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Arizona State University East

College of Technology and Applied Science

Department of Information and Management Technology

Fire Programs

Fall 2001

Course Syllabus

FSM 304 – Fire Personnel Management

Dr. Charles H. Kime
ASU Office: Voice 480-727-1321; FAX 480-727-1684

Home Office: Voice 602-866-1525; FAX: 602-866-1576

Mobile/Pager/Text Messaging: 602-689-6979 or text messaging (120 Characters or Less) use 6026896979@airtouch.net
E-Mail: chuck.kime@asu.edu
Office Hours:


ASU East - Rm 143 Tuesday 3:00-4:00 PM


ASU Downtown Center - Wednesday 4:00-5:00 PM prior to class in the lounge on the west end of the second floor

By appointment

When: Tuesday 5:30 p.m.-9:20 p.m.

Where: Williams Campus, Technology Center; Tech 178

Course Description

This course examines the concepts of public personnel practices used in the fire services. Theoretical concepts of personnel practices are studied and different models are applied to fire service issues. This course focuses on topics that include recruiting, testing, and promotion; personnel development; career and incentive programs; physical fitness and wellness programs; disciplinary systems; employee benefits and pensions; training and education; diversity issues, affirmative action, the Americans with Disabilities Act, the Fair Labor Standards Act, and other personnel laws that affect fire departments. This course is specifically designed for undergraduate students of fire service management and firefighters interested in enhancing their knowledge about fire personnel practices in fire departments.

Required Textbook:

Freyss, Siegrun Fox (Ed.). (1999). Human resource management in local government: An essential guide. Washington DC: ICMA.

Recommended Reference Material:
Hacker, Diana. (1995). A writer’s reference (3rd ed.). New York: St. Martin’s Press.

Li, Xia, & Nancy B. Crane. (1996). Electronic styles: A handbook for citing electronic information. Medford, NJ: Information Today.

Publication manual of the American Psychological Association (4th ed.). (1994). Washington, DC: American Psychological Association.

Strunk, Jr., William & E. B. White. (2000). The elements of style (4th ed.). Boston: Allyn and Bacon.

Non Required Supplemental Readings:

Supplemental readings will be announced in class when appropriate.

Course Objectives

At the conclusion of this course, students will be able to:

Describe the theories and concepts of public personnel management used in the fire service.


Describe the role the personnel management function plays in a fire department.


Describe how federal, state, and local laws and regulations influence fire department personnel practices.


Describe what discriminatory personnel practices are in a fire department.


Describe what the characteristics are of a model fire department disciplinary policy.


Describe how fire department employees are motivated and what some fire departments use as incentives to motivate their members.  

Identify the employee benefits many fire departments offer their employees related to health and wellness, leave, insurance, employee assistance programs, and other similar benefits.

Describe the role of official and unofficial actors in the personnel process, including management, union, and employee responsibilities.


Describe the functions of central Personnel Departments and the role these departments play with fire departments.

Describe the characteristics of successful training and education programs offered by fire departments.

 
Describe what the characteristics are of an effective performance appraisal system.

      
Describe the leadership characteristics that will help fire administrators be more successful personnel managers and administrators.


Describe what the opportunities, challenges, and threats are that face fire departments during the next decade.

Academic Integrity and Student Conduct Policy:
Students are expected to execute all course assignments and activities in accordance with the Universities Academic Integrity standard (See General Catalog, p. 80). For additional guidelines, go to the following websites AIP: http:/www.asu.edu/studentlife/judicial/integrity.html and Code of Conduct: http//www.asu.edu/aad/manuals/sta/sta104-01.html.
Attendance Policy:
Attendance is very important. Please make arrangements with me if you must miss a class. If you cannot make the arrangements in advance (might be due to illness, accident, work commitments, shift-work issues, family issues, or other personal problems) please try to notify me the following day. Failure to do so can result in a lower final grade for the class. I will work with you and try to find a mutually acceptable solution to your unique problem(s).
Grading Policy:
It is very important for students to complete readings and assignments on time and according to the directions provided. Please follow the guidelines that are provided in the syllabus, those that are given in class, and the assignments given online. Please observe all due dates for papers and homework assignments. Late assignments will have to be graded at my convenience and usually with less enthusiasm. As with absences, it is important to work with me and make arrangements in advance for work that might be late.
Final Course Grades Will Be Based on the Following Criteria:

Class participation and attendance:

Class Meeting

Discussion Board

Online Assignments

Article Reviews:


Written Assignment


Class Presentation

Mid-Term Exam:

Final Exam:

Total points are determined at the end of the semester. Each assignment has a designated number of points that are assigned at the time the assignment is given.




    







A = 100% -  90%


B =   89% -  80%

C =   79% -  70%

D =   69% -  60%

E =   59% -     0%

Written assignments should be carefully crafted and submitted on time. They will be graded on:

Content and Clarity (75%) 

Grammar, Spelling, Format and Appearance (25%)
Class Participation:

Active participation is essential to learning and development throughout the course. Quality learning from the course depends on each student’s involvement. Development of competencies requires that students actively practice analyzing issues and handling situations efficiently and effectively. Therefore, 240 points are assigned to activities related to participation. Check the grading schedule in the syllabus for the details. Points also are assigned for online participation. Quality contributions to in-class and online dialogue is essential to the learning experience. All students bring a great deal of experience to the class environment. It is important, and expected, that we share our experiences.

Course Outline
	Class
	Topic
	Assignment

FSM 425

	Week 1

8/21/01
	Introduction 
	

	Week 2

8/28/01
	Overview of the personnel functions in a fire department and a municipal personnel department including the classification and compensation system 
	Preface - Freyss: Chapter 1 – Tompkins & Stapczynski

	Week 3

9/4/01
	Recruitment, testing, hiring, retention
	Chapter 2 – Witt & Patton

Article Reviews Group 1

	Week 4

9/11/01
	Performance appraisal, incentives, and motivation theory
	Chapter 3 – McCurdy & Lovrich

Article Reviews Group 2

	Week 5

9/18/01
	Labor-Management relations and personnel functions. The RBO process.
	Chapter 4 – Cozzetto & Pedeliski

Article Reviews Group 1

	Week 6

9/25/01
	Employee rights, discrimination, harassment, and workplace laws and rules.
	Chapter 5 – DiNome, Yaklin & Rosenbloom

Article Reviews Group 2

Mid Term Distributed

	Week 7

10/2/01
	Benefits: health, safety and fitness, insurance, employee assistance programs, and retirement.
	Chapter 6 – Cayer & Volk

Mid Term Exam Due

	Week 8

10/9/01
	Expectations and responsibilities of labor, management, and members. Member conduct and department policies.
	Chapter 7 – Cozzetto & Pedeliski

Article Reviews Group 1

	Week 9

10/16/01
	The disciplinary and appeals process, responding to complaints, suspensions, demotions, and discharge.
	Chapter 8 – Wise, Clemow, Murray, Boston & Bingham

Article Reviews Group 2

	Week 10

10/23/01
	Customer service. The roles and responsibilities of labor, management, and members.
	Readings to be announced.

	Week 11

10/30/01
	Dealing with the public, the media, and special interest groups related to personnel actions.
	Readings to be announced.



	Week 12

11/6/01
	Putting it all together within the context of a public fire department. Summary and conclusion.
	Chapter 1-9 – Freyss (Ed.) plus any supplemental reading assigned.

Final Exam Due


FSM 304 Fire Personnel Management Written Assignments:

Article Reviews: Each student is responsible for writing three article reviews and presenting their article to the class. The guidelines for writing article reviews are found in the “course documents” section. Select three articles of interest related to public personnel issues. At least one article must be taken from a public personnel journal and at least one from a fire service journal, magazine or website. The third article can be taken from either a public personnel journal or a fire service related source. Details will be posted in the “assignment section” of Blackboard. Due dates for article review papers and class presentations are found in the assignments section of Bb.

Topic Paper. Each student is responsible for writing one “topic paper.” The guidelines for writing topic papers are found in the “course documents” section. Topics should be selected by 9/1/01. I must approve topics via e-mail. Additional information is provided in class and online.

Quizzes and Exams. Several short quizzes are given throughout the semester, some in class and some online. Two exams are administered during the semester: a midterm and a final. The mid term exam is an essay take-home exam. The questions, instructions and points assigned are posted on Bb one week in advance of the due date. Details are provided in class and online prior to the postings.
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