· Sept.17 – 2 The Changing Legal Emphasis
· Importance of Understanding the Legal Environment
· Limiting potential liability
· Doing the right thing
· Underlying shared responsibility
· Major forms of employment legislation (90% is provincial/regional, 10% is federal (only applies to federally regulated companies and agencies – will likely be on the midterm)
· Employment standards legislation
· Provincial
· Covers all employees in Canada across all legislation whether they are unionized or not
· Establish minimum employee entitelments such as wages, paid holidays and vacations, leaves etc.
· Equal pay for equal work (male vs. female)
· Human Rights Codes
· Charter of freedoms 
· Takes presidence over all other laws (with two exceptions)
· Freedom of conscience 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
· Equality rights as well
· To complain about a violation of human rights, the person would complain to Human Rights Commission in her province
· Human rights commission pays for the complaint/inquiry and such
· Prohibited Grounds for discrimination
· Race
· Colour
· Creed/religion
· Sex
· Marital status
· Age
· Mental/physical disability
· Sexual orientation
· Etc.
· Employment equity legislation
· Utilization analysis – comparing internal workforce representation with external workforce availability
· There is virtually no provincial employment equity programs
· Between race, gender etc.
· Employment equity (actually getting hired)
· Occupational segregation
· Glass ceiling – prevents certain groups from reaching high positions
· Federal Employment Equity Act
· Federal Contractors Program
· Employments equity program – 6 main steps (has been making progress according to the Canadian human rights commission
· Senior management commitment and support
· Data collection and analysis
· Employment systems review – eliminate systemic barriers
· Plan development
· Implementation
· Monitoring, evaluating, and revising
· Reverse discrimination – not really the case (according to her)
· Really, companies look at two equally qualified applicants, and choose the person who would increase the quota of the group of people that they need increasing
· What it is
· an attempt by an organization to actively recruit and select talented employees from traditionally undertapped pools
· What it is not
· Gov. mandate that forces companies to hire underqualified employees
· The four designated groups
· Women	 - 47% of employed workforce
· Aboriginals
· People with disabilities – about 45% in the labour force
· Visible minorities
· Diversity Management
· Key elements
· Build a culture that embraces diversity
· Make leaders accountable for diversity
· Establish training programs
· Review HR practices (communication, selection and recruitment, development etc.)
· Have to do all this over a lot of time
· Pay equity
· Equal Pay for Equal Work
· Equal Pay for Work of Equal Value
· There is still gender inequity in pay
· Discrimination – judging a person based on personal characteristics rather than skills etc.
· Intentional
· Deliberate use of race, religion or other prohibited criteria in employment decisions
· i.e. not hiring someone who is gay, not based on their job skills
· Disperate Treatment - a more subtle intentional discrimination: when you subject a member of a certain group to a different criteria (requiring a woman to take a physical for the job and not men)
· Discrimination because of association – not hiring a qualified candidate because for example his wife is sick and they think he will have to spend too much time on her
· Unintentional (Systemic)
· Employment criteria that have the effect of discriminating on prohibited grounds but are not used with the intent to discriminate
· i.e. a company that has all employees of the same ethnicity and are looking to expand. They decide to hire more people through word-of-mouth instead of ads for example and therefore will end up getting more of the same ethnicity
· Sample Interview Question (I = illegal)
· I find you accent interesting – what country are you from? Potentially I
· Disparate/Adverse Impact
· When we have stuff that will affect one group more than another group
· i.e. black person sued company for not hiring him because they have a highschool diploma law – he said the education had nothing to do with the job (coal handler) and that it discriminated against blacks because fewer blacks have high school diploma
· In this case black people were the victims of adverse impact
· Court ruled that the rule was discriminatory regardless of whether it was intentional or not
· Because of this stuff, have to make sure that all the job requirements match up exactly with the actual job
· Bona fide occupational qualification – a justified business reason for discriminating against a member of a protected class MTERM
· For example being blind and trying to be a pilot
· Another example, actors in plays have to be certain age, ethnicity etc.
· Reasonable accommodation – adjustments in job content and working conditions that an employer may be expected to make to make the job suitable for a member of a protected class (which would otherwise be a bona fide occupational qualification)
· To sum up, sometimes employer can discriminate, but must make sure they do whatever they can to not have to
· Employers are expected to accommodate to the point of undue hardship
· Sexual Harassment
· Behavior that makes you feel embarrassed, humiliated etc.
· Look at examples of sexual harassment in the textbook – probably on Mterm
· Examples of harrassment
· Unwelcome remarks, slurs, jokes about a person’s body, clothing, race, national origin, colour, religion or other personal characteristics
· Unwelcome sexual remarks, invitations or requests
· Display of sexually explicit, sexist, racest or other offensive or derogatory materal
· Sexual Coercion
· Harassment of a sexual nature that results in some direct consequence to the worker’s employment status or some gain in or loss of tangible job benefits
· Sexual annoyance
· Sexually related conduct that is hostile, intimidating, or offensive to the employee but has no direct link to tangible job benefits or loss thereof 
· Establishing sound harassment policies
· Anit harassment policy statement stating the organization’s commitment to a good workplace and specifying that harassment is against the law
· Information for victims
· Employees’ rights and responsibilities
· Employers’ and managers’ responsibilities
· Anti-harassment policy procedures
· Penalties for retaliation against a complainant
· Guidelines for appeals
· Other options such as union grievance procedures and human rights complaints
· How the policy will be monitored and adjusted
· 4 – Designing and Analyzing Jobs
· Organization chart – shows positions and the people in them, who is under who etc. flat vs. tall organization 
· Job – set of related duties
· Position – the set of duties performed by one person
· A flat organization has less levels, as opposed to tall organization (such as government)
· Job Analysis – how the job is now: defining the work – look in textbook IMPORTANT
· Procedure for determining tasks, duties and responsibilities of each job and the human attributes (knowledge, skills, abilities) required to perform it
· Steps in job analysis
· Identify what you want to use this information for (compensation or recruitment for example)
· Review relevant background information
· Select the representative positions and jobs to be analyzed
· Analyze the jobs by collecting data on job activites, working conditions, required employee behaviors etc.
· Review the information with job incumbents
· Devlop a job description and a job specification
· Methods of collecting job analysis – qualitative
· Interviews (individual, group, supervisory)
· Group when a large number of employees are performing similar or identical work, the immediate supervisor would likely attend
· Questionnaires
· Observations – useful for physical jobs
· Participant diary/log – good for jobs with long cycles
· Quantitative
· Better for pay purposes for example
· Position Analysis Questionnaire (PAQ) – look at example in text
· Very structured job analysis questionnaire which contains 194 items measuring six dimensions
· Information input
· Mental processes
· Work output
· Relationships with others
· Job context (physical and social environment)
· Other job chracteristics
· Functional Job Analysis (FJA)
· The National Occupation Classification (NOC)
· Reference tool for writing job descriptions and specifications
· Compiled by federal government
· 30000 occupations
· There is a website for these (look on slides)
· Competency Based Job Analysis
· Describing a job in terms of the measurable, observable behavioural competencies an employee must exhibit to do a job well (instead of the actual skills, look at the competencies that relate to job performance)
· Traditional job descriptions (with their lists of specific duties) may actually backfire if a high-performance work system is your goal
· For example technical competencies for the job of systems engineer might include the following
· Design complex software applications, establish protocols and create prototypes
· Prepare comprehensive and complete documentation including specifications, flow diagrams, process patrols, and budgets
· Uses of Job Analyses – look in textbook
· Human Resource Planning
· Recruitment and selection
· Compensation
· Labour relations 
· Performance appraisal (to be sound legally, the criteria used to assess employee performance must be directly related to the duties and responsibilities identifies through job analyses)
· Training, development, career management
· Job design
· Job Dscription – not legally requires, but highly advisable
· Job identification – position title, report to etc.
· Job summary 
· Relationships – peers, others supervised by the same supervisor etc.
· Duties and responsibilities
· Authority – budgetary, decision-making authority, authority over others
· Performance standards, indicators
· Working conditions and physical environment
· Job design – how the job should be: designing the work
· The process of systematically organizing work into tasks required to perform a job
· Design considerations
· Degree of specialization – old way of looking at jobs (the more specialized the task the faster it will get done) – scientific management theory
· Behavioral aspects – shift towards this started with the Hawthorne studies (found that attention increased the motivation of workers and therefore improved productivity – the light raising/lowering experiment
· Job enlargement or horizontal loading – assigning workers additional tasks at the same level of responsibility to increase the number of tasks they have to perform
· Job Enrichment or Vertical loading – make the job better by adding more meaningful tasks and duties
· Increase level of difficulty 
· Assign workers more authority and control over outcomes
· Provide feedback about individual or unit job performance directly to employees
· Add new tasks etc.
· Job rotation helps
· Job depth – giving people more responsibilities, making them see the ownership they have over the work
· Team based job designs – give a team rather than an individual a whole meaningful piece to work on
· Job Characteristics Model
· Ergonomic aspects – not just how the job is designed, but luxuries, i.e. flex time, holidays, work from home etc.
· This changes the design of the work and has an effect on people’s motivation
· Need for flexibility
· Sept.24
· Practice Case (p.24,25,115) (Prohibited Grounds for Discrimination – p.30, Employment Equity Legislation – p.37, the four designated groups for employment equity – p.38, Employment Equity Programs – p.41, Diversity Management – p.44)
· What is human resource management? – define from textbook
· Does it have a role to play in this organization? – yes it does, because they have employees
· Specifically, what responsibilities? – selecting, compensating, performance appraisals etc. 
· External influences and how they impact? Economic – could effect demand for product/services which would in turn effect hiring, 
· Bona fide – (any job requirement can be a bona fide requirement salespeople - ,programmers – past experience programming ,web designers - ,
· Oct.1 – Chapter 5,6 last ones on the midterm
· HRP – Human Resource Planning – 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 needs
· HR Planning vs. Strategic Planning
· Strategic – making decisions about long-term business objectives
· HR planning – anticipating and making provisions to have the people required to meet these objectives
· HR planning process –
· Forecast demand
· Analyze supply
· Plan and implement programs to balance supply and demand
· Environmental forces:
· Economy 
· Demographic changes
· Legal 
· Forecasting future human resource needs
· Forecasting the availability of internal and external candidates (supply)
· Planning and implementing HR programs to balance supply and demand
· Forecasting Demand
· Quantitative approaches
· Trend analysis – studying the firm’s employment levels over the last five years or so to predict future needs (for example the number of employees in the firm at the end of each of the last five years)
· Ratio analysis – looking at causal factors such as units produced or customers served. 
· Look at number of employees needed to achieve this
· Determine by that ratio how many we would need to double production for example
· Scatter plot – visual representation
· Can be used to determine whether two factors of business activity and staffing levels are related
· Regression analysis – estimate demand based on past data you have
· Qualitative
· Nominal Group Technique
· More advanced type of brainstorming
· Sit together as with brainstorming, but instead of talking, write our ideas down independently
· After certain amount of time, every person adds an idea to the main list
· Once they have all been posted, people explain and discuss all the ideas, then come to a concensus (by each member ranking each idea)
· Delphi Technique
· Have group of experts involved
· For longer term forecasting get external people
· Make a questionnaire for the experts to answer independently, then send them to a central location
· Check what matches up, what differs, then redistribute all these and keep collecting them (do a bunch of rounds)
· Forecasting Supply
· Skills Inventories  - what skills do we have within our organization?
· For each employee we have an inventory of their skills (work record, education, how have their skills changed, have they taken on more responsibility etc.)
· Management Inventories 
· Same as skills but for managers, also includes things like how many people are you managing, how are the people under you working etc.
· To be useful must be updated regularly
· Replacement Charts – look in the textbook
· Includes things like who is ready for promotion
· Includes information on age
· Replacement summaries list likely replacements for each position and their relative strengths and weaknesses, as well as information about current position, performance, promotability, age and expaerience
· Succession Planning – usually for top level executive positions
· Positions that have to have a replacement instantly if they become vacant
· There are about 1 job ready successor for every two senior execs. 
· Markov Analysis
· Goal is to see how many people stay at the company – changes from year to year
· Transitional probability matrix for forecasting internal supply by specific categories
· Forecasting external supply
· To project supply of outside candidate, employers assess general, national, local and occupational labour market conditions (will a lot of people retire, will there will be new recruits to offset the retirees etc.)
· 66% of Canadian employers are already experiencing the symptoms of talent shortage
· Strategies to deal with Canada’s looming labour shortage
· Increase the workforce participation of older workers (keep retirees part time instead or something)
· Increase the number of designated group members (despite the labour shortage, some groups are underemployed)
· Offering flexible work arrangements (flextime, telecommuting, compressed work week)
· Implement HR programs to balance demand and supply
· Labour Shortage
· Overtime 
· Hire temps
· Subcontract work
· Recruitment
· Transfer
· Promotion
· Labour Surplus
· Hiring freeze
· Attrition
· Buyouts and early retirement
· Job sharing
· Part time work
· Work sharing
· Reduce workweek
· 
· Layoff – the goal is it is a temporary getting rid of employees until the economic conditions are better
· Layoff mistakes
· Fail to consider alternatives
· Workshare – get two people to work one job for example
· Reduced workweek (not compressed)
· Lose the wrong people
· Distributive fairness 
· Don’t communicate transparently
· Procedural fairness
· Use the wrong words
· Think top employees will stay just because of the economy
· Forget all applicable regulations
· Neglect to guide first-level managers 
· Recruitment (chpt.6)
· The process of searching out and attracting qualified job applicants
· End when an adequate number of candidates apply
· Who are we?
· Employer branding is the image of the organization as an employer based on the perceived benefits of being an employee in that organization
· Recruitment Process
· Identify job openings
· Hr planning/strategic plan
· Employee… look on slides
· Specify job requirements – involves reviewing the job description and the job specification and updating them if necessary
· Select methods of recruitment
· Generate pool of qualified applicants
· Internal Recruitment
· Limitations
· It is rarely possible to fill all non-entry leve jobs with current employees – middle and upper management positions may be vacated unexpectedly with no internal candidates ready
· Advantages
· Competence is rewarded thus: 
· Increasing commitment and performance
· Decreasing turnover
· More accurate assessment of employee ability
· Less orientation needed
· Disadvantages
· Discontent of unsuccessful candidates
· Time consuming if one is already preferred
· Dissatisfaction with insider as new boss
· “Inbreeding”
· 
· External Recruitment
· Advantages
· Larger, more diverse pool of potential employees
· Assists in EE goals
· Acquisition of new skills/reduced need for training
· Potential cost savings resulting from hiring individuals who already have the skills, rather than providing extensive training
· Elimination of employee rivalry and competition
· Planning external Recruitment
· Type of job – affects recruitment method chosen
· What level? If low level, have a job fair, if high level get a headhunter
· Yield ratios - % of applicants that proceed to the next step
· Time lapse data – time from start of recruitment to new employee starting work
· Online Recruiting
· Majority of Canadian workers and companies use it
· Internet job boards
· Corporate websites – career pages on websites
· Best practices for career website
· Include candid information about company culture, career paths and business prospects
· Include this party sources of information on your company
· Dsign separate sections for different types of job seekers
· Social Networking sites
· Print Advertising: AIDA Principles
· The ad should:
· Attract attention – intent is that after you see the add you look into it more
· Develop interest in the job – pointing out the range of duties, responsibility etc.
· Create a desire for the job – pointing out the interesting aspects of the job itself and any unique benefits or opportunities
· Instigate action – “Call today”
· Rectuitment agency (used when)
· The organization does not have an HR department
· The firm has experience difficulty in generating a pool of qualified candidates
· A particular opening must be filled quickly
· There is a desire to rectuit a greater number of designated group member that the firm can’t attract on its own
· Walk ins
· Write Ins
· Employee refferals
· Former employees
· Educational institutions
· Professional 
· Application Forms
· Advantages
· Candidate comparison is facilitated
· Information is specifically requested
· Provides
· Sample of the candidate’s own work
· Written authorization for reference checking
· Protects the company from applicatnts who falsify credentials
· Designated group member status identification
· Predicting job performance
· Weighted application blank (WAB)
· Responses weighted based on statistical relation to job performance
· Biographical application blank
· More personal information
· Personality and such
· Recruiting Non-Permanent Staff
· Temporary help agencies 
· Benefits
· Cost less that permanent employees
· If a temp performs unsatisfactorily a substitute can be requested immediately
· Individuals working as temps who are looking for full time are often highly motivated because they know they might get hired
· Contract Workers
· Attracting older workers
· Benefits
· Typically have high job satisfaction, strong sense of loyalty and organizational commitment, a strong work ethic, good people skills
· Develop flexible work arrangements
· Attracting younger workers
· Recruiting Designate Group members
· Question – Is it ethical to keep extending contracts rather than hiring employees to avoid cost of benefits?
· MIDTERM – Chapters 2,4,5,6
· 4 Questions covering material from class, chapter, and end of chapter discussion questions – short answer
· Oct.15 – ALL IMPORTANT – Read Chapter too (7)
· Decision Making
· Choosing best performers
· Suggested guidelines for hiring to avoid negative legal consequences
1. Ensuring that lal selection criteria and strategies are based on the job description and the job specification
2. Adequately assessing the applicant’s ability to meet performance standards or expectations
3. Carefully scrutinizing all information supplied on application forms and resumes
4. Obtaining written authorization for reference checking from prospective employees, and checking reference very carefully
5. Saving all records and information obtained about the applicant during each stage of the selection process
6. Rejecting applicants who make falsee statements on their application forms or resumes
· Selection ratio = #of applicants hired/# of applicants 
· The emerging labour supply shortage situation in Canada will result in increasingly small selection ratios
· Hiring (step 1) – preliminary applicant screening
· Hiring (step 2) – Selection Testing
· Preliminary applicant screening
· Application forms and resumes are reviewed, and those candidates not meeting the essential selection critera are eliminates, then the remaining ones are analyzed to see who most closely matches the remaining job specfifications
· Selection testing
· A common screening device used by about 2 thirds of Canadian organizations to assess specific job related skills, as well as general intelligence, personality chracteristics and mental abilities, interests and preferences
· Reliabitlity – the degree to which interviews, tests and other selection procedures yield comparable data over time
· Internal consistency – if all questions are meant to answer one question, the variance of answers to those questions would be measured
· Validity
· The accuracy whith which a predictor measures what it is intended to measure
· Criterion-related validity – the degree to which a selection tool predicts important elements of work behavior (if one exhibits strong sales ability on the test, this should be the same in real life)
· Content validity – the closer the content of the selection instrument is to actual samples of work, the greater the content validity
· Construct validity – the extent to which a selection tool measures a theoretical dconstruct or trait deemed necessary to perform the job successfully
· Involves demonstrating that the psychological trait or attribute is related to satisfactory job performance, as well as showing that the test tool used accurately measures the trait.
· Tests of Cognitive Abilities
· IQ tests – measures a number of abilities including memory, vocabulary, verbal fluency and numberical ability
· Emotional intelligence tests – measure the ability to monito one’s own emotions and the emotions of others
· Can be modified through conscious effort and practice many people believe that this is a more important determinant of success  
· Specific cognitive abilities – things like inductive and deductive reasoning, verbal comprehension, memory and numerical ability
· Often called aptitude tests
· Tests of Motor and Physical Abilities
· To ensure that these comply with legislation, must do a throorough analysis of physical demands and the things on the test
· Measuring personality and interests
· Myers-Briggs instrument
· Achievement tests – a measure of what the person has learned
· Purdue test for machinists and machine operators
· Work sampling – among the best predictors of job performance
· Management assessment centers – the management potential of candidates is assessed by expert appraisers who observe them performing realizstic management tasks
· Situtational testing – candidates presented with hypothetical situations
· Micro-assessements – each applicant completes a series of questions and exccercises and are required to solve sets of work-related problems
· Physical examination and substance abuse testing
· Management assessment centers
· An in-basket exccercise
· A leaderless group discussion
· Management games
· Individual presentations
· Objective tests
· An interview
· 
· Hiring (Step 3) – the selection interview
· One of the most important parts of the selection process
· Types of interviews
· Structure vs unstructured vs semistructured – in unstructured, questions are asked as they come to mind, in structured, they are specified in advance
· Structured – high in validity and reliabitlity but does not provide the flexibility to pursue point of interest as they develop
· Unstructured – low reliability and low validity 
· Contenect of the interview
· Situational interview – focuses on individual’s ability to project what his or her future behavior woulod be in a given situation
· Behavioural interview – asks how candidates behaved in specific past situations
· Administering the interview
· Can be categorized based on how they are administered
· One on one or by a panel of interviewers
· Sequentially or all at one
· Face to face or videoconferencing (30% of interviews)
· Interviewing and the law
· Can’t ask questions that violate legislation
· All applicants must be treated in the same manner
· Interviewing mistakes
· Poor planning
· Snap judgements – during the first few minutes of the interview or based on applicant’s resume/test data
· Negative emphasis – interviewers tend to be more influenced by unfavourable info about the candidate that favourable info
· Halo effect – positive initial impression distort rest of interview
· Poor knowledge of the job – on the interviewers part
· Contrast (candidate order) error – 
· Influence of nonverbal behavior – nonverbal behaviours often account for more than 80 percent of the applicant’s rating
· Telegraphing – some interviewers anxiour to fill a job help the applicants to respond correctly to their question exp. “This job calls for handling a lot of stree. You can do that can you not?”
· Too much/too little talking – candidate should speak about 70% of the time
· Similar to me bias
· Designing an effective interview
· Develop selection criteria - clarifying and weighting the information in the job description and job specification
· Specify musts and wants and weight the wants
· Develop and evaluation form
· Develop interview questions
· Develop candidate specific questions
· Conducting an effective interview
· Planning the interview
· Establishing rapport
· Asking questions
· Closing the interview
· Evaluating the candidate
· Hiring (Step 4) – Background investigation/review
· At least 90% of Canadian organizations do background checks
· Information to be verified (basic background check includes)
· Verification of education
· Verification of last 5 years employnment
· Obtaining written permission – however, employers do stuff without permission too
· Hiring (Step 5) – supervisory interview and realistic job preview
· Hiring (Step 6) – hiring decision and candidate notification
· Hiring all steps
1. Perliminary applicant screening
2. Selection testing
3. Selection interview
4. Background check
5. Supervisory interview and realistic job preview
6. Hiring decision and candidate notification
· Task performance, organizational citizenship behavior, counterproductive behaviour

· Oct.29 – Chpt.8 Orientation and Training
· Orientation
· Familiarizing new employees with the organization their jobs, their work unit and embedding org. , values, beliefs, and accepted behaviours
· A procedure for providing new employees with basic background information about:
· The firm
· The job 
· Purpose of Orientation Programs
· Reduced first day jitters and reality shock
· Improved job performance
· Foundation for ongoing performance management
· Decreased turnover
· Look at orientation checklist for new employees in the book
· Socialization – the ongoing process of instilling in all employees the prevailing attitudes, standards, values , and patterns of behavior that are expected by the organization
· Special Orienation Situations
· Diverse workforce – orienting new employees from different backgrounds where the workforce was not diverse in the past
· Mergers and acquisitions
· Union vs. non-union employees
· Multi-location organizations
· Problems with orientation programs
· Too much info
· Little or no orientation (common problem for part-time, contract workers)
· Information can be too broad or too detailed
· Evaluation of orientation programs
· Employee reaction
· Socialization effects
· Cost/benefit analysis
· 
· Training 
· Ensuring the acquisition of skills, behaviours and abilities to perform current work
· 
· Steps
· Training Needs Analysis
· For new employees – determine what the job entails, break it down into subtasks, each of which is taught
· For current employees – determine whether or not training is the solution
· Task analysis
· Identifying the broad competencies and specific skills required to perform job-related tasks
· Task analysis form
· Where and how often performed
· Quantity and quality of performance
· Conditions under which performed
· Competencies and specific knowledge required
· Where best learned
· Performance analysis – determining the training needs of current employees (# of average accidents on plant)
· Training objectives
· Instructional Design – vary in cost and time (informal costs much less than classical training)
· On the job training
· Apprenticeship
· Informal learning
· Informal Learning
· Job instruction training – steps, key points
· Classroom training
· Audiovisual techniques
· Programmed learning
· Presenting questions, facts, or problems to the learner
· Allowing the person to respond
· Profiding feedback on the accuracy of his answers
· Vestibule or simulated training
· (Above is traditional learning)
· E learning
· Computer-based training
· Online training
· Cheaper, good for companies that want consistent training for global employees
· Electronic performance support systems
· Validation – make sure it works
· Implementation – hire and or train trainers
· Evaluation of training
· Reaction – document the learners’ immediate reactions to the training
· Learning – use feedback devices or pre and post tests to measure what learners have actually learned
· Behavior – note supervisors’ reactions to learners’ performance following completion of the training
· Results – was there a real change (did customer complaints go down?)
· Training for special purposes
· literacy and essential skills training
· diversity training
· Customer service training
· Training for teamwork
· Training for first time supervisors
· Training for global business
· Goal of orientation and training
· Foster individual and organizational learning in order to contribute to the attainment of the organization’s goals
· Nov.5 – chtp.9
· Career Development
· The combination of formal education, job experience, relatiohsips and assessment of personality and abilities to help employees prepare for the future of their careers
· Training vs. Development
· Training
· Focus – current
· Use of work experiences – low
· Goal – preparation for current job
· Participation – requires
· Development
· Focus – futures
· Use of work exp. – high
· Goal – preparation for changes
· Participation volountary
· Roles in Career Development
· Who is responsible
· Individual  - must have drive to move on, msut have the skills to inhibit promotion etc. (look in book), try and get a promotion and such
· Manager – provide developmental assignments and work, participate in career development discussions, act as a coach and advisor, 
· Employer – provide training and development opportunitites, 
· Influences on Career development and Choices
· Identify career stage
· Growth stage – 0-14
· Exploration stage – 15-24
· Establishment Stage – 24-44
· Maintenance stage – 45-65
· Decline stage – retirement
· Identify Occupational Orientation (we all fall into one of these orientations)
· Realistic – more attracted to physical jobs
· Investigative – more attracted to more cognitive jobs
· Social – attracted to work that involves interpersonal skills
· Conventional – structured type work 
· Enterprising – verbal persuation (managerially inclined)
· Artistic – value self expression
· Identify Skills and Aptitudes
· Success depends on both motivation and ability
· Identify a Career Anchor
· Technical/functional – avoid jobs that lead into management work  (want to be close to the work)
· Managerial competence
· Creativity – need to feel they are building or creating something
· Autonomy and independence - 
· Security – in the past this was a given, not anymore
· Service/dedication – need to feel they are contributing to the greater good
· Pure challenge – want to overcome difficult odds etc.
· Lifestyle – good work/life balance
· Responsibilities of the Organization in development
· Provide realistic job previews
· Avoid reality shock
· Provide challenging initial jobs 
· Be demanding – demanding more of employees actually helps them perform better (believe in themselves and such)
· Provide period developmental job rotation
· Provide career oriented performance appraisals – talk about how what you are doing will get you to where you want to be
· Provide career planning workshops
· Provide opportunities for mentoring – it has been shown that those with mentors have better careers (formal vs. informal)
· Become a learning organization
· Managing Transfers
· Greater possibility of advancement
· Personal enrichment
· More interesting job
· Greater convenience
· Two-thirds of transfers refused are due to family/spousal concerns
· Making Promotion Decisions
· Is seniority or competence the rule?
· How is competence measured?
· Is the process formal or informal – informal means that the requirements of open positions and their availability are kept secret – this way severs the link between performance and promotion
· Vertical, horizontal, or other career path
· Management Development
· Attempt to improve current or future management performance by imparting knowledge, changing attitudes, or increasing skills
· The management development process consists of
· Assessing hr needs to achieve strategic objectives
· Creating a talent pool
· Developing managers
· Succession Planning
· A process through which senior level and critical strategic job openings are planned for and eventually filles
· Key steps
· Establishing a strategic direction for the organization
· Identifying core skills and competencies needed in jobs that are critical to ahieve the strategy
· Identifying people inside the organization who have, or can acquire, those skills and providing them with developmental opportunities
· On the job management development techniques
· Developmental job rotation
· Coaching/understudy approach – an individual shadows someone who will be leaving, to learn how to fill that person’s job
· Action learning – release someone from a current job and give them completely different tasks and responsibilities
· Off the job management development techniques
· Case study method – similar to case studies we do, except with real case studies for the organization
· Management games - 
· Outside seminars
· College/university related programs
· Role playing
· Behavior modeling – involves (1) showing trainees the right way of doing something (2) letting each person practice the right way to do it then (3) providing feedback regarding their performance
· In-house development centers
· Executive Development
· Canada facing a shortage of leadership talent
· Three basic requirements for successful leadership are knowledge, competency, characted
· 6 categories of leadership are:
· Self-mastery
· Futuring/vision
· Sense-making/thinking
· Design of intelligent action
· Aligning people to action/leading
· Adaptive learning
· Performance Management (Chpt.10)
· Process encompassing all activities related to improving employee performance, productivity, and effectiveness
· Includes goal setting, pay for performance, training an development, career management, and disciplinary action
· Performance Management Process contains five steps (look in book) – organize all this, what’s under these, should fall into these categories
· Defining performance expectations – define the expectations of the job in a more detailed way than just the job description
· Must add detail to job description and specifications
· Provide ongoing coaching and feedback – important to have open two way communication
· Performance appraisal and evaluation discussion – graphing rating scale (gives you criteria relevant to the job and a rating scale to judge those by)
· Formal appraisal methods
· Graphic rating scale
· Alternation ranking method – ranking employees from best to worst on traits
· Paired comparison method – for every trait every employee is compared with every other employee
· Forced distribution model – predetermined percentages of rates in performance categories
· Critical incident method – supervisor keeps a log of desirable or undersirable examples or incidents
· Narative forms – for example improvement plan
· Behaviourally anchored rating scales
· Determine performance rewards/consequences
· Career development discussion
· Performance Appraisal problems
· Validity and reliability
· Rating scale problems
· Unclear performance standards
· Halo effect
· Central tendency – rate all employees around the center 
· Leniency or strictness - 
· Appraisal bias – the actual evaluation you make is based on factors related to the rater (woman appraiser gives better ratings to women for example)
· Recency effect
· Similar-to-me bias
· How to avoid appraisal problems
· Raters must be familiar with the problems
· Raters must choose the right appraisal tool
· Training supervisors to eliminate biases like halo effect and such
· Who should do the appraising
· Supervisors
· Peers – may be more effective than supervisor, like in self-managing teams (high correlation between peer and supervisor ratings) – good measure of who is going to get managerial positions
· Committees – immediate supervisor, plus a few other supervisors or sometihng
· Self – a way for individuals to see that their opinion is valued (people either rate themselves lower or higher than supervisor would (on average, self evaluations are higher than supervisor ones)) – these and supervisor ratings are not highly correlated
· Subordinates – has been shown to increase supervisors’ performance
· 360-degree appraisal (all of the above)
· How to Conduct the Appraisal Interview
· Be direct and specific
· Do not get personal
· Encourage person to talk
· Develop an action plan
· LEARN PERFORMANCE RATING FORM
· Types of appraisal interview
· Satisfactory – promotable
· Satisfactory – not promotable
· Unsatisfactory – correctable
· Performance Management steps
1. Defining performance expectations
2. Providing ongoing coaching and feedback
3. Performance appraisal and evaluation discussion
4. Determine performance rewards or consequences
5. Career development discussion
· Defensive employee
1. Recognize that defensive behavior is normal
2. Never attack a person’s defences
3. Postpone action
4. recognize 
· Nov.12 (chpt. 11,12,13 – total rewards)
· ONE OF THE MTERM QUESTIONS IN THIS LECTURE
· The evolution of rewards
· Pay - at first it was just base salary
· Compensation – cash incentives, long-term incentives
· Total Compensation – benefits
· Total rewards
· Total rewards
· An integrated package of all rewards(monetary, non-monetary, extrinsic and intrinsic)
· Compensations
· Benefits
· Work life
· Performance and recognition…
· Development and career opportunities
· Aligned with business strategy
· Strategic pay
· Strategic advantages of a well-designed rewards structure
· Motivates employees
· Contributes to the attainment of organizational objectives
· Reinforces the organization’s culture
· Issues to consider
· Legal requirements
· Canada/quebec pension plan
· Human rights legislation
· Pay equity
· Employment/labour standards
· Union influences
· Compensation Policies (for example, does the company want to a leader or a follower regarding pay, what their business strategy is etc.
· Equity and its impact on pay rates
· Stage 1 of total rewards: Job Evaluation – determine a job’s relative worth (toward accomplishing organizational goals)
· Job evaluation
· Benchmark job – a job that’s critical to the function of the organization and because of this, other jobs are compared relative to it (as important as this job, or less important)
· Ranking method vs. compensable factors
· Ranking method – rank jobs’ importance intuitively
· Compensable factors – looking at elements of a job and comparing jobs on that basis (e.g. skills, knowledge)
· Job evaluation methods
· Classification/grading method (classification - like assistant professor, senior professor etc., grading – job of a lawyer and a doctor might fall into the same grade)
· Point method – systematic way of looking at the job on various factors – look at the point method job evaluation plan in book – figure out the numbers and such
· Stage 2: Conduct a wage/salary survey
· A survey aimed at determining prevailing wage rates for comparable jobs
· Survey employment agencies
· Look at jobs of similar skill level in your own organization
· Buy professional surveys
· Informal communication with other employers
· Newspaper/internet job ads
· There is an upward bias with these
· Stage 3: combining job evaluation and salary survey
· Wage Curve
· Plot what you have for jobs (based on points) and rate – look in book at plot
· Broadbanding – look in book (for example reduce 12 pay grades to 3 broad bands – makes organization less vertical)
· Look at the different methods in the textbook
· Federal Government Pay Schedules
· Pay equity – equal pay for equal work (another aspect of it - providing equal pay to male dominated job classes and female dominated job classes of equal value to the empoyer)
· Equal pay for equal work
· Equal work for equal value
· Pay for knowledge
· Competency and skill based pay
· Functional, behavioral competencies
· One of the significant advantages is increased workforce flexibility
· Pay for Performance and Financial Incentives
· Variable pay – any plan that ties pay to productivity or profitability
· Types of Incentive Pay (based on work type)
· Operations employees – piece-rate plan, mixed plan, look in textbook
· Disadvantages
· Employees not happy when production standards are raised whenever they are earning “excessive” wages
· Senior managers and executives 
· Short term incentives
· Annual bonus
· Eligibility – key position, salary cutoff/salary grade
· How much to pay out
· Determining individual awards
· Long term incentives
· Stock options
· Plans providing share “units”
· Relating strategy yto executive compensation
· Salespeople – salary plan (no var. pay), commission plan, combination plan
· Other managers and professionals – merit pay
· Organization wide incentive plans – profit sharing plans, stock ownership plans, Scanlon, gainsharing plan – engages mane or all employees to achieve a company’s productivity objectives, any resulting incremental gains are shared
· Advantages 
· Interrelated jobs
· Facilitates on the job training (people want others to perform)
· Disadvantages
· “line of sight” – for profit sharing
· The main argument for variable pay – motivates workers
· Incentive Plan Pitfalls
· Quantity over quality
· Performance pay cannot replace good management – maybe the reason they are not performing well is unrelated to employees’ motivation
· Firms get what they pay for
· Pay is not a motivator (argued by some)
· Rewards rupture relationships – might make people more competitive than cooperative
· Rewards may undermine responsiveness – incentives might make employees focus on just the rewards rather than organizational citizenship behavior and such
· Employee Benefits and Servies
· Why offer benefits
· To help employees overcome the financial challenges associated with interruptions in income or unexpected expenses
· To provide access to services that support employee morale
· Terminology
· Contributions – maybe made by employee, employer or gov
· Co-payments – the organization pays some, you pay some
· Deductible – out of pocket amount (mainly in order to prevent frivoulous claims)
· Flexible benefit plan – Benefit plans that employees can choose the benefits they want
· Legally enforced benefits and services
· Employment insurance 
· Workers compensation
· Minimum vacation pay
· Paid holidays
· Leaves of absence
· Pay on termination
· Pay in lieu of notice
· Severance pay
· Pay for mass layoff
· Optional
· Paid leave
· Group insurance
· Medical 
· Life disability
· Mental health benefits
· Retirement plans
· Defined benefit pension plan – formula for determining retirement benefits so that the actual benefits to be received are defined ahead of time
· Define contribution pension plan – periodic contributions
· This is more common today
· Phase retirement – gradually reduce work hours and such
· Family-friendly – childcare and such
· Other
· Flexible Benefit Plan
· Advantages
· Employees choose packages that best satisfy their unique needs
· Flexible benefits help firms meet the changing needs of a changing workforce
· Increased involvement of employees and families improves understanding of benefits
· Flexible plans make introduction of new benefits less costly. The new option is added merely as one among a wide variety of elements
· Cost containment – the organization sets a dollar maximum
· Disadvantages
· Employees make bad choices and find themselves not covered for predictable emergencies
· Administrative burdens and expenses increase
· Adverse selection – employees pick only benefits they will use. The subsequent high benefit utilization increases its cost. 
· MIDTERM 2 – 
· Chapters 7-13
· Total rewards (11-13) is one question
· [bookmark: _GoBack]Midterm 1 Review
· 1Q – (a) define employment equity (b) explain how diversity management differs from employemtn equity (c) explain three reasons (other than social responsibility and ethics) for embracing work force diversity 
· 1A
· A) employemtn equity refers to a plan designed to identify and correct existing discrimination, redress past discrimination and achieve a balanced representation of designate group member in the organization
· B) Broader and more inclusive than equity and it’s not legally mandated (organization going above and beyond)
· C) can lead to competitive advantages in other markets – for example.., help fine tune product design, help with marketing, increase customer satisfaction

· 2Q – (a) describe 3 quantitative job analysis techniques (b) when would an organization choose a quantitative technique over a qualitative technique
· 2A
· a) position analysis questionairry – structured job analysis to collect data on jobs..,…
· b)used when we need to assign a quantitative value to a job; for example when we need to compare jobs for pay purposes

· 3Q – Describe the difference between (a) a layoff and (b) a termination (c) describe 3 strategies organizations can use to avoid layoffs or terminations while cutting costs
· 3A
· a) temporary withdrawal of workers. Maybe be short duration, may be long duration
· termination – broad term which encompasses permanent separation from the organization
· b) hiring freeze, buyouts and early retirement, job sharing, reduced work week

· 4Q – Describe the AIDA guidelines for print advertising
· 4A
· Attract attention 
· Develop interest
· Create desire
· Instigate action

· 5Q
· 5A
· Nov.8 – Occupational Health and Safety
· In 2007 there were 1055 deaths, and 317524 injuries resulting from accidents at work
· On average, more than 3 canadians die on the job each day
· BASIC FACTS ABOUT OCCUPATIONAL HEALTH AND SAFETY LEGISLATION
· All provinces, territories, and the federal jurisdiction have occupational health and safety legislation
· Purpose
· 3 categories of laws
· General health and safety rules
· Rules for specific industries
· Rules related to specific hazards
· Responsibilities and Rights of Employers and Employees
· Due diligence requirement – in all jurisdictions, employers are responsible for taking every reasonable precaution to ensure the health and safety of their workers
· Specific employer duties
· Filing gov accident reports
· Maintaining records
· Ensuring that safety rules are enforced, and posting safety notices and legislative information
· Employee duties to protect themselves and coworkers
· Requireements
· Wearing protective clothing 
· Reporting any contravention of the law or regulations
· Rights
· Right to know about workplace safety hazards
· Right to participate in the occupational health and safety process 
· The right to refuse unsafe work if the have reasonable cause to believe that the work is dangerous
· A worker can’t be disciplined for refusing a job that may adversely affect his health or safety
· Joint Health and Safety Committees
· Function – provide a non adversarial atmosphere where management and labour can work together to ensure a safe and healthy workplace. 
· Some jurisdictions require a joint health and safety committee to be established with a minimum number of workers (usually 10,20)
· Committees are usually required to consist of 2 to 12 members
· Responsible for
· Making regular inspections of the workplace to
· Identify potential health and safety hazards
· Evaluate the hazards
· Implement solutions
· Investigating employee complaints, accident investigation, development and promotion of measures to protect health and safety, dissemination of information about health and safety laws
· Hazard control can be achieved by
· Addressing safety issues before an accident happens
· Identifying ways in which a hazardous situation can be prevented from harming workers
· Establishing procedures to ensure that a potential hazard will not occur
· Enforecement of Occupational Health and Safety Laws
· 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
· Criminal code convictions
· Control of toxic substances
· Workplace Hazardous Materials Information System (WHMIS)
· Canada wide, legally mandated system
· 3 components
· Labeling of hazardous material containers to alert workers that there is a potentially hazardous product inside
· Material safety data sheets (MSDS) procedures for handling the product and the ingredients
· Employee training to ensure that they can identify WHMIS hazard symbols, read WHMIS supplier and workplace labels, and read and apply the information on an MSDS
· WHAT CAUSES ACCIDENTS?
· Chance occurences
· 
· Unsafe conditions
· Include factors like
· Improperly guarded equipment
· Defective equipment
· Hazardous procedures in, on, or around machines or equipment
· Unsafe storage
· Improper illumination
· Improper ventilation
· Also
· The job itself
· The work schedule – accidents quickly increase beyond the first 6 hours of the workday
· The psychological climate of the workplace (hostility between employees and such)
· Government standards address the mechanical and physical conditions that cause accidents
· Unsafe acts on the part of employees
· Examples
· Throwing materials
· Operating or working at unsafe speeds (too fast or too slow)
· Removing safety devices
· Using unsafe equipment or using equipment unsafely
· Using unsafe procedures in loading, placing, mixing, combining
· Taking unsafe positions under suspended loads
· Lifting improperly
· Distracting, teasing, abusing, startling, quarelling, and instigating horseplay
· Personal characteristics
· Vision
· Literacy
· There is an inverse relationship between industries requiring a high level of health and safety and investment in literacy skills
· People with lower levels of literacy often end up in more dangerous occupations
· Age
· Accidents are generally most frequent among people between 17 and 28, declining after to reach a low in the late 50s and 60s
· Perceptual versus Motor Skills
· A worker whos perceptual skills is greater than or equal to his motor skill, the employee is more likely to be a safe worker
· HOW TO PREVENT ACCIDENTS
· Reducing unsafe conditions
· Safety engineers can design jobs to remove or reduce physical hazards
· Supervisors can ensure that employees wear personal protective equiplment
· Only 4% of accidents happen from unsafe conditions
· Reducing unsafe acts
· Selection testing 
· Measures of muscular coordination
· Visual tests
· Employee reliability inventory (ERI)
· Emotional maturity, conscientiousness, courteous job performance etc.
· The difference in accidents among screened employees and non screened ones is significant
· Top-Management Commitment
· Training and Education
· All employees should be required to participate in occupational health and safety programs, and opportunities for employee input into the content and design of such programs is advisable
· Posters
· Positive reinforcement
· Controlling Workers’ Compensation Costs
· Average workplace injury costs 59000
· Indirect costs are estimated to be about four times the direct costs
· Before the accidents
· Remove unsafe conditions, screen out employees who might be accident prone, establish a safety policy and loss control goals
· After the accident
· The National Institute of Disability Management and Research (NIDMAR) recommends following the 3 cs
· Commitment – to keeping in touch with the worker and ensuring his or her return to work
· Collaboration – among the parties involved, including medial, family and workers’ comp
· Creativity in focusing on how to use the worker’s remaining abilities on the job
· Actions to encourage early return
· Internally, an employer can set up rehab committees to identify modified work
· Functional abilities evaluations (FAEs) are conducted in order to 
· Improve the chances that the injured worker will be safe on the job
· Help the worker’s performance by identifying problem areas of work that can be addressed by physical therapy or accommodated through job modification
· Determine the level of disability so that the worker can either go back to his or her original job or be accommodated
· EMPLOYEE WELLNESS PROGRAMS
· 3 elements in a healthy workplace
· Physical environment
· Social environment
· Health practices
· Employee wellness programs take a proactive approach to all the areas
· OCCUPATIONAL HEALTH AND SAFETY ISSUES AND CHALLENNGES
· Substance abuse
· Drug and alcohol testing is only legal if
· The test is rationally connected to the performance of the job
· The test is adopted in an honest and good faith belief that it is necessary for the fulfillment of a legitimate work related purpose
· The test is reasonably necessary to the accomplishment of the work related purpose
· Guidelines for managers
· If an employee appears drunk/high, ask how the employee feels and look for sign of impairment
· Can’t fire the employee on the spot (just send home is allowed)
· Make a written record of observed behavior and follow up after each incedent
· Troubled employees should be referred to the company’s employee assistance program
· Substance abuse policies
· The centre for addiction and mental health recommends that the policy components should include
· The prohibition of alcohol and drug use during work hours and company special events
· Cealrly defined roles and responsibilities of workers and management in meeting company expectations regarding drugs and booze
· Disciplinary measures for infractions
· Communication procedures to ensure that all employees know and understand the policy
· Preventive education to ensure that employees are knowledgeable about alcohol and drug abuse
· Training to ensure that front line supervisors and union stewards can identify documentation of job performance problems, and refer the employees to a company sponsored or external treatment
· Provision for confidewntial assistance and treatment programs
· Job stress
· Mental health issues are the leading cause of both short and long term disability claims
· Only 13 percent of senior executives have a strong awareness of the impact of mental health on their workplaces
· Environmental factors
· High demand job (constant deadlines for example)
· High levels of mental and physical combined with low reward in terms of compensation and acknowledgement
· health care workers whose jobs typically include both of these are more stressed than any other group
· Personal factors
· Too little stress is bad too, creates boredom and apathy
· Reducing Job Stress
· Achieve a balanced system that is, to reduce psychological strain, job demands and ambiguity regarding the future of the job need to be lowered, while skill utilization, task clarity, job control and supervisor support need to be increased
· Burnout
· The total depletion of physical and mental resources, because of excessive striving to reach an unrealistic work related goal
· What to do
· Break patterns
· Get away from it all periodically
· Think about work (could you do as good a job without being so intense)
· Reduce stress
· Worker’s compensation and stress related disability claims
· When it comes to chronic stress, there is very limited or no coverage
· Repetitive strain injuries
· Ergonomics
· Video display terminals 
· Workplace Toxins
· Leading cause of work related deaths around the world is cance
· Workplace smoking
· Smokers have reduced productivity and a significantly greater risk of occupational accidents
· Influenza Pandemic
· Violence at work
· One in every five violent incidents in Canada occuredi n the workplace
· Physical assault was the most common
· Happens a lot to nurses
· Workplace violence and the law
· Some include psychological and emotional violence as well
· Prevention and control of workplace violence
· Identify jobs with high risk of violence
· Institute a workplace violence policy
· Create a healthy work environment
· Heighten security measures 
· Provide workplace violence training
· Improve employee screening
· Nov.26 - fairness
· Strategic importance of effective employee relations
· For competitive advantage, employees must be motivated and engaged in pursuing organizational goals
· Ensure empoloyees are treated ethically, fairly and legally
· Fairness terminology
· Distributive justice
· Procedural justice – perceived fairness of the procedures, measure etc. of how the outcome was arrived at
· Interactional justice – How decision is communicate. For example, manager is respectful in telling you why you didn’t get the raise vs. just getting an email saying no raise
· All the above leads to employee engagement 
· Top attraction drivers
· Competitive base pay 
· Vacation/paid time off
· Competitive health care benefits
· Challenging work
· Career advancement opportunities
· Top retention drivers
· Have excellent career advancement opportunities
· Satisfaction with the organization’s people decisions
· Ability to balance my work/personal life
· Fairly compensated compared to others doing similar work in my organization
· Top engagement drivers
· Senior management sincererly interested in employee well being
· Organization’s reputation for social responsibility
· Input into decision making in my department
· Improved my skills and capabilities over the last year
· Understand potential career track within the organization
· Outcome of engagement
· Employees highest productivity
· Best ideas
· Genuine commitment to the success of the organization
· Improvement in service quality, customer satisfaction and long term financial results
· Serrves the individual, fulfilling a basic human need to be connected to worthwhile endeavours and make significant contribution
· Engagement is good for the company and for the employee
· Increasing engagement
· Effective employee communication
· Suggestion programs – must take suggestions seriously
· Employee opinion surveys 
· Must be anonymous
· Communication from management
· Balancing need to monitor and respecting employee privacy
· Organization is liable for actions of its employees
· Personal Information Protection and Electronic Documents Act (PIPEDA)
· Explains how information monitoring can be used
· Employer must obtain consent
· Use of video surveillance increasingly common
· Managing Retirement
· As baby boomers retire, it is expected that
· Longstanding trend to early retirement will change
· Late retirement will be promoted to help ease labour shortage
· Joint retirement issues for dual-career couples will increase
· Flexibility in retirement arrangements will increase dramatically
· Fair Treatment in Layoffs and Downsizing
· Layoffs vs. downsizing – layoff is when you temporarily dismiss employees for business/economic reasons and downsizing is the process of reducing (usually dramatically) the number of employees for business/economic/… reasons
· Important to consider alternatives to layoffs
· Shows employees you are treating them with dignity and respect
· Says that when you got to the decision of actually implementing the layoff, effects our sense of procedural fairness, because employees see that organization went through steps before doing this
· Fairness in Discipline and Dismissals
· Discipline – correct employees behavior when they have violated a rule or procedure
· Fair discipline process ensure the following 3 things
· There are rules and regulations in place (make them known too)
· System of progressive penalties
· The is an appeals process
· Dismissal – should only happen after all steps to rehabilitate an individual have been taken
· Tends to follow disciplinary action
· Insubordination – a clear violation of rules/policies
· For example
· Disregard for chain of command
· Attempts to remove boss from power
· Public critiscism of the boss
· Contemptuous display of disrespect

· Wrongful dismissal – dismissal that does not comply with the law (usually means employees didn’t get proper notice)
· Reasonable notice is usually 3 to 4 weeks
· Can’t sue for wrongful dismission if you accept the organizations money for the dismissal period
· Fairness in Dismissal Procedures
· Bad faith damages – at a minimum, employers are required to be candid, reasonable, honest and forthright with their employees in the course of dismissal and should refrain from engaging in conduct that is unfair or in bad faith, such as being untruthful, misleading, or unduly insensitive
· Punitive damages 
· Avoiding wrongful dismissal suits
· Use employment contracts with a termination clause and with wording clearly permitting the company to dismiss without caue during probationary period
· Document all disciplinary action
· Do not allege just cause for dismissal unless it can be proben
· Time the termination so that it does not conflict with special occasions, such as birthdays or holidays
· Use termination letters in all cases, clearly stating the settlement offer
· Schedule the termination interview in a private location at a time of day that will allow the employee to clear out belongings with a minimal amount of contact with other employees
· Include two members of management in the termination meeting
· If a wrongful dismissal suit is made, the firm should
· Review the claim carefull before retaining an employment lawyer, and investigate for other improper conduct
· Never allege cause if none exists and avoid defamatory statements
· Consider mediation as an option or offer to settle in order to save time and money
· Constructive Dismissal
· The employer makes unilateral changes in the employment contract that are unacceptable to the employee, even though the employee has not been formally terminated
· For example force transfers, demote people 
· This is illegal 
· Termination Interview
· The interview in which an employee is informed of the fact that he or she has been dismissed
· Guidelines
· Plan the interview
· Get to the point
· Describe the situation
· Listen 
· Review all elements of the severance package
· Identify next step – tell them where to go (specifically, like go clear out your desk)
· 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
· Dec.3 – Labour Relations
· Labour relations refers to the ongoing interactions between management and unions in organizations
· A union is an officialy recognized association of employees practicing a same trade and or in the same company or industry
· Purpose: present a united front…
· Terminology
· Collective agreement – the agreement that governs the relationship between management and employees
· Collective bargaining – the process of negotiations
· Bargaining unit – the group of members that are recognized as being able to negotiate on behalf of the larger group
· Unions’ Impact on HRM
· Without the presence of a union, management is more likely to implement financially efficient HRM practices
· Management vs. union goals
· Union workers generally earn about 10% more
· Things like pay for performance are not normally acceptable for unions
· Management’s labour relations strategy
· Union acceptance strategy – the organization views the union as a legitimate representative of the employees
· Union avoidance strategy
· union substitution - 
· union suppression – the company just wants to avoid having its employees unionized
· Canada’s Labour Laws
· Provides a common set of rules for fair negotiations
· Protects public interest by preventing impact of labour disputes from inconveniencing the public
· Commonalities in labour laws among all jurisditions
· Certification procedures (to become a union)
· Minimum one year collective agreements
· Procedures preceding legal strike/lockout
· No strikes/lockout during life of contract
· Interpretation disputes settled by final and binding arbitration
· Prohibition of unfair labour practices
· Labour relations boards to enforce legislation
· Types of unions
· Craft unions – association of people that are in the same trade (like teacher’s federation)
· Industrial unions – members are linked by their work in a particular industry
· Geographical scope – international, national, local unions
· National/International associations
· Associations that seek to advance the shared interests of members (CLC, AFL-CIO, CSN)
· Central associations with which labour unions can have relations with
· Union membership as a percent of the labour force has been declining steadily because
· Increase in white collar service sector type jobs
· Decrease in manufacturing type jobs
· HR practices are substituting the need for unions
· Canada’s labour laws
· 90% provincial/territorial, 10% federal
· Creating union steps
· Desire for collective representation
· Job dissatisfaction
· Lack of job security
· Unfair administration of policies
· Perceived inequities in pay
· Lack of opportunity for advancement
· Lack of influence on work related decisions
· Belief that unions can improve pay and working conditions
· Union organizing campaign
· employee union contact
· initial organizational meeting – the union organizes a meeting with people who they know want to join the union
· formation of in-house committee – union organizer has informal relationships with people who want to be in union and make this into a committee 
· organizing campaign – approach the employees and try to get them to join
· outcome – vote whether they want to unionize or not
· Union organizing: employer rights
· Express views on unions – must train supervisors not to screw up and say something dumb
· State position on remaining non-union – explain to employees why unionizing would be bad
· Prohibit union activity on company property/time
· Increase wages in normal course of business 
· Gather employees to state compnay’s position if:
· Purpose stated in advance
· Attendance optional
· No threats/provinces
· Union Recognition
· Voluntary recognition – fairly rare (not part of the process in Quebec) 
· Regular certification
· Labour union obtains a certificate from the relevant labour relations board (LRB) declaring that the union is the exclusive bargaining agent for a defined group of employees
· 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
· Collective Bargaining
· Process by which a formal collective agreement Is established between labour and management
· Union and management must bargain in good faith
· Three steps
· Prepatation for bargaining – both sides look at other agreements, economic conditions, wage/salary surveys etc.
· Face-to-face negotiation – normally happen in a neutral location to ensure no psychological advantage
· Obtaining approval for proposed contract
· Contract administration
· Two major source of of disagreement between union and management:
· Seniority – transfers, layoffs, promotions etc.
· Management would likely be more for productivity (less for seniority)
· Discipline - 
· Negotiation Terminology
· Bargaining zone
· Distributive bargaining – win lose mentality
· Integrative bargaining – both sides recognize possibility of win win, lose win, lose lose etc.
· Mutual gains bargaining (interest-based) – everyone wants to come out with a win win situation, sense of mutual trust that the opposing side wants a win win as well
· See the book for 
· Third party assistance and bargaining impasses
· The collective agreement – typical provisions
· Greivance Procedures
· Grievance – written complaint by employee that some aspect of collective agreement has been violated
· Greivance procedures
· Provides for the union with a formal process to represent the interest of employees (member and non-members) in processing a complaint
· Greivances can be resolved through
· Discussion and compromise
· Grievance resolution (binding arbitration)
· Dec.5
· MIDTERM 2 review
· Q1 – list and describe five common interviewing mistakes
· A1
· Snap Judgement
· Negative bias
· Similar to me bias
· Telegraphing
· Talk too much/ too little
· Q2 – Describe 5 responsibilities of the organization in its employees’ career development
· A2
· Provide opportunities
· Demand more of employees
· Provide employees with challenging/developmental assignments
· Provide employees with opportunities to participate in career development workshops
· Q3 – Three sources of feedback apptraisals are an employee’s supervisor, his/her peers and the employee himself. Describe 1 advantage of relyting on each (d) explain how these three sources are correlated
· Supervisor good because they supervise and watch employee
· Peer ratings – good for self managed teams and flatter organizations, also can observe them during more revealing times than supervisors
· Employees rate themselves above average, but good for their morale
· Supervisor and peer ratings correlate, self ratings don’t
· Q4 explain 3 advantages and 2 disadvantages of flexible benefits programs
· Advantages
· Employees choose the benefits you want
· Adding more benefits is easier because it’s just one more thing in a package
· Employees participate in and gain more understanding of the benefits program
· Disadvantages
· Some employees make poor decisions regarding which benefits they need
· High utilization of benefits
· Q5 – (a) describe main goal of orientation (b) 3 approaches to evaluating orientation programs
· Provides new employees with basic background information about the employer and specific information that they need to perform their jobs satisfactorily. It is one component of socialization into the organization and reduces reality shock
· Employee reaction, socialization effects, cost/benefit analysis
· VIDEO – ON THE EXAM – ted talk
· About practicing choice
· Assumptions (in north america) 
· If a choice effects you then you should be the one to make it
· For americans, kids did better when they got to choose the anagram 
· Asians performed best when mother chose
· This assumption only holds if the one self is separate from everyone else (not a collective act)
· The more choices you have the more likely you are to make the best choice	
· Russians seeing different pops as just one option
· Americans practice the ability to choose between things that have small differences
· We prefer to make a choice than not make a choice (you must never say no to choice)
· Counter example – the parents in America having to make the decision whether to cut off braindead baby’s life support, but still said they would not want the doctor to make that decision
· FINAL EXAM
· MC
· Not a lot of questions on  chpt.1, 
· If a question contains the words always, every, only, never, and none – you can often rule these out


