skills Demonstration 

	11.Formulate appropriate performance management methodologies for given organisational roles
	Skills Demonstration

	12.Generate appropriate grievance and discipline strategies for a given set of circumstances
	Skills Demonstration/Project

	13.Apply theoretical principles and practical skills to solving Human Resources Management issues in the work environment
	Examination

	14.Support the effective operation of a human resources department in the business 
	Examination


11c.  
Guidelines for Assessment Activities

The assessor is required to devise examination papers, marking schemes and outline solutions for the examination.  In devising the examination papers, skills demonstration briefs and project briefs care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.

	Examination 
	40%

	The examination will be of 2 hours duration and will be based on the following Learning Outcomes: 1, 2, 4, 5, 7, 11, 13, 14.

	The assessor will devise a theory-based examination that assesses candidates’ ability to recall and apply theory and understanding, requiring responses to a range of structured questions.
The format of the exams will be as follows:  
Section A:

10 short questions which will be compulsory and will cover all the Learning Outcomes

( 1 mark each  = 10 marks) 

Section B:
3 structured questions (10 marks each = 30 marks). 
Total = 40 marks.
Evidence for this assessment technique may take the form of written, oral or audio evidence.  

All instructions for the learner must be clearly outlined in an examination paper 


	Skills Demonstration
	30%

	This demonstration may be carried out within a reasonable time after the appropriate programme content has been delivered.

	This demonstration will provide evidence of Learning Outcomes: 5, 6, 8, 9, 10, 11, 12.
The learner will complete a series of skills demonstrations in which they conduct a:

· Job interview LO 8 and 9
· Performance appraisal interview LO 5, 10 and 11
· Disciplinary meeting LO 6 and 12
In completing these skills demonstrations, the learner will 

Job Interview

· LO 8 Generate appropriate recruitment and selection documentation to include job specification, person specification and interview marking sheets. 

· LO 9 Devise an interview strategy for a stated vacancy, to include an appropriate interview environment, panel and structure, and use of appropriate interview techniques and questions, taking cognisance of relevant employment legislation.  

Performance Appraisal

· LO 5 Evaluate the core objectives, benefits, challenges and methods of performance management to include evaluation of what constitutes good performance management and rewards systems 
· LO 10 Formulate appropriate performance management methodologies for an organisation

· LO 11 Formulate appropriate performance management methodologies for given organisational roles.

Disciplinary Meeting

· LO 6 Explore the role, benefits and methodologies of effective grievance and discipline handling within an organisation
· LO 12 Generate appropriate grievance and discipline strategies for a given set of circumstances
This section will provide guidelines for the assessor in devising their assessment instruments.

Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these (select as appropriate). Any audio, video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief


	Project
	30%

	This project may be carried out within a reasonable time after the appropriate programme content has been delivered.

	This project will provide evidence of Learning Outcomes: 3, 6, 8, 9, 12, 13.
This section will provide guidelines for the assessor in devising their assessment instruments.

Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these.  (Any audio, video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief


12.  Grading

Distinction: 
80% - 100% 

Merit:

65% - 79%

Pass: 

50% - 64%

Unsuccessful:
0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.
	Human Resources Management
6N3750
	Learner Marking Sheet

Examination – Theory 40%


Learner’s Name: ________________________________
	Assessment Criteria
	Maximum Mark
	Learner Mark

	Section A: 10 Short Questions 

	Question 1
	1
	

	Question 2
	1
	

	Question 3
	1
	

	Question 4
	1
	

	Question 5
	1
	

	Question 6
	1
	

	Question 7
	1
	

	Question 8
	1
	

	Question 9
	1
	

	Question 10
	1
	

	Subtotal
	10
	

	Section B: 3 Structured Questions, answer 3

	Question 1
	
	

	Question 2
	
	

	Question 3
	
	

	
Subtotal
	30
	

	Total Mark
	40
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................
	Human Resources Management  6N3750
	Learner Marking Sheet

Skills Demonstration 30% 


Learner’s Name: ________________________________
	Assessment Criteria


	Maximum Mark
	Learner Mark

	Skills Demonstration 1: Job Interview

	Designed a structured interview
	3
	

	Selected questions appropriately
	3
	

	Conducted Interview suitably 
	4
	

	Subtotal 
	10
	

	Skills Demonstration 2: Performance Appraisal Interview
	
	

	Appropriate procedure applied
	3
	

	Relevant discussion facilitated
	3
	

	Interview suitably conducted by learner
	4
	

	Subtotal
	10
	

	Skills Demonstration 3: Conducted Disciplinary Meeting
	
	

	Evidence of preparation prior to meeting
	3
	

	Understanding of fair procedures demonstrated
	3
	

	Meeting suitably conducted by learner
	4
	

	Subtotal 
	10
	

	Total  Mark
	30
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................
	Human Resources Management 
6N3750
	Learner Marking Sheet

Project 30% 


Learner’s Name: ________________________________
	Assessment Criteria


	Maximum Mark
	Learner Mark

	Relevant information appropriately selected and organised
	6
	

	Understanding and knowledge of chosen topic clearly demonstrated
	6
	

	Appropriate theories interpreted and applied correctly
	6
	

	Comprehensive evaluation clearly demonstrated
	6
	

	Appropriate information presented
	6
	

	Total Mark
	30
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................
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