
MGT 275 Introduction to Salvation Army Human Resources 

Syllabus—Fall, 2019 
 

Instructor Contact Information 

Roxanne Jennings, Major (B.A. M.A.) 

roxanne_jennings@can.salvationarmy.org 

Office/Cell:  204 -924-5607/204-228-8481 

 

Office Hours:  Monday—Friday,   8:00 a.m.—4:00 p.m. 

 

Course Description: 

This course will introduce cadets to the principles, practices and policies of Human Resources 

management that are in some ways unique to Salvation Army culture, while other elements are 

generic to standard practices and policies for Human Resources management. Cadets will 

become familiar with databases and management systems used in Human Resources processes in 

The Salvation Army.    

 

Duration:  September 4, 2019 – December 3, 2019 

Credits: 3 credit hours 

Prerequisites:  Enrollment is restricted to CFOT only 

Time Extension Deadline: November 22, 2019   

Voluntary Withdrawal Deadline:  November 1, 2019 
 Voluntary Withdrawal for Cadets must be approved in advance by the CFOT Director of Academic Studies   

 

Course Objectives—Learning Outcomes 

At the conclusion of the course, the student will have an: 

 Introduction to Human Resources Management so that they have a working knowledge 

of the Human Resources field and an understanding of what’s required to work with 

employees. 

 Understanding of Salvation Army Systems and Processes so that they will be familiar 

with Salvation Army policies, where they are found and whom to contact when 

issues/challenges arise. This will enhance the student’s ability to keep their ministry unit 

safe. 

 Understanding of PEAC and how to implement PEAC with employees, so that they will 

ensure compliance with The Salvation Army’s process in evaluating employees. 

 



 

Required Textbook & Reading: 

Patterson, K., Grenny, J., McMillan, R., & Switzler, A. ( 2012).  Crucial Conversations (2nd 

ed.). New  York: McGraw Hill. ISBN: 978-0-07-177132-0 

 

Course Outline 

 

Session Day/Date Time Topic Presenter 

① 

Thursday 

Sept. 12 

8:30-

9:45 

Introduction and Orientation to 

Human Resources 

Major Roxanne 

Jennings 

10:00-

11:15 
Your Role as Supervisor 

② 

Thursday 

Sept. 19 

8:30 – 

9:45 

Interview with New Lieut’s. Lt.’s Angela & Derek 

Kerr 

10:00-

11:15 

Case Study Group Work 

③ 

Thursday 

Sept. 26 

8:30-

9:45 

Benefits Orientation, EAP and 

Policy (RRSP, Vacation & Sick) 

 

 

 

 

 10:00-

11:15 

④ 

Monday 

Sept. 30 

8:30-

9:45 

Employee File/Recruitment 

Process/Orientation Process 

 

Health & Safety Overview 

 

 

 

Beverly Goulding 
10:00-

11:15 

⑤ 

Thursday 

Oct. 10 

R. Away 

8:30-

9:45 

Benefits Orientation, EAP and 

Policy (RRSP, Vacation & Sick) 

 

 

 

 

 
10:00-

11:15 

⑥ 

Thursday 

Oct. 24 

 

8:30-

9:45 

Performance 

Management/Management of 

Staff/Labor Relations 

 

10:00-

11:15 
 

⑦ 

Monday 

Oct. 28 

 

8:30-

9:45 PEAC – For you as a Salvation 

Army Officer 

Paul Carew 

10:00-

11:15 

⑧ 

Thursday 

Nov. 7 

 

8:30-

9:45 

 

PEAC – In your Ministry Unit 

Major Roxanne 

Jennings 

10:00-

11:15 



⑨ 

 

 

Thursday 

Nov. 14 

 

8:30-

9:45 

 

 

Conflict Management 

 

Nancy Turley 

10:00-

11:15 

 

 

   ⑩ 

 

Thursday 

Nov. 21 

 

8:30-

9:45 

 

Workplace 

Harassment/Discrimination/Violence 

Prevention Training 

 

 

Beverly Goulding 10:00-

11:15 

⑪ 

Thursday 

Nov. 28 
8:30-

9:45 

10:00-

11:15 

 

Class Presentations 

 

Individual portfolio 

presentations 

⑫ 

Monday 

Dec. 2 

8:30-

9:45 

10:00-

11:15 

Class Presentations Individual portfolio 

presentations 

 

Detailed Assignment Description 

Major Assignment: 

Part 1: 

Prepare a portfolio (10 – 15 pages) of reflections on knowledge gained throughout the course. A 

portfolio is a personalized collection of materials; a reflection of you as a professional; a record 

of your professional development; evidence of you having learned new skills. Demonstrate the 

connection points through narrative/justification to The Salvation Army operating policies. This 

document should make the strongest possible case for your learnings. 

This portfolio will be practical in nature. Tell me about who you are? What have you learned 

about yourself? How has this course better prepared you for your role as a Corps Officer?  What 

tools have you gained through this course? Are there skills that you feel you need to develop 

further, in the future? 

Part 2: 

The final portfolio will be presented in written form and portions of it will be presented orally to 

the class during the last two weeks of class.  The presentation is to be 20 minutes in length, 

including time for questions and answers. 

Final written paper due: Wednesday, December 4, 2019 

 



Assignment # 2 

Work together in assigned groups on a case study. Questions to contemplate: If this situation 

happened in your ministry unit, what would you do? What would you document? Would this 

situation require an investigation? If so, who would investigate? How could DHQ/THQ help in 

this situation? Who would you contact? What steps would you take to resolve this issue? Could 

this situation have been prevented? What new insight did you gain from discussing this case 

study? Prepare to discuss in class. 

Group presentation will be made in class, September 19, 2019 

 

Assignment # 3 

Conduct a web search on the topic of Conflict Management – conversation starters. I am looking 

most specifically for articles that will assist you in starting conversations with individuals and/or 

groups, when difficult issues arise.  Find two credible articles that will act as a resource for you, 

in your work with human resources.  

Due: Submit these two articles or article links by Monday, November 18, 2019. 

 

 

 

 

 

 

 

 

  

Aspect Percentage of Assignment Grade 

Human Resources Portfolio 50% 

Case Study 15% 

Web Search 20% 

In Class Participation 15% 



Letter Grades & Grade Points  

 

A+ (4.5) Exceptional performance with evidence of outstanding original thinking, superior 

organization, exceptional capacity to analyze and synthesize; a superior grasp of the subject 

matter with sound critical evaluations; evidence of an extensive knowledge base. A final grade 

of A+ may be awarded only with the approval of the Academic Dean. 

A (4.0) Excellent performance with evidence of excellent original thinking, excellent 

organization, excellent ability to analyze and synthesize; an excellent grasp of the subject 

matter with sound critical evaluations; evidence of an extensive knowledge base. 

B+ (3.5) Very good performance with evidence of original thinking, very good organization, 

demonstrated ability to analyze and synthesize; a very good grasp of the subject matter; 

evidence of good critical judgment, a very good understanding of the relevant issues under 

examination; very good familiarity with the relevant literature. 

B  (3.0) Good performance with evidence of a good grasp of the subject matter; evidence of 

critical capacity, good analytical ability, a good understanding of the relevant issues under 

examination; evidence of good familiarity with the relevant literature. 

C+ (2.5) Satisfactory performance with evidence of a satisfactory grasp of the subject 

matter; evidence of critical capacity, demonstrated analytical ability, an understanding of the 

relevant issues under examination; evidence of familiarity with the relevant literature. 

C  (2.0) Adequate performance with evidence of an adequate grasp of the subject matter; 

some evidence of critical capacity, an ability to develop solutions to simple problems found in 

the material; evidence of familiarity with some of the relevant literature. 

D  (1.0) Marginal performance with evidence of marginal familiarity with the subject 

matter and some evidence that critical and analytical skills have been used. 

F   (0) Inadequate performance with little evidence of even a superficial understanding of 

the subject matter; serious weaknesses in critical and analytical skills; limited or irrelevant use 

of the literature; failure to satisfy course requirements. 
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Other Guidelines: 

To earn a passing grade, cadets must submit all required assignments in the course. 

Late submissions will be accepted for assignments up to one week after the due date.  However, 

a per diem penalty of 4% for the respective assignment will be assessed. Assignments that are 

more than one week late will receive a failing grade. Please note that cadets are still required to 

submit the late assignment. 

Academic Integrity 

It is a serious offence to present a piece of work for course credit as one’s own if the work or a 

portion thereof was done by some other person (plagiarism). Actions of plagiarism harm both the 

student and the reputation of the University College.  Plagiarism or any form of cheating in 

examinations or term tests (e.g. crib notes) is subject to serious academic penalty that may 

include loss of part or all of the marks for an assignment/test, failure in the course, dismissal 

from the University College, or other serious consequences.  Plagiarism or cheating in a course 

in which a student is cross-registered with the University of Manitoba may lead to disciplinary 

action by the University according to its policies. 

To plagiarize is to take ideas or words of another person and pass them off as one’s own. In 

short, it is stealing something intangible rather than an object. Obviously it is not necessary to 

state the source of well-known or easily verifiable facts, but students are expected to 

acknowledge the sources of ideas and expressions they use in their written work, whether quoted 

directly or paraphrased. This applies to diagrams, statistical tables and the like, as well as to 

written material and materials or information from Internet sources.  Failure to do so constitutes 

plagiarism. It will also be considered plagiarism and/or cheating if a student submits an 

assignment in whole or in part by someone other than him/herself, or copies the answer or 

answers of another student in any test, examination, or take-home assignment.  

At the beginning of their program of study, all students are required to complete the prescribed 

plagiarism tutorial. 

Instructors are required to report all allegations of plagiarism or cheating to the Academic Dean 

before a grade is assigned. The original assignment is submitted to the Academic Dean.  

The Academic Dean will chair a joint meeting of student and instructor to hear both the 

allegations and the student’s response to the allegations. The Academic Dean will then make a 

determination whether or not plagiarism or cheating has in fact occurred and decide on 

appropriate disciplinary measures. The student and instructor will be notified of the Academic 

Dean’s decision in writing. A copy of the decision will be sent to the Registrar and University 

College President. The student has the right to appeal the decision of the Academic Dean (see 

Academic Appeals). 

 

 

 



Absenteeism 

Academic penalty may result if more than 15% of classes (four 75 minute classes or two 50 

minute classes) are missed. Sustained patterns of absenteeism may result in a Cadet being 

recommended to the Evaluation Board to be placed on conditional status. Chronic lateness will 

be regarded as unsatisfactory, and may result in a Cadet being documented as a Cadet on 

conditional status with appropriate action from the administration. A doctor’s note may be 

required upon return to class following an absence of three or more days.  

Policy on the Use of Personal Computers, Electronic Devices and Cell Phones in CFOT 

Classrooms 

Course instructors may choose to allow Cadets to bring personal laptop computers/PEDs to class 

for note taking. Cadets should exhibit the highest level of integrity while using computers/PEDs 

in class and remain fully ‘engaged’ in the class. During class time Cadets will refrain from using 

their computers/PEDs for personal use, this includes surfing the internet, emails, Facebook, chat 

rooms, etc. Cadets who choose to ‘disengage’ from class lectures and use their computers / PEDs 

for surfing the internet, chatting on internet sites, sending emails, etc. may be asked by the 

instructor(s) to refrain from using the computer / PED during the remainder of the class as well 

as in future classes.  

 

 

 


