
Chapter 1: The World of Human Resources Management
· Human Resources Management (HRM) – The process of managing human resources or talent (human capital and intellectual assets) to achieve an organization’s objectives. 
· “Why Study HRM?” – Staffing the organization, designing jobs and teams, developing skillful employees, identifying approaches for improving their performance, and rewarding employee successes—all typically labeled HRM issues—are as relevant to line managers as they are to managers in the HR department.
· An organization's success increasingly depends on the knowledge, skills, and abilities of employees, particularly as they help establish a set of core competencies that distinguish an organization from its competitors. To work with people effectively, we have to 
· Understand human behaviour 

· Be knowledgeable about various systems and practices available 

· Be aware of economic, technological social and legal issues 

· Core Competencies – Integrated knowledge sets within an organization that distinguishes it from its competitors and delivers value to customers.
· Sustained competitive advantage through people is achieved if these human resources:

· Have value.

· Are rare and unavailable to competitors.

· Are difficult to imitate.

· Are organized for synergy.
· The impact of HR practices 

· Cost savings – reduce turnover, absenteeism, cost of losing value employees (1 year salary), etc. 
· More productive employees
· With good HR practices, organizations could do thing faster, better, and cheaper with the same number of employees. 
Competitive Challenges and HRM – The most pressing competitive issues facing firms:

1. Going global
· Globalization – The trend toward opening up foreign markets to international trade and investment. 
· Impact of globalization 
· “Anything, anywhere, anytime” markets

· Partnerships with foreign firms

· Lower trade and tariff barriers – NAFTA, APEC, GATT, WTO
· Corporate Social Responsibility – The responsibility of the firm to act in the best interests of the people and communities affected by its activities. 

· People consider CSR (good citizenship) more important to their job selection, i.e., they are concerned about how products are produced, do employees are treated fairly, environment pollution, etc.

· Effects of Globalization on HRM 
· Different geographies, cultures, laws, and business practices. 
· The Issues are:

· Identifying capable managers and workers in foreign workforce 
· Developing foreign culture and work practice training programs.

· Adjusting compensation plans for overseas work
2. Embracing new technology 
· Technology allows organization take advantages of information explosion, “e-commerce”, virtual workers, etc. Advanced technology has tended to reduce the number of jobs that require little skill and to increase the number of jobs that require considerable skill, a shift we refer to as moving from touch labour to knowledge work.  This displaces some employees and requires that others be retrained.  In addition, information technology has influenced HRM through human resources information systems (HRIS) that streamline the processing of data and make employee information more readily available to managers.
· Knowledge Workers – Workers whose responsibilities extend beyond the physical execution of work to include planning, decision making, and problem solving.
· Knowledge-Based Training – Online instruction and “Just-in-time” learning via the Internet on company intranets
· Human Resources Information System (HRIS) – A computerized system that provides current and accurate data for the purposes of control and decision making.
· The biggest advantage gained from HRIS is allow HR personnel focus more effectively on the firm’s strategic direction instead of on routine tasks. 

· Benefits of HRIS:

· Store and retrieve of large quantities of data.

· Combine and reconfigure data to create new information.

· Institutionalization of organizational knowledge.

· Easier communications.

· Lower administrative costs, increased productivity, speed up response times, and improving decision making, and customer service. 

· Most common HRIS ( payroll, benefits administration, enrollment, Recruiting
· To choose a HRIS, experts says the first step is for HR personnel to evaluate the biggest “headaches” the experience, or the most time consuming tasks, and then choose the applications that can have the strongest impact on the firm’s financial measure. 

· Other HRM IT Investment Factors

· Fit of the application to the firm’s employee base

· Ability to upgrade or customize the software
· Increased efficiency and time savings

· Compatibility with current systems

· Availability of technical support
· Time required to implement and train staff members to use HRIS

· Initial and annual maintenance costs
· Influence of Technology in HRM
· Operational impact – automating routine activities, alleviating administrative burdens, reducing costs, and improving productivity internal to the HR function itself. (Change How thing will be done ( same thing are now done efficiently)
· Relational impact – How managers manage better by allowing them better access to information. E.g. Search for specific skills set for hiring people. 
· Transformational impact – Changing activities of the HR department. Change on What rather than how. E.g. Training with technology rather than by traditional way; Teaching managers things that could not be done before. 
3. Managing change
· Both proactive and reactive change initiatives require HR managers to work with line managers and executives to create a vision for the future, establish an architecture that enables change, and communicate with employees about the processes of change.
· In highly competitive environments, where competition is global and innovation is continuous, change has become a core competency of organization. 
“No Change means no chance.”
· Types of Change

· Reactive change – Change that occurs after external forces have already affected performance.
· Proactive change – Change initiated to take advantage of targeted opportunities. 
· Managing Change through HR – Formal change management programs help to keep employees focused on the success of the business.
· Why Change Efforts Fail:
1. Not establishing a sense of urgency.

2. Not creating a powerful coalition (teams or person) to guide the effort.

3. Lacking leaders who have a vision.

4. Lacking leaders who communicate the vision.

5. Not removing obstacles to the new vision.

6. Not systematically planning for and creating short-term “wins.”

7. Declaring victory too soon.

8. Not anchoring changes in the corporate culture.
· To manage change, executives and managers, including those in HR, have to envision the future, communicate this vision to employees, set clear expectations for performance, and develop the capability to execute by reorganizing people and reallocating assets. 
· Organizations Successfully in manage change, they build these Key Elements in Change-management Planning:

· They link the change to the business strategy.

· They create quantifiable benefits. 

· They engage key employees, customers, and their suppliers, early.
· They integrate required behaviour change. 

· They lead clearly, unequivocally, and consistently. 

· They invest to implement and sustain change.

· They communicate continuous and personally. 

· They sell commitment to the change, not communication about the change. 
4. Managing talent, or human capital
· In order to "compete through people" organizations have to do a good job of managing human capital the knowledge, skills, and capabilities that have value to organizations.  Managers must develop strategies for identifying, recruiting, and hiring the best talent available; developing these employees in ways that are firm-specific; helping them to generate new ideas and generalize them through the company; encouraging information sharing; and rewarding collaboration and teamwork.
· Human Capital – The knowledge, skills, and capabilities of individuals that have economic value to an organization.

· Human capital or assets may not show up directly on a company’s balance sheet, it nevertheless has tremendous impact on an organization’s performance. Human capital is Valuable because this capital:

· is based on company-specific skills.

· is gained through long-term experience.

· can be expanded through development.
· Human capital is intangible and elusive and cannot be managed the way organizations manage jobs, products, technologies because the employee own their own human capital, not the organization.
· Creation of Knowledge: To build human capital, manager must continue to develop superior knowledge, skills, and experience within their workforce. 

· Staffing programs focus on identifying, recruiting, and hiring the best and the brightest talent available. 

· Training programs complement these staffing practices to provide skill enhancement, particularly in areas that cannot be transferred to another company if an employee leaves.  

· Employees need opportunities for development on the job so managers have to provide developmental assignment to employees and ensuring their job duties and requirements are flexible enough to allow for growth and learning. 
· Utilization of Knowledge: Organizations have to find ways of using the knowledge that currently exists because, too often, employees have skills that go unused. Managers have to put efforts on employee empowerment and encourage their participation and involvements more fully utilize the human capital available. 
· Application of Knowledge: Organizations have to ensure that knowledge has been applied. 
· Development assignments, particularly those involve teamwork, can also be a valuable way of facilitating knowledge exchange and mutual learning. 

· Effective communication (face-to-face or through IT) is instrumental in sharing knowledge and making it widely available throughout the organization. E.g., share knowledge, such as discussion to problems or best solution on website. Post proposal or best practices online. 
5. Responding to the market
· In order to respond to customer needs better, faster, and more cheaply, organizations have instituted total-quality management (TQM) and reengineering programs.  Each of these programs requires that HR be involved in changing work processes, training, job design, compensation, and the like.  HR issues also arise when communicating with employees about the new work systems, just as with any change initiative.
· HRM systems can help organization provides products and service faster, better, and cheaper. There are three way to achieve this: TQM, Six Sigma, and reengineering. 
· Total Quality Management (TQM) – A set of principles and practices whose core ideas include understanding customer needs, doing things right the first time, and striving for continuous improvement. This means change employee motivation, corporation culture and employee training. 
· Six Sigma – A process used to translate customer needs into a set of optimal tasks that are performed in concert with one another. 

· The goal of Six Sigma is to (use statistic) reduce defect, improve cycles time, increase customer satisfaction. 
· By examining the optimal process, Six Sigma can have a powerful effect on the quality of products, the performance of customer service, and the professional development of employees. 
· Six Sigma can catch mistakes before they happen while other quality efforts often can’t. 

· The importance of HR to Six Sigma begins with the formation of teams, and extends to training, performance management, communication, culture, and even rewards. 
· The most important quality-improvement techniques stress employee motivation, change in corporate culture, and employee education. 

· HR programs help balance two opposing forces. 
· Like HRIS, TQM has helped HR departments progress from a focus on functional activities to strategic planning. 
· Reengineering – Fundamental rethinking and radical redesign of business processes to achieve dramatic improvements in cost, quality, service, and speed.
· Reengineering and HRM: 

· Managers start over in rethinking how work should be done, how technology and people should interact, and how entire organization should be structured. 

· First ( create environment for change

· Second ( need effective leadership and communication process 

· Third ( requires that administrative systems be reviewed and modified. 

6. Containing costs
· Labor costs are one of the largest expenditures of any organization, particularly in service-intensive and knowledge-intensive companies. 
· In order to contain costs, organizations have been downsizing, outsourcing, leasing employees, and enhancing productivity. HR's role is to maintain the relationship between a company and its employees, while implementing the changes.
· Downsizing – The planned elimination of jobs (“head count”). 
· Why do companies cut jobs: 1) to save money and 2) to get rid of division (even profitable if it is no longer part of strategic direction) ( to strengthen their companies’ future positions. If company downsizes to focus on core operation, they may create new jobs as well. E.g. CIBC gets rid of one division (insurance) to focus on other (banking). 
· Hidden Costs of Layoff
· Severance and rehiring costs

· Accrued vacation and sick day payouts

· Pension and benefit payoffs

· Potential lawsuits from aggrieved workers

· Loss of institutional memory and trust in management

· Lack of staffers when the economy rebounds

· Survivors who are risk-averse, paranoid, and political
· Benefits of a No-Layoff Policy

· A fiercely loyal, ore productive workforce

· Higher customer satisfaction

· Readiness to snap back with the economy

· A recruiting edge

· Workers who aren’t afraid to innovate, knowing their jobs are safe.
· To approach downsizing more intelligently, companies have made special efforts to reassign and retrain employees for new positions when their jobs are eliminated. 
· Outsourcing – contracting outside the organization to have work done that formerly was done by internal employees. E.g. Outsourcing cleaning or payroll ( jobs loss 
· Increase the organization’s flexibility and lower its overhead costs.

· Enable to focus on organization’s activities on what they do best. 

· Offshoring (global sourcing) – the business practice of sending jobs to other countries. 

· Cost reduction is the main motivator for offshoring, e.g. offshoring work to India for cheaper labor cost. 
· Hidden cost of Offshoring: Cost of finding foreign vendors, productivity lost during the transition, domestic layoff costs, language difficulties, foreign regulatory challenge, and political and economic instability that can threaten operations. 

· To minimize problems, line and HR managers have to work together with the firm’s other functional groups to define and communicate transition plans, minimize the number of unknowns, and help employees identify their employment options. 

· Employee Leasing – The process of dismissing employees who are then hired by a leasing company (which handles all HR related activities) and contracting with that company to lease back the employees.
· Many companies, especially small ones, have decide to sign employee leasing agreements with Professional Employer Organizations (PEOs) who take over the management of a smaller company’s HR tasks and becomes a co-employer to its employee.

· Productivity Enhancements
· Employee productivity is the result of a combination of employees’ abilities, motivations, and work environment, and the technology they have to work with. 
· Since Productivity is defined as “the output gained from a fixed amount of inputs”, organizations not only can increase productivity by reducing inputs (the cost approach – cut jobs), but they also can increase the amount of employees produce by adding more human and/or physical capital to the process. 
· With productivity enhancement, same jobs can be done faster, better, and cheaper. 
· Motivation –  Job enrichment, Promotions, Coaching, Feedback, Rewards 
· Environment –  Employee empowerment, Teams, Leader support, Culture 
· Ability – Recruitment, Selection, Training, Development 
Demographic and Employee Concerns – The workforce is becoming increasingly diverse and organizations are doing more to address employee concerns and to maximize the benefit of different kinds of employees. Demographic changes, social and cultural differences, and changing attitudes toward work can provide a rich source of variety for organizations. But to benefit from diversity, managers need to recognize the potential concerns of employees and make certain that the exchange between the organization and employees is mutually beneficial.
1. Demographic Change:

· Diversity Challenge (Diversity of backgrounds) – Because the Canadian population is becoming more diverse due to immigrate, companies that don’t hire minorities reflecting the change are likely to find themselves at a competitive disadvantage. Therefore, to accommodate the shift in demographics, many organizations have increased their efforts to recruit and train a more diverse workforce. 
· Age distribution of employees – Imbalance in the age distribution of the labor force has significant implications for employers. I.e., 15-30 (1/5 or 20%) | 30-45 (50%) | over 45 (1/3)
· More and more workforce are nearing retirement (by 2015: 45-64 = 48%), so managers concern that expertise of these employees is likely to lose too quickly from company. 
· Good health and longer life expectancies allow employees to extend their work lives. 
· The echo boom or Generation Y (those born in 1980s and 1990s) are highly educated, techno-savvy, team oriented, and adaptable, so managers have to develop procedures to ensure that work groups composed of different age groups learn to work together. 
· Gender distribution of the workforce – Women Population (50.8%) and Women in work force (46.69%). 
· Education attainment of women is increasing relative to men so employers have to ensure that women are treated equally in the workplace in term of advancement opportunities and compensation. 
· They also need accommodate working parents through parental leaves, part-time employment, flexible work schedules, job sharing, telecommuting, and child and elder care assistance. 
· Rising levels of education – Because of more and more attend high education, the unemployment rate of high school only is 12-20% high than degree holders. However, the skills gap is huge and widening. Also, higher education means high wage rates. 
· Many employers are using a tool, the Test of Workplace Essential Skills (TOWES) to assess employee competence in three essential skills: reading text, document use, and numericy. 
· The demographic changes are only the initial efforts to provide an overall environment that values and utilizes a diverse workforce. 
· Managing Diversity – Being aware of characteristics common to employees, while also managing employees as individuals. It means not just tolerating or accommodating all sorts of differences but supporting, nurturing, and utilizing these differences to the organization’s advantages. 
· The primary business reasons for diversity management include 

· Better utilization of talent

· Increased marketplace understanding 

· Enhanced creativity 

· Increase quality of team problem solving

· Breadth of understanding in leadership positions 
2. Cultural Change:
· The changing nature of job – the era of the full-time permanent job seems to have disappeared, and nearly half of all jobs created recently are nonstandard – part-time, temporary, or contract work. The nonstandard jobs (30% of all) often have no job security and less benefit. 
· Employee Rights – the right to equal employment opportunity, union representation if desired, a safe and healthful work environment, pension plans regulated by government, equal pay for men and women performing essentially the same job, and privacy in the workplace. 
· Concern for Privacy – The Personal Information Protection and Electronic Documents Act (PIPEDA) is federal law that deals with the collection, use, and disclosure of personal information. 

· Organizations holding information on customers and employees have to obtain their consent before they uses, collects, or discloses this information.
· Globalization makes privacy issue more complicate. E.g., EU countries prohibit the transfer of personal data to countries with inadequate data protection laws, such as China. 

· Changing Attitudes towards Work – Financial gains is not the only personal success, personal fulfillment and self-fulfillment, self-expression, friendship, interesting and challenge of job, and balance between work and family are the key factors in a complex array of job attitudes. 
· Balancing Work and Family – Because of new forms of family (two-wage-earner and single parent), organizations necessarily provide employees with more family-friendly options. 
· Do you have right to a job? (Do employers owe you a job?) ( No, although a lot employee used to have a job security – job for life, it is no longer the case. Employers can no longer guarantee a job for life – no legal obligation for organizations to employ for long time, but they may train a marketable skills or help in job searching. 
The Partnership of Line Managers and HR Departments – In working with line managers to address the organization's challenges, HR managers play a number of important roles; they are called on for advice and counsel for various service activities, for policy formulation and implementation, and for employee advocacy.  To perform these roles effectively, HR managers must contribute business competencies, state-of-the-art HR competencies, and change-management competencies. Ultimately, managing people is rarely the exclusive responsibility of the HR function.  Every manager's job is managing people, and successful companies are those that combine the expertise of HR specialists with experience of line managers to develop and utilize employees’ talents to their greatest potential.
· Qualities of Human Resources Managers
· Responsibilities of the HR Managers 

1. Advice and counsel – To serve as an in-house consultant to supervisors, managers, and executives, given their knowledge of internal employment issues as well as their awareness of external trends.
2. Service – Effectively recruiting, selecting, testing, planning, and conducting training programs, and hearing employee concerns and complaints. Also to help to increase productivity rather than obstacles to their goals. 
3. Policy formulation and implementation – To propose and draft new policies or policy revisions to cover recurring problems or to prevent anticipated problems. To avoid breaking the laws.  
4. Employee advocacy – To serve as an employee advocate (supporter) – listening to employee’s concern and representing their needs to managers. 
· Competencies (Expertise) of the HR Managers – sharing the responsibility of HRM with line managers, aware of competitive advantages of well managed workforce, able to talk in language of business, be fully knowledgeable of current legislations, be a senior vice-president and attend board meeting.  
1. Business mastery – HR professionals requires an understanding of language of business – organization’s economic and financial capabilities so that they can “join the team” of business managers in order to develop the firm’s strategic direction. They also require skills at external relations focused on their customers. 
2. HR mastery – HR professionals have to be expertise in areas such staffing, compensation, development, appraisal, rewards, team building, and communication, etc. 
3. Change mastery – HR professionals must be able to manage change processes so that HR activities are effectively merged with business needs. This involves interpersonal and problem solving skills, and innovativeness and creativity. 
4. Personal credibility – HR professionals must establish personal credibility in the eyes of their internal and external customers. 
· HR as a profession – CHRP (Certified Human Resource Professional) 

· Membership in a professional organization

· Certification – has education and profession in field 
· Code of ethics – have ethics to dealing with people 
· Professional development – updated knowledge on law, technology, etc. 
· Role of the line manager
· Managers are ultimately responsible for the productivity and safety of their employees.

· Line managers who have studied human resources management have information and skills which will increase their effectiveness in the management of their employees.
Chapter 2: Strategy and Human Resource Planning
· As organizations plan for their future, top management and strategic planners must recognize that strategic-planning decisions affect and are affected by HR functions.  On the one hand, HRP plays a reactive role in making certain the right number and type of employees are available to implement a chosen business plan.  On the other hand, HRP can proactively identify and initiate programs needed to develop organizational capabilities upon which future strategies can be built. Strategic HR management (SHRM) is the pattern of human resources deployments and activities that enables an organization to achieve its goals. The first step in strategic planning is to establish the mission, vision and core values of the organization.
· Strategic Planning – Procedures for making decisions about the organization’s long-term goals and strategies

· Human Resources Planning (HRP) – Process of anticipating and providing for the movement (flow) of people into, within, and out of an organization. 

· Strategic Human Resources Management (SHRM) – The pattern of human resources deployments and activities that enable an organization to achieve its strategic goals
· HRP and Strategic Planning 
· Strategy formulation – HRP provides input as to what is possible given the types and numbers of people available to pursue a given strategy.

· Strategy implementation – making primary resource allocation decisions about structure, processes, and human resources.
· Strategic Analysis: What human resources are needed and what are available?

· Strategic Formulation: What is required and necessary in support of human resources?

· Strategic Implementation: How will the human resources be allocated?
· Linking Strategic Planning and Human Resource 
· Mission, Vision, and Values
· External (Environmental) Analysis 

· Internal Analysis 
· Strategy Formulation

· Strategy Implementation

· Evaluation
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Step 1: Mission, Vision, and Value
· Mission – The basic purpose of the organization as well as its scope of operations. Mission is the organization’s reason for exiting. 
· Strategic Vision – A statement about where the company is going and what it can become in the future; clarifies the long-term direction of the company and its strategic intent.

· Core Values – The strong and enduring beliefs and principles that the company uses as a foundation for its decisions.

Step 2: Environmental Analysis (SWOT Analysis)
· Environmental scanning is the systematic monitoring of the major external forces influencing the organization, which include economic factors, technological changes, government and legislative issues, social concerns and demographic and labour market trends.  
· The systematic monitoring of the major external forces influencing the organization

· Economic factors: general and regional conditions

· Competitive trends: new processes, services, and innovations

· Technological changes: robotics and office automation 

· Political and legislative issues: laws and administrative rulings 

· Social concerns: child care and educational priorities 

· Demographic trends: age, composition, and literacy
· The competitive environment of the firm is central to strategic planning and includes customers, rival firms, new entrants and substitutes. Critical to strategic planning is the analysis of the external supply of labour.
· Customers – The needs of its customers. 
· Rival Firms – Examining the nature of completion. Who?  ( existing and potential. 

· New Entrants – New firms often have a different or better or cheaper ways to provide. 
· Substitutes – May need to think about how they will compete different way otherwise may be replaced, e.g. telephone service over the internet vs. cell phone service. 
· Suppliers – Source of inputs such as raw materials, money, information, people which determine costs. 
· External Supply of Labour – Including demographic changes in the population, national and regional economics, education level of workforce, demand for specific employee skills, population mobility, and government policies. 
Step 3: Internal Analysis (SWOT Analysis)
· Internal analysis provides information about the organizational skills and resources. Typically the focus is on three areas: culture, core competencies and composition.  Organizations can achieve a competitive advantage through people if the competencies of their human resources are valuable, rare, difficult to imitate and organized.   
· The Three Cs: Culture, Competencies, and Composition
· Culture: Auditing Values, Beliefs, and Attitudes. Managers often conduct cultural audits to examine the attitudes and beliefs of the workforce and activities they engage in.  
· Cultural Audits – Audits of the culture and quality of work life in organization.

· How do employees spend their time? 

· How do they interact with each other? 

· Are employees empowered?

· What is the predominant leadership style of managers?

· How do employees advance within the organization?

· Competencies: People as a Strategic Resource. 
· Core Competencies – Integrated knowledge sets within an organization that distinguish it from its competitors and deliver value to customers.

· Sustained competitive advantage through people is achieved if human resources:

· Are valuable – improve the efficiency or effectiveness.
· Are rare and unavailable to competitors

· Are difficult to imitate
· Are organized for synergy – the resources must be organized. 
· Composition: The Human Capital Architecture. Managers need to determine whether people are available, internally or externally, to execute an organization’s strategy. 
· Core knowledge workers – Employees who have firm-specific skills that are directly linked to the company’s strategy. E.g. Senior software programmer

· Traditional job-based employees – Employees with skills to perform a predefined job that are quite valuable to a company, but not unique. E.g. Security guard

· Contract labour – Employees whose skills are of less strategic value and generally available to all firms. E.g. General electrician

· Alliance/partners – Individuals and groups with unique skills, but those skills are not directly related to a company’s core strategy. E.g. Independent product label designer
· Forecasting: A Critical Element of Planning – HRP is a systematic process that involves forecasting demand for labour, performing supply analysis, and balancing supply and demand considerations.  Forecasting demand requires using either quantitative or qualitative methods to identify the number and type of people needed to meet organizational objectives. Supply analysis involves determining if there are sufficient employees available within the organization to meet demand by using such methods as Markov analysis, staffing tables and skills inventories. Succession planning is particularly important for leadership positions.
· Forecasting involves:

· forecasting the demand for labour

· forecasting the supply of labour

· balancing supply and demand considerations

· Model of HR Forecasting
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· Two approaches to Forecasting Demand for Employees: 
· Quantitative Approach: Involve the use of statistical or mathematical techniques. 
· Trend Analysis – A quantitative approach to forecasting labour demand based on an organizational index such as sales:

· Select a business factor that best predicts human resources needs. (Sales)
· Plot the business factor in relation to the number of employees to determine the labour productivity ratio.(Sales per employee)
· Compute the productivity ratio for the past five years.

· Calculate human resources demand by multiplying the business factor by the productivity ratio.

· Project human resources demand out to the target year(s).
· Qualitative Approaches – Less statistical, attempting to reconcile the interests, abilities, and aspirations of individual employees with current and future staffing needs of an organization. 
· Management Forecasts – The opinions (judgments) of supervisors, department managers, experts, or others knowledgeable about the organization’s future employment needs.

· Delphi Technique – An attempt to decrease the subjectivity of forecasts by soliciting and summarizing the judgments of a pre-selected group of individuals. The final forecast represents a composite group judgment.

· In combination of both quantitative and qualitative approaches, the two approaches complement each other, providing a more complete forecast by bringing together the contributions of both theoreticians and practitioners. 
· Forecasting Supply of Employees
· Staffing Tables – Graphic representations of all organizational jobs, along with the numbers of employees currently occupying those jobs and future (monthly or yearly) employment requirements.

· Markov Analysis – A method for tracking the pattern of employee movements through various jobs. Markov analysis show the percentage and actual number of employees who remain in each job from one year to the next, as well as the proportions of those who are promoted, demoted, or transferred, or who exit the  organization. 
Internal Demand Forecasting Tools
· Skill Inventories – Files of personnel education, experience, interests, skills, etc., that allow managers to quickly match job openings with employee backgrounds. When data are gathered on managers, these inventories are called Management Inventories. 
· Replacement Charts – Listings of current jobholders and persons who are potential replacements if an opening occurs.

· Succession Planning – The process of identifying, developing, and tracking key individuals for executive (top-level) positions. 
· Question: A company has a management development program for its supervisors to ensure a future supply of executives. This  process is called: Succession planning
· External Labour Supply – When organizations can’t find enough people inside organization, they must turn to external labour supply, such as immigrates, employees abroad. 
· Canadian Occupational Projection System (COPS) look at supply and demand for 10y. 
· Job Futures – looking jobs trends in the future. 

Step 4: Formulating Strategy

· As part of the analyses needed for strategic planning, organizations often do a SWOT analysis, which is a review of the strengths, weaknesses, opportunities and threats facing the organization.  Corporate strategy Is the decision about how and where to compete.  There are three main corporate strategies: growth and diversification, mergers and acquisitions, and strategic alliances and joint ventures. Business strategy focuses on how the organization will create value for its customers through low cost or differentiation. There needs to be an alignment between corporate and business strategy and HR strategies. External fit is the alignment between business objectives and the major initiatives of HR. Internal fit is the alignment between the various functions in HR, such as training and selection, with each other.
· Strategy Formulation – Moving from simple analysis to devising a coherent course of action.

· SWOT analysis – A comparison of strengths, weaknesses, opportunities, and threats for strategy formulation purposes. Use the strengths of the organization to capitalize on opportunities, counteract threats, and alleviate internal weaknesses.

· Corporate Strategy HR – Focuses on domain selection; that is where they will compete. 
· Growth and Diversification – As companies grow, their strategic choices tend to focus on geographic, volume, and product expansion. With growth, companies need to 1) increase productivity, 2) a greater number of employees, and 3) developing or acquiring new skills. HR planning is a vital input to these decisions. As companies diversify into new business, managers may face with a “make of buy” decision. HR issues are important parts for the decisions. 

· Mergers and Acquisitions – HR planning is important to – and during – the merger process to avoid the failure because of cultural inconsistencies and conflicts among the mangers of each firms. 
· Strategic Alliances and Joint Ventures – HR plays a vital role in assessing the compatibility of cultures and potential problems. 
· Business Strategy – View in terms of domain navigation; that is how they will compete. 
· Value Creation – What the firm adds to a product or service by virtue of making it; the amount of benefits provided by the product or service once the costs of making it are subtracted (Value = Benefits – costs). Benefits( or/and Costs( ( Customers value (
· Low-cost strategy: competing on productivity and efficiency. Keeping costs low to offer an attractive price to customers (relative to competitors).
· Low-cost does NOT means cutting labour costs. 

· HR planning can help to increase productivity. 

· Outsourcing external partner who can perform better at a lower costs. 
· Differentiation strategy: compete on added value. Involves providing something unique and distinctive to customers that they value.
· Functional Strategy – Ensuring Alignment when translate strategic priorities into functional areas. 
· External Fit or External Alignment – Focuses on the connection between the business objectives and the major initiatives in HR. If strategy is low-cost, HR policies/practices is to increase efficiency and productivity  | if Differentiation ( creative and flexibility. 
· Internal Fit or Internal Alignment – Ensure that HR practices are all aligned with one another to establish a configuration that is mutually reinforcing. E.g. training focus on team work and sharing, but appraisal and compensation program reinforce individual achievement, this can run into a problem of sending mixed signal to employees. 
Step 5: Strategy Implementation 
· Reconciling supply and demand requires a host of activities, including internal and external recruitment. Organizations facing a surplus of labour have several options to downsize. Layoff decisions are usually made based on seniority or ability. Attrition strategies or hiring freezes affect the employees least, while termination has the greatest negative impact on organizational finances, climate and public image. Organizations facing a shortage of labour can ask employees to work overtime, hire part time employees or use temporary staffing agencies. 
· The 7-S Model or framework reveals that human resources management is instrumental to almost every aspect of strategy implementation. 
· Strategy – lays out the route that the organization will take in the future.

· Structure –the framework in which activities of organization members are coordinated.

· System – include formal and informal procedures that govern everyday activity.

· Shared Value – HR managers play key roles as guiding parameter for strategy planning. 

· Style – not only the leadership approach of top managers, but also the way in which employees present themselves to the outside world. 

· Skill – Managers could select the skill person or train to build up skill.

· Staff – like skill, it relate directly to the concern of HRM. 
· So, Human resources management is critical to every aspect of strategy implementation.
· Taking Action: Reconciling Supply and Demand

· Balancing demand and supply considerations

· Forecasting business activities (trends) – demand 
· Locating applicants – supply 
· Demand – Supply = Gap (Shortage or Surplus)
· When forecasts show a shortage of employees, organizations have several staffing possibilities, including hiring full-time employees, having current employees work overtime, recalling laid-off workers, and using temporary employees.

· When forecasts shows a surplus of employees, organizations may restrict hiring; reduce work hours; institute work sharing, Eliminate shifts, Transfers, consider layoffs, demotions, and/or terminations. 
· Labour Surplus: Organizational downsizing and restructuring – Reducing “headcount” to lower cost to be competitiveness. 
· Effectiveness of restructuring or downsizing 
· Financial measures – suppose to save money but research show the opposite.
· Climate – workers ( fearful, anger, sad ( less productivity and service 
· Public image – corporate may be consider as a “bad citizen” ( lose customers 
· Making layoff decisions – Employee layoffs decision are usually base on Seniority and/or performance?
· Layoff Strategy – With unionized, as a rule, job seniority receives significant weight in determining who are laid off first. However, with non-union employees, ability and performance of employees is more important in layoff decision.
· Collective agreements – The criteria for determining an employee’s eligibility for layoffs.
· Another ways could be: Last hired, first fired; By units; Seniority; Least competent or performance; Workforce Reduction options – Reduce hours, Eliminate shifts, Transfers etc. 
· Attrition strategies – “No-Layoff Policy” ( consider people as most valuable assets. 

· Attrition – A natural departure of employees from organizations through quits, retirements, and death. Attrition is also called Turnover Rate. 
· Hiring Freeze – A practice whereby new workers are not hired as planned, or workers who have left the organizations are not replaced. 
· Benefits: control and predict compensation expenses, and save costs from recruitment, and training etc. 
· Disadvantages: Overwork for current workers, no new skills or ideas, valuable worker may leave but less needed ones stay, and too long time process. 
· Termination strategies
· Termination is a practice initiated by an employer to separate an employee from the organization permanently. The purpose of termination is reduced size of workforce and thereby save money. It is different from firing (often due to poor performance, high absenteeism, or unethical behaviours).  
· Severance Pay – A lump-sum payment given to terminated employees, normally is calculated based on year of service and salary. Often 1w $ for every years of service. 
· Outplacement services –stress counseling, career counseling, financing advice, training, job searching help. 
Step 6: Evaluation and Assessment 

· Planning is cyclical and the plan must be assessed as part of this cycle. One of the measures which can be used is benchmarking, which is the process of comparing the organizations processes and practices with those of other companies.  Another measure is to determine if thee plan is aligned, measuring external and internal fit. The Balanced Scorecard, which helps managers translate strategic goals into operational objectives, is one way of doing this. Environments always change, and so HR has to be flexible and agile, and increase its organizational capability, which is the capacity to act and change in pursuit of competitive advantage.
· Evaluation and Assessment Issues

· Benchmarking: The process of comparing the organization’s processes and practices with those of other companies. The purpose of benchmarking is to find the best practices in a given area such as productivity, logistics, and brand management and so on.  
· Human capital metrics – Assess aspects of the workforce

· HR metrics – Assess the performance of the HR function itself

· Measuring Strategic Alignment
· Strategy Mapping and the Balanced Scorecard

· Balanced Scorecard (BSC) – A measurement framework that helps managers translate strategic goals into operational objectives. The model has four related cells: 1) Financial, 2) Customer, 3) Processes and 4) Learning. 

· The logic of the BSC is firmly rooted in HRM ( people management and learning help organizations improve their internal processes, and provide excellent customer service.  

· Measuring Internal Fit
1. Managers need to identify the key workforce objectives they hope to achieve.

2. Managers would identify each of the HT practices used to elicit or reinforce those workforce objectives. 

3. Manager would evaluate each HR practice on a scale of -5 (not supportive) to 5 (supportive). 
· By sum up the rating, organization can get a clear idea of which HR practices are working together to achieve the workforce objectives, and which are not. 

· Ensuring Strategic Flexibility for the Future
· Organizational Capability – Capacity of the organization to act and change in pursuit of sustainable competitive advantage.

· Coordination flexibility – The ability to rapidly reallocate resources to new or changing needs.

· Resource flexibility – Having human resources who can do many different things in different ways.

· Assessing the HR Function

· Compliance – Laws between employers and employees ( fairly treated
· Client satisfaction – Advice to managers, employees, and outsiders looking for jobs. 
· Culture management – Influence employee’ behaviours for best practice to save costs
· Cost control – Cutting labor costs or reducing absenteeism. 
· Contribution – Effective of HRM through recruitment, selection, training, performance appraisal, etc. ( productive workforce ( higher profits.
Chapter 3:
Equity and Diversity in Human Resource Management
· Employment Equity – The employment of individuals in a fair and nonbiased manner. 
· Designated Groups – Women, visible minorities, aboriginal peoples and persons with disabilities who have been disadvantaged in employment.

· These four designated groups (60% of labour force) in Canada tend to be concentrated in a few occupations that are accorded lower status and pay. 
· Women: 
50.8% in population 
( 
46.7% in workforce
· Visible minorities:
13.4% in population 
( 
11.7% in workforce
· Persons with disabilities:
12.4% in population 
( 
2.3% in workforce
· Aboriginal peoples:
4.4% in population 
( 
1.6% in workforce

· Disadvantages of Designated Groups in Employment: 
· Higher rates of unemployment

· Occupational segregation

· Pay inequities

· Limited opportunities for career progress. 

· Benefits of Employment Equity
· Larger applicant pool

· Avoid costly human rights complaints

· Enhanced ability to recruit and retain qualified employees
· Enhanced employee morale

· Improved corporate image

The Legal Framework

· The Charter of Rights and Freedoms, the federal Canadian Human Rights Acts, Pay Equity and Employment Equity Acts are the legislation dealing with employment equity. 

· The Canadian Human Rights Act applies to all federally governed departments and agencies, and all organizations incorporated under federal jurisdiction. The Act prohibits discrimination on the basis of such grounds as race, religion, sex, age, national or ethnic origin, physical handicap, sexual orientation and marital status. The Canadian Human Rights Commission enforces the Act through a formal complaint procedure.
1. The Charter of Rights and Freedoms – the cornerstone of equity legislation include some fundamental rights such as Fundamental freedoms, Democratic rights, Mobility rights, Legal rights, Equality rights, Language rights etc. 
2. Canadian Human Rights Acts (CHRA) – Prohibition of discrimination in employment include race, religion, sex, age, national or ethnic origin, physical handicap, and martial status. Employers are allowed to discriminate if employment preferences are based on a bona fide occupational qualification. 

· Bona Fide Occupational Qualification (BFOQ) or bona fide occupational requirement (BFOR) – A justifiable reason for discrimination based on business reasons of safety or effectiveness.
· Enforcement of the CHRA:
· Complainant completes a written report.
· CHRC (Canadian Human Rights Commission) representative reviews the facts.
· If the complaint is accepted, an investigator is assigned and gathers more facts.
· A report is submitted recommending substantiation or non-substantiation of allegation.
· If the complaint is substantiated, parties may reach settlement or a human rights tribunal may be appointed to further investigate and determine settlement.
3. Pay Equity – Equal pay for work of equal value. Pay equity is an amendment to the Canadian Human Rights Act that makes it illegal for employers to discriminate against individuals on the basis of job content. It is based on two principles:
· Equal pay for equal work, e.g. males and females must be paid the same wage for doing the identical work. 
· Equal pay for work of comparable worth (Equal pay similar or substantially similar work), e.g. male and female must be paid the same wage rate for jobs of a similar nature that have different titles (nurse aide and orderly). 
4. Employment Equity Act (1995) – The Employment Equity Act requires all federally regulated employers to prepare an employment equity plan. The Canadian Human Rights Commission is mandated under the Canadian Human Rights Act to prohibit discrimination in the establishments of federally regulated business.
· Employers and Crown corporations that have 100 employees or more and that are regulated under the Canada Labour Code must implement employment equity and report on their results.
· Employment Equity Act Employer duties
· Provide a self identification form.

· Identify jobs where members of designated groups are under-represented.

· Communicate information on employment equity to its employees and consult and collaborate with employee representatives.

· Identify possible barriers in existing employment systems that may be limiting the employment opportunities of members of designated groups.

· Develop an employment equity plan aimed at promoting an equitable workforce.

· Make all reasonable attempts to implement this plan.

· Monitor, review and revise the plan from time to time.

· Prepare an annual report on its employment equity data and activities.
· Employment Equity Act 

· Administered by HRDC

· Prohibits discrimination in federally regulated businesses

· Failure to comply may result in fines

Implementation of Employment Equity (EE) in organizations
· The implementation of employment equity involves six steps: 
Step 1: 
Senior management commitment

Step 2: 
Data collection and analysis

Step 3: 
Employment systems review

Step 4: 
Establishment of a work plan

Step 5: 
Implementation

Step 6: 
Evaluation, monitoring and revision

1. 
Senior management commitment
· Top down strategy

· Policy statements

· Communication tools

· Assignment of responsible senior staff

· Consult with members of designated groups or representative (in non-unioned setting)  and/or bargaining agents in unionized settings

2. 
Data collection and analysis
· Stock data – Data showing the status of designated groups in occupational categories and compensation level. i.e. the number, titles, salaries, etc. of members of designated groups in the organization.

· Flow data – Data that provide a profile of the employment decisions affecting designated groups. I.e. the distribution of members of designated groups in applications, interviews, hiring decisions, training and promotion opportunities and terminations.

· Under the Employment Equity Act, employers may gather data on members of designated groups as long as employees voluntarily agree to be identified or identify themselves as members of designated groups, and as long as the data are used only for employment equity planning or reporting purposes. 
· Self identification form should contain
· The employment equity policy

· A statement that the form will be confidential

· Categories for self identification with brief explanations and examples

· An indication that the form is reviewed by the relevant human rights agency

· Spaces for comments and suggestions

· The name of the contact person
· Workforce Utilization Analysis – The process of comparing the composition of members of designated groups within an organization against composition of the employer’s relevant labour market.

· Underutilization –  term applied to designated groups that are not utilized or represented in the employer’s workforce proportional to their numbers in the labour market.

· Concentration – term applied to designated groups whose numbers in a particular occupation are high relative to their numbers in the labour market.

· E.g. Women are over-represented as clerks ( This is an example of Concentration
3. 
Employment systems review

· Employment Systems or Employment Practices are the means by which employers carry out such personnel activities as recruitment, hiring, training and development, promotion, job classification, discipline, and termination. 
· Systemic Discrimination – The exclusion of members of certain groups through the application of employment policies or practices based on criteria that are neither job-related nor required for the safe and efficient operation of the business.
· Special measures are initiatives designed to accelerate the entry, development and promotion of members of designated groups.
· Reasonable accommodation – Attempt by employers to adjust the working conditions or schedules of employees with disabilities or religious preferences. It involves adjusting employment policies and practices so that no individual is denied benefits, disadvantaged with respect to employment opportunities, or blocked from carrying out the essential components of a job because of race, colour, sex, or disability. 
4. 
Establishment of a work plan

· The data analysis would have revealed gaps in underutilization.

· Based on these, goals and timetables can be established, subject to restrictions due to collective agreements, etc.

· The plan should include numerical goals, timetables, explanations about the proposed improvements in the hiring, training and promotion of designated groups to increase their representation and distribution throughout the organization.

· Descriptions of specific activities to achieve the numerical goals.

· An outline of monitoring and evaluation procedures to follow program implementation.
5. 
Implementation

· No two implementation plans will be the same.

· May be modified as circumstances change.
6. 
Evaluation, monitoring and revision

· By monitoring progress, the employer will be able to evaluate the overall success of the equity initiatives used to achieve a representative workforce and response to organizational and environmental changes.  

· Annual progress reports – all employees communicate initiatives and achievements. 
· Interim reports on special projects – heighten program visibility and acceptance, and promote management commitment and accountability. 
Sexual Harassment
· Reverse discrimination, sexual harassment, and mandatory retirement are among the employment equity issues undergoing continued debate.
· Sexual Harassment – Unwelcome advances, requests for sexual favours, and other verbal or physical conduct of a sexual nature in the working environment.
· Sexual harassment behaviours
· Sexually degrading remarks

· Inquiries or comments about a person’s sex life

· Demands for sexual favours

· Display of sexually offensive material

· Verbal threats and abuse

· Leering

· Unwanted gestures

· Sexual assault
· Sexual flirtations, advances and propositions

· For sexual harassment policies to succeed, confidentiality is necessary, and so s a method for filing complaints. 
Managing Diversity

· Although diversity management and employment equity are often used interchangeable, they are differences. Diversity Management is voluntary, but employment equity is not. 
· Diversity Management – The goal of diversity management is to optimize the utilization of an organizations multicultural workforce in order to reach business objectives. By managing diversity, organizations hope to gain a strategic and competitive advantage by helping all employees perform to their full potential. 
Employment Equity
    
· Mandatory

· Organizations do it to comply with law, and it is the right thing to do

· Mostly limited to the four designated groups
Diversity Management
· Voluntary

· Organizations do it to gain a competitive advantage

· Broader and more complex and may include lifestyle, etc.

· Benefits of Diversity Management

· Diverse expertise and knowledge

· New contacts and networks

· Business case – Access to new labour pool, Reputational benefits, Reflects company values, Innovation and creativity, Compliance with laws, Competitive advantage, Economic effectiveness, Marketing opportunities, Economic effectiveness, Enhance customer satisfaction.
Chapter 4: Job Analysis, Employee Involvement, and Flexible Work Schedules
Relationship of Job Requirements and HRM Functions
· Job requirements reflect the different duties, tasks, and responsibilities contained in jobs. Job requirements, in turn, influence the HR function performed by managers, including recruitment, selection, training and development, performance appraisal, compensation, and various labour relations activities.
· Job – A group of related activities and duties. (Several employees may required)
· Position – The different duties and responsibilities performed by only one employee.

· Job Family – A group of individual jobs with similar characteristics. The Purposes: recruitment, training, compensation, or advancement opportunities. 

· Job Specification – Statement of the needed knowledge, skills, and abilities (KSAs) of the person who is to perform the job

· Job Description – Statement of the tasks, duties, and responsibilities (TDRs) of a job to be performed

· Job Requirements
· Recruitment – Determine recruitment qualifications
· Selection – Provide job duties and job specifications for selection process
· Performance Appraisal – Provide performance criteria for evaluating employees
· Training and Development – Determine training needs and develop instructional programs
· Compensation Management – Provide basis for determining employee’s rate of pay
Job Analysis

· Job analysis data may be gathered using one of several collection methods—interviews, questionnaires, observations, or diaries. Other more quantitative approaches include use of the functional job analysis, the position analysis questionnaire system, and the critical incident method. It is the prevailing opinion of the courts that HRM decisions on employment, performance appraisal, and promotions must be based on specific criteria that are job-related. These criteria can be determined objectively only by analyzing the requirements of each job.
· Job Analysis – The process of obtaining information about jobs by determining what the duties, tasks, or activities of jobs are. 
· Job analysis is sometimes called the cornerstone of HRM because the information it collects serves so many HRM functions. Job analysis is concerned with objective and verifiable information about the actual requirement of a job.  
· HR managers use the data to develop job descriptions and job specifications that are the basis for employee performance appraisal and development.

· The ultimate purpose of job analysis is to improve organizational performance and productivity.
· Performing Job Analysis
1. Select jobs to study

2. Determine information to collect: Tasks, responsibilities, skill requirements

3. Identify sources of data: Employees, supervisors/managers

4. Methods of data collection: Interviews, questionnaires, observation, diaries and records

5. Evaluate and verify data collection: Other employees, supervisors/managers

6. Write job analysis report
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· Essential Functions – Statements in the job description of job duties and responsibilities that are critical for success on the job. A job function is essential if:

· The position exists to perform the function.

· A limited number of employees are available to perform the function.

· The function is specialized, requiring needed expertise or abilities to complete the job.

· Factors influencing the accuracy of job information

· Self-reporting exaggerations and omissions by employees and managers

· Collecting information from a representative sample of employees

· Capturing all important job information

· Length of job cycle exceeding observation period

· Lack of access to job site for personal observation

· Lack of familiarity with the tasks, duties, and responsibilities of a job

· Ongoing changes in the job

· Popular Approaches to Job Analysis
· Functional Job Analysis (FJA) – A quantitative approach to job analysis that utilizes a compiled inventory of the various functions or work activities that can make up any job and assumes that each job involves three broad worker functions: (1) data, (2) people, and (3) things.
· Position Analysis Questionnaire (PAQ) – A questionnaire covering 194 different tasks that, by means of a five-point scale, seeks to determine the degree to which different tasks are involved in performing a particular job.

· Critical Incident Method – A Job analysis method by which job tasks are identified that are critical to job success. The job analyst writes five to ten important task statements for each job under study.

· Task Inventory Analysis – An organization-specific analysis developed by identifying – with the help of employees and managers – a list of tasks and their descriptions that are components of different jobs.

· HRIS and Job Analysis – Human resource information systems (HRIS) and specialized software help automate job analysis. 
· Analyze jobs and write job descriptions and job specifications based on analyses.

· Combine job analysis with job evaluation and the pricing of organizational jobs.

· National Occupational Classification (NOC) – The purpose is to compile, analyze and communicate information about occupations. NOC is a composite of Canadian labour force.
Job Description
· The format of job descriptions varies widely, often reflecting the needs of the organization and the expertise of the writer. As a minimum, job descriptions should contain a job title, a job identification section, and an essential functions section. A job specification section also may be included. Job descriptions should be written in clear and specific terms with consideration given to their legal implications.
· Elements on a Job Description
1. Job Title – Indicates job duties and organizational level

2. Job Identification – Distinguishes job from all other jobs

3. Essential Functions (Job Duties) – Indicate responsibilities entailed and results to be accomplished

4. Job Specifications – Skills required to perform the job and physical demands of the job.
· Job Title 

· Provides status to the employee. 

· Indicates what the duties of the job entail. 

· Indicates the relative level occupied by its holder in the organizational hierarchy.

· Job Identification Section

· Departmental location of the job

· Person to whom the jobholder reports

· Date the job description was last revised

· Payroll or code number
· Number of employees performing the job

· Number of employees in the department where the job is located

· NOC code number.

· “Statement of the Job”

· Job Duties, or Essential Functions, Section: Statements of job duties that:

· Are arranged in order of importance that indicate the weight, or value, of each duty; weight of a duty is gauged by the percentage of time devoted to it.

· Stress the responsibilities that duties entail and the results to be accomplished.

· Indicate the tools and equipment used by the employee in performing the job.

· Job Specifications Section

· Personal qualifications an individual must possess in order to perform the duties and responsibilities

· The skills required to perform the job: Education or experience, specialized training, personal traits or abilities, interpersonal skills or specific behavioral attributes, and manual dexterities.

· The physical demands of the job: Walking, standing, reaching, lifting, talking, and the condition and hazards of the physical work environment.

· Problems with Job Descriptions
· If poorly written, they provide little guidance to the jobholder.

· They are not always updated as job duties or specifications change.

· They may violate the law by containing specifications not related to job success.

· They can limit the scope of activities of the jobholder, reducing org. flexibility.
· Writing Clear and Specific Job Descriptions: Create statements that:

· Are terse, direct, and simply worded; eliminate unnecessary words or phrases.

· Describe duties with a present-tense verb, the implied subject being the employee performing the job.

· Use “occasionally” to describe duties performed once in a while and “may” for duties performed only by some workers on the job. 

· State the specific performance requirements of a job based on valid job-related criteria.
Job Design
· Job design is a combination of four basic considerations: organizational objectives; industrial engineering concerns of analyzing work methods and establishing time standards; ergonomic considerations, which accommodate human capabilities and limitations to job tasks; and employee contributions.
· Job Design – An outgrowth of job analysis that improves jobs through technological and human considerations in order to enhance organization efficiency and employee job satisfaction.

· Job Enrichment (Herzberg) – Enhancing a job by adding more meaningful tasks and duties (vertical expansion) to make the work more rewarding or satisfying. Job enrichment provides opportunities for (5 Factors) achievement, recognition, growth, responsibility, and performance.

· Job Enrichment Factors
· Increasing the level of difficulty and responsibility of the job

· Allowing employees to retain more authority and control over work outcomes

· Providing unit or individual job performance reports directly to employees

· Adding new tasks to the job that require training and growth

· Assigning individuals specific tasks, thus enabling them to become experts
Job Characteristics Model
· In the job characteristics model, five job factors contribute to increased job performance and satisfaction – skill variety, task identity, task significance, autonomy, and feedback. All factors should be built into jobs since each factor influences different employee psychological states. When jobs are enriched through the job characteristics model, then employees experience more meaningfulness in their jobs, they acquire more job responsibility, and they receive direct feedback from the tasks they perform.
· Job Characteristics Model (Hackman and Oldham) – Job design theory that purports that three psychological states (experiencing meaningfulness of the work performed, responsibility for work outcomes, and knowledge of the results of the work performed) of a jobholder result in improved work performance, internal motivation, and lower absenteeism and turnover.

· Job Characteristics
· Skill variety: The degree to which a job entails a variety of different activities, which demand the use of a number of different skills and talents by the jobholder.

· Task identity: The degree to which the job requires completion of a whole and identifiable piece of work – doing a job from beginning to end with a visible outcome.

· Task significance: The degree to which the job has a substantial impact on the lives or work of other people, whether in the immediate organization or in external environment.

· Autonomy: The degree to which the job provides substantial freedom, independence, and discretion to the individual in scheduling the work and in determining the procedures to be used in carrying it out.

· Feedback: The degree to which carrying out the work activities required by the job results in the individual being given direct and clear information about the effectiveness of his or her performance.
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· Employee Empowerment – Granting employee power to initiate change, thereby encouraging them to take charge of what they do. Organizational conditions favoring empowerment:

· Participation and autonomy – take control of their work tasks
· Innovation and acceptance of risk-taking – environment must friendly for innovation 
· Access to information – wide range of information available for employees 
· Accountability for results – be responsible for their behaviours 
· Cultural openness to change – to successful adapt with the new external environment
· Industrial Engineering Considerations 
· Industrial Engineering – A field of study concerned with analyzing work methods and establishing time standards

· Ergonomics – An interdisciplinary approach to designing equipment and systems that can be easily and efficiently used by human beings

Designing Work for Group/Team Contributions
· To improve the internal process of organizations and increase employee productivity, greater efforts are being made by organizations to enhance employee contributions to work operations. Employee involvement groups are composed of employees in work units charged with offering suggestions for improving product or service quality or fostering workplace effectiveness. Employee teams stress employee collaboration over individual accomplishment. Teams rely on the expertise and different abilities of members to achieve a specific goal or objective. Self-directed teams are characterized by their willingness to perform traditional managerial tasks.
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SWOT Analysis
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and principles
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process, systems
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* Design structure, systems, etc.

* Allocate resources
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and change

* Assessment and benchmarking
¢ Ensuring alignment
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HUMAN RESOURCES

* Capture underlying philosophy
* Establish foundation of culture
* Guide ethical codes of conduct

* Demographic trends
» External supply of labour
* Competitor benchmarking

* Culture, competencies, composition
» Forecast demand for employees
» Forecast supply of employees

* Productivity and efficiency
* Quality, service, speed, innovation
» External fit/alignment and internal fit

* Reconcile supply and demand

* Downsizing, layoffs, etc.

* HR practice: Staffing, training,
rewards, etc.

* Human capital metrics
* Balanced Scorecard



Employee Involvement Groups (EIs) Also known as “Quality Circles” – Groups of employees who meet to resolve problems or offer suggestions for organizational improvement. Success with EIs requires:

· Comprehensive training for group members

· Recognition of the group’s contributions

· Continuing input and encouragement by management

· Use of a participative/democratic leadership style
· Employee Teams – An employee contributions technique whereby work functions are structured for groups rather than for individuals and team members are given discretion in matters traditionally considered management prerogatives, such as process improvements, product or service development, and individual work assignments.
· Benefits of Employee Teams

· Increased integration of individual skills

· Better performance (quality and quantity) solutions to unique and complex problems

· Reduced delivery time

· Reduced turnover and absenteeism

· Accomplishments among team members
· Synergy occurs when the interaction and outcome of team members is greater than the sum of their individual efforts.  Synergistic team member behaviour characteristics:

· Is supporting and inclusive

· Listens and clarifies

· Disagrees but remains nonjudgmental

· Engages in consensus building

· Is accepting of others

· Is focused on quality and continuous improvement
· Forms of Employee Teams

· Cross-Functional Team – A group staffed with a mix of specialists (e.g., marketing, production, engineering) and formed to accomplish a specific objective. Cross-functional teams are based on assigned rather than voluntary membership.

· Project Team – A group formed specifically to design a new product or service. Members are assigned by management on the basis of their ability to contribute to success. The group normally disbands after task completion.

· Self-Directed Team – Groups of highly trained individuals performing a set of interdependent job tasks within a natural work unit. Team members use consensus decision making to perform work duties, solve problems, or deal with internal or external customers.

· Task Force Team – A task force is formed by management to immediately resolve a major problem. The group is responsible for developing a long-term plan for problem resolution that may include a charge for implementing the solution proposed.

· Process-Improvement Team – A group of experienced people from different departments or functions and charged with improving quality, decreasing waste, or enhancing productivity in processes that affect all departments or functions involved. Team members are normally appointed by management.

· Virtual Team – A team with widely dispersed members linked together through computer and telecommunications technology.
· Characteristics of Successful Teams
· Commitment to shared goals and objectives

· Motivated and energetic team members

· Open and honest communication

· Shared leadership

· Clear role assignments

· Climate of cooperation, collaboration, trust, and accountability

· Recognition of conflict and its positive resolution
· Obstacles to Effective Team Function
· Overly high expectations

· Group compensation must be structured 
· Training

· Career movement 
· Power – some mangers may fear of losing power
· Training Team Members: 
· Four stages of team development – forming, storming, norming, and performing. 

· Complete skills training in: 1) Team leadership, 2) Mission/goal setting, 3) Conduct of meetings, 4) Team decision making, 5) Conflict resolution , 6)Effective communication, and 7) Diversity awareness.
Flexible Work Schedules
· Changes in work schedules—which include the compressed workweek, flextime job sharing, and telecommuting—permit employees to adjust their work periods to accommodate their particular lifestyles. 
· Compressed Workweek – Shortening the number of days in the workweek by lengthening the number of hours worked per day.

· The four-day, forty-hour week, generally referred to as 4/10 or 4/40. 

· Reducing weekly hours to 38 or 36 hours or scheduling 80 hours over nine days (9/80), taking one day off every other week.

· Benefits of flexible work schedules  
· Recruitment and retention of employees

· Coordinating employee work schedules with production schedules

· Accommodating the leisure-time activities of employees while facilitating employee personal appointments

· Improvements in employee job satisfaction and morale

· Disadvantages of flexible work schedules  
· Overtime payments required by provincial employment standards for employees

· The additional stress on managers and employees, and long workdays can be exhausting.

· Flextime – Working hours that permit employees the option of choosing daily starting and quitting times, provided that they work a set number of hours per day or week.

· All employees are required to be present during a designated “core period.”

· Flexible hours reduce absenteeism and tardiness.

· Employees can schedule their working hours for the time of day when they are most productive.
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· Employees arriving at 6:00 a.m. would leave at 2:30 p.m.

· Employees arriving at 9:00 a.m. would leave at 5:30 p.m.

· Job Sharing – The arrangement whereby two part-time employees perform a job that otherwise would be held by one full-time employee. Job sharers may work three days a week, creating an overlap day for extended face-to-face conferencing.

· Telecommuting – The use of personal computers, networks, and communications technology such as fax machines to do work in the home that is traditionally done in the workplace.

· Advantages of Telecommuting
· Increased flexibility for employees

· Ability to attract workers who might not otherwise be available

· Lessened burden on working parents

· Less time and money wasted on physical commuting

· Increased productivity

· Reduced absenteeism
· Keys for Successful Telecommuting

· Identify jobs best suited to distance work 

· Select responsible employees 

· Establish employee feedback procedures and performance review methods for evaluation

· Establish formalized telecommuting procedures

· Begin a formal training program

· Keep telecommuters informed and “in the loop”

· Recognize when telecommuting isn’t working

Chapter 5: Expanding the Talent Pool: Recruitment and Careers
Recruiting Talent Externally
· Filling jobs above entry level often requires managers to rely on outside sources. These outside sources are also utilized to fill jobs requiring special qualifications, to avoid excessive inbreeding and to acquire new ideas and technology. Which outside sources and methods are used in recruiting will depend o the recruitment goals of the organization, the conditions of the labour market and the specifications of the jobs to be filled.  Typical outside recruitment sources include advertisements, unsolicited applications and resumes, internet recruitment, employee referrals, executive search firms, educational institutions, professional associations, labour unions, and public and private employment agencies. Employers wanting to maximize the effectiveness of their recruitment programs should calculate a yield ratio, train organizational recruiters and conduct realistic job previews.
· Labour Market – Area from which applicants are to be recruited

· Tight market: high employment, few available workers

· Loose market: low employment, many available workers

· Factors determining the relevant labour market:

· Skills and knowledge required for a job

· Level of compensation offered for a job

· Reluctance of job seekers to relocate

· Ease of commuting to workplace

· Location of job (urban or non-urban)

· Advantages of External Recruitment

· Ability to find specialized skills

· New ideas, new methods
· Outside Recruitment Sources
· Advertisements – directed to particular readers, less time-consume, creativity is needed
· Unsolicited applications and resumes – individuals contact employer 
· Internet recruiting – cheap, fast and more effective, low hired rate
· Employee referrals – from current employees, 1/3 of new hires, may less qualify, adverse impact on designated group – hiring similar background. 
Nepotism – A preference for hiring relatives of current employees. 
Increasing the Effectiveness of Employee Referrals
· Up the ante – give bonus to employees for good hiring 
· Pay for performance – save part of bones until the new hire stay for six months 
· Tailor the program – educating employees about who/skill org. want to hire 
· Increase visibility – celebrate success – keep people thinking of bring good hires
· Keep the data – if not hires keep data for other position 
· Rethink your taboos – think about former employees, relative etc. 
· Widen the program – ask formal employees, related field etc. for referrals 
· Measure the results – volume of referrals, qualification, and success of new hires 
· Executive search firms – pay to search firms for new hires, CEOs is common..
· Educational institutions – offer young applicants, 
· Professional associations – offer placement service to members 
· Labour unions – source of blue-collar and professional jobs
· Public employment agencies – HRSDC offers registered unemployed 
· Private employment and Temporary help agencies – serving professional field. 
· Improving the Effectiveness of External Recruitment
· Calculate Yield Ratios on recruiting source 

· Calculate costs of recruitment and Training Recruiters

· Conduct Realistic Job Previews

· Yield Ratio – The percentage of applicants from a recruitment source that make it to the next stage of the selection process. E.g. 100 resumes received, 50 found acceptable = 50% yield.
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· Cost of Recruitment (per employee hired): 
· SC
= source cost

· AC
= advertising costs, total monthly expenditure (example: $28,000)

· AF
= agency fees, total for the month (example: $19,000)

· RB
= referral bonuses, total paid (example: $2,300)

· NC
= no-cost hires, walk-ins, nonprofit agencies, etc. (example: $0)

· H
= total hires (example: 119)
Cost to hire one employee = $414

· Sources of Organizational Recruiters

· Professional HR recruiters – larger employers 
· HR generalists – small employers 
· Work team members 
· Requirements for Effective Recruiters

· Knowledge of the recruited job’s requirements and of the organization

· Training as an interviewer

· Personable and competent to represent the organization

· Realistic Job Previews (RJP) – Informing applicants about all aspects of the job, including both its desirable and undesirable facets.
· Positive benefits of RJP

· Improved employee job satisfaction

· Reduced voluntary turnover

· Enhanced communication through honesty and openness

· Realistic job expectations

Recruiting Talent Internally 

· Employers usually find it advantageous to use internal promotion and transfer to fill as many openings as possible above the entry level. By recruiting from within, an organization can capitalize on previous investments made in recruiting, selection, training and developing its current employees. Further internal promotions can reward employees for past performance and send a signal to other employees that their future efforts will pay off. However, potential candidates from the outside should occasionally be considered in order to prevent the inbreeding of ideas and attitudes.
· Advantages of a promotion-from-within policy:

· Capitalizes on past investments (recruiting, selecting, training, and developing) in current employees.

· Rewards past performance and encourages continued commitment to the organization.

· Signals to employees that similar efforts by them will lead to promotion.

· Fosters advancement of members of designated groups within an organization.

· Limitations of a promotion-from-within policy:

· Current employees may lack the knowledge, experience or skills needed for placement in the vacant/new position.

· The hazards of inbreeding of ideas and attitudes (“employee cloning”) increase when no outsiders are considered for hiring.

· The organization has exhausted its supply of viable internal candidates and must seek additional employees in the external job market.

Methods for Identifying Qualified Candidates
· There are many ways in which to identify internal candidates: HR Information Systems, job posting and bidding, performance appraisals, management inventories and assessment centres.
· Human Resources Information Systems (HRIS) – Database systems containing the records and qualifications of each employee that can be accessed to identify and screen candidates for an internal job opening.
· Job Posting and Bidding – Posting vacancy notices and maintaining lists of employees looking for upgraded positions.
· Performance appraisals – Managers measure and evaluate an employee’s performance for several reasons fro making developmental and career decisions. 
· Inventorying management talent – provides an indication of skills employees have as well as their interests and experience, it help managers pay better attention to the developmental needs of employees both current jobs and promotion. 
· Warning Signs of a Weak Talent “Bench”

1
It takes a long time to fill key positions.

2.
Key positions can be filled only by hiring from the outside.

3.
Vacancies in key positions cannot be filled with confidence in the abilities of those chosen for them.

4.
Replacements for positions are unsuccessful in performing their new duties.

5.
Promotions are made on the basis of whim, favouritism, or nepotism.
· Using Assessment Centre – A process by which individuals are evaluated as they participate in a series of situations that resemble what they might be called on to handle on the job.
· In-basket exercises
· Leaderless group discussions
· Role playing
· Behavioural interviews
· The Job Search: Maximizers , Satisfiers, and Validators. 
Career Management: Developing Talent over Time

· A career development program is a dynamic process that should integrate individual needs with those of the organization. The employee role is to identify his or her own KSAs and seek out information about career options. The organization should provide information about its mission, policies, and plans in order to facilitate the career planning  of employees.
· The Goal: Matching Individual and Organizational Needs
· Career Management

· The Employee’s Role

· The Organization’s Role

· Individual and Organizational Goals

· The Employee’s Role: Employees are responsible for initiating and managing their own career planning. The Individual’s Role: 

· Accept responsibility for your career
· Seek information
· Set goals
· Develop a career plan
· The Organization’s Role: Establishing a Favorable Context
· Management Participation – 1) Provide top management support, 2) Provide collaboration between line managers and HR managers, 3) Train management personnel

· Setting Goals – Plan human resources strategy

· Changing HR Policies – 1) Provide for job rotation, 2) Provide outplacement service

· Announcing the Program – Explain its philosophy

· Balancing Individual and Organizational Needs
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Identifying Career Opportunities and Requirements
· Job opportunities may be identified by studying jobs and determining the knowledge and skills each one requires.  Once that is accomplished, it is possible to plan job progressions.  These progressions can then serve as a basis for developing career paths.  Once career paths are developed and employees are identified on the career ladders, it is possible to inventory the jobs and determine where individuals with the required skills and knowledge are needed or will be needed. Some career options  are promotions, transfers. Organizations may provide relocation services or outplacements services to assist employees with career transitions. Organizations may also offer career planning workbooks or workshops, and career counseling. Mentoring is particularly effective in helping employees prepare for new roles.
1. Begin with Competency Analysis – Measures three basic competencies for each job: know-how, problem solving, and accountability.

2. Identify Job Progressions – The hierarchy of jobs a new employee might experience, ranging from a starting job to jobs that require more knowledge and/or skill.

· Career Paths – Lines of advancement in an occupational field within an organization.

3. Recognize Lots of Possibilities
· Promotion – A change of assignment to a job at a higher level in the organization, and Principal criteria for determining promotions are merit, seniority, and potential.

· Transfer – The placement of an individual in another job for which the duties, responsibilities, status, and remuneration are approximately equal to those of the previous job.
· Relocation services – Services provided to an employee who is transferred to a new location: Help in moving, in selling a home, in orienting to a new culture, and/or in learning a new language.

· Outplacement services – Services provided by organizations to help terminated employees find a new job.
4. Consider Dual Career paths for Employees 
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5. Pursue the Boundaryless Career – individuals may prefer to see themselves  as self-directed free agents who develop a portfolio of employment opportunities by proactively moving from employer to employer to develop and utilize their marketable skills. 
6. Track Career Stages Development 
· Stage 1: Preparation for Work (ages 0–25): Develop occupational self-image, assess alternative occupations, develop initial occupational choice, pursue necessary education.

· Stage 2: Organizational Entry (ages 18–25): Obtain job offer(s) from desired organization(s), select appropriate job based on complete and accurate information.
· Stage 3: Early Career (ages 25–40): Learn job, learn organizational rules and norms, fit into chosen occupation and organization, increase competence, pursue goals.

· Stage 4: Midcareer (ages 40–55): Reappraise early career and early adulthood goals, reaffirm or modify goals, make choices appropriate to middle adult years, remain productive.

· Stage 5: Late Career (ages 55–retirement): Remain productive in work, maintain self-esteem, prepare for effective retirement.
7. Avoid the Plateau Trap 

· Career Plateau – Situation in which, for either organizational or personal reasons, the probability of moving up the career ladder is low.
· Types of Plateaus
· Structural plateau: end of advancement
· Content plateau: lack of challenge
· Life plateau: crisis of personal identity

· Career Plateau Questions
1.
Do I accept high-visibility assignments?

2.
Do I continue to advance my education, both formal and vocational?

3.
Am I recognized by other leaders in my organization?

4.
Am I routinely promoted?

5.
Am I known as a versatile employee?

6.
Do I continue to get larger-than-normal raises?

7.
Do I rate at the high end of the performance ratings?

8.
Do I have a plan with measurable objectives, and have I updated it recently?

· Successful Career-Management Practices
· Placing clear expectations on employees. 

· Giving employees the opportunity for transfer.

· Providing a clear and thorough succession plan

· Encouraging performance through rewards and recognition.

· Giving employees the time and resources they need to consider short- and long-term career goals.

· Encouraging employees to continually assess their skills and career direction.

· Internal Barriers to Career Advancement
· Lack of time, budgets, and resources for employees to plan their careers and to undertake training and development.

· Rigid job specifications, lack of leadership support for career management, and a short-term focus.

· Lack of career opportunities and pathways within the organization for employees.

Career Development Initiatives
· Career Planning Workbooks – Stimulate thinking about careers, strengths/ limitations, development needs

· Career Planning Workshops – Discuss and compare attitudes, concerns, plans

· Career Counseling – Discussing current job activities and performance, personal and career 
interests and goals, skills, and career development objectives 

· Determining Individual Development Needs

· Fast-track Program – A program that encourages young managers with high potential to remain with an organization by enabling them to advance more rapidly than those with less potential.
· Career Self-Management Training – Helping employees learn to continuously gather feedback and information about their careers and encouraging them to prepare for mobility.
· Mentoring
· Mentors – Executives who coach, advise, and encourage individuals of lesser rank.

· Mentoring functions – Functions concerned with the career advancement and psychological aspects of the person being mentored.

· E-mentoring – Brings experienced business professionals together with individuals needing counseling.

· Top Ten Myths about Mentors

· Myth 1: Mentors exist only for career development.

· Myth 2: You need only one mentor.

· Myth 3: Mentoring is a one-way process.

· Myth 4: A mentor has to be older than the protégé.

· Myth 5: A mentor has to be the same gender and race as the protégé.

· Myth 6: Mentor relationships just happen.

· Myth 7: Highly profiled people make the best mentors.

· Myth 8: Once a mentor, always a mentor.

· Myth 9: Mentoring is a complicated process.

· Myth 10: Mentor-protégé expectations are the same for everyone.

· Mentoring Functions
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· Forming a Mentoring Relationship
1. Research the mentor’s background.

2. Make contact with the mentor.

3. Request help on a particular matter.

4. Consider what you can offer in exchange.

5. Arrange a meeting.

6. Follow up.

7. Ask to meet on an ongoing basis.
· Career Networking – The process of establishing mutually beneficial relationships with other business people, including potential clients and customers. 
Developing a Diverse Talent Pool
· The first step in facilitating the career development of women is to eliminate barriers to advancement.  The formation of women's networks, the providing of special training for women, the acceptance of women as valued members of the organization, the providing of mentors for women, and accommodating families have been found to be effective ways to facilitate a woman's career development. While a diversified workforce is composed of many different groups, an important segment is minority groups.  In addition to creating conditions that are favorable for recognizing and rewarding performance, many organizations have special programs such as internships that provide hands-on experience as well as special training opportunities.  Another group that requires the attention of management is composed of dual-career couples who often need to have flexible working schedules.
· Recruitment of Women 
· Growth of women in the workplace

· Increase in females in management roles

· Stereotyping and gender conflicts

· Recruitment of Minorities

· Educational and societal disadvantages

· Retention in organizations
· The “Glass Ceiling” – Artificial barriers based on attitudinal or organizational bias that prevent qualified women from advancing upward in their organizations into management level positions.

· Eliminating Women’s Barriers to Advancement 
· Development of women’s networks

· Online e-mentoring for women

· Diminishing stereotyping of women

· Presence of women in significant managerial positions

· Glass ceiling audit factors:

· Upper-level management and executive training

· Rotational assignments International assignments

· Opportunities for promotion

· Opportunities for executive development programs at universities

· Desirable compensation packages

· Opportunities to participate on high-profile project teams

· Upper-level special assignments

· Recruitment and Development of Minorities – Career development for minorities is advanced by:

· Organizational support for the advancement of minorities to significant management positions.

· Provision of internships to attract minorities to management careers.

· Organization of training courses to foster the development of minority’s managerial skills and knowledge.

· Other Important Talent Concerns

· Recruitment of Older People

· Increasingly returning to the workplace

· Have valued knowledge, experience, flexibility and reliability as employees

· Dual-Career Couples/Partnerships: Couples in which both members follow their own careers and actively support each other’s career development.

· Flexible work schedules

· Adaptive leave policies

· Work-at-home

· On-premises day care

· Job sharing

Appendix: Personal Career Development 
· Developing Personal Skills and Competencies 
· Choosing a Career: use of available resource, Accuracy of self-evaluation, Significance of interest inventories, Evaluating long-term employment opportunities. 
· Choosing a Employer

· Becoming an Entrepreneur (One who starts, organize, manages, and assumes responsibility for a business or other enterprise)

· Twelve Steps for Starting a New Business
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· Keeping a Career in Perspective: Developing off-the-job interests, Balancing Martial and/or family life, and Planning for retirement. 
Chapter 6:
Employment Selection
Matching People and Jobs
· Selection is the process of choosing the best candidate with the relevant qualifications. It begins with job analysis to identify the knowledge, skills and abilities that are required for the job. Using methods that are reliable and valid is extremely important.  Reliability means that the tests will give comparable scores over time. Validity refers to the degree to which a selection method actually measures what it is supposed to measure. .  Validity can be assessed in terms of whether the measurement is based on a job specification (content validity), whether test scores correlate with performance criteria (predictive validity),and whether the test accurately measures what it purports to measure (construct validity).
· Selection – The process of choosing individuals who have relevant qualifications to fill existing or projected job openings.

· Selection Considerations – The Goal of Selection: Maximize “Hits”

· Person-job fit: Beginning with Job Analysis – job analysis identifies required individual competencies (KSAOs) for job success.

· Person-organization fit: the degree to which individuals are matched to the culture and values of the organization.
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· The Selection Process
· Steps in the Selection Process 
· Completion of application

· Initial interview in HR department

· Employment testing (aptitude, achievement)

· Background investigation

· Preliminary selection in HR department

· Supervisor/team interview
· Hiring decision

· Obtaining Reliable and Valid Information

· Reliability – The degree to which interviews, tests, and other selection procedures yield comparable data over time and alternative measures.

· Validity – Degree to which a test or selection procedure measures a person’s attributes.

· Three Approaches to Validation
· Criterion-related Validity – The extent to which a selection tool predicts, or significantly correlates with, important elements of work behaviour. A high score indicates high job performance potential; a low score is predictive of low job performance.

· Concurrent Validity – The extent to which test scores (or other predictor information) match criterion data obtained at about the same time from current employees. High or low test scores for employees match their respective job performance.
· Predictive Validity – The extent to which applicants’ test scores match criterion data obtained from those applicants/ employees after they have been on the job for some indefinite period. A high or low test score at hiring predicts high or low job performance at a point in time after hiring.
· Validity (or Correlation) Coefficient – A number ranging from 0.00, denoting a complete absence of relationship, to 1.00 and to -1.00, indicating a perfect positive and perfect negative relationship, respectively.

· Cross-validation – Verifying the results obtained from a validation study by administering a test or test battery to a different sample (drawn from the same population).

· Validity generalization – The extent to which validity coefficients can be generalized across situations.

· Content validity – The extent to which a selection instrument, such as a test, adequately samples the knowledge and skills needed to perform a particular job. Example: typing tests, driver’s license examinations

· Construct validity – The extent to which a selection tool measures a theoretical construct or trait. It is difficult and expensive to validate a construct. Example: creative arts tests, honesty tests.
Sources of Information about Job Candidates 
· The many sources of information about candidates include 1) application forms, 2) on line applications, 3) biographical information blanks, 4) background investigations (reference checking and credit checking), 5) polygraph tests, 6) honest and integrity tests, 
7) graphology,  8) Employment tests, and 9) Interview.
· Application Forms – application date, Educational background, Experience, Arrests and criminal convictions, Country of citizenship, References, and Disabilities. 
· Online Applications – An Internet-based automated posting, application, and tracking process helps firms to more quickly fill positions by:

· Attracting a broader and more diverse applicant pool

· Collecting and mining resumes with keyword searches to identify qualified candidates

· Conducting screening tests online

· Reducing recruiting costs significantly

· Biographical Information Blanks (BIB) – family life, hobbies, club memberships, sales experience, and investment. Sample Questions:

· At what age did you leave home?

· How large was the town/city in which you lived as a child?

· Did you ever build a model airplane that flew?

· Were sports a big part of your childhood?

· Do you play any musical instruments?
· Background Investigations
· Checking references
· Mail and telephone checks – Specific job-related information

· Letters of reference – teachers, employers, friends or parents 
· Online computerized databases

· Failure to check references – Negligent hiring liabilities 
· Using credit reports. 
· Polygraph Tests – Polygraph (Lie detector) is a device to test breathing, blood pressure, and pulse of a person who is being questioned. Its purpose is to test for employment honesty and suitability. But it is prohibited under the laws so check before use of polygraph. 
· Integrity and Honesty Tests – To test tendency to Protect (colleague who stealing), Be Lenient, Admit thought (thought of stealing but not yet), Admit behaviour ($ of stealing), Consider common (work with people who steal), Excuse (justifications for stealing), and Lie.
· Graphology – The use of a sample of an applicant’s handwriting to make employment decision.
Employment Tests

· While the popularity of tests had declined somewhat with the passage of employment equity laws, in recent years there has been a resurgence of testing.  The value of tests should not be overlooked since they are more objective than the interview and can provide a broader sampling of behavior.  Cognitive ability tests are especially valuable for assessing verbal, quantitative, and reasoning abilities.  Personality and interest tests are perhaps best for placement.  Physical ability tests are most useful for predicting job performance, accidents, and injuries, particularly for demanding work.  Job knowledge and work sample tests are achievement tests that are useful for determining if a candidate can perform the duties of the job without further training.
· Employment Tests – An objective and standardized measure of a sample of behaviour that is used to gauge a person’s knowledge, skills, abilities, and other characteristics (KSAOs) in relation to other individuals.

· Classification of Employment Tests
· Cognitive Ability Tests 
· Aptitude tests – Measures of a person’s capacity to learn or acquire skills.

· Achievement tests – Measures of what a person knows or can do right now.

· Personality and Interest Inventories – “Big Five” personality factors:
· Agreeableness: Trust – I believe people are usually honest with me.

· Conscientiousness: Attention to detail – I like to complete every detail of tasks according to the work plans.

· Extroversion: Adaptability – For me, change is exciting.

· Neuroticism: Self-confidence – I am confident about my skills/abilities.

· Openness to Experience – Independence – I tend to work on projects alone, even if others volunteer to help me.
· Interest tests – Preferences for certain activities. It is used mainly for career counseling
· Physical Ability Tests – Must be related to the essential functions of the job.

· Job Knowledge Tests – An achievement test that measures a person’s level of understanding about a particular job.

· Work Sample Tests – Require the applicant to perform tasks that are actually a part of the work required on the job.

The Employment Interview Methods
· The interview is an important source of information about job applicants.  The employment interview can be unstructured, wherein the interviewer is free to pursue whatever approach and sequence of topics might seem appropriate.  Alternatively, an interview can be structured, wherein each applicant receives the same set of questions, which have pre-established answers.  Some interviews are situational and can focus on hypothetical situations or actual behavioral descriptions of previous work experiences.  Interviews can be conducted by a single individual, a panel, or via a computer interface.  Regardless of the technique chosen, those who conduct interviews should receive special training to acquaint them with interviewing methods and employment equity considerations.  The training should also make them more aware of the major findings from research studies on the interview and how they can apply these findings.
· Why the interview is so popular:

· It is especially practical when there are only a small number of applicants.

· It serves other purposes, such as public relations.

· Interviewers maintain great faith and confidence in their judgments.

· Interviewing Methods

· Nondirective Interview – The applicant determines the course of the discussion, while the interviewer refrains from influencing the applicant’s remarks.

· Structured Interview – An interview in which a set of standardized questions having an established set of answers is used.

· Situational Interview – An interview in which an applicant is given a hypothetical incident and asked how he or she would respond to it.

· Behavioural Description Interview (BDI) – An interview in which an applicant is asked questions about what he or she actually did in a given situation.

· Panel Interview – An interview in which a board of interviewers questions and observes a single candidate.
· Computer Interview – Using a computer program that requires candidates to answer a series of questions tailored to the job. Answers are compared either with an ideal profile or with profiles developed on the basis of other candidates’ responses.

· Video interviews – Using video conference technologies to evaluate job candidates’ technical abilities, energy level, appearance, and the like before incurring the costs of a face-to-face meeting.
· Simulations and Games – 
· A Review of the Best – 
· Interviewer Training – 
· Ground Rules for Employment Interviews
1. Establish an interview plan

2. Establish and maintain rapport

3. Be an active listener

4. Pay attention to nonverbal cues

5. Provide information freely

6. Use questions effectively

7. Separate facts from inferences

8. Recognize biases and stereotypes

9. Control the course of the interview

10. Standardize the questions asked
· Employment Equity: Are your questions legal?

· Illegal

· What is your maiden name?

· Please include your birth certificate application?

· What is your mother tongue?

· Include a reference from your pastor, priest.

· Can you work during Christmas?
· Legal

· Have you ever been convicted of an offense for which no pardon were granted?

· Can you work every Friday from 7am to 3pm?
· Medical examination

· To ensure health and fitness of applicants

· Provides a baseline against which subsequent exams can be compared

· BUT, can only be conducted after an offer of employment has been made and can only assess abilities to perform essential job duties
· Drug Testing – The following types of testing are not allowed:

· Pre-employment drug testing

· Pre-employment alcohol testing

· Random drug testing

· Random alcohol testing
Reaching a Selection Decision
· In the process of making decisions, all "can-do" and "will-do" factors should be assembled and weighted systematically so that the final decision can be based on a composite of the most reliable and valid information.  Whichever of these approaches is used, the goal is to select a greater proportion of individuals who will be successful on the job.
· Selection Considerations:

· Should individuals to be hired according to their highest potential or according to the needs of the organization?

· At what grade or wage level to start the individual?

· Should selection be for employee- job match, or should advancement potential be considered?

· Should those not qualified but qualifiedly be considered?

· Should overqualified individuals be considered?

· What effect will a decision have on meeting employment equity plans and diversity considerations?

· “Can-Do” and “Will-Do” Factors in Selection Decisions
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· Selection Decision Strategies
· Clinical Approach – Subjectivity

· Statistical Approach – Objectivity

· Compensatory Model (Average) – Permits a high score in one area to make up for a low score in another area.

· Multiple Cutoff Model (Minimum) – Requires an applicant to achieve a minimum level of proficiency on all selection dimensions.

· Multiple Hurdle Model (Sequential) – Only applicants with sufficiently high scores at each selection stage go on to subsequent stages in the selection process.

· Selection Ratio – The number of applicants compared with the number of people to be hired.

· Cutoff Score – The point in a distribution of scores above which a person is considered and below which a person is rejected.

· Final Decision 
· Selection of applicant by departmental or immediate supervisor to fill vacancy.

· Notification of selection and job offer by the human resources department.

Chapter 7:
Training and Development
The Scope of Training
· Today we find that organizational operations cover a broad range of subjects and involve personnel at all levels, from orientation through management development.  In addition to providing the training needed for effective job performance, employers offer training in such areas as personal growth and wellness.  

· In order to have effective training programs, the systems approach is recommended.  This approach consists of four phases: (1) needs assessment, (2) program design, (3) implementation and (4) evaluation.
· The average expenditure in Canada on training and development was 1.75% of payroll, and organizations annually provided about 30 hours of training per employee. The best employees in Canada reported an average of 44.2 training hours vs. 26.5 hours for the rest. 
· The Scope of Training
· Training – 1) Effort initiated by organization to foster learning among its members and 2) Tends to be narrowly focused and oriented toward short-term performance concerns.

· Development – Effort that is oriented more toward broadening an individual’s skills for the future responsibilities.
· Four Phases Systems Approach to Training and Development
1. Needs assessment
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Phase 1: Conducting the Needs Assessment

· Needs assessment   begins with organization analysis.  Managers must establish a context for training by deciding where training is needed, how it connects with strategic goals, and how organizational resources can best be used.  Task analysis is used to identify the knowledge, skills, and abilities that are needed.  Person analysis is used to identify which persons need training.
· Organization Analysis – An examination of the environment, strategies, and resources of the organization to determine where training emphasis should be placed.

· Task Analysis – The process of determining what the content of a training program should be on the basis of a study of the tasks and duties involved in the job.
· Competency assessment – Analysis of the sets of skills and knowledge needed for decision-oriented and knowledge-intensive jobs.
· Person Analysis – A determination of the specific individuals who need training.

· The punishment may be an effective way to change behaviour in short-run but NOT in long-run. 
Phase 2: Designing the Training Program 
· In designing a training program, managers must consider the two fundamental preconditions for learning: readiness and motivation.  In addition, principles of learning should be considered in order to create an environment that is conducive to learning.  These principles include goal setting, meaningfulness, modeling, individual differences, active practice, whole-versus-part learning, distributed learning, feedback, and rewards and reinforcement.
· Four Issues in training design

1. Instructional objectives

2. Trainee readiness and motivation

3. Principles of learning

4. Characteristics of successful trainers
· Instructional Objectives – Represent the desired outcomes of a training program.

· Performance-centered objectives – Knowledge, attitudes, and skills
· Provide a basis for choosing methods and materials and for selecting the means for assessing whether the instruction will be successful.

· Trainee Readiness and Motivation
· Strategies for Creating a Motivated Training Environment:

· Use positive reinforcement.

· Eliminate threats and punishment.

· Be flexible.

· Have participants set personal goals.

· Design interesting instruction.

· Break down physical and psychological obstacles to learning.
· Principles of Learning
· Focus on learning and transfer

· Goal setting - What’s the value?

· Meaningfulness of presentation

· Behavioural modelling

· Recognition of individual learning differences

· Focus on method and process

· Active practice and repetition

· Whole versus-part learning

· Massed-vs-distributed learning

· Feedback and reinforcement

· Behaviour Modification – The technique that operates on the principle that behaviour that is rewarded, or positively reinforced, is repeated more frequently, whereas behaviour that is penalized or unrewarded will decrease in frequency.

· Characteristics of Successful Instructors
· Knowledge of the subject

· Adaptability

· Sincerity

· Sense of humour

· Interest

· Clear instructions

· Individual assistance

· Enthusiasm

Phase 3: Implementing the Training Program 

· In the training of non-managerial personnel, a wide variety of methods are available.  On-the-job training is one of the most commonly used methods because it provides the advantage of hands-on experience and an opportunity to build a relationship between supervisor and employee.  Apprenticeship training and internships are especially effective because they provide both on- and off-the-job experiences.  Other off-the-job methods include the conference or discussion method, classroom training, programmed instruction, computer-based training, E-learning and simulation.  All of these methods can make a contribution to the training effort with relatively little cost vis--vis the number of trainees who can be accommodated. 

· The training and development of managers is big in Canadian business.  As with nonmanagerial personnel, a wide variety of training methods is used for developing managers.  On-the-job experiences include coaching, understudy assignment, job rotation, lateral transfer, project and committee assignments, and staff meetings.  Off-the-job experiences include analysis of case studies, management games, role playing, and behaviour modeling. 

· Choosing the instructional method

· Nature of training

· Type of trainees 

· Organizational extent of training

· Importance of training outcomes
· Training Methods for Non-managerial Employees
1. On-the-Job Training (OJT)

2. Apprenticeship Training

3. Cooperative Training, Internships, and Governmental Training

4. Classroom Instruction

5. Programmed Instruction

6. Audiovisual Methods

7. Computer-based Training and E-Learning

8. Simulation Method

· On-the-job training (OJT) – Method by which employees are given hands-on experience with instructions from their supervisor or other trainer.

· Drawbacks

· The lack of a well-structured training environment.

· Poor training skills of managers.

· The absence of well-defined job performance criteria.

· Overcoming OJT training problems

· Develop realistic goals and/or measures for each OJT area.

· Plan a specific training schedule for each trainee, including set periods for evaluation and feedback.

· Help managers establish a non-threatening atmosphere conducive to learning.

· Conduct periodic evaluations, after training is completed, to prevent regression.
· Apprenticeship training – A system of training in which a worker entering the skilled trades is given thorough instruction and experience, both on and off the job, in the practical and theoretical aspects of the work.

· Cooperative Training – A training program that combines practical on-the-job experience with formal educational classes.

· Internship Programs – Are jointly sponsored by colleges, universities, and other organizations that offer students the opportunity to gain real-life experience while allowing them to find out how they will perform in work organizations.

· Classroom Instruction 
· Enables the maximum number of trainees to be handled by the minimum number of instructors.

· “Blended” learning—lectures and demonstrations are combined with films, DVDs, and videotapes or computer instruction.

· Delivery Method of Training
· 70% by Instructor-led classroom 

· 17% by computer (no instructor)

· 8% by Instructor-led (from remote location)

· 5% by others 

· Programmed Instruction – Referred to as self-directed learning – involves the use of books, manuals, or computers to break down subject matter content into highly organized, logical sequences that demand continuous response on the part of the trainee.

· Audiovisual Methods – Technologies, such as CDs and DVDs, are used to teach skills and procedures by illustrating the steps in a procedure or interpersonal relations.

· E-Learning – Learning that takes place via electronic media such web and computer-based training (CBT). 
· Allows the firm to bring the training to employees

· Allows employees to customize their own learning in their own time and space

· Provides continuously updated training materials.

· E-Learning Advantages
· Learning is self-paced.

· The training comes to the employee.

· The training is interactive.

· Employees do not have to wait for a scheduled training session.

· The training can focus on specific needs as revealed by built-in tests.

· Trainees can be referred to online help or written material.
· It is easier to change a web site than to retype, photocopy, and distribute new classroom-training materials.

· Record keeping is facilitated.

· The training can be cost-effective if used for both large and small numbers of employees.
· Simulation Methods – The simulation method emphasizes realism in equipment and its operation at minimum cost and maximum safety. It used when it is either impractical or unwise to train employees on the actual equipment used on the job. The principle advantage of the simulation method is minimization of risks.  E.g. training pilots. 
· Training Methods for Management Development
1. On-the-Job Experiences

2. Seminars and Conferences

3. Case Studies

4. Management Games

5. Role Playing

6. Behaviour Modeling

· On-the-Job Experiences
· Coaching

· Understudy Assignment

· Job Rotation

· Lateral Transfer

· Special Projects

· Action Learning

· Staff Meetings

· Planned Career Progressions
· Case Studies – The use of case studies is most appropriate when:

· Analytic, problem-solving, and critical thinking skills are most important. 

· The KSAs are complex and participants need time to master them.

· Active participation is desired.

· The process of learning (questioning, interpreting, and so on) is as important as the content.

· Team problem solving and interaction are possible.

· Role Playing – Successful role play requires that instructors: 

· Ensure that group members are comfortable with each other.

· Select and prepare the role players by introducing a specific situation.

· To help participants prepare, ask them to describe potential characters.

· Realize that volunteers make better role players.

· Prepare the observers by giving them specific tasks (such as evaluation or feedback).

· Guide the role-play enactment through its bumps (because it is not scripted).

· Keep it short.

· Discuss the enactment and prepare bulleted points of what was learned.
· Management Games – managers are faced with the task of making a series of decisions affecting a hypothetical organization. 
· Behaviour Modelling – An approach that demonstrates desired behaviour and gives trainees the chance to practice and role-play those behaviors and receive feedback. It involves four basic components:

· Learning points

· Model

· Practice and role play

· Feedback and reinforcement

Phases 4: Evaluating the Training 

· Evaluation of a training program should focus on several criteria: participant reactions, learning, behaviour change on the job, and bottom-line results.  Transfer of training is measured via examination of the degree to which trained skills are demonstrated back on the job.  Benchmarking and utility analysis help evaluate the impact of training and provide the information for further needs assessment.
· Measuring program effectiveness

· Criterion 1: Trainee reactions

· Criterion 2: Extent of learning 

· Criterion 3: Learning transfer to job

· Criterion 4: Results assessment

· Criterion 1: Reactions – Participant Reactions.
· The simplest and most common approach to training evaluation is assessing trainees.

· Potential questions might include the following:

· What were your learning goals for this program? 

· Did you achieve them?

· Did you like this program?

· Would you recommend it to others who have similar learning goals? 

· What suggestions do you have for improving the program?

· Should the organization continue to offer it?
· Criterion 2: Learning – Checking to see whether they actually learned anything.

· Testing knowledge and skills before beginning a training program gives a baseline standard on trainees that can be measured again after training to determine improvement.

· However, in addition to testing trainees, test employees who did not attend the training to estimate the differential effect of the training.

· Criterion 3: Learning transfer to job
· Transfer of Training – Effective application of principles learned to what is required on the job. 

· Maximizing the Transfer of Training 
· Feature identical elements

· Focus on general principles

· Establish a climate for transfer

· Give employees transfer strategies
· Criterion 4: Results assessment – Results or Return on Investment (RIO)
· Utility of Training Programs – Calculating the benefits derived from training:

· How much did quality improve because of the training program?

· How much has it contributed to profits?

· What reduction in turnover and wasted materials did the company get after training? 
· How much has productivity increased and by how much have costs been reduced?

· Return on Investment – Viewing training in terms of the extent to which it provides knowledge and skills that create a competitive advantage and a culture that is ready for continuous change.

· ROI = Results/Training Costs

· If the ROI ratio is >1, the benefits of the training exceed the cost of the program

· If the ROI ratio is <1, the costs of the training exceed the benefits.
· Benchmarking – The process of measuring one’s own services and practices against the recognized leaders in order to identify areas for improvement.

· Training activity: How much training is occurring?

· Training results: Do training and development achieve their goals?

· Training efficiency: Are resources utilized in the pursuit of this mission?

· Deming’s Benchmarking Model

1. Plan: conduct a self-audit to identify areas for benchmarking.

2. Do: collect data about activities.

3. Check: Analyze data.

4. Act: Establish goals, implement changes, monitor progress, and redefine benchmarks.
Special Topics in Training and Development 

· Special issues in training involve those programs that are important to a broad range of employees.  Orientation programs are an important activity for new employees as a way of familiarizing them with their organization, their jobs, and their work units. Basic skills training, team training, and diversity training are critically important in todays organizations.
· Organization-wide training programs

1. Orientation training

2. Basic skills training

3. Team and cross-training

4. Diversity training

· Orientation – A formal process of familiarizing new employees with the organization, their jobs, and their work units. Benefits:

· Lower turnover

· Increased productivity

· Improved employee morale

· Lower recruiting and training costs

· Facilitation of learning

· Reduction of the new employee’s anxiety

· Basic Skills Training – Basic skills have become essential occupational qualifications, having profound implications for product quality, customer service, internal efficiency, and workplace and environmental safety.

· Typical basic skills – Reading, writing, computing, speaking, listening, problem solving, managing oneself, knowing how to learn, working as part of a team, leading others.

· Cross-training – The process of training employees to do multiple jobs within an organization. 

· Gives firms flexible capacity

· Cuts turnover

· Increase productivity

· Pares down labour costs

· Lays the foundation for careers rather than dead-end job
· To implement a successful program in basic and remedial skills:

· Explain to employees why and how the training will help them in their jobs.

· Relate the training to the employees’ goals.

· Respect and consider participant experiences, and use these as a resource.

· Use a task-centered or problem-centered approach so that participants “learn by doing.”

· Give feedback on progress toward meeting learning objectives.

· Team Training Issues

· Team building is a difficult and comprehensive process.

· Team development is not always a linear sequence of “forming, storming, norming, and performing.”

· Additional training is required to assimilate new members.

· Behavioural and process skills need to be acquired through participative exercises.

· To avoid the pitfalls of substandard diversity training, managers will want to do the following:

· Forge a strategic link

· Check out consultant qualifications

· Don’t settle for “off the shelf” programs

· Choose training methods carefully

· Document individual and organizational benefits
Chapter 8:
Developing Effectiveness in Human Resource

· A major function of HRM is the appraisal and improvement of employee performance. In establishing a performance appraisal program, managers should give careful attention to its objectives and to the criteria against which employees are to be evaluated. Newer methods and techniques for appraisal are replacing some of the older methods that are more subject to errors. The methods used should be consistent with the objectives of appraisal in the particular organization. Through interviews, managers can give information from the appraisal to subordinates and make plans for improving performance.
Performance Appraisal Programs
· Performance appraisal programs serve many purposes, but in general those purposes can be clustered into two categories: administrative and developmental. Administrative purposes relate to who will be promoted, transferred, or laid off and compensation decisions. Developmental decisions include those relate to improving and enhancing an individual's capabilities, i.e., identifying a person's strengths and weaknesses, eliminating external performance obstacles, establishing training needs. These two purposes of performance appraisal reflect HRM=s larger role, which is to integrate the individual with the organization.
· Performance Appraisal – A process, typically performed annually by a supervisor for a subordinate, designed to help employees understand their roles, objectives, expectations, and performance success. 90% use some form of performance appraisal rating system. 
· Performance Management – The process of creating a work environment in which people can perform to the best of their abilities. 30% Employees say PM improve and 10 % poorly improve performance. 
· Purposes of Performance Appraisal Program 
1. Administrative: Compensation (pay-for-performance), Job Evaluation, EE Support
· Document personnel decisions

· Determine promotion candidates 

· Determine transfers and assignment 

· Identify poor performance 

· Decide retention or termination 

· Decide layoffs 
· Validate selection criteria 

· Meet legal requirement (EE) 

· Evaluate training programs/progress 
· Personnel planning 

· Make reward/compensation decision 
2. Developmental: Individual Evaluation, Training, Career Planning
· Provide performance feed back 
· Identify individual strengths and weaknesses 

· Recognize individual performance 

· Assist in goal identification 

· Evaluate individual training needs 

· Determine organizational training needs

· Reinforce authority structure 

· Allow employees to discuss concerns 

· Improve communication 

· Provide a forum for leaders to help 
· Performance Appraisal and Other HRM Functions
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· Reasons Appraisal Programs Sometimes Fail
· Lack of top-management information and support

· Unclear performance standards (appraisal is nondirective ( meaningless)
· Rater bias

· Too many forms to complete
· Lack of training and little meaning full feedback 
· Use of the appraisal program for conflicting (political) purposes – Managers inflate their employees because of higher salaries and looking good as managers, or get rid of trouble employee by passing them off to another department. 
1. There is little face-to-face discussion btw manager and the employee being appraised.

2. The relationship between the employee’s job description and the criteria on the appraisal form is not clear. 

3. Managers feel that little or no benefit will be derived from the time and energy spent in the process, or they are concerned only with bad performance. 

4. Managers dislike the face-to-face confrontation of appraisal interviews. 
5. Managers are not sufficiently adept at rating employee or providing them with appraisal feedback. 

6. The judgmental role of appraisal conflicts with the helping role of developing employee. 

7. The appraisal is just a once-a-year event, and there is little follow-up afterward. 

Developing an Effective Appraisal Program 

· In many organizations, performance appraisals are seen as a necessary evil. Managers frequently avoid conducting appraisals because they dislike playing the role of judge. Further, if managers are not adequately trained, subjectivity and organizational politics can distort the reviews. This situation tends to be self-defeating in that such managers frequently do not develop good feedback skills and are often not prepared to conduct an appraisal. As a consequence, the appraisal is done begrudgingly once a year and then forgotten about. 

· The success of an organization depends largely on the performance of its human resources. To determine the contributions of each individual, it is necessary to have a formal appraisal program with clearly stated objectives. Carefully defined performance standards that are reliable, strategically relevant, and free from either criterion deficiency or contamination are essential foundations for evaluation. Appraisal systems must also comply with the law. Appraisals should be treated with the same concerns for validity as are selection tests. For example, ratings must be job-related, employees must understand their performance standards in advance, appraisers must be able to observe job performance, appraisers must be trained, feedback must be given, and an appeals procedure must be established.

· Performance Standards: There are 4 basic considerations in establishing performance standards: Strategic Relevance, Criterion deficiency, Criterion contamination, and Reliability. 
1. Strategic Relevance – Individual standards directly relate to strategic goals.
2. Criterion Deficiency – Standards capture all of an individual’s contributions.
3. Criterion Contamination – Performance capability is not reduced by external factors.
4. Reliability (Consistency) – Standards are quantifiable, measurable, and stable.
· Guidelines for Appraisals
· Performance ratings must be job-related.

· Employees must be given a written copy of their job standards in advance of appraisals.

· Managers who conduct the appraisal must be able to observe the behavior they are rating.

· Supervisors must be trained to use the appraisal form correctly. 

· Appraisals should be discussed openly with employees and counseling or corrective guidance offered. 

· An appeals procedure should be established to enable employees to express disagreement with the appraisal.

Sources of Performance Appraisal
· Using several raters is frequently a good idea because different individuals see different facets of an employee's performance. The supervisor, for example, has legitimate authority over an employee and is in a good position to discern whether he or she is contributing to the goals of the organization. Peers and team members, on the other hand, often have an unfiltered view of an employee's work activity, particularly related to issues such as cooperation and dependability. Subordinates often provide good information about whether an employee is facilitating their work, and customers (both internal and external) can convey the extent to which an employee adds value and meets their requirements. Self-appraisal is useful, if for no other reason than it encourages employees to think about their strengths, weaknesses, and future goals. An increasing number of organizations are using several raters or 360-degree appraisal to get a more comprehensive picture of employee performance. Regardless of the source of appraisal information, appraisers should be thoroughly trained in the particular methods they will use in evaluating their subordinates. Participation in developing rating scales, such as a behaviorally anchored rating scales (BARS), automatically provides such training. 
· Manager and/or Supervisor – Appraisal done by an employee’s manager and reviewed by a manager one level higher. (Disadv: No time to observe (Criterion Deficiency&Contamination)
· Self-Appraisal – Appraisal done by the employee being evaluated, generally on an appraisal form completed by the employee prior to the performance interview. (Disadv: tend to highly rate, so best for development purpose, not good for administrative purpose)
· Subordinate Appraisal – Appraisal of a superior by an employee, which is more appropriate for developmental than for administrative purposes. (Good for leadership, oral communication, authority, coordinates…, BUT may not good for planning, budgeting, analytical ability ...)
· Peer Appraisal – Appraisal by fellow employees, compiled into a single profile for use in final appraisal or an interview conducted by the employee’s manager. Why peer appraisals are not used more often:

1. Peer ratings are simply a popularity contest.

2. Managers are reluctant to give up control over the appraisal process.

3. Those receiving low ratings might retaliate/fight back against their peers.

4. Peers rely on stereotypes in ratings.
· Team Appraisal – Based on TQM concepts, that recognizes team accomplishment rather than individual performance. TQM is a control system that involves setting standards (based on customer needs), measuring performance against those standards, and identifying opportunities for continuous improvement. 
· Customer Appraisal – A performance appraisal that, like team appraisal, is based on TQM concepts and seeks evaluation from both external and internal customers.

· 360-Degree Appraisal refers to the combining sources of performance appraisal information to create multi-rater (360-degree) appraisal and feedback systems. Its feedback can be useful for both development and administrative purpose, but most companies focus on development. 
· Pros and Cons of 360-Degree Appraisal
PROS

· The system is more comprehensive in that responses are gathered from multiple perspectives.

· Quality of information is better. (Quality of respondents is more important than quantity.)

· It complements TQM initiatives by emphasizing internal/external customers and teams.

· It may lessen bias/prejudice since feedback comes from more people, not one individual.

· Feedback from peers and others may increase employee self-development.
CONS

· The system is complex in combining all the responses.

· Feedback can be intimidating and cause resentment if employee feels the respondents have “ganged up.”

· There may be conflicting opinions, though they may all be accurate from the respective standpoints.

· The system requires training to work effectively.

· Employees may collude or “game” the system by giving invalid evaluations to one another.

· Appraisers may not be accountable if their evaluations are anonymous.
· 360-Degree Performance Appraisal System Integrity Safeguards
· Assure anonymity (confidential)
· Make respondents accountable 
· Prevent “gaming” of the system (check for obviously invalid response/rates)
· Use statistical procedures (quantitative approaches) 
· Identify and quantify biases (check for prejudices or preference related to age, gender...)
· Training Performance Appraisers: Appraisal Training should focus on elimination the subjective errors by raters. 
· Common Rating Scales Errors: 
· Halo Error – Do not include carefully developed descriptions of the employee behaviours being rated. 
· Horn Error – Focus on one negative aspect about an employee and generalizes it into an overall poor appraisal rating. 
· Common rater-related errors (Distributional Errors)
· Error of central tendency – A performance-rating error in which all employees are rated about average. 
· Leniency or strictness errors – A performance-rating error in which the appraiser tends to give employees either unusually high or unusually low ratings. To reduce this error ( provides anchors (meaningful descriptions of behaviour) on the scale. 
· Recency errors – A performance-rating error in which the appraisal is based largely on the employee’s most recent behaviour rather that on behaviour throughout the appraisal period. To reduce this error ( keeps a diary or a log or rater training. 
· Contrast errors – A performance-rating error in which an employee’s evaluation is biased either upward or downward because of comparison with another employee just previously evaluated. To reduce this error ( training focuses on using subjective standards and behavioural anchors to appraise performance. 
· Similar-to-me errors – A performance-rating error in which an appraiser inflates the evaluation of an employee because a mutual personal connection or have something in common such race, religions, gender … 
· Feedback Training – Training program for raters should provide some general points to consider for planning conducting the feedback interview. The interview not only provides employees with knowledge of results of their evaluation, but also allows the manager and employees to discuss current problems and set future goals. 
· Training should cover three basic areas: 1) communication effectively, 2) diagnosing the root causes of performance problems, and 3) setting goals and objectives. 

Performance Appraisal Methods 
· Several methods can be used for performance appraisal. These include trait approaches (such as graphic rating scales, mixed-standard scales, forced-choice forms, and essays), behavioral methods (such as critical incidents ratings, checklists, BARS, and BOS, and management by objectives (MBO). The choice of method depends on the purpose of the appraisal. Trait appraisals are simple to develop and complete, but they have problems of subjectivity and are not useful for feedback. Behavioral methods provide more specific information for giving feedback but can be time-consuming and costly to develop. Results appraisals are more objective and can link individual performance to the organization as a whole, but they may encourage a short-term perspective (e.g., annual goals) and may not include subtle yet important aspects of performance.
· Performance appraisal methods can be classified as 1) Trait Approach (more popular BUT it’s subjective), 2) Behavioural Approach (action-oriented, best for development) and 3) Result Approach (measurable contribution of employees to organization)
· Trait Methods – are designed to measure employee’s certain characteristics (dependability, creativity, initiative & leadership) that are viewed as important for the job and company. 
· Graphic Rating-Scale Method – A trait approach to performance appraisal whereby each employee is rated according to a scale of individual characteristics. E.g.
· Knowledge of work: ( Need instruction  ( Meet requirement  ( Exceptional 

· Quality of work: ( Need improvement  ( Meet standards  ( High quality 

· Mixed-Standard Scale Method – A trait approach to performance appraisal similar to other scale methods but based on comparison with (better than, equal to, or worse than) a standard. E.g. above ( + ), equal to ( 0 ), or lower than ( ( )
·  +  Employee has good supervisory skills and handle employee well. (leadership)
·  (  Employee uses good judgment when addressing problem …(problem solving)
· Forced-Choice Method – A trait approach that requires the rater to choose from statements designed to distinguish between successful and unsuccessful performance. E.g.
1.   (   a) Works hard 


       b) Works quickly

2.         a) Produces poor quality
  (  b) Lacks good work habits

· Essay Method – A trait approach that requires the rater to compose a statement describing employee behaviour such as strength and weakness, or recommendation for development. (BUT it’s time-consuming, required writing skill, not focus on job performance)
· Behavioural Methods – Describe which actions should (or should not) be exhibited on the job. It’s useful for providing employees with development feedback. 
· Critical Incident Method – Critical incident is An unusual event that denotes superior or inferior employee performance in some part of the job. 
· The manager keeps a log or diary for each employee throughout the appraisal period and notes specific critical incidents related to how well they perform.

· Behavioural Checklist Method – The rater checks statements on a list that the rater believes are characteristic of the employee’s performance or behaviour.
· _____ Reacts quickly to customer needs

· _____ Process orders correctly

· _____ Tends to be a steady  worker
· Behaviourally Anchored Rating Scale (BARS) – A behaviour approach that consists of a series of vertical scales, one for each dimension of job performance; typically developed by a committee that includes both subordinates and managers. 

· It’s more-accurate rating but NOT reduce all type of errors

· It has participate from outside HR department 

· It’s requires lots of time and effort to develop
· Behaviour Observation Scale (BOS) – A performance appraisal that measures the frequency of observed behaviour (critical incidents). E.g. 1= Always, 2 = seldom 3 = never
· Preferred over BARS for maintaining objectivity, distinguishing good performer from poor performers, providing feedback, and identifying training needs.

· Result Methods – Evaluate employee accomplishing/contribution/results of employee through their work. It maybe more objective and empowering for employees. 
· Productivity Measures – Appraisals based on quantitative measures (e.g., sales volume) that directly link what employees accomplish to results beneficial to the organization. BUT it affects by Criterion contamination (sales can differ in regions); it’s focus on short-term results and ignoring the long-term. 
· Management by Objectives (MBO) – A philosophy of management that rates performance on the basis of employee achievement of goals (cost, sales, profits) set by mutual agreement of employee and manager.  
· The Balanced Scorecard (BSC) – The appraisal focuses on four related categories 1) financial, 2) customer, 3) internal processes, and 4) learning. To ensure the method’s success: 
· Translate strategy into a scorecard of clear objectives.

· Attach measures to each objective.

· Cascade scorecards to the front line.

· Provide performance feedback based on measures.

· Empower employees to make performance improvements.

· Reassess strategy.
Summary of Various Appraisal Methods

Trait Methods
Behavioural Methods
Results Methods


Advantages 
· Are inexpensive to develop

· Use meaningful dimensions
· Are easy to use 
· Use specific performance dimensions

· Are acceptable to employee & superior
· Are useful for providing feedback

· Are fair for reward and promotion decisions

· Have less subjectivity bias

· Are acceptable to employee & superior
· Link individual to org. performance

· Encourage mutual goal setting

· Are good for reward and promotion decisions 


Disadvantages
· Have high potential for rating errors

· Are not useful for employee counseling
· Are not useful for allocating rewards
· Are not useful for promotion decisions
· Can be time-consuming to develop/use

· Can be costly to develop
· Have some potential for rating error
· Are time-consuming to develop/use

· May encourage short-term perspective

· May use contaminated criteria

· May use deficient criteria

Appraisal Interviews
· The degree to which the performance appraisal program benefits the organization and its members is directly related to the quality of the appraisal interviews that are conducted. Interviewing skills are best developed through instruction and supervised practice. Although there are various approaches to the interview, research suggests that employee participation and goal setting lead to higher satisfaction and improved performance. Discussing problems, showing support, minimizing criticism, and rewarding effective performance are also beneficial practices. In the interview, deficiencies in employee performance can be discussed and plans for improvement can be made.
· Tell and Sell – Persuasion: Requires ability to persuade employees to change. 
· Tell and Listen – Nondirective: First, requires ability to communicate the strong and weakness of employee’s job performance; second, requires listening to disagreement and coping with defensive behaviour. It gives opportunity to release frustrated feeling and hopes it helps reduce or remove those feeling. 
· Problem Solving - focusing the interview on problem resolution and employee development. Listening, accepting, and responding to feelings are essential elements of problem-solving interview. 
· Conducting the Appraisal Interview 
· Ask for a Self-Assessment

· Invite Participation

· Express Appreciation

· Minimize Criticism

· Change Behaviour

· Focus on Problem Solving 

· Be Supportive

· Establish Goals

· Follow Up Day by Day

· Improving Performance by Motivation, Environments, and Ability:
· Identifying sources of Ineffective Performance 

· Using Performance Diagnosis to find underlying cause of performance problems. 

Chapter 9:
Managing Compensation 
· Employees seek various psychological rewards from their jobs, but this does not diminish the importance of the compensation they receive. It is essential that this compensation be equitable in terms of the job's value to the organization and in relation to the pay other employees receive. The purchasing power of workers' salaries must be adjusted upward periodically to accommodate rises in the cost of living. In addition, compensation payments must be consistent with the terms of the collective agreement, where one exists, and with provincial and federal regulations governing it. Issues of equal pay for work of equal value and pay compression are emerging issues in the field of management compensation.
Strategic Compensation Planning

· Establishing compensation programs requires both large and small organizations to consider specific goals-employee retention, compensation distribution, and adherence to a budget, for instance. Compensation must reward employees for past efforts (pay-for-performance) while serving to motivate employees' future performance. Internal and external equity of the pay program affects employees' concepts of fairness. Organizations must balance each of these concerns while still remaining competitive. The ability to attract qualified employees while controlling labour costs is a major factor in allowing organizations to remain viable in the domestic or international markets.
· Pay is a statement of an employee’s worth by an employer. Pay is a perception of worth by an employee.

· Compensation
· Direct: Wages/Salaries, Commissions, Bonuses, Gainsharing

· Indirect: Time Not Worked (vacations, breaks, holidays), Insurance Plans (medical, dental, life), Security Plans (pensions), employee Services (educational assistance, recreational programs) 
· Goals of compensation: To Attract, Retain, Motivate Employees
· Strategic Compensation Planning

· Links the compensation of employees to the mission, objectives, philosophies, and culture of the organization.

· Serves to mesh the monetary payments made to employees with specific functions of the HR program in establishing a pay-for-performance standard.

· Seeks to motivate employees through compensation.
· Compensation Management and Other HRM Functions
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· Linking Compensation to Organizational Objectives
· Value-added Compensation – Evaluating the individual components of the compensation program (pay and benefits) to see if they advance the needs of employees and the goals of the organization.

· “How does this compensation practice benefit the organization?”

· “Does the benefit offset the administrative cost?”

· Common Strategic Compensation Goals
· To reward employees’ past performance

· To remain competitive in the labour market

· To maintain salary equity among employees

· To mesh employees’ future performance with organizational goals

· To control the compensation budget

· To attract new employees

· To reduce unnecessary turnover
· Strategic Compensation Policy Concerns
· The rate of pay within the organization and whether it is to be above, below, or at the prevailing community rate.

· The ability of the pay program to gain employee acceptance while motivating employees to perform to the best of their abilities. 

· The pay level at which employees may be recruited and the pay differential between new and more senior employees.

· The intervals at which pay raises are to be granted and the extent to which merit and/or seniority will influence the raises. 

· The pay levels needed to facilitate the achievement of a sound financial position in relation to the products or services offered.
· Pay-for-Performance Standard – A standard by which managers tie compensation to employee effort and performance. It refers to a wide range of compensation options, including merit-based pay, bonuses, salary commissions, job and pay banding, team/ group incentives, and various gainsharing programs.
· Designing a Pay-for-Performance System is not easy, consideration include:
· How will performance be measured?

· How will monies to be allocated for compensation increases.

· Which employees will be eligible?

· How will payouts be made?

· How often will payouts occur?

· How large will the payouts be?

· Will employee perceive the rewards as valued?

· Motivating Employees through Compensation
· Pay Equity – An employee’s perception that compensation received is equal to the value of the work performed.
· A motivation theory that explains how people respond to situations in which they feel they have received less (or more) than they deserve.

· Individuals form a ratio of their inputs to outcomes in their job and then compare the value of that ratio with the value of the ratio for other individuals in similar jobs.

· Expectancy Theory – A theory of motivation that holds that employees should exert greater work effort if they have reason to expect that it will result in a reward that they value. Employees also must believe that good performance is valued by their employer and will result in their receiving the expected reward.

· Pay Secrecy – An organizational policy prohibiting employees from revealing their compensation information to anyone. 
· It can create misperceptions and distrust of compensation fairness and pay-for-performance standards. Arguments against secrecy:

· Knowledge of base pay is the strongest predictor of pay satisfaction, which is highly associated with work engagement.

· Knowledge of base pay more strongly predicts pay satisfaction than does the actual amount of pay received by employees.
· The Bases for Compensation
· Hourly Work – Work paid on an hourly basis.

· Piecework – Work paid according to the number of units produced.

· Salary Workers – Employees whose compensation is computed on the basis of weekly, biweekly, or monthly pay periods.
Determining Compensation – The Wage Mix
· The basis on which compensation payments are determined, and the way they are administered, can significantly affect employee productivity and the achievement of organizational goals. Internal influences include the employer's compensation policy, the worth of the job, the performance of the employee, and the employer's ability to pay. External factors influencing wage rates include labour market conditions, area wage rates, cost of living, the outcomes of collective bargaining, and legal requirements.
· Compensation payments are determined by Internal and External factors. 
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· Internal Factors of the Wage Mix 
· Employer’s Compensation Strategy – Setting organization compensation policy to lead, lag, or match competitors’ pay.

· Worth of a Job – Establishing the internal wage relationship among jobs and skill levels.

· Employee’s Relative Worth – Rewarding individual employee performance.

· Employer’s Ability-to-Pay – Having the resources and profits to pay employees.
· External Factors of the Wage Mix 
· Labour Market Conditions – Availability and quality of potential employees is affected by economic conditions, government regulations and policies, and the presence of unions.

· Area Wage Rates – A firm’s formal wage structure of rates is influenced by those being paid by other area employers for comparable jobs.
· Cost of Living – Local housing and environmental conditions can cause wide variations in the cost of living for employees. 
· CPI or Inflation can require that compensation rates be adjusted upward periodically to help employees maintain their purchasing power.
· Consumer Price Index (CPI) is a measure of the average change in prices over time in a fixed “market basket” of goods and service. 

· Escalator clauses refer to clauses in collective agreements that provide for quarterly cost-of-living adjustments in wages, basing the adjustments on change in CPI. 
· Collective Bargaining – Escalator clauses in collective agreements provide for quarterly upward cost-of-living wage adjustments for inflation to protect employees’ purchasing power. 
· Unions bargain for real wage increases that raise the standard of living for their members. Real wages refer to wage that increases larger than rises in the consumer price index; that is, the real earning power of wages.

Job Evaluation System 
· Organizations use one of four basic job evaluation techniques to determine the relative worth of jobs. The job ranking system arranges jobs in numerical order on the basis of the importance of the job's duties and responsibilities to the organization. The job classification system slots jobs into preestablished grades. Higher-rated grades will require more responsibilities, working conditions, and job duties. The point system of job evaluation uses a point scheme based upon the compensable job factors of skill, effort, responsibility, and working conditions. The more compensable factors a job possesses, the more points are assigned to it. Jobs with higher accumulated points are considered more valuable to the organization. The factor comparison system evaluates jobs on a factor-by-factor basis against key jobs in the organization.
· Job Evaluation – The systematic process of determining the relative worth of jobs in order to establish which jobs should be paid more than others within an organization.
	
	Scope of Comparison

	Basis for Comparison
	Job as a Whole
	Job Parts or Factors

	Job vs. Job
	Job Ranking System
	Factor Comparison System

	Job vs. Scale
	Job Classification System
	Point System 


· Job Ranking System – The Simplest and Oldest system of job evaluation by which jobs are arrayed on the basis of their relative worth. 
· It can be done by a single person who knows all the jobs or committee composed by management and employee representatives; or by paired-comparison method.

· Job ranking system is simple and easy to do, BUT it has the following disadvantages:

· Does not provide a precise measure of each job’s worth.
· Final job rankings indicate the relative importance of jobs, not the differences in the degree of importance that may exist between jobs.
· Method can used to consider only a small number of jobs, i.e. less than 15 jobs
· Job Classification system – A system of job evaluation in which jobs are classified and grouped according to a series of predetermined wage grades. 

· Managers evaluate jobs by comparing job descriptions with the different wage grades in order to “slot” the job into the appropriate grade. Successive grades require increasing amounts of job responsibility, skill, knowledge, ability, or other factors selected to compare jobs. 

· Job classification (whole) is simple BUT less precise than point system (part).
· Point System – A quantitative job evaluation procedure that determines the relative value of a job by the total points assigned to it. 

· Permits jobs to be evaluated quantitatively on the basis of factors or elements—compensable factors—that constitute the job.

· The point system requires the Point Manual – A handbook that contains a description of the compensable factors and the degrees to which these factors may exist within jobs.

· Work Valuation – A job evaluation system that seeks to measure a job’s worth through its value to the organization.

· Jobs are valued relative to financial, operational, or customer service objectives of the organization. Considers that work should be valued relative to the business goals of the organization rather than by an internally applied point-factor job evaluation system.

· Work valuation serves to direct compensation dollars to the type of work pivotal to organizational goals.

· Job Evaluation for Management Positions
· Hay Profile Method – Job evaluation technique using three factors—knowledge, mental activity, and accountability—to evaluate executive and managerial positions.

The Compensation Structure

· Wage surveys determine the external equity of jobs. Data obtained from surveys will facilitate establishing the organization's wage policy while ensuring that the employer does not pay more, or less, than needed for jobs in the relevant labour market.
· The wage structure is composed of the wage curve, pay grades, and rate ranges. The wage curve depicts graphically the pay rates assigned to jobs within each pay grade. Pay grades represent the grouping the similar jobs on the basis of their relative worth. Each pay grade will include a rate range. Rate ranges will have a midpoint and minimum and maximum pay rates for all jobs in the pay grade.
· Wage and Salary survey – A survey of the wages paid to employees of other employers in the surveying organization’s relevant labour market. 
· Labour Market – The area from which employers obtain certain types of workers.

· When job evaluation and wage-survey data are used jointly, they link the likelihood of both internal and external equity, i.e. helps maintain internal and external pay equity.

· Collecting Survey Data – Outside Sources of Data (External Factors) – from 1) Surveys by consulting firms, 2) Provincial and municipal wage surveys, 3) Online survey data. 

· Problems with Surveys are 1) They are not always compatible with the user’s jobs and 2) the user cannot specify what specific data to collect.
· Conducting Employer-initiated Surveys: 1) Select key jobs, 2) Determine relevant labour market, 3) Select organizations, 4) Decide on information to collect: wages/ benefits/ pay policies, 5) Compile data received, 6) Determine wage structure and benefits to pay. 
· Key Jobs – Jobs that are important for wage-setting purposes and are widely known in the labour market. Key Jobs 1) are important to employees & organization, 2) contain a large number of positions, 3) have relatively stable job content, 4)  have the same job content across many organizations, 5) are acceptable to employees, management, and labour as appropriate for pay comparisons.
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· Wage Curve – A curve in a scattergram representing the relationship between relative worth of jobs and wage rates.

· Pay Grades – Groups of jobs within a particular class that are paid the same rate.

· Rate Ranges – A range of rates for each pay grade that may be the same for each grade or proportionately greater for each successive grade.

· Red Circle Rates – Payment rates above the maximum of the pay range.
· Competence-based Pay, (skill-based pay or knowledge-based pay) – Compensation for the different skills or increased knowledge employees possess rather than for the job they hold in a designated job category.

· Greater productivity, increased employee learning and commitment to work, improved staffing flexibility to meet production or service demands, and the reduced effects of absenteeism and turnover,

· Use Broadbanding – Collapses many traditional salary grades into a few wide salary bands. Paying employees through broadbands enable organizations to consider job responsibilities, individual skills and competencies, and career mobility patterns in assigning employees to bands. 
Government Regulation of Compensation
· Compensation is regulated by federal and provincial governments through the Canada Labour Code, Employment Standards Acts and employment equity/pay equity legislation.
· Canada Labour Code – Minimum labour standards for all employees falling within federal jurisdiction. 
· Federal Crown corporations are covered by the Canada Labour Code, but federal public service employees are NOT. It’s subject to a 40-hour work-week, but not include managerial and professional employees. 

· Employment Standards Acts – Example: minimum work week and provision for 1.5 times in overtime rate for all hours worked in excess of the set minimum work. 
· Pay Equity – Fair employment practices applied to members of designated groups, regulated provincially.
Significant Compensation Issues 
· The concept of comparable value seeks to overcome the fact that jobs held by women are compensated at a lower rate than those performed by men. This happens even though both types of jobs may contribute equally to organizational productivity. Wage-rate compression largely affects managerial and senior employees as the pay given to new employees or the wage increases gained through union agreements erode the pay differences between these groups.
· Equal Pay for Work of Equal Value – The concept that male and female jobs that are dissimilar, but equal in terms of value or worth to the employer, should be paid the same.

· Wage-Rate Compression – Compression of pay differentials between job classes, particularly the pay differentials between hourly workers and their managers.

· Reducing Wage-Rate Compression
· Give larger compensation increases to more-senior employees.

· Emphasize pay-for-performance and reward merit-worthy employees.

· Limit the hiring of new applicants seeking exorbitant salaries.

· Design the pay structure to allow a wide spread between hourly and supervisory jobs or between new hires and senior employees.

· Provide equity adjustments for selected employees hardest hit by pay compression.

Chapter 10:
Pay-for-Performance: Incentive Rewards

· Compensation can be a significant source of motivation if at least part of it is tied directly to the employee's performance. Countless financial incentive systems have been developed over the years to motivate employees who occupy various levels within an organization and who perform different types of duties. Some of these systems have been successful, while others have not. The success of a particular system depends not so much on the formula for determining incentive payments, as on the existence of a favorable climate in which the system can operate. Success also depends on the degree to which the system has been tailored to the needs of the organization where it is to be used. Contributing to this success, furthermore, are the ways in which the system allows for employees to participate, psychologically as well as financially, in the organization. Employee stock ownership plans, can be advantageous to employers and to employees.
Strategic Reasons for Incentive Plans
· Variable (Intensive pay) Pay – Tying pay to some measure of individual, group, or organizational performance.

· Incentive Pay Programs is based  entirely on pay-for-performance philosophy, so we have to:
· Establish a performance “threshold” (minimum level) to qualify for incentive payments.
· Emphasize a shared focus on organizational objectives.
· Create shared commitment in that every individual contributes to organizational performance and success.

· Types of Incentive Plans
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Incentive Plans as Links to Organizational Objectives
· Incentive Plan Purposes 
· Encourage employees to assume “ownership” of their jobs, thereby improving effort and job performance.
· Motivate employees to expend more effort than under hourly and/or seniority-based compensation systems.
· Support a compensation strategy to attract and retain top-performing employees.
· Incentive Plan Effectiveness
· There is evidence of a relationship between incentive plans and improved organizational performance.

· Advantages of Incentive Pay Programs
· Incentives focus employee efforts on specific performance targets. They provide real motivation that produces important employee and organizational gains.

· Incentive payouts are variable costs linked to the achievement of results. Base salaries are fixed costs largely unrelated to output.

· Incentive compensation is directly related to operating performance. If performance objectives (quantity and/or quality) are met, incentives are paid. If objectives are not achieved, incentives are withheld.

· Incentives foster teamwork and unit cohesiveness when payments to individuals are based on team results.

· Incentives are a way to distribute success among those responsible for producing that success.

· Incentives are a means to reward or attract top performers when salary budgets are low.

· Employee Opposition to Incentive Plans

· Production standards are set unfairly.

· Incentive plans are really “work speedup.”

· Incentive plans create competition among workers.

· Increased earnings result in tougher standards.

· Payout formulas are complex and difficult to understand.

· Incentive plans cause friction between employees and management.

· Requirements for a Successful Incentive Plan
· Employees have a desire for an incentive plan.

· Employees are encouraged to participate.

· Employees see a clear connection between the incentive payments they receive and their job performance.

· Employees are committed to meeting the standards. 

· Standards are challenging but achievable.

· Payout formulas are simple and understandable.

· Payouts are a separate, distinct part of compensation.

· Setting Performance Measures — The Keys of the success
· Performance measures—at all organizational levels—must be consistent with the strategic goals of the organization.

· Define the intent of performance measures and champion the cause relentlessly.

· Involve employees.

· Consider the organization’s culture and workforce demographics when designing performance measures.

· Widely communicate the importance of performance measures.

· Effective Incentive Plan Administration
· Grant incentives based on individual performance differences.

· Have the financial resources to reward performance.

· Set clearly defined, accepted, and challenging yet achievable performance standards.

· Use an easily understood payout formula

· Keep administrative costs reasonable.

· Do not “ratchet up” performance standards.

Individual Incentive Plans
· Piecework plans pay employees a given rate for each unit satisfactorily completed. Employers implement these plans when output is easily measured and when the production process is fairly standardized. Bonuses are incentive payments above base wages paid on either an individual or team basis. A bonus is offered to encourage employees to exert greater effort. Standard hour plans establish a standard time for job completion. An incentive is paid for finishing the job in less than the preestablished time. The plans are popular for jobs with a fixed time for completion
· Piecework:
· Straight Piecework – An incentive plan under which employees receive a certain rate for each unit produced.

· Differential Piece Rate – A compensation rate under which employees whose production exceeds the standard amount of output receive a higher rate for all of their work than the rate paid to those who do not exceed the standard amount.

Problems with piecework systems:

· Is not always an effective motivator

· Piecework standards can be difficult to develop.

· Individual contributions can be difficult measure.

· Not easily applied to work that is highly mechanized with little employee control over output.

· Piecework may conflict with organizational culture (teamwork) and/or group norms (“rate busting”).

· When quality is more important than quantity.

· When technology changes are frequent.

· Standard Hour Plan – An incentive plan that sets pay rates based on the completion of a job in a predetermined “standard time”. If employees finish the work in less than the expected time, their pay is still based on the standard time for the job multiplied by their hourly rate.

· Bonus – Incentive payment that is supplemental to the base wage for cost reduction, quality improvement, or other performance criteria. 

Spot bonus – Unplanned (on the plot) bonus given for employee effort unrelated to an established performance measure.

· Merit Pay Program (merit raise) – Links an increase in base pay to how successfully an employee achieved some objective performance standard.

Merit Guidelines – Guidelines for awarding merit raises that are tied to performance objective.
· Merit raises will not serve to motivate employees when they are seen as entitlements, which occurs when these raises are given yearly without regard to changes in employee performance. Merit raises are not motivational when they are given because of seniority or favoritism or when merit budgets are inadequate to sufficiently reward employee performance. To be motivational, merit raises must be such that employees see a clear relationship between pay and performance and the salary increase must be large enough to exceed inflation and higher income taxes.
· Problems with Merit Raises
· Money available for merit increases may be inadequate to satisfactorily raise all employees’ base pay.

· Managers may have no guidance in how to define and measure performance; there may be vagueness regarding merit award criteria.

· Employees may not believe that their compensation is tied to effort and performance; they may be unable to differentiate between merit pay and other types of pay increases.

· The performance appraisal objectives of employees and their managers are often at odds.

· There may be a lack of honesty and cooperation between management and employees.

· Merit pay plans do not necessarily motivate higher levels of employee performance.

· Motivation Through Merit Raises
· Develop employee confidence and trust in performance appraisal.

· Establish job-related performance criteria.

· Separate merit pay from regular pay.

· Distinguish merit raises from cost-of-living raises.

· Withhold merit payments when performance declines.
· Lump-sum Merit Program – Program under which employees receive a year-end merit payment, which is not added to their base pay. Its Advantages include:
· Provides financial control by maintaining annual salary expenses and not escalating base salary levels.

· Contains employee benefit costs for levels of benefits normally calculated from current salary levels.

· Provides a clear link between pay and performance.
· Incentive Awards and Recognition
· Awards – Often used to recognize productivity gains, special contributions or achievements, and service to the organization. Employees feel appreciated when employers tie awards to performance and deliver awards in a timely, sincere and specific way.

· Noncash Incentive Awards – Are most effective as motivators when the award is combined with a meaningful employee recognition program.

Incentives for Sales Employees
· Salespersons may be compensated by a straight salary, a combination of salary and commission, or a commission only. Paying employees a straight salary allows them to focus on tasks other than sales, such as service and customer goodwill. A straight commission plan causes employees to emphasize sales goals. A combination of salary and commission provides the advantages of both straight salary and the straight commission form of payments.
· Types of Sales Incentive Plans:
· Straight Salary Plan – Compensation plan that permits salespeople to be paid for performing various duties that are not reflected immediately in their sales volume.

· Encourages building customer relationships.

· Provides compensation during periods of poor sales.

· May not provide sufficient motivation for maximizing sales volume.
· Straight Commission Plan – Compensation plan based upon a percentage of sales. Salespeople may be given a salary draw. Draw is a cash advance that must be paid back after commissions are earned. 
Disadvantages of straight commission incentive:
· Emphasis is on sales volume rather than on profits.

· Customer service after the sale is neglected.

· Earnings tend to fluctuate widely between good and poor periods of business.

· Temptation to grant price concessions to get sales.

· Combined Salary and Commission Plan – A compensation plan that includes a straight salary and a commission component (“leverage”).

Advantages

· Combines the advantages of straight salary and straight commission forms of compensation.

· Offers greater design flexibility

· Can be used to develop the most favourable ratio of selling expense to sales.

· Motivates sales force to achieve specific company marketing objectives in addition to sales volume.
Incentives for Professional Employees
· Managerial and Executive Incentives

· Bonuses and merit increases

· Double-track wage systems

· Performance incentive bonuses

· Profit sharing and stock ownership

· Executive perquisites (perks)

· Executive Compensation – The Executive Pay Package

· Base salary

· Short-term incentives or bonuses – cash or shares paid immediately. 
· Long-term incentives or stock plans
· Stock options

· Stock appreciation rights (SARs)

· Stock purchase

· Phantom stock – appreciation plans grants units equal in value to the fair market value which will be paid with appreciation on a specific date
· Restricted stock

· Performance units

· Performance shares
· Benefits – health insurance, life insurance, retirement plan, and vacation etc. 
· Perquisites (perks) – special non-monetary benefits given to executives; often referred as perks; e.g. company car, plane or first-class air travel, club membership, etc. 
· Executive Compensation: Ethics and Accountability
· Incentive payments are excessive compared with return to stockholders.

· Time periods for judging and rewarding performance are too short.

· Quarterly earnings growth is emphasized at the expense of research and development.

· Emphasis is placed upon equaling or exceeding executive salary survey averages.

· Benefits do not relate closely to individual performance.

Group Incentive Plans

· Team Incentive Plans – Compensation plans where all team members receive an incentive bonus payment when production or service standards are met or exceeded.

· Establishing Team Incentive Payments
· Set performance measures upon which incentive payments are based.

· Determine the size of the incentive bonus.

· Create a payout formula and fully explain to employees how payouts will be distributed.
Gainsharing Incentive Plans
· The Scanlon, Rucker, Improshare, and earnings-at-risk gainshare plans pay bonuses to employees unrelated to profit levels. Each of these plans encourages employees to maximize their performance and cooperation through suggestions offered to improve organizational performance. The Scanlon Plan pays an employee a bonus based on saved labour cost measured against the organization's sales value of production. The bonus under the Rucker Plan is based on any improvement in the relationship between the total earnings of hourly employees and the value of production that employees create. The Improshare bonus is paid when employees increase production output above a given target level. With the earnings-at-risk program, employees earn bonuses when production quotas are met or exceeded, as well as wages that have been put at risk.

· Gainsharing Plans – Programs under which both employees and the organization share the financial gains according to a predetermined formula that reflects improved productivity and profitability.
· Scanlon Plan – A bonus incentive plan using employee and management committees to gain cost-reduction improvement. Rewards come from employee participation in improving productivity and reducing costs.

· Rucker Plan – A bonus incentive plan based on the historical relationship between total earnings of hourly employees and the production value created by employees. Rewards come from the difference between labour costs and sales value of production.

· Improshare Plan – A gainsharing program under which bonus are based on the overall productivity of the work team. Rewards come from the increases in productivity of the standard hour output of work teams.

· Advantages of Gainsharing Plan
· Team incentives support group planning and problem solving, thereby building a team culture.

· The contributions of individual employees depend on group cooperation.

· Unlike incentive plans based solely on output, team incentives can broaden the scope of the contribution that employees are motivated to make.

· Team bonuses tend to reduce employee jealousies and complaints over “tight” or “loose” individual standards.

· Team incentives encourage cross-training and the acquiring of new interpersonal competencies.

· Disadvantages of Gainsharing Plan
· Individual team members may perceive that “their” efforts contribute little to team success or to the attainment of the incentive bonus.

· Intergroup social problems—pressure to limit performance (for example, team members are afraid one individual may make the others look bad) and the “free-ride” effect (one individual puts in less effort than others but shares equally in team rewards)—may arise.

· Complex payout formulas can be difficult for team members to understand.
Enterprise Incentive Plans
· Profit-sharing plans pay to employees sums of money based on the organization's profits. Cash payments are made to eligible employees at specified times, normally yearly. The primary purpose of profit sharing is to provide employees with additional income through their participation in organizational achievement. Employee commitment to improved productivity, quality, and customer service will contribute to organizational success and, in turn, to their compensation. Profit-sharing plans may not achieve their stated gains when employee performance is unrelated to organizational success or failure. This may occur because of economic conditions, other competition, or environmental conditions. Profit-sharing plans can have a negative effect on employee morale when plans fail to consistently reward employees.
· Profit Sharing – Any procedure by which an employer pays, or makes available to all regular employees, in addition to their base pay, current or deferred sums based upon the profits of the enterprise. 
The Challenges of profit sharing are:
· Agreement over division of profits between company and employees.
· May be affected by external environments (downturn) that employees has no control
· This only once a year payments may reduce their motivational value. 
· Possibility of no payout due to financial condition of company.

· Stock Options – Granting employees the right to purchase a specific number of shares of the company’s stock at a guaranteed price (the option price) during a designated time period. The value of an option is subject to stock market conditions at the time that option is exercised.

· Employee Stock Ownership Plans (ESOPs) – Stock plans in which an Org. contributes shares of its stock to an established trust for the purpose of stock purchases by its employees.

· Advantages
· Retirement benefits

· Pride of ownership

· Incentive to work
· Disadvantages

· Liquidity and value

· Single funding basis

· Falling stock

· With a stock bonus ESOP, each year the organization contributes stock or cash to buy stock that is placed in an ESOP trust. With a leveraged ESOP, the organization borrows money from a lending institution to purchase stock for the trust. With either plan, the ESOP holds the stock for employees until they either retire or leave the company, at which time the stock is sold back to the company or through a brokerage firm. Employers receive tax benefits for qualified ESOPs; they also hope to receive their employees' commitment to organizational improvement. Employees, however, may lose their retirement income should the company fail or stock prices fall.
· Effective Incentive Plans

· Direct relationship between performance and incentives

· Link between effort and rewards

· Money must be of value to the employee

· Must be neither criterion deficient or criterion contaminated.

· No pressure from peers to reduce output or pressure to increase while risking safety.

· High trust in organization.

· Communication
Chapter 11:
Employee Benefits
· Benefits are an established and integral part of the total compensation package. In order to have a sound benefits program there are certain basic considerations. It is essential that a program be based on specific objectives that are compatible with organizational philosophy and policies as well as affordable. Through committees and surveys a benefit package can be developed to meet employees' needs. Through the use of flexible benefit plans, employees are able to choose those benefits that are best suited for their individual needs. An important factor in how employees view the program is the full communication of benefits information through meetings, printed material, and annual personalized statements of benefits.
Employee Benefits Programs – Using Human Resources Information System (HRIS) to manage employee benefits can reduce costs, increased efficiencies, and accuracy. 
· The Chief Objectives of Employee Benefits Programs
· Improve employee work satisfaction
· Meet employee health and security requirements
· Attract and motivate employees
· Reduce turnover
· Maintain a favourable competitive position

· Requirements for a Sound Benefits Program: 1) selecting benefits that target employee needs and promoting strategic org. objectives, 2) effective administrative of benefits programs. 
1. Strategic Benefits Planning

2. Allowing for Employee Involvement

3. Benefits for a Diverse Workforce

4. Providing for Flexibility

5. Communicating Employee Benefits Information

· Flexible Benefits Plans (Cafeteria Plans) – Benefit plans that enable individual employees to choose the benefits that are best suited to their particular needs.

· A basic or core benefits package of life and health insurance, sick leave, and vacation ensures that employees have a minimum level of coverage.

· Employees use “credits” to “buy” whatever other benefits they need.

· ADVANTAGES

· Employees select benefits to match their individual needs.

· Benefit selections adapt to a constantly changing (diversified) workforce.

· Employees gain greater understanding of the benefits offered to them and costs incurred.

· Employers maximize the psychological value of their benefits program by paying only for highly desired benefits.

· Employers limit benefit costs by allowing employees to “buy” benefits only up to a maximum (defined) amount.

· Employers gain competitive advantage in the recruiting and retention of employees.

· DISADVANTAGES

· Poor employee benefits selection results in unwanted financial costs.

· There are certain added costs to establishing and maintaining the flexible plan.

· Employees may choose benefits of high use to them that increase employer premium costs.

· Communicating Benefits Information

· In-house publications (employee handbooks and org. newsletters)

· Group meeting and training classes

· Audiocassettes/videotapes

· Bulletin boards

· Payroll inserts/pay stub messages 

· Specialty brochures

· Employee self-service systems (ESS)
· Concerns of Management – Since many of the benefits represent a fixed cost, management must pay close attention in assuming more benefit expense. Increasingly, employers are requiring employees to pay part of the costs of certain benefits. Employers also shop for benefit services that are competitively priced.
· Union demands for additional benefits
· Benefits offered by other employees
· Tax consequences of benefits
· Rising costs of providing benefits 
· Benefits coverage for domestic partners

Types of Employee Benefits
· Required By Law (12% of Org. benefits)
· Canada/Quebec Pension Plans

· Employment Insurance

· Workers’ Compensation

· Provincial Hospital and Medical Services
· Discretionary

· Health care

· Payment for time not worked

· Severance Pay

· Life and LT care insurance

· Retirements and pensions
Employee Benefits Required By Law – Nearly a quarter of the benefits package that employers provide is legally required. These benefits include employer contributions to retirement plans, employment insurance and workers' compensation insurance.
1.
Canada and Quebec Pension Plans
· Covers all employees between ages of 18 and 70. (Exclude low income migratory)
· Used to pay retirement pensions, disability benefits and survivor benefits.

· All contributions come from employers and employees
2.
Employment Insurance (EI)
· Benefits paid to claimants who are unemployed and actively seeking employee.

· Amount paid is determined by the number of hours of employment in the past year, and the regional unemployment rate.

· Additional benefits may be extended for situations involving illness, injury, quarantine, and for maternity, paternity or adoption leave.
3.
Workers’ Compensation Insurance – Provincial and territorial insurance (funded by an employer payroll tax) provided to workers to defray the loss of income and cost of treatment due to work-related injuries or illness.
· Factors influencing the employer’s insurance rate:

· The risk of injury or illness for an industry.

· The company’s frequency and severity of employee injuries (the company’s experience rating).

· Reducing Workers’ Compensation Costs: Key Areas

· Perform an audit to assess high-risk areas within a workplace.

· Prevent injuries by proper ergonomic design of the job and effective assessment of job candidates.

· Provide quality medical care to injured employees by physicians with experience and preferably with training in occupational health.

· Reduce lawsuit by effective communication btw employer and injured worker. 
· Manage the care of an injured worker from the injury until return to work.

· Provide extensive worker training in all related health and safety areas.
4.
Provincial Hospital and Medical Services
· People who have resident in a Canadian province for three month are eligible to receive health care benefit. Many employers offer third party benefits coverage for additional benefits, beyond provincial health care.

Discretionary Major Employee Benefits
1.
Health care benefits – The cost of health care programs has become the major concern in the area of employee benefits because of 1) growing cost of healthcare labor, 2) higher medical technology cost 3) growing need by older people, 4) overuse of health care services 
· Other Health  Benefits includes dental plans, optical care etc. 
· Cost Containment: Several approaches are used to contain health care costs, including reduction in coverage, increased coordination of benefits, and increased deductible or copayments. Employee assistance programs and wellness programs may also contribute to cutting the costs of healthcare benefits.
2.
Payment for time not worked – Included in the category of benefits that involve payments for time not worked are vacations with pay, paid holidays, sick leave, and severance pay. The typical practice in the Canada is to give ten to fifteen days= vacation leave and statutory holidays. In addition to vacation time, most employees, particularly in white-collar jobs, receive a set number of sick-leave days. A one-time severance pay may be given to employees who are being terminated.
· Vacations with pay

· Paid holidays (Statutory holiday: Good Friday, Canada, Day Labor Day, Christmas)
· Sick leave
3.
Severance pay – A lump-sum payment given to terminated employee by an employer at the time of an employer-initiated termination. 
4.
Life insurance – The purpose is to provide financial security to the dependants of the employee, in case of his/her death. It’s the most commonly provided by employers. 
5.
Retirement programs – Some provinces have abolished mandatory retirement and now employees can choose when to retire. However, many employers provide incentives for early retirement in the form of increased pension benefits or cash bonuses. Some organizations provide pre-retirement programs that may include seminars, workshops etc.
· Retirement Policy (May at Age of 55 & Must at Age 65 or 71) (Average = 61 | 58-62)
· Silver Handshake – An early-retirement incentive in the form of increased pension benefits for several years or a cash bonus.

· Pre-retirement Programs to help employees prepare for retirement and reduce their disappointment. Programs are Counseling, Seminars, Workshops, Retirement tryouts. 
6.
Pensions Plan – Once a pension plan is established, it is subject to federal and provincial regulations to ensure that benefits will be available when an employee retires. While there are two types of plans available - defined benefit and defined contribution - most employers now opt for the latter. The amount an employee receives upon retirement is based on years of service, average earnings, and age at time of retirement. Pension benefits are typically integrated with CPP/QPP. Pension funds may be administered through either a trustee or an insurance plan. 
Types of Pension Plans
· Contributory plan – Contributions to a plan are made jointly by employees and employers.
· Noncontributory plan – Contributions to a plan are made solely by the employer.
· Defined-benefit plan – The amount an employee is to receive upon retirement is specifically set forth.

· Defined-contribution plan – The basis (amount) an employer contributes to the pension fund is specified.

· Federal Regulation of Pension Plans
· Vesting – A guarantee of accrued benefits to participants at retirement age, regardless of their employment status at that time.

· Pension Portability – Employees who leave an organization can leave their funds in their current plan or transfer those funds to a locked-in RRSP (Registered Retired Savings Plans) or into their new employer’s pension plan.

· Pension Fund – A pension fund can be administered through a trusted plan or through an insured one.  
Employee Services: Creating a Work-Life Setting

· The types of work-life benefits that employers typically provide include employee assistance programs, counseling services, educational assistance plans, child care, and elder care. Other benefits are food services, on-site health services, prepaid legal services, financial planning, housing and moving, transportation pooling, purchase assistance, credit unions, and social and recreational services.
· Employee Assistance Programs (EAPs) – Services provided by employers to help workers cope with a wide variety of problems that interfere with the way they perform their jobs.

· Typically provide diagnosis, counseling, and referral for advice or treatment for problems related to alcohol or drug abuse, emotional difficulties, and financial or family difficulties.

· Child and Elder Care -Care provided to a child or an elderly relative by an employee who remains actively at work. 32% of Canadian have elder care responsibilities and spend 23h/week. 
· Family-Friendly Benefits: Balancing Work and Home Needs

· Child care/elder care referral services

· Time off for children’s school activities

· Employer-paid onsite or near-site child care facilities

· Flexible work hours scheduling

· Employer-accumulated leave days for dependent care

· Subsidized temporary or emergency dependent care 

· Extended leave policies for child/elder care

· Sick-child programs (caregiver on call)

· Work-at-home arrangements/telecommuting

· Partial funding of child care costs

· Customized career paths

· Other Benefits and Services: 
· Legal Services, 

· Financial Planning, 

· Housing and Moving Expenses
· Transportation Pooling

· Purchasing Assistance

· Credit Unions

· Recreational and Social

· Awards

· Food Services

· On-Site Health Services

Chapter 12:
Safety and Health
· Safety and health programs have continued to receive employer attention since the passage of various federal and provincial legislation on occupational health and safety. For several reasons discussed in the text, employers have intensified their efforts to create safe work environments. Similarly, they have developed programs to reduce health hazards on the job. Many employers have instituted programs for building better health and for providing assistance to employees. They have developed stress-management programs to teach employees how to minimize the negative effects of job-related stress.
Safety and Health: It's the Law
· Occupational health and safety legislation was designed to ensure, so far as possible, safe and healthful working conditions to every working person. Occupational health and safety Acts have the power to set standards, ensure employer and employee compliance, and provide safety and health consultation and training where needed. Both employers and employees have certain responsibilities and rights. Employers are not only required to provide a hazard-free work environment, but must also keep employees informed about legislative requirements and must require their employees to use protective equipment when necessary. In addition, employers are required to keep employees informed of hazardous substances and instruct them in avoiding the dangers presented. Employees, in turn, are required to comply with safety standards, to report hazardous conditions, and to follow all employer safety and health regulations.
· Each year, there are over 900 workplace related deaths.

· There are over one million work related injuries.

· There are 340,000 injuries serious enough that the worker misses a day of work.

· Annually, over 12 billion dollars is paid out to injured workers and their families.

· Occupational Injury – Any cut, fracture, sprain or amputation resulting from a workplace accident or from exposure involving an accident in the work environment.

· Occupational illness – Any abnormal condition or disorder, other than one resulting from an occupational injury, caused by exposure to environmental factors associated with employment.

· Acts and Regulations: Canada Labour Code, and Provincial regulations (Every province and territory has regulations covering occupational health and safety).  
· Duties of Employers
· Provide a hazard free workplace.

· Comply/obey with statutes and regulations.

· Inform employees about OH&S regulations.

· Keep records and summaries.

· Ensure supervisors and employees are familiar with hazards.

· Report any accidents that cause injury and death.

· Duties of Workers
· Comply with all applicable acts and legislation.

· Report hazardous conditions and defective equipment.

· Follow all employer H&S rules, including the use of protective equipment.

· The right to refuse unsafe work.

· Duties of Supervisors
· Advise employees of potential workplace hazards.

· Ensure that workers use or wear safety equipment, devices and clothing.

· Provide written instruction where applicable.

· Take every reasonable precaution to guarantee the safety of workers.

· Duties of Joint Health and Safety Committees 
· Provide a forum where union and management representation can work together

· At least one management rep and worker rep must have related certification (safety laws, sanitation, general safety, rights and duty, and indoor air quality)

· Establish a non-adversarial climate for creating safe and healthy workplace.  

· Involved in  inspections, work refusals

· Investigate accidents and Response to worker concerns 

· Penalties for Employer Noncompliance – The regulations vary across provinces, but most of them fines up to $500,000 and offenders can be sent to jail. 

Workers Compensation
· An injured worker can receive:

· Cash pay-outs (if the disability is permanent) or wage loss payments (if the worker can no longer earn the same amount of money)
· Unlimited medical aid and Vocational rehabilitation (physical, social, and psychological services)
· Industrial disease – A disease (include stress) resulting from exposure to a substance relating to a particular process, trade or occupation. 
Creating a Safe Work Environment
· In order to provide safe working conditions for their employees, employers typically establish a formal program that, in a large percentage of organizations, is under the direction of the HR manager. The program may have many facets, including providing safety knowledge and motivating employees to use it, making employees aware of the need for safety, and rewarding them for safe behavior. Such incentives as praise, public recognition, and awards are used to involve employees in the safety program. Maintenance of required records from accident investigations provides a basis for information that can be used to create a safer work environment.
· Promoting Safety Awareness & Safety Motivation and Knowledge
· The Key Role of the Supervisor – Communicating the need to work safety.

· Proactive Safety Training Program – First aid, defensive driving, accident prevention techniques, hazardous materials, and emergency procedures.

· Information Technology and Safety Awareness and Training – 1) Use Video, PowerPoint, interactive CD-Rom training for standardized safety, environmental, and health instruction. 2) IT allows organization to customize S&H training needs. 
· Enforcing Safety Rules
· Typical Safety Rules

· Using proper safety devices

· Using proper work procedures

· Following good housekeeping practices

· Complying with accident- and injury-reporting procedures 

· Wearing required safety clothing and equipment

· Avoiding carelessness and horseplay

· Actively encourage employee participation in the safety program by:

· Jointly setting safety standards with management.

· Participation in safety training.

· Involvement in designing and implementing special safety training programs.

· Involvement in establishing safety incentives and rewards.

· Inclusion in accident investigations.

· Investigating and Recording Accidents
· Recordable Case

· Any occupational death, illness, or injury to be investigated.

· If the cause can be determined, then corrections must be made to prevent it happening again.

· Employers must keep record and compile and post summaries of work related injuries and illnesses.

· The following equation computes the incidence rate, where 200,000 equals the base for 100 full-time workers who work forty hours a week, fifty weeks a year:
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Creating a Healthy Work Environment
· Job conditions that are dangerous to the health of employees are now receiving much greater attention than in the past. There is special concern for toxic chemicals that proliferate at a rapid rate and may lurk in the body for years without outward symptoms. Concern for health hazards other than those found in industrial processing operationsCindoor air pollution, video display terminals, and cumulative trauma disordersCpresent special problems that must be addressed. Today tobacco smoke is rarely tolerated in the work environment. While there is no evidence that contagious diseases can be spread through casual contact in the workplace, employers have found that it is important to educate managers and employees. Employers can take actions to reduce workplace violence.
· Health Hazards and Issues – Recognizing and Controlling Health Hazards Related to Hazardous Materials and Processes: 1) Use substitutes for hazardous materials. 2) Alter hazardous processes and engineering controls. 3) Enclose or isolate hazardous processes. 4) Issue clothing to protect against hazards. 5) Improve ventilation.

1. Chemicals Hazards 
2. Workplace Hazardous Materials Information System (WHMIS)
· Labels –  alter the potential hazards
· Material Safety Data Sheets -document that contain vital information about hazardous substances
· Training.
3. Indoor Air Quality – Recycled air, avoid Sick building syndrome and tobacco smoke, maintain ventilating system, and remove sources of pollution. 
4. Video Display Terminals (VDT) – 1) Visual difficulties, 2) muscular aches and pains, and 3) job stress. Solution are 
· Place the computer screen 10 to 25 cm (4 to 9 inches) below eye level. 

· Keep the monitor directly in front of you.

· Sit in an adjustable-height chair and use a copyholder that attaches to both the desk and the monitor.

· Use a screen with adjustable brightness and contrast controls.

· Use shades or blinds to reduce the computer-screen glare created by window lighting.
5. Cumulative Trauma Disorders (Repetitive Motion Injuries) –Injuries involving tendons of the fingers, hands, and arms that become inflamed from repeated stresses and strains resulting from jobs requiring repetitive motion of the fingers, hands, or arms. These injuries lower employee productivity, increase employer health costs, and incur workers’ compensation payments.

· Key Elements for a Successful Ergonomics Program
· Provide notice and training for employees.

· Conduct pre-injury hazard assessment.

· Involve employees.

· File injury reports.

· Plan and execute.

· Evaluate and assess the ergonomics program.
6. Communicable diseases:  Herpes, Influenza, AIDS, SARS etc. 
· Workplace Violence – Workplace violence is not only a physical assault, but also include threatening behaviours, verbal or written threat, harassment, verbal abuse (swearing, insults). 
· Reducing Violence in the Workplace
· Commitment to prevent violence 
· Identify areas of potential violence
· Develop violence prevention policies
· Provide violence prevention training
· Evaluate program effectiveness

· Violence Indicators: Know the Warning Signs

· Direct or veiled threatening statements

· Recent performance declines, including concentration problems and excessive excuses

· Prominent mood or behaviour changes; despondence

· Preoccupation with guns, knives, or other weapons

· Deliberate destruction of workplace equipment; sabotage

· Fascination with stories of violence

· Reckless or antisocial behaviour; evidence of prior assaultive behaviour

· Aggressive behaviour or intimidating statements

· Written messages of violent intent; exaggerated perceptions of injustice

· Serious stress in personal life

· Obsessive desire to harm a specific group or person

· Violence against a family member

· Substance abuse

· Terrorism: To deter terrorist attacks:

· Heighten ID checks and baggage screening

· Increase video monitoring with threat-recognition software to back up human surveillance 

· Install blast-resistant glass to reduce casualties

· Have offsite emergency offices

· Tighten garage security with stepped-up inspections

· Stagger deliveries to reduce truck traffic

· Develop emergency evacuation procedures (escape routes, emergency equipment, etc)
· Crisis Management Teams
· Teams composed of both hourly and managerial employees:

· Conduct initial risk assessment surveys

· Develop action plans to respond to violent situations

· Perform crisis intervention during violent, or potentially violent, encounters

Building Better Health
· Along with providing safer and healthier work environments, many employers establish programs that encourage employees to improve their health habits. Some of the larger employers have opened primary care clinics for employees and their dependents to provide better health care service and to reduce costs. Wellness programs that emphasize exercise, nutrition, weight control, and avoidance of harmful substances serve employees at all organizational levels.
· It is recognized that better health not only benefits the employee, but also pays off the organization in reduced absenteeism, increased efficiency, better morale, and other saving. 
· Organization often provides the following to build better health employees:
· Health Services
· Wellness Programs
· Focus on Nutrition
· Alternative Approaches. 
Employee Assistance Programs (EAP) 
· Virtually all of the larger organizations and many of the smaller ones have found that employee assistance programs are beneficial to all concerned. While emotional problems, personal crises, alcoholism, and drug abuse are often viewed as personal matters, it is apparent that they affect behavior at work and interfere with job performance. An employee assistance program typically provides professional assistance by in-house counselors or outside professionals where needed. In contracting with professional persons outside the organization, the HR department should give special attention to their credentials.
· Personal Crises

· Emotional Problems – depression (negative emotional state marked by feelings of low spirits, gloominess, sadness, and loss of pleasure in ordinary activities)
· Alcoholism
· Abuse of Illegal Drugs

· Abuse of Legal Drugs

· Dealing with Troubled Employees
· Monitor: Employee performance and document unusual employee behaviour

· Advise: Employee about negative job-performance and suggest professional counseling assistance

· Make reasonable accommodations

· Take disciplinary action when appropriate

· Maintain contact with HR personnel for guidance and advice

The Management of Stress
· An important dimension to health and safety is stress that comes from physical activity and mental or emotional activity. While stress is an integral part of being alive, when it turns into distress it becomes harmful. We have seen that there are many sources of stress that are job-related. In recognizing the need for reducing stress, employers can develop stress-management programs to assist employees in acquiring techniques for coping with stress. In addition, organizations need to take action to redesign and enrich jobs, to clarify the employee’s work role, to correct physical factors in the environment, and to take any other actions that will help reduce stress on the job.
· Stress – Any adjustive demand caused by physical, mental, or emotional factors that requires coping behaviour.

· Alarm Reaction – A response to stress that involves an elevated heart rate, increased respiration, elevated levels of adrenaline in the blood, and increased blood pressure.

· Job-Related Stress
· Eustress – Positive stress that accompanies achievement and exhilaration.

· Distress – Harmful stress characterized by a loss of feelings of security and adequacy.

· Burnout – Most severe stage of distress, manifesting itself in depression, frustration, and loss of productivity.
· Source of Job-Related Stress

· High demand – Having too much to do in too short time

· High effort – having to expend too much mental/physical energy over too long period

· Low Control – having too little influence over the way a job is done.

· Low reward – receive inadequate feedback on performance and no recognition. 

· Major Stressors:
· Responsibility without authority

· Inability to voice complaints

· Prejudice because of age, gender, race, or religion

· Poor working conditions 

· Inadequate recognition 

· Lack of a clear job description or chain of command 

· Unfriendly interpersonal relationships

· Coping with Stress: Tips for Reducing Job-Related Stress

· Build rewarding relationships with co-workers.

· Talk openly with managers or employees about job or personal concerns.

· Prepare for the future by keeping abreast of likely changes in job demands.

· Don’t greatly exceed your skills and abilities.

· Set realistic deadlines; negotiate reasonable deadlines with managers.

· Act now on problems or concerns of importance.

· Designate dedicated work periods during which time interruptions are avoided.

· When feeling stressed, find time for detachment or relaxation.

· Don’t let trivial items take on importance; handle them quickly or assign them to others.

· Take short breaks from your work area as a change of pace.

Chapter 13:
Employee Rights and Discipline
· The rights of employees to protect their jobs while obtaining fair and just treatment from employers continues to dominate the HR news. On the other side of the balance, the employer's responsibility is to provide a safe and efficient workplace for employees while expecting productivity and a positive attitude from all jobholders. Issues such as drug testing, access to one's personnel file, notice of plant closing, and unfair dismissal are therefore topics of interest to all organizational members. 

· When employees exhibit unsatisfactory behaviour or performance it may be necessary for an employer to take disciplinary action against them. If the employee is represented by a union, the disciplinary action is likely to be appealed through the grievance procedure provided for in the collective agreement. In a nonunion organization, the aggrieved employee may use an alternative dispute-resolution procedure established specifically by the employer. In either the union or nonunion setting, management may ultimately have to defend its position to a specified individual or group who will decide on the reasonableness of the action taken. To defend themselves successfully, as well as to simply impose fair and objective disciplinary procedures, supervisors and managers need to understand the principles of effective discipline. 

· Organizational ethics extends beyond the legal requirements of managing employees in HRM. Managers must comply with governmental regulations to promote an environment free from litigation. However, beyond what is required by law is the question of organizational ethics and the ethical or unethical behaviour engaged in by managers.
Employee Rights and Privacy

· Both employees and employers have rights and expectations in the employment relationship. The due process right of employees is the right to tell one's views concerning an incident while statutory and contractual rights have to do with the rights of employees and employers to terminate the employment relationship. Under the implied-contract concept, an employer's oral or written statements may form a contractual obligation that can preclude the automatic termination of employees.
· Employee Rights – Guarantees fair treatment from employers, particularly regarding an employee’s right to privacy.

· Negligence – the failure to provide reasonable care where such failure results in injury to consumers or other employees.
· Employment Protection Rights 
· Statutory rights – Rights that derive from legislation

· Contractual rights – Rights that derive from contracts

· Due process – Employee rights to present his/her position during a disciplinary action (punishment). The concepts of due process and job-as-right do obligate managers to treat their employees fairly, equitably, and consistently, but there is no legal protection affording employees a permanent job.
· The right to know job expectations & consequences of not fulfilling those expectations.
· The right to consistent and predictable management action for the violation of rules. 

· The right to fair discipline based on facts, the right to question those facts, and the right to present a defense.

· The right to appeal disciplinary action.

· The right to progressive discipline. 

· Psychological contract – expectations of a fair exchange of employment obligations between an employee and employer. It’s not a legal mandate, but it strongly influences the employment relationship. 
· Wrongful Dismissal – To dismiss an employee (good reason), the employer must document and prove serious misconduct or incompetence on the part of the employee. 
· Tips to Avoid Wrongful Employment Termination Lawsuits
· Terminate an employee only if there is an articulated reason.

· Set and follow termination rules and schedules.

· Document all performance problems.

· Be consistent with employees in similar situations.
· Constructive Dismissal – Changing an employee’s working conditions such that compensation, status or prestige is reduced. The change must affect pay, reporting relationships, responsibilities, and location, BUT not just minor change in working hour. Employees who are constructive dismissal could receive certain severance pay. 
· Whistle blowing – Complaints to government agencies by employees about their employers’ illegal or immoral acts or illegal practices.
· Plant Closing Notification – Ontario: organization with more than 500 employees must give 16 weeks’ notice. 

· Job Expectancy Rights – Once employed, employees expect certain privacy rights regarding fair and equitable treatment on the job. These rights extend over such issues as substance abuse and drug testing, searches and surveillance, off-duty privacy rights, e-mail and voice mail privacy, and plant closing notification. Employees expect certain rights associated with fair and equitable employment, including: Privacy, Substance abuse and drug testing, Just cause disciplinary and discharge procedures.
· Privacy Rights – Employees have rights to restrict the use of their personal information to third parties. However court cases have not entirely resolved if employers have the right to monitor email, internet, and voice mail, to monitor behaviour outside the workplace, and to test for substance abuse.
· Employee Privacy versus Employer Obligations
· Substance Abuse and Drug Testing

· Searches and Electronic Monitoring

· Access to Personnel Files

· E-mail and Voice Mail

· Access to Personal Files

· Conduct Outside the Workplace

· Genetic Testing
· PIPEDA (Personal Information Protection and Electronic Document Act) – Our right to control information about ourselves
· E-Mail, Internet, and Voice Mail: Policy Guidelines

· Ensure compliance with federal and provincial legislation.

· Specify the circumstances, if any, under which the system can be used for personal business.

· Specify that confidential information not be sent on the network.

· Set forth the conditions under which monitoring will be done—by whom, how frequently, and with what notification to employees.

· Specify that e-mail and voice mail information be sent only to users who need it for business purposes.

· Expressly prohibit use of e-mail or voice mail to harass others or to send anonymous messages.

· Make clear that employees have no privacy rights in any material delivered or received through e-mail or voice mail.

· Specify that employees who violate the policy are subject to discipline, including dismissal.

· Employee Searches and Electronic Monitoring
· The search policy should be widely publicized and should advocate a probable or compelling reason for the search.

· The search policy should be applied in a reasonable, evenhanded manner.

· Where possible, searches should be conducted in private.

· The employer should attempt to obtain the employee’s consent prior to the search.

· The search should be conducted in a humane and discreet manner to avoid infliction of emotional distress.

· The penalty for refusing to consent to a search should be specified.
· Personnel Files: Policy Guidelines

· Ensure compliance with applicable laws.

· Define exactly what information is to be kept in employee files.

· Develop different categories of personnel information, depending on legal requirements and organizational needs.

· Specify where, when, how, and under what circumstances employees may review or copy their files.

· Identify company individuals allowed to view personnel files.

· Prohibit the collection of information that could be viewed as discriminatory or could form the basis for an invasion-of-privacy suit.

· Audit employment records on a regular basis to remove irrelevant, outdated, or inaccurate information.
· Employee Privacy Issues
· Camera-Equipped Phones – Generally banned from the workplace

· Employee Conduct outside the Workplace – Organizations that want to discipline employees for off-duty misconduct must establish a clear relationship between the misconduct and its negative effect on other employees or the organization.
· Substance Abuse and Drug Testing (Illegal)
· Take three times as much sick leave

· File five times more worker’s compensation claims

· Have four times more accidents on the job

· Make twice as many mistakes
· Genetic Testing can identify an individual’s risk of developing common disease and disorders such as cancer, heart disease, and diabetes. There is no scientific evidence linking unexpressed genetic factors to an individual’s ability to perform a job, but it could cause employment costs (recruitment, training, and medical costs)
Disciplinary Policies and Procedures
· The HR department, in combination with other managers, should establish disciplinary policies. This will help achieve both acceptance of policy and its consistent application. To reduce the need for discipline, organizational rules and procedures should be widely known, reviewed on a regular basis, and written and explained to employees. The rules must relate to the safe and efficient operation of the organization. When managers overlook the enforcement of rules, they must reemphasize the rule and its enforcement before disciplining an employee.
· A Disciplinary Model – Organization discipline policy ( Definition of discipline ( Violation of organizational rules ( Investigation of employee offence ( Disciplinary interview ( Progressive discipline ( Due process ( Just cause ( Discharge. 
· Common Disciplinary Problems

· ATTENDANCE PROBLEMS

· Unexcused absence

· Chronic absenteeism

· Unexcused/excessive tardiness

· Leaving without permission

· DISHONESTY AND RELATED PROBLEMS

· Theft

· Falsifying employment application

· Willfully damaging organizational property

· Punching another employee’s time card

· Falsifying work records

· WORK PERFORMANCE PROBLEMS

· Failure to complete work assignments

· Producing substandard products or services

· Failure to meet established production requirements
· ON-THE-JOB BEHAVIOUR PROBLEMS

· Intoxication at work

· Insubordination

· Horseplay

· Smoking in unauthorized places

· Fighting

· Gambling

· Failure to use safety devices

· Failure to report injuries

· Carelessness

· Sleeping on the job

· Using abusive or threatening language with supervisors

· Possession of narcotics or alcohol

· Possession of firearms or other weapons

· Sexual harassment

· The Results of Inaction: Reasons given by supervisors for their failure to impose a disciplinary penalty:

· The supervisor had failed to document earlier actions, so no record existed on which to base subsequent disciplinary action.

· Supervisors believed they would receive little or no support from higher management for the disciplinary action.

· The supervisor was uncertain of the facts underlying the situation requiring disciplinary action.

· Failure by the supervisor to discipline employees in the past for a certain infraction caused the supervisor to forgo current disciplinary action in order to appear consistent.

· The supervisor wanted to be seen as a likable person.

· Setting Organizational Rules
· Publish Widely to all employee (should not assumed that employee know all the rules)
· Review Regularly 
· Explain Reasons behind the rules to employee 
· Keep in Writing to avoid ambiguity 
· Be Reasonable and related to the safe and efficient operation 
· Remind/Restate  rules to employee 
· Get Signed Statements of Understanding 
· The Hot-Stove Approach to Rule Enforcement
· Hot-Stove Rule – Rule of discipline that can be compared with a hot stove in that it gives warning, is effective immediately, is enforced consistently, and applies to all employees in an impersonal and unbiased way.

Discipline 

· The term "discipline" has three meanings-punishment, orderly behavior, and the training of employee conduct. When used with employees, discipline should serve to correct undesirable employee behavior, creating within the employee a desire for self-control. This third definition of discipline can only be achieved when managers conduct a complete and unbiased investigation of employee misconduct. The investigation of employee misconduct begins with the proper documentation of wrongdoing. When managers are investigating employee problems they need to know specifically the infraction of the employee, whether the employee knew of the rule violated, and any extenuating circumstances that might justify the employee's conduct. When employees are to receive discipline, the rule must be uniformly enforced and the past work record of the employee must be considered.
· Definitions of Discipline: 
1.
Treatment that punishes (punishment)
2.
Orderly behaviour in an organizational setting (system of rules)
3.
Training that molds and strengthens desirable conduct or corrects undesirable conduct and develops self-control (correct poor performance)
· Considerations in Disciplinary Investigations

· In very specific terms, what is the offence charged?

· Did the employee know he or she was doing something wrong?

· Is the employee guilty?

· Are there extenuating circumstances?

· Has the rule been uniformly enforced?

· Is the offence related to the workplace?

· What is the employee’s past work record?
· Documentation of Employee Misconduct
· Date, time, and location of the incident(s)

· Description of the problem/misconduct

· Consequences of misconduct on employee and/or work unit

· Prior discussions with employee about conduct

· Disciplinary action to be taken and specific improvement expected

· Consequences for employee if behaviour is not changed and follow-up date

· Reaction of employee to supervisor’s efforts

· Names of witnesses to incident

· The Investigative Interview: Conduct of an Interview

· Concentrate on how the offence violated the performance and behavior standards of job.

· Avoid getting into personalities or areas unrelated to job performance.

· The employee must be given a full opportunity to explain his or her side of the issue.
Approaches to Discipline
· The two approaches to discipline are progressive discipline and positive discipline. Progressive discipline follows a series of steps based upon increasing the degrees of corrective action. The corrective action applied should match the severity of the employee misconduct. Positive discipline, based upon reminders, is a cooperative discipline approach where employees accept responsibility for the desired employee improvement. The focus is on coping with the unsatisfactory performance and dissatisfactions of employees before the problems become major.
· Progressive Discipline – Application of corrective measures by increasing degrees.

· Employees always know where they stand regarding offences. 

· Employees know what improvement is expected of them.

· Employees understand what will happen next if improvement is not made.
· Positive, or Non-punitive, Discipline – Discipline that focuses on the early correction of employee misconduct, with the employee taking total responsibility for correcting the problem. It’s non-punitive discipline that replaces threats and punishment with encouragement. 
· Disciplinary Action for Unsatisfactory Performance
· Do clear and objective performance standards exist?

· Has employee received proper orientation and training?

· Is the unsatisfactory performance caused by conditions beyond employees’ control?

· Has employee been given adequate warning and time to improve performance?

· Are the other employees meeting performance standards?

· Considerations When Discharging an Employee
· What is the employee’s length of service?

· What is the employee’s previous service record?

· Did employee receive warning and lesser penalties, i.e., progressive discipline?

· Did employer use every means possible to avoid the discharge?

· Are there any evidences of prejudice or bias toward employee?

· “Just Cause” Discharge Guidelines

· Did the organization forewarn the employee of the possible disciplinary consequences of his or her action?

· Were management’s requirements of the employee reasonable in relation to the orderly, efficient, and safe operation of the organization’s business?

· Did management, before discharging the employee, make a reasonable effort to establish that the employee’s performance was unsatisfactory?

· Was the organization’s investigation conducted in a fair and objective manner?

· Did the investigation produce sufficient evidence of proof of guilt as charged?

· Has management treated this employee under its rules, orders, and penalties as it has other employees in similar circumstances?

· Did the discharge fit the misconduct, considering the seriousness of the proven offense, the employee’s service record, and any mitigating circumstances?
· Informing the Employee
· Conducting a Discharge Meeting:

· Come to the point within the first two or three minutes, and list in a logical order all reasons for the termination.

· Be straightforward and firm, yet tactful, and remain resolute in your decision.

· Make the discussion private, businesslike, and fairly brief.

· Don’t mix the good with the bad. Trying to sugarcoat the problem sends a mixed message to the employee.

· Avoid making accusations against the employee and injecting personal feelings into the discussion.

· Avoid bringing up any personality differences between you and the employee.

· Provide any information concerning severance pay and the status of benefits and coverage.

· Explain how you will handle employment inquiries from future employers.

· Due Process –  Employee’s right to present his/her position during disciplinary action
· To know job expectations and the consequences of not fulfilling those expectations.

· To consistent and predictable management action for the violation of rules.

· To fair discipline based on facts, to question those facts, and the right to present a defense.

· To appeal disciplinary action. 

· The right to progressive discipline.

· Alternative Dispute Resolution (ADR) – The term applied to different types of employee complaint or dispute-resolution procedures. 
· Alternative dispute-resolution procedures present ways by which employees exercise their due process rights. The most common forms of alternative dispute-resolutions (ADRs) are step-review systems, peer-review systems, the use of hearing officers, the open-door system, the ombudsman system, and the use of arbitration.
· ADR Procedures

· Step-Review Systems

· Peer-Review Systems

· Open-Door Policy

· Ombudsperson System

· Mediation

· Arbitration
· Step-Review System – System for reviewing employee complaints and disputes by successively higher levels of management. Steps: Employee ( Supervisor ( Department Head ( HR Department ( Top Management.
· Peer-Review System – System for reviewing employee complaints that utilizes a group composed of equal numbers of employee representatives and management  appointees, which  functions as a jury because its members weigh evidence, consider arguments, and after deliberation, vote independently to render a final decision. 
· Open-Door Policy – A policy of settling grievances that identifies various levels of management above the immediate supervisor for employee contact. Weakness: 1) unwillingness of managers to listen honestly to employee complaints and 2) worker  reluctance to approach managers with their complaints. 
· Ombudsperson – A designated individual from whom employees may seek counsel for the resolution of their complaints. They do not have power to overrule the decision made by an employee’s supervisor, but they should be able to appeal the decision up the line if they believe an employee is not being treated fairly.

· Mediation – The use of an impartial neutral to reach a compromise decision in employment disputes. 

Mediator – A third party in an employment dispute who meets with one party and then the other in order to suggest compromise solutions or to recommend concessions from each side that will lead to an agreement. 
Mediators have no power or authority to force either side toward an agreement. 
· Arbitration – The use of an impartial neutral party as decision maker to resolve an employment labour dispute by imposing a binding final decision on all parties involved in the dispute. 
Arbitrator – Third-party neutral who resolves a labour dispute by issuing a final decision in the disagreement. Arbitrators have power to force both side to an agreement 
Managerial Ethics in Employee Relations

· Ethics in HRM extends beyond the legal requirements of managing employees. Managers engage in ethical behavior when employees are treated in an objective and fair way and when an employee's personal and work-related rights are respected and valued.
· Ethics – The set of standards of conduct and moral judgments that help to determine right and wrong behaviour. 

· Provides cultural guidelines—organizational or societal—that help decide between proper or improper conduct.

· Code of Ethics – A written set of standards of conduct (ethical values) that governs relations with employees and the public.

· Provides a basis for the organization, and individual managers, to evaluate their plans and actions.

Chapter 14:
The Dynamics of Labour Relations
· Workers unionize so they can influence employer decisions affecting their employment conditions and general welfare. When employees are unionized, HR policies can no longer be determined unilaterally by the employer. Instead, these policies and practices are subject to the terms of the collective agreement, that has been negotiated with the union. A major responsibility of the local union officers is to ensure that these terms are observed and that the rights of members provided by the agreement are protected. Collective agreements, which determine conditions of employment for union members, are achieved through collective bargaining. Bargaining success depends not only on the skills of the negotiators, but also on the power each side can exercise to support its bargaining demands. Once the contract is ratified, both parties are bound by its terms and conditions of employment until it is once again renegotiated. During the period the contract is in force, the parties learn to cooperate through the administration of the agreement. When conflict arises over the rights the contract grants to each side, the grievance/arbitration provisions of the contract are invoked to resolve these differences.
Government Regulation of Labour Relations

· Labour relations legislation in Canada recognizes employee rights to form and join unions, and prohibits unfair labour practices on the part of both unions and employers. Provincial labour relations laws are administered and enforced by labour relations boards. 90% of workers are governed by provincial legislation. 
· The Industrial Relations Disputes and Investigation Act

· Canada Labour Code
· Labour Relations Board duties includes 
· Administrating the statutory procedures for the acquisition, transfer and termination of bargaining rights

· Hearing complaints related to unfair labour practices

· Supervising strikes and lock out votes

· Determining whether bargaining was done in good faith

· Remedying violations of collective bargaining legislation.

The Labor Relations Process

· Studies show that workers unionize for different economic, psychological, and social reasons. While some employees may join unions because they are required to do so, most belong to unions because they are convinced that unions help them to improve their wages, benefits, and various working conditions. Employee unionization is largely caused by dissatisfaction with managerial practices and procedures.
· The Labor Relations Process consists of a logical sequence of four events:

· Workers desire collective representation.
· Union begins its organizing campaign.
· Collective negotiations lead to a contract.
· The contract is administered.
· Union shop is a provision of the collective agreement that requires employees to join as a condition of employment. 
· Why Employees Unionize

· As a result of economic needs (wages and benefits)
· Dissatisfaction with managerial practices (promotion, transfer, unfair or biased treatment)
· To fulfill social and status needs (recognition, leadership, and  social affiliation) 
· Unionism is viewed as a way to achieve results they cannot achieve acting individually.

· To comply with union-shop provisions of the collective agreement in effect where they work.

· Organizing Campaigns – A formal union organizing campaign will be used to solicit employee support for the union. In most jurisdictions, if more than 50 percent of those voting in the election vote for the union, the union will file an application with the labour relations board for approval of the union as the certified bargaining agent. The labour relations board has the option to call for a vote if it feels that there were irregularities in the application process.
· Organizing Steps
1.
Union/Employee Contact – Organizers begin to gather information on employee needs, problem, and complaints; also seek information about employer’s financial health, management style, and organizational policies and practices. 
2. 
Initial Organizational Meeting – Organizers uses the information gathered in step 1 to address employee needs and explain how the union can secure these goals. 
3. 
Formation of In-House Committee – Seek for employee willing to provide leadership to the campaign i.e. ask employees sign an Authorization Card (A statement signed by an employee authorizing a union to act as his or her representative for the purposes of collective bargaining)
4. 
Application to labour relations board – In Canada, most unions are certified without a vote if the labour relations board finds that the union has the support of the majority of the employees, based on the number of signed cards.
5.
Issuance of certificate by relations board – The labour relations board reviews the application and initially informs both the employer and the employees about the application so that both of them can challenge. Then the labor relation board issued the certificates. 
6. 
Election of bargaining committee and contract negotiations – The bargaining committee start negotiating a collective agreement with company/nation representative. 
· Employer Tactics Opposing Unionization

· Stressing favorable employer-employee relationship experienced without a union.

· Emphasize current advantages in wages, benefits, or working conditions the employees may enjoy.

· Emphasize unfavorable aspects of unionism: strikes, union dues.

· Initiate legal action when union members and leaders engage in unfair labour practices.
· Employer “Don’ts” During Union Organizing Campaigns

· Attending union meetings, spying on employee-union gatherings, or questioning employees about the content of union meetings.

· Questioning present or current employees about their union sentiments, particularly about how they might vote in a union election.

· Threatening or terminating employees for their union support or beliefs.

· Changing the working conditions of employees because they actively work for the union or simply support its ideals.

· Supplying the names, addresses, and phone numbers of employees to union representatives or other employees sympathetic to the union.

· Promising employees improvements in working conditions (wage increases, benefit improvements, and so on) if they vote against the union.

· Accepting or reviewing union authorization cards or pro-union petitions, because employees’ names are listed on these documents.

· Unfair Labour Practices (ULPs) refers to specific employer and union illegal practices that operate to deny employees rights and benefits under federal and provincial labour law. 
· Bargaining Unit refers to group of two or more employees who share common employment interests and conditions and may reasonably be grouped together for purpose of collective bargaining. 
· Unfair Labour Practices for Unions: 
· Unions are prohibited from interfering with the formation of an employer’s organization.

· Unions cannot intimidate or force employees to become or remain members of a union.

· Unions cannot force employers to dismiss, discipline or discriminate against non-union employees.

· Unions must provide fair representation for all employees in the bargaining unit.

· How Employees Become Unionized
· Voluntary recognition – employers voluntarily recognize and accept a union; it’s rarely happens except in the construction industry. 
· Regular certification – receive certificate from labour relations board when authorization card has received from majority of employees.   
· Prehearing votes – If there is unfair labour practice or support is less than 50% of employees, votes can be called to determine whether or not union is certified. 
· Contract Negotiation – Once the bargaining unit has been certified by the labour relations board, the employer and the union must bargain in good faith over the terms and conditions of a collective agreement.
· Decertification – If the majority of employees indicate that they do not want to be represented by the union or They want to be represented by another union or If the union failed to bargain. 
· Impact of Unionization on Managers

· Challenges to Management Prerogatives – Management prerogatives versus union participation in decision-making in the work place. Management Rights – Decisions regarding organizational operations over which management claims exclusive rights.
· Loss of Supervisory Authority – Constraints on management in directing and disciplining the work force by terms of the collective bargaining agreement.

Structures, Functions, and Leadership of Labour Unions

· Craft unions – Unions that represent skilled craft workers

· Industrial unions – Unions that represent all workers—skilled, semiskilled, unskilled—employed along industry lines

· Employee associations – Labour organizations that represent various groups of professional and white-collar employees in labour-management relations.

· Types of Unions

· The Canadian Labour Congress is a central federation of unions; members was over 3 millions. 
· International and National unions – In Canada, there are 46 international unions (2 millions workers) and 221 national unions (2.8 million workers). 
· Local unions – There are about 270 independent local unions. Most local unions are members of national or international unions or the Canadian Labour Congress. 
· Local Officers – Elected officials who lead the union and serve on the bargaining committee for a new contract.

· Union (shop) Steward – An employee, as a non-paid union official, represents the interests of members in their relations with management. A union steward can be viewed as a “person in the middle”, caught between conflicting interests and groups. 
· Business Unionism – The term applied to the goals of labour organizations, which collectively bargain wages, hours, job security, and working conditions.

· Business agent – Normally a paid labour official responsible for negotiating and administrating the collective agreement and working to resolve union members’ problems. 
Labour Relations in the Public Sector

· More than 75% of public employees are now unionized. The Canada Union of Public Employees (CUPE) is the largest union in Canada with 540,000. 
· Public sectors make government employees different from private workers in negotiating with employers. 
· Political nature of the labour – management relationship
· Alternate services are not available

· Source of management authority

· Strikes in public sector- essential services

· Types of Arbitration

· Compulsory Binding Arbitration – A process for employees such as police officers, firefighters, and others in jobs where strikes cannot be tolerated to reach agreement.

· Final-offer Arbitration – The arbitrator must select one or the other of the final offers submitted by the disputing parties with the award is likely to go to the party whose final bargaining offer has moved the closest toward a reasonable settlement.
· The Collective Bargaining Process

· Negotiating a collective agreement is a detailed process. Each side will prepare a list of proposals it wishes to achieve while additionally trying to anticipate those proposals desired by the other side. Bargaining teams must be selected and all proposals must be analyzed to determine their impact on and cost to the organization. Both employer and union negotiators will be sensitive to current bargaining patterns within the industry, general cost-of-living trends, and geographical wage differentials. Managers will establish goals that seek to retain control over operations and to minimize costs. Union negotiators will focus their demands around improved wages, hours, and working conditions. An agreement will be reached when both sides compromise their original positions and final terms fall within the limits of the parties' bargaining zone. Traditionally, collective bargaining between unions and management has been adversarial. Presently, there is an increased interest in nonadversial negotiations - negotiations based on mutual gains and a heightened respect between the parties. Interest based bargaining (IBB) is one form of nonadversarial negotiation.
· Collective Bargaining Process – The process of negotiating a collective agreement, including the use of economic pressures by both parties.
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· Bargaining Zone – Area within which the union and the employer are willing to concede/give up when bargaining.

· Interest-based Bargaining – Problem-solving bargaining based on a win-win philosophy and the development of a positive long-term relationship.

Items in a Collective Agreement

· Typical clauses will cover

· Wages & Benefits
· Grievance procedures

· Vacations

· Holidays

· Work schedules

· Management rights

· Union security

· Transfers

· Discipline

· Training

· No strike/no lockout clause

· Overtime

· Safety procedures

· Severance pay

· Seniority

· Pensions and benefits

· Outsourcing

· Progressive clauses will cover

· Employee access to records

· Limitations on use of performance evaluation

· Elder care leave, child care, work-family balance provisions

· Flexible medical spending accounts
· Protection against hazards of technology equipment 

· Limitations against electronic monitoring

· Bilingual stipends

· Bilingual stipends

· Domestic partnership benefits

Management and Union Power in Collective Bargaining

· The collective bargaining process includes not only the actual negotiations but also the power tactics used to support negotiating demands. When negotiations become deadlocked, bargaining becomes a power struggle to force from either side the concessions needed to break the deadlock. The union's power in collective bargaining comes from its ability to picket, strike, or boycott the employer. The employer's power during negotiations comes from its ability to lock out employees or to operate during a strike by using managerial or replacement employees.
· Bargaining Power – The power of labour and management to achieve their goals through economic, social, or political influence

· Union Bargaining Power 
· Strikes
· pickets
· boycotts

· Management Bargaining Power 
· Hiring replacement workers, where allowed
· Continuing operations staffed by management
· Locking out employees
· Outsourcing normal work
· Demanding concessions

· Resolving Bargaining Deadlocks 
· Mediator – A third party in an employment dispute who meets with one party and then the other in order to suggest compromise solutions or to recommend concessions from each side that will lead to an agreement. Mediators have no power or authority to force either side toward an agreement. 
· Arbitrator – Third-party neutral who resolves labour dispute by issuing a final decision in the disagreement. Unlike a mediator, an arbitrator assumes the role of a decision maker and determines what the settlement between the two parties should be, i.e. arbitrators write a final contract that the two parties MUST accept. 
The Collective Agreement 
· The Issue of Management Rights – Management’s authority is supreme in all  matters  except those  it has expressly conceded in the collective agreement, or in those areas where its authority is restricted by law. These rights may includes right of management 
· to determine the products to produce 
· to determine the location of production or service facilities 
· to select production equipment and procedures. 
· Union Security Agreements

· Dues Checkoff – Gives the employer the responsibility of withholding union dues from the paychecks of union members who agree to such a deduction.

· “Shop” Agreements – Require employees to join or support the union.

· Closed shop requires employees to join the union before being hired.
· Union shop requires employee membership.

· Agency shop allows voluntary membership; employee must pay union dues and fees.
· Open shop does not require employees to join the union or pay dues.
Administration of the Collective Agreement

· When differences arise between unions and management, they will normally be resolved through the grievance procedure. The typical grievance procedure will consists of several steps. The final step may be arbitration. Arbitrators will rend a final and binding decision to problems not resolved at lower steps. Based on submissions by both parties, the arbitrator must resolve the issue based on four factors: the contents of the collective agreement; the submission agreement, testimony and evidence heard at the hearing, and various arbitration standards developed over time.
· Negotiated Grievance Procedure 

· Grievance procedure is a formal procedure that provides for the union to represent members and non-members in processing a grievance.
· The Grievance Procedure in Action

· Initiating the formal grievance

· Grievance resolution
· Rights Arbitration 

· Rights Arbitration – Arbitration over interpretation of the meaning of contract terms or employee work grievances.

· The Arbitration Process 
· Submission to arbitrate – Statement that describes the issues to be resolved through arbitration.

· The Arbitration Award – Final and binding award issued by arbitrator in a labour-management dispute. 
· The Arbitration Hearing

· The arbitrator declares the hearing open and obtains the submission to arbitrate.

· Parties present opening statements.

· Each side presents its case using witnesses and evidence; witnesses can be cross examined.

· Parties make closing statements.

· Arbitrator closes hearing and designates date and time for rendering the award.

· Four factors arbitrators use to decide cases:

· The wording of the collective agreement (or employment policy in nonunion organizations).

· The submission to arbitrate (statement of problem to be solved) as presented to the arbitrator.

· Testimony and evidence offered during the hearing.

· Arbitration criteria or standards (similar to standards of common law) against which cases are judged.

· Problems with Grievance Arbitration

· Too long

· Cumbersome and costly

· Fear of retaliation

· Unions own the process

· Limited by collective agreement
Chapter 15:
International Human Resource Management 
· A large percentage of the corporations in Canada are engaged in international business. Many of them are multinational corporations (MNCs) and thus have extensive facilities and human resources in foreign countries. The management of MNCs poses special problems. The cultural environment in which MNCs operate is especially important, and managers must be selected carefully and then trained to be effective in a specific environment. Differences that one finds among countries in the performance of HRM functions are reviewed briefly as a background for further study.
Managing Across Borders
· Increasing Importance of Global Human Resource Understanding

· International Mergers and Acquisitions
· Foreign Human Resources

· Global Competition

· Market Access Opportunities

· International corporation – Domestic firm that uses its existing capabilities to move into overseas markets.

· Multinational corporation (MNC) – Firm with independent business units operating in multiple countries.

· Global corporation – Firm that has integrated worldwide operations through a centralized home office.

· Transnational corporation – Firm that attempts to balance local responsiveness and global scale via a network of specialized operating units.
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· How International Companies Affect the World Economy

· Their production and distribution extend beyond national boundaries, making it easier to transfer technology.

· They have direct investments in many countries, affecting the balance of payments.

· They have a political impact that leads to cooperation among countries and to the breaking down of barriers of nationalism.

· How Does the Global Environment Influence Management? – Economic, political legal and cultural factors in other countries influence HR practices, and make some countries more attractive than others for doing business.
· Unified Economies
· Closely partnered nations such as the European Union (EU) have developed into strong competitors.

· Promotes job growth in trading nations.

· Cultural environment

· The communication patterns, religion, values and ideologies, education, and social structure of a host country influence how HR is conducted in that country.
Domestic versus International HRM

· International HRM places greater emphasis on a number of responsibilities and functions such as relocation, orientation, and translation services to help employees adapt to a new and different environment outside their own country.
· Issues in international HRM in helping employees adapt to a new and different environment outside their own country:

· Relocation

· Orientation

· Objective

· Translation services

International Staffing

· Because of the special demands made on managers in international assignments, many factors must be considered in their selection and development. Though hiring host-country nationals or third-country nationals automatically avoids many potential problems, expatriate managers are preferable in some circumstances. The selection of the latter requires careful evaluation of the personal characteristics of the candidate and his or her spouse.
· Expatriates, or Home-country Nationals – Employees from the home country who are on international assignment.

· Host-country Nationals – Employees who are natives of the host country.

· Third-country Nationals – Employees who are natives of a country other than the home country or the host country.

· Three main advantages of Hiring Host-Country Nationals
· Hiring local citizens is generally less costly than relocating expatriates.

· Since local governments usually want good jobs for their citizens, foreign employers may be required to hire locally.

· Most customers want to do business with companies they perceive to be local versus foreign.

· Expatriate Advantages: 1) Talent available within the company, 2) Greater control over managers, 3) Company experience, 4) Mobility, and 5) Development opportunities for managers
· Third Country advantages: 1) Broad experience, 2) International outlook, and 3) Multilingual
· Recruiting Internationally

· Work Permit, or Visa – Government document granting a foreign individual the right to seek employment.

· Guest Workers – Foreign workers invited to perform needed labour.

· Apprenticeships – Vocational training programs in skilled trades.

· Transnational Teams – Teams composed of members of multiple nationalities working on projects that span multiple countries.
· Global manager – A manager equipped to run an international business
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Skills Categories 
· Ability to seize strategic opportunities

· Ability to manage highly decentralized organizations

· Awareness of global issues

· Sensitivity to issues of diversity

· Competence in interpersonal relations

· Skill in building community
· Measured Expatriate Characteristics

· Core Skills – Skills that are considered critical to an employee’s success abroad.

· Augmented Skills – Skills that are helpful in facilitating the efforts of 
expatriate managers.

· Failure rate – Percentage of expatriates who do not perform satisfactorily.

· Causes of Expatriate Assignment Failure: 1) Family adjustment, 2) Lifestyle issues, 3) Work adjustment, 4) Bad selection, 5) Poor performance, 6) Other opportunities arise, 7) Business reasons, and 8) Repatriation issues

· Selecting Global Managers

· Begin with self-selection.

· Create a candidate pool.

· Assess core skills.

· Assess augmented skills and attributes.
· Skills of Expatriate Managers

· CORE SKILLS 
AUGMENTED SKILLS

· Experience 
▪
Technical skills

· Decision making 
▪
Negotiation skills

· Resourcefulness 
▪
Strategic thinking

· Adaptability 
▪
Delegation skills

· Cultural sensitivity 
▪
Change management

· Team building

· Maturity

Comparison of Advantages in Sources of Overseas Managers

Host-Country
Home-Country Nationals
Third-Country

Nationals
(Expatriates) 
Nationals
▪  Less costly 


▪  Talent available within company 
▪  Broad experience
▪  Preferred by host-country 
▪  Greater control 


▪  International 

▪  Intimate knowledge of 

▪  Company experience 

▪  Multilingualism    
environment and culture
▪  Mobility
▪  Language facility 

▪  Experience provided to corporate executives
Training and Development

· Once an individual is selected, and intensive training and development program is essential to qualify that person for the assignment. Wherever possible, development should extend beyond information and orientation training to include sensitivity training and field experiences that will enable the manager to understand cultural differences better. Those in charge of the international program should provide the help needed to protect managers from career development risks, reentry problems, and culture shock.
· Essential training program content to prepare employees for working internationally: 

· Language training

· Cultural training

· Assessing and tracking career development

· Managing personal and family life

· Repatriation

· Culture shock – Perpetual stress experienced by people who settle overseas

· Preparing for an International Assignment – To prepare for an international assignment, one should become acquainted with the following aspects of the host country:

1. Social and business etiquette

2. History and folklore

3. Current affairs, including relations between the host country and Canada

4. Cultural values and priorities

5. Geography, especially its major cities

6. Sources of pride and great achievements of the culture

7. Religion and the role of religion in daily life

8. Political structure and current players

9. Practical matters such as currency, transportation, time zones, hours of business

10. The language

· Training Methods

· Reviewing available information about the host company: books, magazines, video tapes.

· Conversations with host country natives.

· Sensitivity training to become familiar with the customs and overcome prejudices.

· Temporary assignments to encourage shared learning.
· Returning from an Overseas Assignment

· Repatriation – The process of an employee transitioning home from an international assignment.

· Throw a “welcome home” party. 

· Offer counseling to ease the transition.

· Arrange conferences and presentations to make certain that knowledge and skills acquired away from home are identified and disseminated.

· Get feedback from the employee and the family about how well the organization handled the repatriation process.
Compensation

· Compensation systems should support the overall strategic intent of the organization but be customized for local conditions. For expatriates, in particular, compensation plans must provide an incentive to leave Canada; enable maintenance of an equivalent standard of living; facilitate repatriation; provide for the education of children; and make it possible to maintain relationships with family, friends, and business associates.
· Different countries have different norms for employee compensation.

· Financial (money) incentives versus nonfinancial incentives (prestige, independence, and influence)

· Individual rewards versus collectivist concerns for internal equity and personal needs

· General rule: match the rewards to the values of the local culture—create  a pay plan that supports the overall strategic intent of the organization but  provides enough flexibility to customize particular policies and programs to meet the needs of employees in specific locations.

· Forces Driving Global Pay
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· Compensation of Host-Country Employees

· Hourly wages vary dramatically from country to country.

· Pay periods are different.

· Seniority may be an important factor.

· High pay rates can upset local compensation practices.

· Bonuses, profit-sharing, benefits and paid leave may be more extensive and legally required.

· Compensation of Expatriate Managers

· Provide an incentive to leave Canada

· Allow for maintaining a N.A. standard of living

· Provide for security in countries that are politically unstable or present personal dangers

· Include provisions for good healthcare 

· Provide for the education of children

· Consider foreign taxes the employee is likely to have to pay (in addition to domestic taxes) and help with tax forms and filing

· Allow for maintaining relationships with family, friends, and business associates. 

· Facilitate reentry home

· Be in writing
· Expatriate Compensation Systems

· Home-Based Pay – Pay based on an expatriate’s home country’s compensation practices

· Balance-Sheet Approach – A compensation system designed to match the purchasing power in a person’s home country

· Calculate base pay 
· Figure cost-of-living allowance (COLA)

· Add incentive premiums

· Add assistance programs
· Host-Based Pay – Expatriate pay comparable to that earned by employees in a host country to which the expatriate is assigned

· Localization – Adapting pay and other compensation benefits to match that of a particular country

· Other Issues: Adequacy of medical care; Personal security; Education
Performance Appraisal of International Managers

· Although home-country managers frequently have formal responsibility for individuals on foreign assignment, they may not be able to fully understand expatriate experiences because geographical distances pose severe communication problems. Host-country managers may be in the best position to observe day-to-day performance but may be biased by cultural factors and may not have a view of the organization as a whole. To balance the pros and cons of home-country and host-country evaluations, performance evaluations should combine the two sources of appraisal information.
· Who Should Appraise Performance? 
· Home-country evaluations

· Host-country evaluations
The best way to evaluate the performance of an expatriate is multiple sources of raters, BOTH the home country supervisor and the host country peers. 
· Assessing Performance or Adjusting Performance Criteria

· Augmenting job duties
· Different evaluation criteria 
· Individual learning

· Organizational learning

· Providing Feedback

· Providing interview

International Organizations and Labour Relations

· In many European countries-Germany, for one-employee representation is established by law. Organizations typically negotiate the collective agreement with the union at a national level, frequently with government intervention. Since European unions have been in existence longer than their Canadian counterparts, they have more legitimacy and much more political power. In Europe, it is more likely for salaried employees and managers to be unionized.
· International Differences in Unions

· The level at which bargaining takes place (national, industry, or workplace)

· The degree of centralization of union-management relations 

· The scope of bargaining (parties and issues)

· The degree to which government intervenes

· The degree of unionization and union strength.

· Codetermination – Representation of labour on the board of director of a company. 
· HR approaches to labour relations: Hands off, Monitor, Guide and advise, Strategic planning…[image: image19.jpg]
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Job Outcomes


Improved work performance


Increased Internal motivation


Lower absenteeism and turnover





Psychological States


Meaningfulness of the work performed


Responsibility for work outcomes


Knowledge of the results of the work performed.





Job Characteristics


Skill variety
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Autonomy


Feedback
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Organizational growth


Management philosophy








Techniques


Trend analysis


Managerial estimates


Delphi technique








Techniques


Staffing tables


Markov analysis


Skills inventories


Management inventories


Replacement charts


Succession planning











External Considerations


Demographic changes


Education of the workforce


Labour mobility


Government policies


Unemployment rate








FORECASTING SUPPLY





(Shortage) Recruitment


Full-time


Part-time


Recalls








(Surplus) Reductions


Layoffs


Terminations


Demotions


Retirements








Department Head





Research Associate





Section Leader





Senior Scientist





Scientist





Appraisal standards and methods may be subject to negotiation





Labour Relations





Performance appraisal justifies personnel actions





Quality of applicants determines feasible performance standards








Recruitment





Performance appraisal judges effectiveness of recruitment efforts





Compensation can affect appraisal of performance





Compensation �Management





Performance appraisal is a factor in determining pay





Training and development aids achievement of performance standards





Training and Development





Performance appraisal determines training needs





Selection should produce workers best able to meet job requirements








Selection





Performance appraisal validates selection function








Pay rates affect selectivity








Selection





Selection standards affect level of pay required








Pay can motivate training





Training and Development








Increased knowledge leads to higher pay





Training and development may lead to higher pay








Compensation �Management





A basis for determining employee’s rate of pay








Aid or impair recruitment








Recruitment








Supply of applicants affects wage rates











Low pay encourages unionization








Labour Relations








Pay rates determined through negotiation





    INDIVIDUAL


Piecework


Standard hour plan


Bonuses


Merit pay


Lump-sum merit pay


Incentive awards


Sales incentives


Incentives for professional employees


Executive compensation





   GROUP


Team compensation


Scanlon Plan


Rucker Plan


Improshare


Earnings-at-risk plans





   ENTERPRISE


Profit sharing


Stock options


Employee stock ownership plans (ESOPs)





Expatriate Selection Criteria





SOCIAL CONSTRAINTS


Income tax rates, social costs


Laws and regulations


Collective bargaining, worker


participation


Skills, education of workforce





ECONOMIC CONDITIONS


Size of economy


Types of industries, natural resources


Inflation, unemployment


Protectionism vs. open market





PERSONAL PREFERENCES


Attitudes toward risk


Quality of life vs. work


Short- vs. long-term


Competitiveness vs. solidarity





CULTURAL PREFERENCES


Importance of status


Role of individual vs. organization


vs. government


Equality vs. disparity


Achievement vs. relationships
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