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CHAPTER 1

The Strategic Role of Human Resource Management

Human Resource Management

· Managing human capital (knowledge, education, training, skills, expertise) to achieve organizational goals.
HRM Responsibilities 

Operational Responsibilities

· HR professionals hire and maintain employees and then manage employee separations.  This role requires HR to be administrative experts and employee champions.
· Planning
· Recruitment/Selection
· Orientation/Training
· Performance Appraisal and Discipline
· Compensation and Benefits
· Counseling
Strategic Responsibilities

· HR is focused on ensuring that the organization is staffed with the most effective human capital to achieve its strategic goals.  This role requires HR staff to be strategic partners and change agents.
· Superior customer service
· Lowering labour costs
· Putting a premium on employee engagement
External Environmental Influences on HRM

· Economic conditions
· Employment levels
· Productivity levels
· Growth of the service sector
· Labour market issues
· Increasing diversity (disabilities, generational differences, women in the workforce)
· Traditionalists (born before 1946) quiet, loyal, and self-sacrificing
· Baby Boomers (1946-1964) career-focused, workaholics, driven to succeed, now approaching age of retirement
· Sandwich Generation; responsibility for young dependents as well as caring for elderly relatives
· Generation X (1965-1980) first tech generation
· Generation Y (1980- Present) techno savvy, diverse, eager to make contribution, impatient and action oriented, emphasis on CSR and environment
· Demographic issue; old-young age gap, functionally illiterate
· NonStandard/Contingent workers; halftime, part-time, temporary, at home workers
· Technology
· Staying connected with video conferencing
· Work and family clash
· Government
· Globalization: HR professionals need to be familiar with employment legislation in other countries and to manage ethical dilemmas when labour standards are lower than Canada
· Environment Concerns
Internal Environmental Influences

· Organizational culture
· HR responsibilities play an important role in creating and maintaing the type of organizational culture desired
· Organizational climate
· HR professionals play a key role in helping managers throughout the firm to establish and maintain a positive organizational climate
· Employee empowerment
Brief History of HRM

· Scientific Management (early 1900)
· “Scientifically” analyzing manufacturing processes to reduce costs and pay based on performance levels
· HRM played a minor role (personnel admin) more focused on productivity less on people
· Concern for production
· Human Relations Movement (1920-1950)
· Management philosophy based on beliefs that attitudes and feelings of workers are more important
· Concern for people
· Increase in unionization; new focus on employee relations, orientation, performance appraisal
· Human Resources Movement (1960-Today)
· Management philosophy placing emphasis on the concern of people and productivity
Growing Professionalism in HMR

· Now - HR as a strategic partner
· Leveraging human capital to compete in todays global marketplace
· Increased professionalism in HRM
· Common body of knowledge
· Canadian Council of Human Resources Associations (CCHRA)
· Certification of members Canadian Human Resources Professional (CHRP) similar to a CA in accounting
· 7 functional dimensions: Professional practice, Organizational effectiveness, Staffing, Employee and labour relations, Total compensations, Organizational learning, training and development, Occupational health, safety, and wellness
· Self-Regulation
· Ethics
· CCHRA Code of Ethics
· Social responsibility
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CHAPTER 2

The Changing Legal Emphasis: From Compliance to Valuing Diversity

Importance of Understanding the Legal Environment

· Doing the right thing
· Limiting potential liability
· Underlining shared responsibility
Legal Framework for Employment Law in Canada

· Provincial/Territorial employment laws govern 90% of canadian workers
· Federal laws govern 10% of workers - the federal civil service, crown corp and agencies, transportation, banking and communications
· Constitutional law
· Charter of rights and freedoms
· Legislative acts of parliament
· Laws that regulate some areas of human resources (income tax act)
· Regulations (for legislated acts)
· Rules to aid the interpretation of laws - Regulatory bodies such as the human rights commissions
· Common Law
· Judicial precedents
· Contract Law
· Collective agreements/employment contracts
Employment/Labour Standards Legislation

· Laws present in every Canadian jurisdiction that establishes minimum employee entitlements pertaining to: wages, paid holidays and vacation, maternity, parenting and adoption leaves, bereavement and compassionate care leave, termination notice and overtime pay
· Also set limit on maximum number of work hours permitted per day or week; overtime pay is required for any work in excess of maximum
· Principle of equal pay for equal work: cannot pay male and female workers differently if performing the same work
Legislation Protecting Human Rights

· Charter of Rights and Freedoms
· Federal law enacted in 1982 that guarantees fundamental freedoms to all Canadians
· Freedom of concise and religion. Freedom of thought, belief, opinion and expression, including freedom of the press and other media of communication. Freedom of peaceful assembly.  Freedom of association
· Section 15 guarantees the right to: equal protection and equal benefit of the law without discrimination, and in particular, without discrimination based on race, national or ethnic origin, color, religion, sex, age, mental or physical disability
· The Charter applies to all levels of government
· Human Rights Legislation
· Prohibits intentional and unintentional discrimination in its polices pertaining to all aspects, terms and conditions of employment
· Prohibited grounds: race, color, religion, sex, martial status, age, physical/mental disability, and sexual orientation
· Discrimination
· Distinction, exclusion or preference based on a prohibited ground which nullifies or impairs a person’s rights to full and equal recognition and exercise of human rights and freedoms
· Broad application
· All provinces and territories have legislation which prohibits discrimination on a number of grounds
· Intentional Discrimination
· Deliberate use of race, religion or other prohibited criteria in employment decisions
· An employer cannot discriminate directly by deliberately refusing to hire, train, or promote an individual on any of the prohibited grounds
· An employer is also prohibited from intentional discrimination in the form of differential or unequal treatment (only making women show their lifting skills in a factory)
· Illegal for an employer to engage in intentional discrimination indirectly through another party
· Discrimination because of association, denial of rights because of friendship or other relationship with a protected group member
· Unintentional (Systemic)
· Employment criteria that have the effect of discriminating on prohibited grounds but are not used with the intent to discriminated
· Requirements for Reasonable Accommodation
· Adjustment in job content and working conditions that an employer may be expected to make in order to accommodate so that no individual is prevented from doing his or her job on the basis of prohibited grounds for discrimination
· Human rights legislation mandates employers must accommodate to the point of ‘undue hardship’
· Undue hardship refers to the point where the financial cost or health and safety risks make accommodation impossible
· Accommodations of employees with “invisible” disabilities such as chronic fatigue syndrome and mental illness is becoming more common
· Permissible Discrimination
· Bona Fide Occupational Requirement (BFOR)
· A justified business reason for discriminating against a member of a protected class based on business necessity, such as the requirement for the safe and efficient operation of the organization (blind guy applying for a truck driver job)
· Harassment
· Unwelcome behavior that demeans, humiliates, or embarrasses a person and a reasonable person should have known would be unwelcome
· Psychological form of harassment is bullying, which involves repeated and deliberate incidents of negative behavior that cumulatively undermine a persons self image
· Supreme Court has made it clear that protecting employees from harassment is part of an Employer’s responsibility to provide a safe and healthy working environment
· Sexual Harassment
· Unwelcome sexual advances, requests for sexual favors, and other physical and verbal contact of a sexual nature when it affects the terms of employment under one or more of the following conditions: such an activity is a condition of employment consequences such as promotion, dismissal, or salary increases; such an activity creates a hostile working environment
· Sexual coercion involves harassment of a sexual nature that results in some direct consequence to the workers employment status or some gain/loss of tangible job benefit (supervisor using control over pay, performance, or promotion for sexual favors, if the worker agrees they get benefits, if not they lose benefits)
· Sexual annoyance is sexually related conduct that is hostile, intimidating, or offensive to the employee but has no direct link to tangible job benefits or loss thereof
· Harassment policies
1. Anti-harassment policy statement, stating the organization’s commitment to a safe and respectful work environment and specifying that harassment is agains the law
2. Information for victims
3. Employees’ rights and responsibilities 
4. Employer’s and managers’ responsibilities
5. Anti-harassment policy procedures
6. Penalties for retaliation against a complainant
7. Guidelines for appeals
8. Other options such as union grievance procedures and human rights complaints
9. How the policy will be monitored and adjusted
Employment Equity Legislation

· Federal Employment Equity Act
· Based on Charter of Rights and Freedoms
· More proactive approach needed
· Protects women, visible minorities, persons with disabilities, Aboriginal peoples
· Nullifies occupational segregation (jobs being associated with sex ex:female and nurses)
· Breaks the glass ceiling caused by attitudinal or organizational bias which limits the advancement opportunities of qualified individuals
· Designated groups are women, visible minorities, persons with disabilities, Aboriginal peoples
· Lower pay
· Occupational segregation
· Glass ceiling
· Higher rates of unemployment
· Underemployment (not taking full advantage of a persons Knowledge, Skills and Abilities, KSA for short)
· Legislation to Address Employment Barriers
· Employment equity legislation is focused on bringing the four traditional disadvantaged groups identified above into the mainstream of Canada’s labour force
· Employment equity legislation is intended to remove employment barriers and promote equality for the members of the four designated groups
· Employment Equity Programs
· Detailed plan designed to identify and correct existing discrimination, redress past discrimination, and achieve a balanced representation of designated group members in the organization
· 6 step plan
1. Senior management commitment and support - a written policy endorsed by senior management and distributed to every employee
2. Data collection and analysis - the development of an internal workforce profile is necessary in order to compare internal representation with external workforce availability data, set reasonable goals, and measure progress.  Utilization analysis: the comparison of the internal workforce represented with external workforce availability 
3. Employment Systems Review - A thorough examination of corporate policies and procedures, collective agreements, and informal practices to determine their impact on designated group members so that existing international or systemic barriers can be eliminated
4. Plan Development 
· Positive Measures - designed to accelerate the entry, development, and promotion of designated group members, aimed at overcoming the residual effects of past discrimination
· Accommodation Measures - strategies to assist designated group members such as upgrading facilities for disabled employees
· Supportive Measures - strategies that enable all employees to achieve better work/life balance such as flexible work schedules to allow time for other activities 
· Reverse Discrimination - giving preference to a designated group to the extent that non members feel discriminated 
5. Implementation
6. Monitoring, Evaluating, and Revising
Diversity Management

· A set of activities designed to integrate all employees in multicultural workforce and use their diversity to enhance organizations effectiveness
· Broader/more inclusive than employment equity
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CHAPTER 3

Human Resource Management and Technology

The Strategic Importance of Technology in HRM

· HR technology is any technology that is used to attract, hire, retain, and maintain talent, support workforce administration, and optimize workforce management
· A strong relationship between HR and tech will enable HR to achieve 3 key objectives
1. Strategic alignment with the business objectives
2. Business intelligence by providing users with relevant data
3. Effectiveness and efficiency by changing how HR works is performed by reducing lead times, costs, and service levels
The Impact of Tech on the Role of HR

· Three major impacts are
1. Decreased transactional activities - reducing administrative and compliance activities thought automation
2. Increased client/customer focus
3. Increased delivery of strategic services
Human Resource Information Systems (HRIS)

· An integrated system used to gather, store, and analyze information regarding an organizations human resources
· Data is available in a data warehouse which is a specialized type of database that is optimized for reporting and analyzing and is the raw material for managers’ decision support
· HRIS is the composite of databases, computer applications, hardware, and software necessary to collect, record, store, manage, deliver, manipulate, and present data regarding HR
· Major components of an HRIS
· HR administration - contains information about employees (sex, age, etc)
· Recruitment and applicant tracking
· Time and attendance - vacation time, work time, absent time
· Training and development/knowledge management - information about an employee’s skills, training courses and development activities undertaken
· Pension administration
· Employment equity information
· Performance evaluation
· Compensation and benefits admin.
· Organization management - structure of organization and description of each job
· Health and safety
· Labour relations - union, seniority
· Payroll interface
· Key functions of HRIS
· Record and maintain employee records
· Legal compliance
· Forecasting and planing HR requirements
· Talent management/knowledge management
· Strategic alignment
· Enhancing decision making - by using metrics (workforce analytics)
Selecting and Implementing a HRIS

· Enterprise wide or enterprise resource planning system (ERP) - a system that supports cross-functional requirements than span throughout multiple departments
· Stand-alone system -  a self-contained system that does not rely on other systems to operate
· Three step process to chose a HRIS system
1. Adoption phase
2. Implementation phase
3. Integration phase
Electronic HR

· e-HR enables HR professionals to integrate an organization’s HR strategies, processes, and human capital to improve overall HR service delivery
· Self-Service Trends
· Employee Self-Service (ESS)
· Enables employees to access and manage their personal information directly on a 24/7 basis without going through HR or their managers
· Interactive voice response (IVR) - telephone technology in which a touche-tone telephone is used to interact with a database to acquire information from or enter data into the database
· Management Self-Service (MSS)
· Enables managers to access information about employees who report to them and to process HR related paperwork that pertains to their staff
· Major benefit of MSS is that it provides managers with ready access to information that is useful both to themselves and to their employees without having to go through a third party
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CHAPTER 4

Designing and Analyzing Jobs

Organizing Work for Strategic Success

· Organization Structure - refers to the formal relationship among jobs in an organization. An organization chart is used to depict this structure
· 3 types of structures
1. Bureaucratic
· Top-down management approach
· Many levels, an hierarchical communication channels and career paths
· Highly specialized jobs with narrowly defined job descriptions
· Focus on independent performance
2. Flat
· Decentralized management approach
· Few levels and multidirectional communication
· Broadly defined jobs, with general job descriptions
· Emphasis on teams and product development
3. Matrix
· Each job has two components: functional and product
· Finance personnel for product B are responsible to both the finance executive and the produce B executive
Job Design

· The process of systematically organizing work into tasks required to perform a specific job
· Job - group of related activities and duties, held by a single employee or a number of incumbents
· Position - the collection of tasks and responsibilities performed by one person
· Job Specialization (Industrial Engineering)
· Work simplification - based on the premise that work can be broken down into clearly defined, highly specialized, repetitive tasks to maximize efficiency.  High level managers are assigned administrative work, while lower level employees are given narrowly defined tasks
· Industrial engineering - a field of study which is concerned with analyzing work methods and establish time standards to improve efficiency
· Behavioral Aspect of Job Design
· Job enlargement (horizontal loading) - involves assigning workers additional tasks at the same level of responsibility to increase the number of tasks they have to perform
· Job rotation - Technique used to relieve monotony and employee boredom, it involves systematically moving employees from one job to another
· Job enrichment (vertical loading) - Defined as any effort that makes an employee’s job more rewarding or satisfying by adding more meaningful tasks and duties
· Team based job designs
· Ergonomic Aspect of Job Design
· Ergonomics - seeks to integrate and accommodate the physical needs of workers into the design of jobs
· Aims to adapt the job system (environment, work, machines, equipment and processes) to match human characteristics, this results in minimizing product defects, damage to equipment, and worker injuries or illness caused by poor work design
· Increasing Job Flexibility
Job Analysis

· Procedure for determining tasks, duties and responsibilities of each job and the human attributes (knowledge, skills, abilities) required to perform it
Methods of Collecting Job Analysis Information

· Qualitative (Advantages and Disadvantages on page 97)
· Interviews - most widely used method for determining the duties and responsibilities of a job. 3 types: individual interviews, group interviews, and supervisory interviews
· Questionnaires
· Observation
· Participant Diary/Log - each employee records every activity in which they are involved (along with the time spent) in a log
· Quantitative method
· Position Analysis Questionnaire (PAQ)
· Very structured job analysis questionnaire which contains 194 items measuring six dimensions 
· (1) Information input (2) Mental Process (3) Work output (4) Relationships with others (5) Job context (physical and social environment) (6) Other job characteristics (pace and structure)
· Functional Job Analysis (FJA)
· FJA rates the job on responsibilities for data, people, and things from simple to complex. This technique also identifies performance standards and training requirements.
· National Occupational Classification (NOC)
· Reference tool for writing job descriptions and job specifications, complied by the federal government, it contains comprehensive, standardized description of about 30,000 occupations (a collection of jobs that share some or all of a set of main duties) and the requirements for each
· NOC classifies occupations into Major Groups based on two key dimensions, skill level and skill type. Major Groups are identified by two digits, and then broken down into Minor Groups with a third digit, and then Unit Groups which adds a fourth digit
Writing Job Descriptions and Job Specifications

· Job Description
· A list of the duties, responsibilities, reporting, relationships, and working conditions of a job
· A written statement of what the jobholder actually does, how they do it, and under what conditions the job is performed
· No format but main points are : job identification, job summary, relationships, duties and responsibilities, authority of incumbent, performance standards, and working conditions
· Job Specification
· A list of the “human requirements” (KSA’s) needed to perform the job
· Competency Based Job Analysis
· Describing a job in terms of the measurable, observable behavioral competencies an employee must exhibit to do a job well
· Answers the question: “To perform this job competently, the employee should be able to...”
· Traditional job analysis focuses on “what” is accomplished, competency based focuses more on “how” the worker meets the job’s objectives or actually accomplishes the work
· Three reasons to use competency analysis
1. Traditional job descriptions (with their lists of specific duties) may actually backfire if a high-performance work systems is your goal.  Can be too inflexible and hamper innovation and creativity - “thats not my in job description”
2. Describing the job in terms of the skills, knowledge, and competencies the worker needs is more strategic
3. Measurable skills, knowledge, and competencies support the employers performance management process
· Example: the job’s required competencies may include general or core competencies (reading, writing, mathematical reasoning), leadership competencies (leadership, strategic thinking, teacher others) and technical/task/functional competencies (focus on the specific technical competencies required for specific types of jobs and/or occupations)
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CHAPTER 5

Human Resources Planning

HR Planning (HRP)

· The process of forecasting future HR needs to ensure that the organization will have the required number and type of employees to meet its strategic objectives
· Involves 3 main steps
1. Forecasting future human resources needs (demand for labour)
2. Forecasting the availability of internal and external candidates (labour supply)
3. Planning and implementing HR programs to balance supply and demand
Step 1: Forecasting Future HR Needs (Demand)

· Quantitative Approaches
· Trend Analysis - the study of a firm’s past employment levels over a period of years to predict future needs
· Ratio Analysis - a forecasting technique for determining future staff needs by using rations between some casual factor (such as sales volume) and the number of employees needed
· Scatter Plot - a graphical method used to help identify the relationship between two variables, for example a measure of business between activity and staffing levels
· Regression Analysis - a statistical technique involving the use of a mathematical formula to project future demands based on an established relationships between an organization’s employment level (depend variable) and some measurable factor of output (independent variable)
· Qualitative Approaches
· Nominal Group Technique - a decision-making technique that involves a group of experts meeting face to face. Steps include idea generation, clarification and open discussion, and private assessment
· The advantages of this technique included involvement of key decision makers, a future focus and the fact that the group discussion involved in the third step can facilitate the exchange of ideas and greater acceptance of results
· Drawbacks include subjectivity and the potential for group pressure to lead to less accurate assessment that could be obtained through other means
· Delphi Technique - a judgmental forecasting method used to arrive at a group decision, typically involving outside experts as well as organizational employees. Ideas are exchanged without face-to-face interaction and feedback is provided and used to fine-tune independent judgments until a consensus is reached
· Advantages include involvement of key decision makers and a future focus; however, the Delphi technique permits the group to critically evaluate a wider range of views
· Drawbacks include the fact that judgements may not efficiently use objective data, the time and costs involved, and the potential difficulty in integrating diverse opinions
· Managerial Judgement
· Staffing Table - a pictorial representation of all jobs within the organization, along with the number of current incumbents and future employment requirements
Step 2: Forecasting the Availability of Internal and External Candidates (Supply)

· Forecasting the Supply of Internal Candidates
· Markov Analysis - a method of forecasting internal labour supply that involves tracking the pattern of employee movements through various jobs and developing a transitional probability matrix
· Skills Inventories & Management Inventories - document all skills and abilities of employees
· SI - manual or computerized records summarizing employees’ education, experience, interests, skills, and so on, which are used to identify internal candidates eligible for transfer and/or promotion
· MI - records summarizing the qualifications, interests, and skills of management employees, along with the number and types of employees supervised, duties of such employees, total budget managed, previous managerial duties and responsibilities, and managerial training received 
· Replacement Charts and Replacement Summaries
· RC - visual representations of who will replace whom in the event of a job opening, Likely internal candidates are listed, along with their age, present performance rating, and promotability status
· RS - lists of likely replacements for each position and their relative strengths and weaknesses, as well as information about current position, performance, promotability, age, and experience
· Succession planning - the process of ensuring a suitable supply of successors for current and future senior or key jobs so that the careers of individuals can be effectively planned and managed
· Forecasting the Supply of External Candidates (Supply)
· To project the supply of outside candidates, employers asses
· General economic conditions
· National labour market conditions
· Local labour market conditions
· Occupational market conditions
Step 3: Planning and Implementing HR Programs to Balance Supply and Demand

· Labour Surplus
· A labour surplus exists when the internal supply of employees exceeds the organization’s demand. Employers may respond to labour surplus with with:
· Hiring freeze - openings are filled by reassigning current employees, and no outsiders are hired
· Early retirement buyout programs - strategies used to accelerate attrition that involve offering attractive buyout packages or the opportunity to retire on full pension with an attractive benefits package
· Job sharing - a strategy that involves dividing the duties of a single position between two or more employees. Layoffs can be avoided, since they are still employed and they may enjoy having more free time at their disposal
· Work sharing - employees work there or four days a week and receive EI (employment insurance) benefits for their non-workdays(s)
· Reduced work week - employees work fewer hours and receive less pay. The organization retains a skilled workforce, lessens the financial and emotional impact of full layoff, and reduces productions costs
· Layoff - temporary withdrawal of employment to workers for economic or business reasons
· Supplemental unemployment benefits (SUBs) - a top-up of EI benefits to bring income levels closer to what an employee would receive if on the job
· Termination - permanent separation form the organization for any reason
· Severance package - a lump-sum payment, continuation of benefits for a specific period of time, and other benefits that are provided to employees who are being terminated
· Survivor sickness - a range of negative emotions experienced by employees remaining after a major restructuring initiative, which can include feelings of betrayal or violation, guilt, and detachment, and can result in stress symptoms including depressions, increased errors, and reduced performance
· Labour Shortage
· A labour shortage exists when the internal supply of human resources cannot meet the organization’s needs. Employers may respond with:
· Scheduling overtime work hours
· Hire temporary employees
· Transferring employees from one job to another that is relatively equal in pay, responsibility, and/or organization level
· Promotion an employee from one job to another that is higher in pay, responsibility and/or organizational level
Strategies to deal with Canada’s labour shortage

· Increase the workforce participation of older canadian
· Increase the number of designated group members (Aboriginal, visible minorities, women, disabled)
· Offer flexible work arrangements
· Flextime - a plan whereby employees build their workday around a core of midday hours
· Telecommuting - employees work at home, or on the go with their smart phones. Reduces travel time, permits employees to work anywhere and whenever they are most productive
· Compressed work week - an arrangement that most commonly allows employees to work four ten-hour days a week instead of the usually five eight-hour days 
· Flex year - a work arrangement under which employees can chose the number of hours they want to work each month over the next year
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CHAPTER 6

Recruitment

The Strategic Importance of Recruitment

· Recruitment is the process of searching out and attracting qualified job applicants. It begins with the identification of a position that requires staffing and is completed when resumes and/or completed applications forms are received from an adequate number of applicants
· A recruiter is a specialist in recruitment, whose job is to find and attract capable candidates
· Employer Branding
· Employer branding is the image or impression of an organization as an employer based on the perceived benefits of being employed by the organization. It is the experience of an employee when working for a company, based on feelings, emotions, senses, realities, and benefits.
· Involves three steps
1. Define the target audience, where to find them, and what they want from an employer
2. Develop the employee value proposition, the specific reasons why the organization is a unique place to work and a more attractive employer for the target audience compared to other organizations.
3. Communicate the brand by incorporating the value proposition into all recruitments efforts
Recruitment Process

· Identify Job Openings → Specify Job Requirements → Select Methods of Recruitment → Generate Pool of Qualified Applicants
· A recruiter must be aware of constraints affecting the recruitment process in order to be successful in his or her job. Constraints arise from organizational policies, such as promote-from-within policies, compensation policies, and current labour shortage
Recruiting Within the Organization (internal recruitment)

· Filling open positions with inside candidates has several advantages. Firstly, employees see that competence is rewarded, thus enhancing their commitment, morale, and performance. Also inside candidates require less orientation than outsiders do
· There are drawbacks, employees who apply for jobs and don’t get them may become disconnected. Managers may be required to post all job openings and interview all inside candidates even, when they already know whom they want to hire, thus wasting considerable time and creating false hope on the part of those employees not genuinely being considered. There is also a possibility of inbreeding
· Advantages
· Provides every qualified employee with a chance for a transfer or promotion
· Reduces the likelihood of special deals and favoritism
· Demonstrates the organization’s commitment to career growth and development
· Communicates to employees the organization’s policies and guidelines regarding promotions and transfers
· Provides equal opportunity to all qualified employees
· Disadvantages
· Unsuccessful job candidates may become demotivated, demoralized, disconnected, and unhappy if feedback is not communicated in a timely and sensitive manner
· Tensions may rise if it appears that a qualified internal candidate was passed over for an equally qualified or less qualified external candidate
· The decision about which candidate to select may be more difficult if there are two or more equally qualified candidates
· Methods include job posting (the process of notifying current employees about vacant positions), human resources records and skills inventories
Recruiting Outside the Organization (external recruitment)

· Advantages
· The generation of a larger more diverse pool of qualified candidates, which may have a positive impact on the quality of the selection decision
· The availability of a more diverse applicant pool, which can assist in meeting employment equity goals and timetables
· The acquisition of skills or knowledge not currently available within the organization and/or new ideas and creative problem-solving techniques
· The elimination of rivalry and competition caused by employees jockeying for transfer and promotions, which can hinder interpersonal and interdepartmental cooperation
· The potential cost savings resulting from hiring individuals who already have the skill, rather than providing extensive training
· Planning External Recruitment
· Type of job - affects recruitment method chosen
· Time lapse data - time from start of recruitment to new employee starting work
· Yield Ratios - percentage of applicants that proceed to next stage of the selection process
· External Recruitment Methods
· Online recruitment
· Internet job boards - online job boards are fast, easy, and convenient and allow recruiters to search for candidates for positions in two ways. First, for a fee, companies can post a job opening online and customize it by using corporate logos and adding details about the company benefits and culture. Second, job seekers can post their resumes on job boards, and firms can search databases
· Corporate websites - career pages provide a single platform from recruitment that promotes the employer brand, educates the applicant about the company, captures data about the applicant, and provides an important link to job boards where a company position may be advertised
· Social networking 
· advantages of using social networking for recruitment processes is the opportunity to connect with millions of users at little or no cost. One disadvantage is the possibility of unhappy employees or customers posting negative comments on the site
· Print advertising 
· Two types of print advertisement
· Want ad - a recruitment ad describing the job and its specifications, the compensation package, and the hiring employer. The address to which applications and/or resumes should be submitted is also provided
· Blind ad - a recruitment ad in which the identity and address of the employers not given
· To achieve optimum results from an advertisement use AIDA:
· Attention - the ad should create attention
· Interest - the ad should develop interest in the job
· Desire - the ad should create a desire for the job
· Action - the ad should instigate action
· Private employment agencies
· Employment agencies serve two basic functions (1) expanding the applicant pool and (2) performing preliminary interviewing and screening
· Executive search firms
· used to fill critical positions in a firm, usually middle to senior executive level professionals
· Walk-ins and write-ins
· Employee referrals
· beware of nepotism, a preference for hiring relatives of current employees
· Former employees
· Educational institutions
· Co-operative programs
· Summer internship programs
· Human Resources and Skills Development Canada (HRSDC)
· Professional and trade associations
· Labour organizations
· Military personnel (military reservists)
· Open house and job fairs
· Recruiting Non-Permanent Staff
· Three sources of non-permeant staffing
· Temporary help agencies - specialize in providing temporary workers to cover for employees who are ill, on vacation, or on leave of absence. Firms also use temporary employees to handle seasonal work, peak workloads, and special projects for which no current employees have the time and/or expertise
· Three major benefits
· Cost less than permanent employees
· If a temp performs poorly, a substitute can be requested immediately
· Individuals who work as temps are seeking full time employment and are therefore highly motivated 
· Contract workers
· Employee leasing
Recruiting a More Diverse Workforce

· Attracting older workers - these workers typically have high job satisfaction, strong sense of loyalty and organization commitment, a strong work ethic, good people skills, and willingness to work in a variety of roles, including part time
· Attracting younger employees - these young workers bring energy, enthusiasm, and physical strength to their positions
· Recruiting designated group members
Developing and Using Application Forms

· An application form provides an efficient means of collecting verifiable historical data from each candidate in a standardized format; it usually includes information about education, prior to work history, and other job-related skills
· Application forms cannot ask questions that would directly or indirectly classify candidates on the basis of any of the prohibited grounds under humans right legislation
· Using application forums to predicting job performance
· Weighted Application Blank (WAB) - a job application form on which applicant responses have been weighted based on their statistical relationship to measures of success
· Biographical Information Blank (BIB) - a detailed job application form requesting biographical data found to be predictive of success on the job, pertaining to background experiences, and preferences. As with a WAB, responses are scored
CHAPTER 7

Selection

The Strategic Importance of Employee Selection

· Selection - the process of choosing among individuals who have been recruited to fill existing or projected job openings
· Important because
· Quality of human resources determines organizational performance
· High cost of inappropriate selection decisions
· Significant legal implications
· Supply Challenges
· Selection rate - the ratio of the number of applicants hired to the total number of applicants
· Number of applications hired (divided by) total number of applicants = selection ration
· The Selection Process
· Multiple-hurdle strategy - an approach to selection involving a series of successive steps or hurdles. Only candidates clearing the hurdle are permitted to move on to the next step
· 6 steps
1. Preliminary application screening
2. Selection testing
3. Selection interview
4. Background investigation/reference checking
5. Supervisory interview and realistic job preview
6. Hiring decision and candidate notification
Step 1: Preliminary Applicant Screening

· Application forms and resumes are reviewed, and those candidates not meeting the essential selection criteria are eliminated first 
· Use of technology is becoming increasingly popular to improve the initial screening process
 Step 2: Selection testing

· Importance of Reliability and Validity
· Reliability - the degree to which interviews, tests, and other selection procedures yield comparable data over time; in other words, the degree of dependability, consistency, or stability of the measures used
· Reliability also refers to the extent to which two or more methods yield the same results or are consistent. It also means the extent to which there is agreement between two or more raters
· Validity - the accuracy with which a predictor measures what is intended to measure
· Differential validity - confirmation that the selection tool accurately predicts the performance of all possible employee subgroups, including white males, women, visible minorities, persons with disabilities, and aboriginal people
· Three different type of validity
· Criterion-related validity - the extent to which a selection tool predicts or significantly correlates with important elements of behavior
· Content validity - the extent to which a selection instrument, such as a test, adequately samples the knowledge and skills to perform the job
· Construct validity - the extent to which a selection tool measures a theoretical construct or trait deemed necessary to perform the job successfully (intelligence, verbal skill, analytical ability, and leadership)
· Test of Cognitive Abilities
· Intelligent (IQ) tests - tests that measure general intellectual abilities, such as verbal comprehension, inductive reasoning, memory numerical ability, speed of perception, spatial simulation, and word fluency
· Emotional intelligent (EI) tests - tests that measure ability to monitor one’s own emotions and the emotions of other and to use that knowledge to judge thoughts and actions
· Aptitude tests - tests that measure an individuals’s aptitude or potential, provided he or she is given proper training
· Test of Motor and Physical Abilities
· Motor ability are abilities such as finger dexterity, manual dexterity, speed of arm movement, and reaction time
· Functional abilities evaluation (FAE) - measures a whole series of physical activities, used for positions that have hight physical demands (firefighters, police)
· Measuring Personality and Interest
· Personality test - instruments used to measure basic aspects of personality, such as introversion, stability, motivation, neurotic tendency, self-confidence, self-sufficiency, and sociability
· Interest inventories - tests that compare a candidate’s interests with those people in various occupations
· Achievement Tests - tests used to measure knowledge and/or proficiency acquired through education, training, or experience
· Work Sampling - focuses on measuring job performance directly and thus are among the best predictors of job performance
· Management Assessment Centers - a strategy used to assess candidates’ management potential that uses a combination of realistic exercises, management games, objective testing, presentations, and interviews
· Situational Testing - tests in which candidates are presented with hypothetical situations representative of the job for which they are applying and are evaluated on their responses
· Micro-assessments - a series of verbal, paper-based, or computer-based questions and exercises that a candidate is required to complete, covering the range of activities required on the job for which they are applying
· Physical Examination and Substance Abuse Testing
Step 3: The Selection Interview

· Selection Interview - a procedure designed to predict future job performance on the basis of applicant’s oral responses to oral inquires 
· Interview objectives:
· asses applicants qualifications
· observe applicant behavior
· communicate information about job
· promote organization
· determine how well applicant would fit in
· Applicant objective
· present positive image, sell skills and attributes
· gather information on job and organization
· Types of Interviews
· Structure of interview
· Unstructured - conversation style interview. The interviewer pursues points of interest as they come up in response to questions. Unstructured have low reliability and validity
· Structured - an interview following a set sequence of questions. Such interviews are high in validity and reliability. However, a totally structured interview does not provide the flexibility to pursue points of interest as they develop, which may result in an interview that seems quite mechanical to all concerned
· Mixed (semi-structured) - an interview format that combines the structured and unstructured techniques. It involves a combination of preset, structured questions based on the job description and specification, and a series of preset candidate-specific, job-related questions based on information provided on the application form
· Content of interview
· Situational - series of job-related questions that focus on how the candidate would behave in a given situation
· Behavioral or behavior description - a series of job-related questions that focus on relevant past job-related behaviors
· Administering the interview
· One-on-one or by a panel of interviews
· Sequentially or all at once
· Face-to-face or using videoconferencing
· Interviewing and the Law
· Interviews must comply with human rights act
· Treat all interviewees in the same manner
· Interviewers should not cut interviews short based on an ideal candidate
· Focus on the job description and job specification when designing interview questions
· Common Interviewing Mistakes
· Poor Planning - lack of planning often leads to a relatively unstructured interview, in which whatever comes up is discussed
· Snap Judgements - interviewers tend to jump to conclusions during the first few minutes of the interview or even before the interview begins
· Negative Emphasis - interviewer is more influenced by unfavorable than favorable information about the candidate
· Halo Effect - a positive initial impression that distorts an interview's rating of a candidate because of subsequent information is judged with a positive bias 
· Poor Knowledge of the Job
· Contrast Error - an error of judgement on the part of the interviewer because of interviewing one of more very good or very bad candidates just before the interview in question 
· Influence of Nonverbal Behavior
· Telegraphing - interviewers help the applicants to respond correctly to their questions by telegraphing the expected answer
· Too Much/Too Little Talking - 30/70 rule: candidate speaks 70 percent of the time, and restricts the interviewer speaking to just 30 percent of the time
· Similar-To-Me Bias
· Designing an Effective Interview
· First step is to decide who will be involved in the selection process and to develop selection criteria
· Second step is to specify the musts and wants and weight the wants
· Must criteria - example: specific level of education and a minimum amount of prior related work
· Want criteria - skills and abilities that cannot be screened on paper or are not measurable
· Third step is to determine assessment strategies to develop an evaluation form
· Fourth step is to develop interview questions to be asked of all candidates
· Fifth step is to develop candidate-specific questions
· Conducting an Effective Interview
· Planning the interview
· Establishing report
· Asking questions
· taking notes increases the validity of the interview process, it (1) reduces the likelihood of forgetting job-relevant information, (2) reduces the likelihood of making snap-judgments and helps to prevent halo effect, negative emphasis, and candidate-errors, and (3) helps to ensure that all candidates are assessed on the same criteria
· Closing the interview
· Evaluating the candidate
Step 4: Background Investigation/Reference Checking

· Background investigation and reference checking are used to verify the accuracy of the information provided by candidates on their application forms and resumes
· Information needs to be verified (criminal record, verification of educational qualifications, verification of last five years employment, checks of performance-related references from past supervisors)
· Need to obtain written permission from the applicant
· Avoid potential lawsuits 
Step 5: Supervisory Interview and Realistic Job Preview

· The supervisor is best qualified to assess job knowledge and skills
· can answer job specific questions
· must feel comfortable with the new hire
· can assess fit with current team members
· Realist Job Preview (RJP) - a strategy used to provide applicants with realistic information about the job demands, the organization’s expectations, and the work environment
Step 6: Hiring Decision and Candidate Notification

· Combine information from all selection techniques
· immediate supervisor usually makes final hiring decision
· The validity and reliability of the judgements can be improved by using tests that are objectively scored and by devising a candidate-rating sheet based on the weighted want criteria
· The offer is verbal, followed up by written offer, with conditional acceptance upon reference and background check 
· Statistical strategy - a more objective technique used to determine whom the job should be offered; involves identifying the most valid predictors and weighted them thought statical methods, such as multiple regression
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CHAPTER 8

Orientation & Training

Orienting Employees

· Purpose of Orientation Programs
· Employee orientation - a procedure for providing new employees with basic background information about the firm and the job
· Socialization - the ongoing process of instilling in all employees the prevailing attitudes, standards, values, and patterns of behavior that are expected by the organization
· Orientation helps to reduce the new employee’s first-day jitters and reality shock
· In the long term, orientation programs can lead to reduction in turnover, increased morale, fewer instances of corrective disciplines, and fewer employees grievances. It can also reduce the number of workplace injuries, particularly for young workers
· Benefits of and Problems with Orientation
· Benefits
· Better job performance
· Reduced turnover
· Less disciplinary acton
· Fewer grievances
· Reduced number of workplace injuries
· Problems
· Too much information in a short time
· Too many forms to fill out
· Little or no orientation
· HR information too broad; supervisory information too detailed
Training Process

· Training - the process of teaching employees the basic skills/competencies that they need to perform their jobs
· Training focuses on skills and competencies needed to perform employees’ current jobs, development is training of a long-term nature. Its aim is to prepare current employees for future jobs within the organization
· Training and Learning
· People have 3 main learning styles: auditory (learning through talking and listening), visual (learning through pictures and print), and kinesthetic (tactile learning through a whole-body experience)
· First, it is easier for trainees to understand and remember material that is meaningful
· Second, make sure that it is easy to transfer new skills and behaviors for the training site to the job site
· Third, motivate the trainee
· Fourth, effectively prepare the trainee
· Legal Aspect of Training
· Negligent training occurs when an employer fails to train adequately, and an employee subsequently harms a third party
Five Step Process (summary)

1. Need Analysis
· Identify specific job performance skills needed to improve performance and productivity
· Analyze the audience to ensure that the program will be suited to their specific levels of education, experience, and skills, as well as their attitudes and personal motivations
· Use research to develop specific measurable knowledge and performance
2. Instructional Design
· Gather instructional objectives, methods, media, description of a sequence of content, examples, exercises, and activities. Organize them into a curriculum that supports adult learning theory and provides a blueprint for program development
· Make sure all materials (such as video scripts, leaders’ guides, and participants’ workbooks) complement each other, are written clearly, and blend into unified training geared directly to the stated learning objectives
· Carefully and professionally handle all program elements-whether reproduced on paper, film, or tape-to guarantee quality and effectiveness
3. Validation
· Introduce and validate the training before a representative audience. Base final revisions on pilot results to ensure program effectiveness
4. Implementation
· When applicable, boost success with a train-the-trainer workshop that focuses on presentation-knowledge and skills in addition to training content
5. Evaluation and Follow-Up
· Assess program success according to
· Reaction - document the learner’s immediate reaction to the training
· Learning - use feedback devices on pre and post-test to measure what learners have actually learned
· Behavior - note supervisors’ reactions to learners’ performance following completion of the training. This is one way to measure the degree to which learners apply new skills and knowledge to their jobs
· Results - determine the level of improvement in job performance and assess needed maintenance
Step 1: Training Need Analysis

· Task Analysis: Assessing the Training Needs of New Employees
· Task analysis - a detailed study of a job to identify the skills and competencies it requires so that an appropriate training program can be instituted
· This consolidates information regarding the job’s required tasks and skills in a form that is especially helpful for determining training requirements
· Performance Analysis: Determining the Training Needs of Current Employees
· Verifying that there is a performance deficiency and determining whether that deficiency should be rectified through training or through some other means (such as transferring the employee)
Step 2: Instructional Design

· Traditional Training Techniques
· On-the-Job Training - OJT involves having a person learn a job by actually performing it. OJT has several advantages: it is relatively inexpensive, trainees learn while producing, and there is no need for expensive off-job facilities like classroom or manuals
· Apprenticeship Training - involves having the learner/apprentice study under the tutelage of a master craftsperson. Apprentices become skilled workers through a combination of classroom instructions and OTJ training
· Information Learning - “any learning that occurs in which the learning process is not determined or designed by the organization”
· Job Instructional Training - JIT is the listing of each job’s basic tasks, along with key points, in order to provide step-by-step training for employees
· Classroom Training
· Audiovisual Techniques - videoconferencing; connecting two or more distant groups by using audiovisual techniques
· Programmed Learning - a systematic method for teaching job skills that involves presenting questions or facts, allowing the person to respond, and giving the learner immediate feedback on the accuracy of his or her answers
· Vestibule or Stimulated Training - technique by which trainees learn on the actual or simulated equipment that they will use on the job, but they are trained off the job (ex astronauts)
· E-Learning
· Delivering and administrating of learning opportunities and support via computer, networked, and web-based technology, to enhance employee performance and development
· Computer-Based Training - CBT, the trainee uses a computer-based system to interactively increase their knowledge or skills. Advantages include instructional consistency, mastery of learning, flexibility for the trainee, and increased trainee motivation
· Online Training
· Electronic Performance Support Systems - EPSS are computer-based job aids, or sets of computerized tools and displays that automate training, documentation, and phone support
Step 3: Validation

· Validate training using representative audience
· Make revisions based on pilot results
Step 4: Implementation

· Train the trainer workshops
· Focus on presentation as well as content
Step 5: Evaluation and Follow Up

· Controlled Experimentation - formal methods for testing the effectiveness of a training program, preferably with a control group and with tests before and after training
· Training Effects to Measure
· Reaction
· Learning
· Behavior
· Results
Training for Special Purposes

· Literacy and Special Skills Training
· Diversity Training - Cross-cultural communication training focuses on workplace cultural etiquette and interpersonal skills. Cultural sensitivity training focuses on sensitizing employees to the views of different cultural groups toward work so that employees from diverse backgrounds can work together more effectively
· Customer-Service Training - Basic aim is to train employees to (1) have excellent product knowledge and (2) treat the company’s customers in a courteous and hospitable manner
· Training for Teamwork
· Training for First-Time Supervisors/Managers
· Training for Global Business
CHAPTER 9

Career Development

Career Planning and Development

· The deliberate process through which a person becomes aware of personal career-related attributes and the lifelong series of activities that contribute to his or her career fulfillment
· Career - a series of work-related positions, paid or unpaid, that help a person to grow in job skills, success, and fulfillment
· Career Development - the lifelong series of activities that contribute to a person’s career exploration, establishment, success, and fulfillment
· Career Planning - is the deliberate process through which someones becomes aware of personal skills, interests, knowledge, motivation, and other characteristics; acquire information about opportunities and choices; identifies career-related goals; and establishes action plans to attain specific goals
· Roles in Career Development
· Networking - organized process whereby the individual arranges and conducts a series of face-to-face meeting with individuals in order to let people know about their background and career goals and to exchange information, advice, and referrals
· Factors Affecting Career Choices
· Identifying Career Stage
· Career cycle - the stages through which a person’s career evolves
· Growth stage - the period from birth to around age 14 during which the person develops a self-concept by identifying with and interacting with other people such as family, friends, and teacher
· Exploration stage - the period from around age 15 to 24 during which a person seriously explores various occupational alternatives, attempting to match these alternatives with his or her interests and abilities
· Establishment stage - the period roughly from age 24 to 44, that is the heart of most people’s wok. During this period, a suitable occupation is typically found and the person engages in activities that help him or her earn a permanent place in the chosen field
· Maintenance stage - the period from about age 45 to 65 during which the person secures his or her place in the world of work
· Decline stage - the period during which many people are faced with the prospect of having to accept reduced levels of power and responsibility
· Identifying Occupational Orientation
· Occupational Orientation - the theory, developed by John Holland called the Vocational Preference Test (VPT), that there are six basic personal orientations that determine the sorts of careers to which people are drawn
1. Realistic orientation - occupations that involve physical activities requiring skills, strength, and coordination (forestry, farming, agriculture)
2. Investigative orientation - careers that involve cognitive/intellectual activities (chemist, university professors, biologists)
3. Social orientation - careers that involve interpersonal rather than intellectual or physical activities (social work, psychology)
4. Conventional orientation - careers that involve structured, rule-regulated activities, as well as careers in which it is expected that the employee subordinate his or her personal needs to those of the organization (accountants and bankers)
5. Enterprise orientation - verbal activities aimed at influencing others (lawyers, managers)
6. Artistic orientation - careers that involve self-expression, artistic creation, expression of emotions, and individualistic activities (artists, musicians)
· Identifying Skills and Aptitudes
· General Aptitude Test Battery (BATB) - instrument that measures various aptitudes, including intelligence and mathematical ability
· Identifying a Career Anchor
· Career anchor - a concern or value that you will not give up if a choice has to be made. Edgar Schein identified 8 anchors
1. Technical/functional - 
2. Managerial competence
3. Creativity
4. Autonomy and independence
5. Security
6. Service/dedication
7. Pure challenge
8. Lifestyle
· Responsibilities of the Organization
· Provide realistic job previews
· Avoid reality shock
· Provide challenging initial jobs
· Be demanding - “Pygmalion effect” supervisor expects and the more confident and supportive he or she is, the better new employees will perform
· Provide periodic job rotation - by rotating to jobs in various specialization, the employee gets an opportunity to assess his or her aptitudes and preferences
· Provide career-oriented performance appraisals
· Provide career-planning workshops - a planned learning even in which participants are expected to be actively involved in career-planning exercises and career-skills practice sessions
· suck workshops contain self-assessment activities in which individual employees actively analyze their own career interests, skills, and career anchors. There is then an environmental assessment phase in which relevant information about the company and its career options and staffing needs is presented. Finally, a career-planning workshop typically concludes with goal setting and action planning in which the individual sets career goals and creates a career plan
· career-planning workbook - a printed guide that directs its users through a series of assessments exercises, models, discussions, guidelines, and other information to support career planning
· Provide opportunity for mentoring
· mentoring - an experienced individual (mentor) teaching and training another person (the protege) who has less knowledge in an area. The mentor transfers needed information, feedback, and encouragement to the protege
· can be informal or formal
· informal - middle and senior managers will often voluntarily take up-and-coming employees under their wings, not only to train them but also to give career advice and to help them steer around political pitfalls
· formal - employers actively encourage mentoring relationships to take place and may pair proteges with potential mentors
· reverse mentoring - programs where younger employees provide guidance to senior executives o how to use the web for messaging, buying products and services, finding new business opportunities, and so forth
· Becoming learning organization
· learning organization - an organization skilled at creating, acquiring, and transferring knowledge and at modifying its behavior to reflect new knowledge and insights 
Management Development

· Management development - any attempt to improve current or future management performance by imparting knowledge, chaining attitudes, or increasing skills
· Succession Planning - a process through which senior-level and critical strategic job openings are planned for and eventually filled
· once potential successors have been identified, a replacement chart is prepared, it summarizes potential candidates for each job in the successions management plan, and their development needs
· On-the-Job Management-Development Techniques
· Developmental Job Rotation - a management-training technique that involves moving a trainees from department to department to broaden his or her experience and identify strong and weak points
· job rotation helps the prevent stagnation through the constant introductions of new points of vies in each department; it also tests the trainee and help to identify the person’s strong and weak points
· Coaching/Understudy Approach 0 the trained works directly with the person they are going to replace
· Action Learning - a training technique by which management trainees are allowed to work full-time, analyzing and solving problems in other departments
· it gives trainees real experience with actual problems, and to that extent, it can develop skills like problem analysis and planning
· Off-the-Job Management-Developing Techniques
· Case Study Model - a development method in which a trainee is presented with a written description of an organization problem and diagnose and solve it
· Management Games - a computerized development technique in which teams of managers compete with one another by making decisions regarding realistic but simulated companies
· Outside Seminars
· College/University-Related Programs - many employers offer tuition refunds as an incentive for employees to develop job-related skills. Employers are also increasingly granting technical and professional employees extended sabbaticals (periods of time off) to attend college and university to pursue a higher degree or to upgrade skills
· executive development programs - the program uses cases and lectures to provide senior-level managers with the latest managers with the latests management skills, as well as practice in analyzing complex organizational problems
· individualized courses - managers take these to fill gaps in their backgrounds
· degree programs - such as MBAs
· Role-Playing - a training technique in which trainees act the parts of people in a realistic management situation
· Behavior Modeling - a training technique in which trainees are first shown good management techniques, then asked to play roles in a simulated situation, and finally given feedback regarding their performance. The model has been used to train first-line supervisors to better handle common supervisor-employee interactions (improving poor performance, giving recognition, disciplining etc), it trained middle managers to handle interpersonal situations (performance problems, undesirable work habits), train employees and their supervisors to take and give criticism, give and ask for help, and establish mutual trust and respect
· Modeling - trainees are shown the right way to behave in a stimulated but realistic situation
· Role-playing - trainees are given roles to play in a simulated situation
· Social reinforcement - the trainer provides reinforcement in the form of praise and constructive feedback based on how the trainee performs in the role playing situation
· Transfer of training - finally the trainees are encouraged to apply their new skills when they are back on their jobs
· In-House Development Center - a company based method for exposing prospective managers to realistic exercise to develop improved management skills. These centers usually combine classroom learning with other techniques, like assessment centers, in-basket exercises, and role-playing to help develop employees and other managers
Executive Development

· At the executive level 70% of learning comes from job experience, 20% comes from other individuals such as mentors and coaches, and 10% comes from formal training
CHAPTER 10

Performance Management

The Strategic Importance of Performance Management

· Performance Management - the process encompassing all activities related to improving employee performance, productivity, and effectiveness. It includes goal setting, pay for performance, training and development, career management, and disciplinary action
The Performance Management Process

Step 1: Defining Performance Expectations and Goals

· To make sure that job duties and job standards are clear to all
Step 2: Providing Ongoing Feedback and Coaching

· Through open two-way communication
Step 3: Conducting Performance Appraisal and Evaluation Discussions

· By comparing an employee’s actual performance to the standards that have been set
· Formal Appraisal Methods
· Graphic Rating Scale - a scale that lists a number of traits and range of performance for each. The employee is then rated by identifying the score that best describes his or her level of performance for each trait
· Alternation Ranking Method - ranking employees from best to worst on a particular trait
· Paired Comparison Method - ranking employees by making a chart of all possible pairs of employees for each trait and indicating the better employee of the pair
· Forced Distribution Model - predetermined percentages of ratees are placed in various performance categories
· Critical Incident Model - keeping a record of uncommonly good or undesirable examples of an employee’s work-related behavior and reviewing the list with the employee at predetermined times
· several advantages - provides specific hard facts for explaining the appraisal, ensures that a manager thinks about the employee’s appraisal throughout the year, because the incidents must be accumulated the rating does not only reflect recent performance. Keeping a running list of critical incidents should also provide concrete examples of what an employee can do to eliminate any performance deficiencies
· Narrative Forms - presents a suggested format for identifying a performance issue and presenting a performance improvement plan. The performance problem in described in specific detail, and its organizational impact is specified. The improvement plant identifies measurable improvement goals, provides directions regarding training and any other suggested activities to address the performance issue, and encourages the employee to add ideas about steps to be taken to improve performance
· Behaviorally Anchored Rating Scales (BARS) - an appraisal method that aims to combines the benefits of narratives, critical incidents, and quantified ratings by anchoring a quantified scaled with specific narrative examples of good and poor performance
· Developing BARS requires 5 steps
1. Generate critical incidents
2. Develop performance dimensions
3. Reallocate incidents
4. Scale the incidents
5. Develop the final instrument
· Advantages and Disadvantage (time consuming)
1. More accurate measure
2. Clearer standards
3. Provides feedback
4. Independent dimensions
5. Consistency
· Management by Objectives (MBO) - involves setting specific measurable goals with each employee and then periodically reviewing the progress made
· Six main steps
1. Set the organization's goals
2. Set departmental goals
3. Discuss departmental goals
4. Define expected results
5. Performance reviews
6. Provide feedback
· Three Problems
1. Setting unclear, unmeasurable objectives
2. Time-consuming
3. Tug of war (manager pushing higher goals and employee pushing lower goals)
· Computerized and Web-Based Performance Appraisal - web based performance management that enables managers to keep computerized notes on employees, combine these with the ratings on several performance traits, and then generates written text to support each part of the appraisal. 
· They ultimately improve the overall performance management process, starting with higher completion rates, which can dramatically increase the value of performance management within organizations of all sizes
· Electronic performance monitoring (EPM) - having supervisors electronically monitor the amount of computerized data an employee is processing per day and thereby his or her performance
· Performance Appraisal Problems and Solutions
· Validity and Reliability - Criteria used in performance appraisal must be (1) relevant to the job being appraised, (2) broad enough to cover all aspects of the job requirements, and (3) specific
· Rating Scale Problems
· Unclear performance standards - an appraisal scale that is too open to interpretations of traits and standards
· Halo effect - the rating of an employee on one trait, biases the way that the person is rated on other traits
· Central tendency - a tendency to rate all employees in the middle of the scale, for example if the rating scale ranges from one to seven, they tend to avoid highs (6-7) and lows (1-2) and rate most of the employees in the middle (3-4-5)
· Strictness/leniency - the problem that occurs when a supervisor has a tendency to rate all employees either high (leniency) or low (strictness)
· Appraisal bias - the tendency to allow individual differences, such as age, race, and sex, to affect the appraisal ratings that these employees receive. This bias results in inaccurate feedback, but it is also illegal under human rights legislation
· Recency effect - occurs when ratings are based on the employee’s most recent performance, weather they are good or bad
· Similar-to-me bias - the tendency to give higher performance ratings to employees who are perceived to be similar to the rater in some way
· How to Avoid Appraisal Problems
· First, raters must be familiar with the problems discusses above. Second, raters must choose the right appraisal tool. Third, training supervisors to eliminate rating errors, such as halo, leniency, and central tendency, can help them avoid these problems
· Who Should do the Appraising?
· Supervisors
· Peers - potential problem is logrolling; where all the peers simply get together and rate each other highly
· Committees - using several rates can help cancel out problems like bias and the halo effect
· Self - basic problem with self-rating is that employees usually rate themselves higher than they are rated by supervisors or peers
· Subordinates - employes anonymously evaluate their supervisors’ performance; called upward feedback
· 360-degree-appraisal - a performance appraisal technique that uses multiple raters including peers, employees reporting to the appraisee, supervisors, and customers. Applied in a confidential and anonymous manner
· Appraisal interviews - an interview in which the supervisor and employee review the appraisal and make plans to remedy deficiencies and reinforce strengths
· Types of Interviews
· Satisfactory-Promotable
· Satisfactory-Not Promotable
· Unsatisfactory-Correctable
· How to conduct the interview
· Be direct and specific
· Do not get personal
· Encourage the person to talk
· Develop an action plan
Step 4: Determining Performance Rewards/Consequences

· Such as salary increases and bonuses
Step 5: Conducting Development and Career Opportunities Discussions

· In order to review each employee’s career plans in light of their exhibited strengths and weaknesses, and in light of the company’s strategic plans
CHAPTER 11

Strategic Pay Plans

The Strategic Importance of Total Rewards

· Total Rewards - an integrated package of all rewards (monetary and non monetary, extrinsic and intrinsic) gained by employees arisings from their employment
· Five Components of Total Rewards
1. Compensation - this category includes direct financial payments in the form of wages, salaries, incentives, commissions, and bonuses
2. Benefits - this category includes indirect payments in the form of financial benefits, like employer-paid insurance and vacations
3. Work/Life Programs - this category of rewards relates to programs that help employees do their jobs effectively, such as flexible scheduling, telecommuting, childcare etc etc
4. Performance and Recognition - this category includes pay-for-performance and recognition programs
5. Development and Career Opportunities - this category of rewards focuses on planning for the advancement and/or change in responsibilities to best suit individual skills, talents, and desires
· Impact of Rewards
· The purposes of rewards are to attract, retain, and motivate/engage employees. Engagement refers to a positive emotional connection on the employer and a clear understanding of the strategic significance of the job, which results in discretionary effort on the part of the employee
Basic Considerations in Determining Pay Rates

· Four basic considerations: legal requirements, union issues, compensation policy, and equity
· Legal Considerations in Compensation
· Employment/Labour Standards Act - employment/labour laws set minimum standards regarding pay, including minimum wage, maximum hours of work, overtime pay, paid vacation, paid statutory holidays, termination pay, record keeping of pay information, and more
· Pay Equity Acts - providing equal pay for work of equal value performed by men and women
· Human Rights Acts - laws to protect canadians from discrimination
· Canada/Quebec Pension Plan - all employees must contribute to the Canada/Quebec pension plan throughout their working life
· Other Legislation Affecting Compensation - worker’s compensation laws, objective of these laws is to provide a prompt, sure, and reasonable income to victims of work-related accidents and illness. The Employment Insurance Act is aimed at protecting Canadian workers from total economic destitution in the event of employment termination that is beyond their control
· Union Influences
· Compensation Policies
· Equity and its Impact on Pay Rates
· A crucial factor in determining pay rates is the need for equity
· External equity - pay must compare favorably with rates in other organizations or an employer will find it hard to attract and retain qualified employees
· Internal equity - each employee should view his or her pay as a equitable given other pay rates in the organization
Establishing Pay Rates

· Three stages
· Determine the worth of jobs within the organization through job evaluation (to ensure internal equity), and group jobs with similar worth into pay grades
· Conduct a wage/salary survey of what other employers are paying for comparable jobs (to ensure external equity)
· Combine the job evaluation (internal) and salary survey (external) information to determine pay rates for the jobs in the organization
· Stage 1: Job Evaluation
· Job evaluation - a systematic comparison to determine the relative worth of jobs within a firm
· Benchmark job - a job that is critical to the firm’s operations or commonly found in other organizations
· Compensable Factors
· Compensable factors - a fundamental, compensable element of a job such as skill, effort, responsibility and working conditions
· Most use employers use factors that have been popularized by packaged job evaluation systems or legislation such as skill, effort, responsibility and working conditions
· Jobs can be compared intuitively by deciding that one job is “more important” or “of greater value or worth” than another without digging any deeper into why in terms of specific job-related factors. This is called the Ranking Method.
· Job Evaluation Committee
· Classification Method
· Classification/grading method involves categorizing jobs into groups. The groups are called classes if they contain similar jobs or grades if they contain jobs that are similar in difficulty but otherwise different
· The usual procedure is to choose compensable factors and then develop class or grade descriptions that describe each class in terms of amount or level of compensable factors in jobs. Based on these compensable factors, a grade/group description is written. Then, the evaluation committee reviews all job descriptions and slots each job into its appropriate class or grade
· Advantage - most employers usually end up classifying jobs anyways, regardless of the job evaluation method they use
· Disadvantage - is it difficult to write the class or grade descriptions and that considerable judgement is required in applying them
· Classes - groups of jobs based on a set of rules for each class, such as amount of independent judgement, skill, physical effort, and so forth
· Grades - groups of jobs based on a set of rules for each grade, where jobs are similar in difficulty but otherwise different
· Grade/Group Description - a written description of the level of compensable factors required by jobs in each grade. Used to combine similar jobs into grades or classes
· Point Method
· Point Method - the job evaluation method in which a number of compensable factors are identified, the degree to which each of these factors is present in the job is determined, and an overall point value is created
· 4 steps
1. Preliminary step - Compensable factors must be agreed upon. Sub-factors of each factor must be determined as well
2. Determining factor weights and degrees - The next step is to decide on the maximum number of points (called weights) to assign to each factor. Then definitions of varying amounts (called degrees or levels) of each sub-factor or factor are prepared so that raters can judge the degree of a sub-factor/factor existing in a job
3. Assign points for each degree of each sub-factor
4. Evaluate the jobs
· A pay grade comprises jobs of approximately equal value or importance as determined by job evaluations
· Stage 2: Conduct a Wage/Salary Survey
· Wage/Salary Survey - a survey aimed at determining prevailing wage rates. A good salary survey provides specific wage rates for comparable jobs. Formal written questionnaires surveys are the most comprehensive
· Stage 3: Combine Job Evaluation and Wage/Salary Survey
· Assigning pay rates to each pay grade is usually accomplished with a wage curve, which is a graphic description of the relationship between the value of the job and the average wage paid for this job
· Several steps in determining pay for pay grades using a wage curve. First, find the average pay for each pay grade. Next plot the pay rates for each pay grade. Then fit a wage line through the points just plotted. Finally determine pay for jobs
· Developing Rate Ranges
· Pay Ranges - a series of steps or levels within a pay grade, usually based on years or service
· Use of pay ranges have several benefits. First, the employer can take a more flexible stance with respect to the labour market. Pay ranges also allow employers to provide for performance difference between employees within the same grade or between those differing seniority
· Broadbanding
· Broadbanding - Reducing the number of salary grades and ranges into just a few wide levels or “bands”, each of with then contains a relatively wide range of jobs and salary levels
· Correcting Out of Line Rates
· Red Circle Pay Rate - a rate of pay that is above the pay range maximum
Pay For Knowledge

· Pay-for-knowledge systems are knows as competency-based pay (for management and professional employees) and skilled-based pay (for manufacturing employees). These plans pay employees for the range, depth, and types of knowledge that they are capable of using, rather than for the job that they currently hold
Pay for Executive, Managerial, and Professional Jobs

· Employers use market-pricing approach in evaluating professional jobs. They price professionals jobs in the marketplace to the best of their ability to establish the values for benchmark jobs
Pay Equity

· Pay Equity - providing equal pay to male-dominated job classes and female-dominated job classes equal value to the employer
CHAPTER 12

Pay-For-Performance and Financial Incentives

Money and Motivation

· Variable Pay - any plan that ties pay to productivity or profitability
Incentives for Operations Employees

· Piecework Plans
· Piecework - a system of pay based on the number of items processed by each individual worker in a unit of time, such as the times per hour or items per day
· Straight piecework plan - a set of payment for each piece produced or processed in a factory or shop
· Guaranteed piecework plan - the minimum hourly wage plus an incentive for each pieces produced above a set number of pieces per hour
· Advantages & Disadvantages
· They are simple to calculate and easily understood by employees. Piece-rate plans appear equitable in principle, and their incentive value can be powerful since rewards are directly tied to performance
· It is somewhat unsavory reputation among many employees, based on some employer’s habits of arbitrarily raising production standards whenever they found their workers earning “excessive” wages
· Standard Hour Plan
· Standard Hour Plan - a plan by which a worker is paid a basic hourly rate plus an extra percentage of their base rate for production exceeding the standards per hour or per day. It is similar to piecework payment but is based on a percentage premium
· Team or Group Incentive Plan
· Team or group incentive plan - a plan in which a production standard is set for a specific work group and its members are paid incentives if the groups exceeds the production standards
· Members are then paid based on one of there formulas (1) all members receive the pay earned by the highest producer, (2) all members receive the pay earned by the lowest producer, (3) all members receive payment equal to the average pay earned by the group
· A group incentive plan’s biggest disadvantage is that each worker’s rewards are no longer based solely on their own effort
Incentives for Senior Managers and Executives

· Short-Term Incentives: The Annual Bonus
· Eligibility - eligibility is usually decided in one of three ways
· Key position - a job-by-job review is conducted to identify the key jobs that have a measurable impact on profitability
· Salary level cutoff point - all employees earning over that threshold amount are automatically eligible for consideration for short-term incentives
· Salary grade - refinement of the salary cutoff approach and assumes that all employees at a certain grade or above should be eligible for the short-term incentive
· How Much to Pay Out
· Nondeductible formula - a straight percentage is used to create the short-term incentive fund
· Deductible formula - the assumptions that the short-term incentive fund should begin to accumulate only after the firm has met a specific level of earnings
· Determining Individual Awards - determined on a discretionary basis, but typically a target bonus is set for each eligible position and adjustments are then made for greater or less than targeted performance  
· Long Term Incentives
· Capital Accumulation Programs - long-term incentives most often reserved for senior executives. Most common are stock options, performance share unit plans, restricted share unit plans, and deferred share unit plans
· Stock Options - the right to purchase a stated number of shares of a company stock at today’s price at some time in the future
· Plans Providing Share “Units”
· Performance share unit plan - provides units subject to the achievement of pre determined financial targets, such as profit or growth in earnings per share. If the performance goals are met, then the value of the units is paid to the executive in cash or stock. The units have no value if the pre established performance criteria are not met
· Restricted share unit plan - units are promised to the executive but will be forfeited if an executive leaves the company before a vesting period (3 years)
· Deferred share unit plan - units are promised to the executive but are only payable when the executive leaves the company
Incentives for Salespeople

· Salary Plan - salespeople are paid a fixed salary
· Advantages: sales people know in advance what their income will be, and the employer also has fixed, predictable sales force expenses. Straight salary makes it simple to switch territories or quotas or to reassign salespeople, and it can develop a high degree of loyalty among the sales staff. Commissions tend to shift the salesperson’s emphasis on to making the sale rather than to prospering and cultivating long term customers
· Disadvantage: is that salary plans do not depend on results, but rather seniority
· Commission Plan - pay salespeople in direct proportion to their sales, they pay for results and only results
· Advantages: salespeople have the greatest possible incentive, and there is a tendency to attract high-performing salespeople who see that effort will clearly lead to rewards. Sales costs are proportional to sales rather than fixed, and the company’s selling investment is reduced. The commission basis is easy to understand and compute
· Disadvantages: salespeople focus on making a sale and on high-value items; cultivating dedicated customers and pushing hard to sell items are neglected. Salespersons are encouraged to neglect other duties, like serving small accounts. Also pay is often excessive in boom times and very low in recessions
· Combination Plan - provides some of the advantages of both straight salary and straight commission plans and also some of the disadvantages
Incentives for Other Mangers and Professionals

· Merit Pay - any salary increase awarded to an employee based on his or her individual performance
Organization-Wide Incentive Plans

· Profit Sharing Plans
· Profit sharing plan - a plan whereby most of or all employees share the company’s profits
· Main weakness is the “line of sight”. It is unlikely that most employees perceive that they personally have the ability to influence overall company profit
· Several types of profit sharing plans
· Cash Plans - a percentage of profits is distributed as profit shares at regular intervals
· Deferred benefits
· Deferred profit sharing plans - a predetermined portion of profits is placed in each employee’s account under the supervision of a trustee
· Employee Share Purchase/Stock Ownership Plan
· ESOPs - a trust is established to hold shares of company stock purchased for or issued to employees. The trust distributes the stock to employees on retirement, separation from service, or as otherwise prescribed by the plan
· ESOPs can encourage employees to develop a sense of ownership in and commitment to the firm
· Scanlon Plan
· Scanlon plan - an incentive plan developed in 1937 by Joseph Scanlon and designed to encourage cooperations, involvements, and sharing of benefits
· Basic features of the plan
1. Philosophy of cooperations - assumes that managers and workers must rid themselves of the “us” and “them” attitudes
2. Identity - 
3. Competence - 
4. Involvement system - 
5. Sharing of benefits formula - employees should share directly in any extra profits
· Gainsharing plans
· Gainsharing plans - an incentive plan that engages employees in a common effort to achieve productivity objectives and share the gains
· Scanon Plan, Rucker, and Improshare plans are gainshare plans
· The basic difference between these plans is in the formulation used to determine employee bonuses. The Scanlon formula divides payroll expenses by total sales. The Rucker formula uses sales value minus materials and supplies, all divided into payroll expenses. The Scanlon and Rucker plans include participative management systems that use committees. Improshare does not include a participative management component but instead considers participation outcome of the bonus plan
Developing Effective Incentive Plans

· When to Use Incentives
1. Performance pay cannot replace good management
2. Firms get what they pay for
3. Pay is not a motivator
4. Rewards rupture relationships
5. Rewards may undermine responsiveness
Employee Recognition Programs

· Recognition programs are more effective than cash in achieving improved employee attitudes, increased workloads and hours of work, and productivity. They can build confidence, create a positive and supportive environment, build a sense of pride in accomplishment, inspire people to increase their efforts, and help people feel valued
CHAPTER 13

Employee Benefits and Service

The Strategic Role of Employee Benefits

· Employee Benefits - indirect financial payments given to employees. They may include supplementary health and life insurance, vacation, pension, education plans, and discounts on company products
Government Sponsored Benefits

· Employment Insurance
· EI - a federal program that provides income benefits if a person is unable to work through no fault of his or her own. It does not apply to workers who are self-employed
· EI provides benefits for employees who are laid off, terminated without just cause, or who quit their job for justifiable reason
· EI benefits are not playable when an employee is terminated for just cause or when an employee quits for no good reason
· Workers may also be eligible for special EI benefits in case of illness, maternity/paternal leave, and compassionate car leave
· To receive benefits and employee must first have worked a minimum number of hours during a minimum number of weeks called a “qualifying period”
· EI benefit is generally 55% of average earnings during the last 14 to 26 weeks of the qualifying period. The benefit is payable for up to 45 weeks
· Supplement Unemployment Benefit Plan (SUB) - an agreement between an employer and the employees for a plan that enables employees who are eligible for EI benefits receive additional benefits from an SUB fund created by the employer
· Canada/Quebec Pension Plan
· C/QPP - introduced in 1966 to provide working Canadians with a basic level of financial security on retirement or disability. Almost all employed Canadians between the ages of 18-65 are covered. Benefits are payable only to those individuals who make contributions to the plan and/or available to their family members
· Programs that provide three types of benefits
· Retirement pension - calculated at 25% of the average earnings over the years during which contributions were made
· Disability benefits - only paid for severe disabilities that are expected to be permanent or to last for an extended period. Its 75% of the pension benefit earned at the date of disability plus a flat rate amount per child
· Survivor or death benefits - are paid on the death of a plan member
· Worker’s Compensation
· Worker’s compensation - provides income and medical benefits to victims of work related accidents or illness and/or their dependents, regardless of fault
· Is it in effect a “no fault” insurance plan designed to help injured or ill workers get well and return to work. For an injury or illness to be covered by workers’ compensation, one must only prove that it arose while the employee was on the job
· Workers’ compensations benefits include payment of expenses for medical treatment and rehabilitation, and income benefits during the time in which the worker is unable to work because of their disability. Survivor benefits are payable if a work-related death occurs. All benefits are nontaxable
· Controlling Worker’s Compensation Costs
· Two basic approaches
1. firms try to reduce accident or illness causing conditions in facilities by instituting effective safety and health programs
2. instituting rehabilitation programs for injured or ill employees such as physical therapy and career counseling
· Vacations and Holidays
· Labour/employment standards legislations sets out a minimum amount of paid vacations that must be provided to employees, usually two weeks per year
· Leaves of Absence
· All provinces and territories, and federal jurisdiction require unpaid leaves of absence be provided to employees in circumstances. Maternity/parental leave is provided in every jurisdiction
· Bereavement leave on the death of a family member is provided for employees in some but not all jurisdictions. Bereavement leave is usually unpaid, but in some cases it can be partially or fully paid
· Pay on Termination of Employment
· Employment/labour standards legislations requires that employees whose employment is being terminated by the employer be provided with termination pay when they leave
· Pay in Lieu of Notice
· the employer asks the employee to cease working immediately and provides the employee with a lump sum equal to their pay for the notice period
· Severance Pay
· Pay for Mass Layoffs
· the provinces of BC, Man, Ont, NB, and NewFnd and Lab require that additional pay be provided when a layoff of 50 or more employees occurs
Voluntary Employer Sponsored Benefits

· Life Insurance
· Group life insurance - insurance provided at lower rates for all employees, including new employees, regardless of health or physical condition
· Accidental death and dismemberment coverage provides a fixed lump-sum benefit in addition to life insurance benefits when death is accidental. It also provides a range of benefits in case of accidental loss of libs or sight and is often paid for by the employer
· Critical illness insurance provides a lump-sum benefit to an employee who is diagnosed with and survives life-threatening illness 
· Supplementary Health Care/Medical Insurance
· Supplementary health care insurance is aimed at providing protecting against medical costs arising from off the job accidents or illness
· Deductible - the annual amount of health/dental expense that an employee must pay before insurance benefits will be paid
· Reducing Health Benefits Costs
· first approach is to increase the amount of health care costs paid by employees.
· Coinsurance - the percentage of expenses that are paid for by the insurance plan
· second approach is to publish a restricted list of drugs that will be paid for under the plan to encourage the use of generic rather than more expensive brand name drugs
· third approach is health promotion
· fourth approach is to implement risk-assessment programs
· fifth approach is heath care spending accounts (HCSA)
· Short Term Disability Plans and Sick Leave Plans
·  Short Term Disability Plans and Sick Leave Plans - plans that provide pay to an employee when he or she is unable to work because of non work related illness or injuries
· Short term disability plans - provide a continuation of all or part of an employee’s earnings when the employee is absent from work because of non work related illness or injury
· Sick leave plans - most sick leave policies grant full pay for a specific number of permissible sick days
· Long Term Disability
· Long term disability insurance is aimed at providing income protection or compensation for loss of income because of long term illness or injury that is not work related
· Disability Management - a proactive, employer centered process that coordinates the activities of the employer, the insurance company, and heath care providers in an effort to minimize the impact of injury, disability, or disease in a worker’s capacity to successfully perform his or her job
· the three most common approaches to returning a worker with a disability to work are reduced work hours, reduced work duties, and workstation modification
· Additional Leaves of Absence and Additional Paid Vacations and Holidays
· Retirement Benefits
· Pensions plans - plans that provide income when employees reach a predetermined age
· Two Categories of Pension Plans
· Defined Benefit pension plan - a plan that contains a formula for determining retirement benefits
· Defined Contribution pension plan - a plan in which the employers contribution to the employees retirement fun is specified
· Two types of defined contribution
· Group registered retirement savings plan (RRSP) - employees can have a portion of their compensation put into an RRSP by the employer
· Deferred profit sharing plan - a plan in which a certain amount of each company profits is credited to each employee’s account, payable at retirement, termination, or death
· In a defined benefit plan, the employee knows ahead of time what his or her retirement benefits will be on retirement. With a defined contribution plan, the employee cannot be sure if his or her retirement benefits until retirement, when his or her share of the money in the pension fund is used to buy an annuity
· When designing a pension plan there are several legal and policy issues to consider
· Membership requirements
· Benefit formula
· Retirement age
· Funding - contributions to the pension fund are made by both employees and the employer. Noncontributing fund, only the employer contributes
· Vesting - provisions that employer money placed in a pension fund cannot be forfeited for any reason
· Portability - a provision that employees who change jobs can transfer the lump-sum value of the pension they have earned to a locked in RRSP or their new employer’s pension plan
· Phased Retirement - an arrangement whereby employees gradually ease into retirement by using reduced workdays and/or shortened workweeks
· Supplemental Employee Retirement Plans (SERPs) - plans that provide the additional pension benefit required for employees to receive their full pension benefit in cases where their full pension benefit exceeds the maximum allowable benefit under the Income Tax Act
Employee Services

· Personal Services
· Credit unions
· Counseling services
· such as financial counseling, family counseling, career counseling, job placement counseling, pre-retirement counseling, and legal counseling
· Employee Assistance Plans (EAPs)
· EAP - a company-sponsored program to help employees cope with personal problems that re interfering with or have the potential to interfere with their job performance, as well as issues affecting their well-being and/or that of their families
· Other Personal Services
· some employers also provide various social and recreational opportunities for their employees including company-sponsored athletic events, dances, annual summer picnics, and parties
· Job Related Services
· Subsidized Childcare
· Subsidized daycare is offered to assist in balancing these work and life responsibilities. Many employers refer employees to daycares near them, more employers are beginning to set up company sponsored daycare facilities
· Eldercare
· company eldercare programs are designed to assist employees who must help elderly parents or relatives who are not fully able to care for themselves
· Subsidized Employee Transportation
· Food Services
· Educational Subsidies
· Family-Friend Benefits
· family-friend benefits are intended to reduce the extent to which work family conflicts spill over to the employees job and undermine the person’s job satisfaction and performance
· Executive Perquisites (Perks)
· these include management loans, salary guarantees (golden parachutes), financial counseling, relocation benefits, access to the company’s fleet, legal services, club memberships, season tickets etc etc
Flexible Benefits Programs

· Flexible Benefits Program - individualized benefit plans to accommodate employee needs and performance
Benefits Administration

· Many companies use some sort of benefits spreadsheet software to facilitate tracking benefits and updating information. Another approach is outsourcing benefits administration to a third-party expert. The major advantages are greater efficiency and consistence and enhanced service
CHAPTER 14

Occupational Health and Safety

Basic Facts About Occupational Health and Safety Legislation

· April 28 each year, a day of mourning is observed for Canadian workers killed or injured on the job
· Occupational Health and Safety Legislation - laws intended to protect the health and safety of workers by minimizing work-related accidents and illness
· Purpose
· these laws fall into three categories: general health and safety rules, rules for specific industries, and rules related to specific hazards
· Responsibilities and Rights of Employers and Employees
· In all jurisdictions, employers are responsible for taking every reasonable precaution to ensure the health and safety of their workers, this is called the “Due Diligence” requirement. Specific duties of the employer include filling government accidents reports, maintaining records, ensuring that safety rules are enforced, and posting safety notices and legislative information
· Employees are responsible for taking reasonable care to protect their own health and safety and, in most cases, that of their co workers. Specific requirements include wearing protective gear and reporting any contravention of the law or regulations. Employees have three basic rights under the joint responsibility model: (1) the right to know about workplace safety hazards, (2) the right to participate in the occupational health and safety process, and (3) the right to refuse unsafe work if they have “reasonable cause” to believe that the work is dangerous
· Reasonable cause - means a complaint about a workplace hazard has not been satisfactorily resolved, or safety problem places employees in immediate danger
· Joint Health and Safety Committees
· The function of join health and safety committees is to provide a non adversarial atmosphere where management and labour can work together to ensure a safe and healthy workplace
· Enforcement of Occupational Health and Safety Laws
· In all Canadian jurisdictions, occupational health and safety law provides for government inspectors to periodically carry out safety inspections of work places. Penalties consist of fines and/or jail terms.
· Corporate Killing - imposes criminal liability on “all persons” who direct the work of other employees and fail to ensure an appropriate level of safety in the workplace
· Control of Toxic Substances
· Workplace Hazardous Materials Information Systems (WHMIS) - a canada wide legally mandated system designed to protect workers by providing information about hazardous materials in the workplace
· WHMIS has three components
· Labeling of hazardous material containers to alert workers that there is a potential hazardous product inside (see page 386)
· Material safety data sheets (MSDS) to outline a products potentially hazardous ingredients and the procedures for safe handling of the product
· Employee training to ensure that employees can identify WHMIS hazard symbols, read WHMIS supplier and workplace labels, and read and apply the information on an MSDS
What Causes Accidents?

· Workplace accidents have three basic causes:
· Chance Occurrences 
· uncontrollable accidents such as walking pass a window just as somebody throws an object at it
· Unsafe Conditions
· Conditions such as: improperly guarded equipment, defective equipment, hazardous procedures, unsafe storages, improper illumination, improper ventilation
· Three other work related factors contribute to accidents
· The job itself - certain jobs are more dangerous than others
· Work schedules - work schedules and fatigue
· Psychological climate - temporary stress factors such as high workplace temperature, poor illumination, and a congested workplace
· Unsafe Acts
· unsafe acts by employees such as throwing materials, operating or not working at unsafe speeds, making safety inoperative by removing, adjusting, or disconnecting them, using unsafe equipment or using equipment unsafely, using unsafe procedures in loading, placing, mixing, and combining, talking unsafe positions under suspended loads, lifting improperly
· Personal Characteristics
· Vision is related to accident frequency in many jobs
· The risk of accidents is higher for employees who cannot read and understand safety regulations and warnings
· Accidents are generally most frequent among people between the ages of 17 and 28
· Perceptual vs Motor Skills - a worker who reacts more quickly than they can perceive is more likely to have accidents
How To Prevent Accidents

· Accident prevention involves reducing unsafe conditions and reducing unsafe acts
· Reducing Unsafe Conditions
· Reducing unsafe conditions is an employer’s first line of defense. Safety engineers can design jobs to remove or reduce physical hazards. In addition, supervisors and managers play a role in reducing unsafe conditions by ensuring that employees wear personal protective equipment
· Reducing Unsafe Acts
· Selection Testing
· certain selection tests can help to screen out accident prone persons before they are hired, such as measures of muscular coordination, tests of visual skills, Employee Reliability Inventory (ERI) that measures reliability dimensions, such as emotional maturity, conscientiousness, safe job performance, and courteous job performance, can also be helpful in selecting employees who are less likely to have accidents
· Top Management Commitment
· Training and Education
· safety training is another technique for reducing accidents. The training should include a practical evaluation process to ensure that workers are applying the acquired knowledge and following recommended safety procedures. Safety posters work as well
· Positive Reinforcement
· Safety programs based on positive reinforcement can improve safety behavior at work
Employee Wellness Programs

· A program that takes a proactive approach to employee health and well-being
Occupational Health and Safety Issues and Challenges

· Substance Abuse
· Drug and alcohol testing is only legal in situations where three conditions are met
1. The test is rationally connected to the performance of the job
2. The test is adopted in an honest and good-faith belief that it is necessary for the fulfillment of a legitimate work-related purpose
3. The test is reasonably necessary to the accomplishment of the work-related purpose
· Job Stress
· Human consequences of job stress include anxiety, depression, anger, and various physical consequences, such as cardiovascular diseases, headaches, and accidents
· Stress also has a serious consequence for the organization, including reductions in productivity and increased absenteeism and turnover
· Job stress has two main sources environmental factors and personal factors
· Reducing Job Stress
· Offering EAP (employee assistance programs) is a major step toward alleviating the pressure on managers to try to help employees cope with stress
· Burnout
· burnout is the total depletion of physical and mental resources caused by excessive striving to reach an unrealistic work related goal
· Repetitive Strain Injuries
· RSI - activity related soft tissue injuries of the neck, shoulder, arms, wrist, hands, back, and legs
· Ergonomics - the art of fitting the workstation and work tools to the individual
· Video Display Terminals 
· carpal tunnel syndrome - a tingling or numbness in the fingers caused by the narrowing of a tunnel of bones and ligaments in the wrist
· Workplace Toxins
· Workplace Smoking
· Influenza Pandemic
· Violence at Work
· Workplace violence is defined by the International Labour Organization (ILO) as incidents in which an employee is abused, threatened, or assaulted in circumstances relating to work, and it includes harassment, bulling, intimidation, physical threats, assaults, and robberies
· Canada is the 4th worst place for workplace violence
· Workplace Violence and the Law
· employers may be found vicariously liable for the violence acts of their employees on the basis that the employer negligently hired or negligently retained someone whom the employer should reasonably have known could cause a violent act; employers may also be found liable when they are aware of violent incidents and fail to respond
· Prevention and Control of Workplace Violence
· there are several steps that employers can take to reduce the incidence of workplace violence. These include: identifying jobs with high risk of violence, instituting a workplace violence policy, creating a healthy work environment, heighten security measures, provide workplace violence training, and improving employee screening
CHAPTER 15

Fair Treatment

The Strategic Importance of Effective Employee Relations

· The most important aspect of managing employee relations is ensuring that employees are treated fairly, ethically, and legally
· Three components of organizational justice
· Distributive justice - refers to the fairness and justice of the outcome of a decision
· Procedural justice - refers to the fairness of the process used to make a decision
· Interactional justice - refers to the manner in which mangers conduct their interpersonal dealings with employees, and, in particular, to the degree to which they treat employees with dignity and respect as opposed to abuse or disrespect
Employee Engagement

· Employee Engagement - a positive fulfilling, work related state of mind characterized by vigor, dedication, and absorption. It is a heightened emotional and intellectual connection than an employee has for their job, organization, manager, or coworkers that in turn influences the employee to apply additional discretionary effort
· Divers of Engagement
· Organizational factors such as senior leadership, opportunities for learning and development, and company image and reputation are the primary influencers of engagement
· Three recommendations were provided for companies that wish to increase engagement
· First, employees need their senior leaders to demonstrate inspiration, vision, and commitment
· Second, employees have a strong desire to learn and grow
· Third, employees want to work for a company with a good reputation, which is seen as a leader, and which strives for excellence
· Outcomes of Engagement
· Engagement contributes significantly to an organizations performance, leading to improvements in service quality, customer satisfaction, and longterm financial results
Effective Employee Communications

· Suggestion Programs
· Employee Opinion Surveys - communication devices that use questionnaires to ask for employees opinions about the company, management, and work life
· Communications from Management
Preserving Dignity in the Retirement Process

· Pre-Retirement Counseling
· counseling provided to employees some months or years before retirement, which covers such matters as benefits advice, second careers and so on. It is aimed at easing the passage of their employees into retirement
· The Future of Retirement
· Major changes in the retirement process
· First, there are gender differences in retirement patterns. Women are most likely to retire early
· Second, joint retirement is becoming an issue for many dual-income couples
· Third, maintaining a standard of living in retirement will be a concern for those without substantial personal savings
· Lastly, flexibility in retirement arrangements is expected to increase dramatically
Fair Treatment in Layoffs and Downsizing

· Layoffs - the temporary withdrawal of employment to workers for economic or business reasons
· A layoff, in which workers are sent home for a period of time is a situation in which three conditions are present: (1) there is no work available for the employees, (2) management expects the no work situation to be temporary and probably short term, and (3) management intends to recall the employees when work is again available
· Downsizing - refers to the process of reducing the number of people employed by the firm
· Group termination laws - laws that require an employer to notify employees in the event that an employer decides to terminate a group of employees
· a critical responsibility of human resources managers in any downsizing is to ensure that the bad news is delivered in a humane manner
Fairness in Discipline and Dismissals

· Employee Discipline
· The purpose of discipline is to encourage employees to adhere to rules and regulations
· A fair and just disciplinary process is based on three foundations:
· A set of clear rules and regulations - these rules should address serious matters such as theft, destruction of company property, drinking on the job, and insubordination. The purpose of these rules is to inform employees ahead of time as to what is and is not acceptable behavior
· A system of progressive penalties - penalties may range from verbal warnings to written warnings to suspensions from the job to dismissal
· An appeals process - this helps to ensure procedural fairness in the employee discipline process
· Dismissal for Just Cause
· Dismissal is the most drastic disciplinary step that can be taken towards and employee and one that must be handled with care. It is the involuntary termination of an employee’s employment
· The fundamental question is whether or not the employee has irreparably harmed the relationship to the point that it would be unreasonable to expect the employer to continue the employment relationship
· Just cause can often be demonstrated in cases of disobedience, incompetence, dishonestly, insubordination, fighting, and persistent absence or lateness
· The burden of proof rests with the employer
· Insubordination - willful disregard or disobedience of the boss’s authority or legitimate orders
· Dismissal Without Just Cause: Providing Reasonable Notice
· Wrongful Dismissal - an employee dismissal that does not comply with the law or does not comply with a written or implied contractual arrangement
· Bad Faith Damages - at a minimum employers are required to be candid, responsible, honest, and forthright with their employees in the course of dismissal and should refrain from engaging in conduct that is unfair or in bad fait, such as being untruthful, misleading, or unduly insensitive
· Punitive Damages - in extreme cases, employers may also be ordered to pay punitive damages for harsh and vindictive treatment of an employee and/or damages for aggravated or mental distress if the employee suffered undue distress from not being given adequate notice of termination
· Constructive Dismissal
· Constructive dismissal - the employer makes unilateral changes in the employment contract that are unacceptable the employee, even though the employee has not been terminated
· the most common changes in employment status are considered to constitute constructive dismissal are demotion, reduction in pay benefits, forced resignation, forced early retirement, forced transfer, and changes in job duties and responsibilities
· Fairness in Dismissal Procedures
· Vendetta Effect - where the instances of wrongful dismissal claims became stronger as negative treatment became extreme
· The Termination Interview
· Termination interview - the interview in which an employee is informed of that fact that they have been terminated
· Step 1: Plan the interview
· Step 2: Get to the point
· Step 3: Describe the situation
· Step 4: Listen
· Behavior indications can be used to help gauge the person’s reaction and to decide how best to proceed. Five major reactions often occur
· First, some employees will be hostile and angry, expression hurt and disappointment 
· Second, some employees may react in a defensive bargaining manner, based on their feelings of fear and disbelief
· Third, the employee may proceed in formal, controlled manner, indicative of a suppressed, vengeful reaction, and the potential for legal action
· Fourth, some employees will maintain a stoic facade, masking their shock, disbelieves, and numbness
· Fifth reaction is an  emotional one involving tears and sadness, indicating grief and worry on the part of the employee
· Step 5 : Review all elements of the severance package
· Step 6: Identify the next step
· Outplacement Counseling
· Outplacement counseling - a systematic process by which a terminated person is trained and counseled in the techniques of self-appraisal and securing a new position
CHAPTER 16

Labour Relations

Introduction to Labour Relations

· Labour Union - an officially recognized association of employees practicing a similar trade or employed in the same company or industry who have joined together to present a united front and collective voice in dealing with management
· Labour-Management Relations - the ongoing interactions between labour unions and management in organizations
· Collective Agreement (union contract) - a formal agreement between an employer and the union representing a group of its employees regarding terms and conditions of employment
· Collective Bargaining - negotiations between a union and en employer to arrive at a mutually acceptable collective agreement
· Bargaining Unit - the group of employees in a firm, plant, or an industry that has been recognized or certified by a Labour Relations Board (LRB) as appropriate for collective bargaining purposes
· Union acceptance strategy - managers view the union as the legitimate representative of the firm’s employees
· To avoid unions, companies can either adopt a union substitution approach, in which they become so responsive to employees’ needs that there is no incentive for them to unionize or adopt a union suppression approach when there is a desire to avoid a union at all cost
· Canadian Labour Laws
· canadian labour laws have two general purposes (1) to provide a common set of rules for fair negotiation, and (2) to protect the public interest by preventing the impact of labour disputes from inconveniencing the public
· The Labour Movement in Canada Today
· The primary goal of the labour unions active in Canada is to obtain economic benefits and improved treatment treatment for their members
· Business Unionism - the activities of labour unions focusing on economic and welfare issues, including pay and benefits, job security, and working conditions
· Social (reform) Unionism - activities of unions directed at furthering the interests of their members by influencing the social and economic policies of governments at all levels, such as speaking out on proposed legislative reforms
· Types of Unions
· The labour unions in Canada can be classified according to the following characteristics
1. Type of worker eligible for membership
· Craft union - traditionally, a labour organization representing workers practicing the same craft or trade, such as carpentry or plumbing
· Industrial union - a labour organization representing all workers eligible for union membership in a particular company or industry including skilled tradespersons
2. Geographical scope
· international unions - head office in one country and operations in another
· national unions - head office in same country as operations
· local unions - small group of unionized employees in a particular location
3. Labour congress affiliation
· Canadian Labour Congress (CLC)
· Confederation des syndicats nationaux (CSN)
· American Federation of Labour (AFL) - Congress of Industrial Organizations (CIO)
· Union Stewart - a union member elected by workers in a particular department or area of a firm to act as their union representative
· Current Challenges Facing the Canadian Labour Movement
· Global Competition
· Demographics
· Unionization of White-Collar Employees
The Labour Relations Process

· Labour relations process consists of five steps
Step 1: Desire for Collective Representation

· Employees decide to seek collective representation
Step 2: Union Organizing Campaign

· Five steps to this process
1. Employee/union contact
2. Initial organizational meeting
3. Formation of an in-house organizing committee
4. The organizing campaign
· authorization card - a card signed by an employee that indicates their willingness to have the union act as their representative for purposes of collective bargaining
5. The outcome
Step 3: Union Recognition

· Union can obtain recognition in three ways
· Voluntary Recognition - an employer in every canadian jurisdiction, expect quebec, can voluntarily recognize a union as the bargaining agent for a group of its employees
· Regular Certification
· Certification - the procedure whereby a labour union obtains a certificate from the relevant LRB declaring that the union is the exclusive bargaining agent for a defined group of employees in a bargaining unit that the LRB considers appropriate for collective bargaining purposes
· in most jurisdictions, LBRs can grant automatic certification without a vote if the applicant union can demonstrate a high enough level of support for the purposed bargaining unit. Automatic certification may also be granted in some jurisdictions if the employer has engaged in unfair practices
· Representation Vote - a vote conducted by the LRB in which employees in the bargaining unit indicate, by secret ballot, whether or not they want to be represented, or continue to be represented by a labour union 
· Pre-Hearing Votes - an alternative mechanism for certification, used in situations in which there is evidence of violations of fair labour practices early in the organizing campaign
· Termination of Bargaining Rights
· Decertification - the process whereby a union is legally deprived of its official recognition as the exclusive bargaining agent for a group of employees
Step 4: Collective Bargaining

· Collective bargaining is the process by which a formal collective agreement is established between labour and management
· Steps typically involved in the collective bargaining process include
· Preparations for Negotiations - involves planning and the bargaining strategy and process and assembling data to support bargaining proposals
· Face to face Negotiations
· negotiations are usually held at a neutral, offsite location, so that there are no psychological advantage for either team
· caucus session - a session in which only the members of one’s own bargaining team are present
· bargaining zone - the area defined by the bargaining limits (resistance points) of each side, in which compromise is possible, as is the attainment of a settlement satisfactory to both parties
· distributive bargaining - a win-lose negotiating strategy, such that one party gains at the expense of the other
· three components to distributive bargaining: initial point, target point, and resistance point
· integrative bargaining - a negotiation strategy in which the possibility of win-win, lose-win, win-lose, and lose-lose outcomes is recognized, and there is acknowledgement that achieving a win-win outcome will depend on mutual trust on problem solving
· mutual gains (interest based) bargaining - a win-win approach based on training in the fundamentals of effective problem solving and conflict resolution, in which the interests of all stakeholders are taken into account
· Obtaining Approval for the Contract
· memorandum of settlement - a summary of the terms and conditions agreed to by the parties that is submitted to the constituent group for final approval
· ratification - formal approval by secret-ballot vote of the bargaining unit members of the agreement negotiated between union and management
· Third Party Assistance and Bargaining Issues
· Conciliation - the use of a neutral third party to help an organization and the union representing a group of its employees to come to a mutually satisfactory collective agreement. The aim of conciliation is to try to help the parties avoid the hardship of a strike or lockout
· Mediation - the use of a neutral third party to help an organization and the union representing its employees to reach a mutually satisfactory collective agreement
· Strike - the temporary refusal by bargaining unit members to continue working for the employer
· Strike Vote - legally required in some jurisdictions, it is a vote seeking authorization from bargaining unit members to strike if necessary. A favorable vote does not mean that the strike is inevitable
· Picket - stationing groups of striking employees
· Boycott - an organized refusal of bargaining unit members and supporters to buy the products or use the services of the organization whose employees are on strike in an effort to exert economic pressure on the employer
· Lockout - temporary refusal of a company to continue providing work for bargaining unit employees involved in a labour dispute, which may result in closure of the establishment for a time
· Wildcat Strike - a spontaneous walkout, not officially sanctioned by the union leadership, which be legal or illegal, depending on its timing
· Arbitration - the use of an outside third party to investigate a dispute between an employer and union and impose a settlement 
· Interest Arbitration - the imposition of the final terms of a collective agreement
· Interest Dispute - a dispute between an organization and the union representing its employees over the terms of a collective agreement
· The Collective Agreement: Typical Provisions
· Union Recognition Clause - a union recognition clause clarifies the scope of the bargaining unit by specifying the employee classification included therein or listing those excluded
· Union Security Clause - the contract provisions protecting the interests of the labour unions, dealing with the issue of membership requirements and the payment of dues
· Various forms of union security clauses
· closed shop 
· union shop  
· modified union shop
· maintenance of membership agreement
· Rand formula
· open shop
Step 5: Contract Administration

· Seniority
· Discipline
· Grievance Resolution and Rights Arbitration
· Grievance - a written allegation of a contract violation, filled by an individual bargaining unit member, the union, or management
· Rights Dispute - a disagreement between an organization and the union representing its employees regarding the interpretation of application of one or more clauses in the current collective agreement
· Rights Arbitration - the process involved in the settlement of a rights dispute
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