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Basic requirements of HR is to abide by local law. HR should also respect individuals and give attention to their needs. In your job you must make sure you have the right kind and number of employees to be able to meet your company’s needs and goals.

Human Resources: Employees, workers, associates, who are the people employed by the organization?
Employees are a resource and must be utilized. No matter what, a company depends on an employee. 
Human resource strategy is deliberate use of people to accomplish company goals.
Human resource tactic: Is a tool or mechanism to make a decision and maintain an effective relationship between employees. (More micro level)
Human resource management: The fact that your employees are resources and what to do to improve employee skills to do ones job more effectively. 

Impact of HRM chart. How can this contribute to HR performance? We have to view how this deals directly to people. People will do what they are hired for. We will be able to achieve our goals.
Human capital: Who are we dealing with? Does this add economic value to a company? We should view employees as capital and acknowledge they are an asset and add economic value. Do employees have enough training, ambition? Their performance will be better if this is the case. 

Hire people and interview them well to understand if they have the knowledge and experience, ethics, technical and conceptual skills. People you have hired will stay with the company because of the rewards system. What opportunities for training and development? Now motivated will employees be and how much effort will they put into their work? HR management contributes to an organization’s performance. 

Key HR challenges: Disciplining, hiring, performance evaluation, bonus, wage.
Three sets of categories: Individual, organization, environmental(external). 
External: Forces that affect an organization, but exist outside of it. Technology, legislation, economic cycle, demographics, labour markets, . Things that a company has little control over.
Internal (Organizational): Competitive position, costs, relationship with unions, organizational culture.
Individual: Brain drain? Retention of qualified employees. Encouraging employees to deal with interpersonal relationships at the micro level. What are the dos and don’t for people within the company. Ethic and legal requirements?

History of HR:
Human resources movement (Contingency perspective): Concern for people and productivity. Show a balanced concern for productivity as well as people. 
Human relations movement: concern for people. It was discovered that interaction between people is what truly affects productivity. This focuses on peoples needs and presence as a person.
Scientific Management: concern for production. Researchers looked into how physical factors like lighting and heating have helped improve productivity.

Authority based approach, but this caused unions and law to evolve. Now we use a more strategic approach. 

HR professionals do not have authority to make all decisions on their own. 

Key responsibilities of HR departments: Legal compliance, HR policies, employee and labour relations, analyzing and designing jobs, total rewards, recruiting and hiring, training and development, managing performance.

Analyzing & designing jobs: How to write job descriptions and improve job design. How to make jobs more challenging and meaningful, or to entrust people with better jobs. 
Training and development: Do individuals need to be trained by existing employees, or should they be sent for training?
Evaluating performance: decision about rewards and compensation. 
Total rewards: Compensation, benefits, all relationship returns.

HR have had more administrative roles, but now they have more strategic roles. Operational was more reactive, now strategic is more proactive. SWOT strategy. 

Work flows: How people are hired. What they actually do. Must ensure work flow is actually smooth. Explain what expectations are and define the job role itself. This goes back to a company’s basic strategy. 
Efficiency approach: Low cost leadership strategy. No matter the challenge, you must make sure costs are minimized and this will guide your practices. Gain sharing: Encouraging employees to save cost. Use resources widely. Cost savings are distributed with employees. 

Efficiency work flow: Company with a higher turnover and stable business will use this.

Innovation work flow approach: Companies assume a risk taking behavior to try new things and come up with a quality decision again. Meant for a company that is not as stable, has sporadic demand (fashion). 

Internal hiring process: Promote from within. Internal employees have priority. Values seniority, maturity, experience.
External hiring process: Recruit from outside. Add fresh blood to achieve more creativity. Values creativity and innovation.
Employee separations: Decision of termination of employees for personal reasons, business cycle, etc. No more relationships between employee and employer. Voluntary it is the option of the employee to leave. Layoffs are cyclical firings based on business cycle to reduce size of labour force. Criteria is based on individual performance.

Performance appraisals: Standardized performance tools? Often one universal tool is used for all employees. Could be customized for each person depending on role. Can be based on individual and team performance. 
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There are fourteen jurisdictions in Canada, 10 provinces, 3 territories, and one federal. There are many commonalities amongst Canada.
Compliance would be simply to abide by legislation. If you can justify why you discriminate against certain characteristics, you must understand if this acceptable or not (Eye sight).  Minimum fine for a human rights commission is $50,000. If you are unsatisfied, there is no way to appeal this because decisions are made for the human rights commission. Am I doing the right thing or not? Observe professional duty and code of ethics.

		Legislation
Charter of rights and freedoms was originally designed to protect both Francophones and Anglophones, but now is much more far reaching and protects many values. Gives all rights as a citizen, but you also have responsibilities.
Canadian Human Rights Acts was originally enacted in 1998. Relates to language, sexual preference, race, religion. This should have no effect on hiring, promotion, or salary. Again, there would be no right to appeal for this. 
Employment standards legislation outlines just minimum responsibilities required for a role. This will not suggest having to go above and beyond a certain requirement. Employment entitlement.
Employment Equity Act will show a reduction in pay gap. This focuses on fairness between all parties. Access to equal opportunities.
Pay Equity Act things that affect salary are lifestyle. Women are often less able to travel because they have families. Wage should be equal.
Official languages act will protect Anglophones and Francophones. This was a part of charter and rights of freedoms, but independently reinforced in 1988. If all other requirements are met, then it is an employers responsibility to train a person in a language. 
PIPEDA (Personal information protection and electronic documents act) relates to disclosing documents pertaining to an individual. Disclosing anything that uses information that can be determined could be a violation of privacy. 

		Equality in Employment
Discrimination is treating someone differently simply because of an inherent attribute. If you purposefully do this there can be negative consequences.
Direct discrimination is via HR policies that make a distinction against such grounds. “I only hire men”. Some polies are founded. Catholic church will only hire Catholics or Christians. If people must travel and drive and night they may require perfect eye sight. 
Indirect Discrimination is where HR practices exist that discriminate by mistake when appearing to be neutral. Personality or aptitude tests are required. This will exclude a certain group of people. If you must discriminate then you require a valid reason to do so. 

		Employers role
Bona Fide occupational requirement is a skill needed for a job.
Duty to accommodate is reasonable grounds to make a small change to accommodate an employee. Physical disability that is easy to address. Safety and health related concerns that make it impossible can mean it is not possible to make such changes.
Preventing Harassment is anything that can humiliate, demean, or make a person feel uncomfortable. What is acceptable or unacceptable? Ability to file a complaint? Information must be available to employees. Unnecessary touching may be unwarranted. People must be told if they feel this is inappropriate. A verbal warning must be issued, then written, then action will follow. Normally there exists a 0 tolerance policy for companies.
Valuing Diversity is not about asking people to bring their own cultural norms into the workplace. Is it being able to see and appreciate the differences between people. The way people think or act, are they introverts or extroverts? Differences in skills and abilities.  Educational levels. Way of thinking. If you can understand these things then you will be better able to understand diversity.

		Employee Rights
Right to participate involves creating an atmosphere where employees feel welcomed.
Right to refuse involves letting a person refuse working in a dangerous environment.
Occupational health and safety involves creating a set of rules for employees to abide by within a work environment. These can be formal documents and certain people can be in a specific position that are assigned to training and other duties. If chemicals are used in a workplace they should be labeled and instruction for use and emergency should be required. Bill C-45 is an amendment to the criminal code that states if a chemical is used then the person is responsible and not the employer. If a person directs a person to use a chemical then they are liable.
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HRM and Technology. When we use the term technology we speak about any technologies that can be used for any requirements for the job of an HR associate.

Subsystems include: Employee administration, recruitment, time and attendance, training and development pension administration, employment equity, performance evaluation, compensation benefits, organizational management, health and safety, labour relations, payroll interface.

These systems all collect and store data pertaining to each subsystem. It will capture what happens in relation to each category listed here. How often does an event happen? Has an event happened? Is our company meeting legislation? An organized system will protect a company from any potential accusations because a company can prove its stance on a particular issue. 

Adoption, implementation, institutionalization are the three phases pertaining to such a system. Must submit a request for proposal to state what your company offers, what you require, and how this system will be used. This proposal can then be evaluated to decide whether or not it will be a good proposal. 

		Electronic HR (e-HR)
Employee self service (ESS) will enable employees to access and manage personal information directly. There can be specific portals where students can log in and access their information. Some have more limited access than others.
Management Self-Service (MSS) Systems that are available for management use only. Management may not have access to all employee information all the time. It may be divided between management. Direct managers should have open access. 
Enterprise-Wide System (ERP) To manage and control a company wide system. This will help support all business operations and goals. Can bring together multiple departments into a centralized system for management. PeopleSoft is an example. Helps the employer or company look at overall operations.
Stand-Alone Systems A system that does not work with other systems. This is more general about key data. This is just for HR.
HR Specialty Software This is more specific. It might be used for performance appraisals or another key aspect of a job. 

Changes in HR that have occurred will include decreased HR transactional activities, increased client focus, and increased strategic activities. You will be able to have more valid information to see what is exactly required of others. Technology will help you save time, conceptualize, and plan. Greater access to technology and new portals.

Workforce analytics are the use of numbers to understand what an employee requires. Recruitment and payroill/benefits are often outsourced to another company. These tools can be used to evaluate different aspects of company performance over time. Management and HR staff may be held accountable if they are not meeting performance requirements.

Analyzing work flow and designing jobs (Ch. 4)
Work flow is the process. Given the nature of jobs and how they change, they must be analyzed on a regular basis. Generally, when an analysis is done it is meant to improve a job. It might be done to decide if someone needs training, perks, incentives, or wage requirements. People will become more focused on jobs and what they do. Managers may initially look into a “concern” or change that has caught ones attention. Has something happened? We should investigate to see if a change needs to be made. Evaluate inputs and information that people are dependent on. This investigation should occur to ensure the cause of a certain issue. Is a person, or situation at fault? We must address the issue. This will give a more broad description.

Job analysis has a key focus on position and titles. This will enclose a key list of tasks and structures that are required. Decisions must be made about performance. Is a person non-performing because of role overload and too much responsibility? Is the person not properly trained? This must be addressed so a person’s performance can improve.

		Sources of Job information
Incumbents or people who currently hold these positions will be able to outline what the current job requirements are.
Observers or supervisors will identify the importance of such jobs and tell you internally
Government. NOC or National Occupational Classification is a government database that is maintained by statistics Canada. This will outline what credentials and qualifications are required for a certain role. Sometimes students may be exempt and only are required to write specific tests in order to qualify. 

		Job analysis methods
Position analysis questionnaire, one of the broadest and most researched instruments for analyzing jobs. Different approaches will contain number of elements:
· Attributes such as intelligence or personal skills, punctual honest, hard working, collegial
· Technical requirements
· Work environment.
Depending on a companies operations and requirements, these elements may change drastically. Reading skills may be a factor. Physical, social, or psychological conflicts?

Task analysis questionnaire, This will list all tasks required for an employee to perform. Good, excellent, average? This will evaluate a persons ability to perform certain tasks. May easily be customer.

Fleishman System Is a quantitative tool that employees will use to capture information about a position or title. Physical, cognitive, psychological, emotional. Abilities to sense. Focus on customer? Client relations and social ability? 

Functional job analysis is similar to a job analysis questionnaire. Created in 1940’s and has evolved over time. This ensures that a person has the ability to function within a role. Good interpersonal and conceptual skills as well as technical expertise. Reasoning and mathematical skills?

Occupational analysis inventory you may find 617 work elements as questions. There would be five major categories:
· personal characteristics
· contact with people
· decision making skills
· Mental/Physical abilities
· Work environment

Common metric questionnaire would include the same five categories. Remember that not only working conditions or characteristics will tell you everything you need to know about an employee. We may be asked general questions about categories that are required for decision making. 

Steps in job analysis
· Know purpose
· Look into information
· Select specific job
· Contact parties
· Make Decision

Job characteristics Model
If there are loopholes or weaknesses, you want to ensure that this is included in a job description. If you are talented in certain roles, a good employer would try to help you develop these skills and let you thrive. This means leaving the lines of sight and communication clear. Use constructive feedback. Do not dictate and use autonomy. Tell people your performance standards, but let them decide how they intend to accomplish goals. Ultimately, their performance will improve if they are allowed to thrive. The job itself should be meaningful. If these attributes are present, an employee will perform better.

		Approach to job design
There should be understanding of requirements and structure. Time management and stress management skills? Aid in ways to help an employee do their job. Simplicity and clarification. Should aid in motivation (internal push). Job enrichment to make this more meaningful, satisfying, and rewarding. Sit down with employees to help them do better in areas where they feel that they struggle. Help with team work. 

		Specifications for job
List competencies, requirements for role. Should include title, summary, location, duties and responsibilities, specifications, qualifications. Experience, traits, skill, effort, working conditions, environment. 
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Planning and Recruiting for HR
A good plan should mean you are looking at something that can be followed up with an action strategy and can be implemented. It is a practice process that influences and anticipates an organizations future in terms of HR. This refers to the people who are currently working for you and you ensure that you do not have a surplus or a shortage of workers on your team. 

Strategic Steps
Develop HR objectives: Use information to decide if you need to layoff or hire new employees. Use your workload to determine this. How many employees in each category do you have? Full time, part-time, co-op, permanent vs. non-permanent?
Forecast and analyze demand and & supply: What do we have by comparing the market and what is currently available. Can we easily train, retain, promote? This can be a riskier decision if you are expanding and do not know what may currently be available. Is it possible to promote from within? Can we use what we have or must we go external? Our objectives will determine this. Do we need to downsize later on? Often there can be a layoff then an increased demand and additional hiring will be required.
Develop and Implement the HR plan to balance: Understand your employee’s skills to see if they match multiple areas and understand if you can use these on a cross functional basis. 

		Inadequate Planning
Result in many vacant positions, layoffs, reduction in morale, productivity, increase in turnover, inability to meet strategic demands. Severance pay will depend on seniority and the logic used to layoff employees. If you have a lot of under qualified employees, it may be costly to lay a lot of them off. Then an employee is faced with finding employees who have those expertise. Work flow process may slow considerably if a reduction in employees occurs. 

		Forecasts of labour surplus or shortage
Forecasting Labour Demand: Starts with analysis from within. Conduct head count. Analyze goals. Look at projected turnover. What is the trend? Demotion, transferring? Look at the nature of employees to understand their skills, what skills they should have, are they qualified? That nature of work may change rapidly and this needs to be understood. Do any administrative changes need to be made? What available finances are there to pay for staffing needs? Is your cash flow stable and consistent? 
Statistical Methods: Trend analysis is simply for understanding requirements and past history. Leading indicators are often consistent with trend analysis (5% reduction in fall because of school?). Trend analysis is only good for initial estimates. The future will not ever be exactly the same. 
Qualitative techniques: Nominal Technique - subjective opinion about how things may change. Is this an organic system? People will openly discuss a company and its objectives. How will we approach this situation? Opinions may be written down in a group and people will evaluate every idea to see what is effective. Brainstorming. Are things working?
Delphi Technique: Systematic communication. Phone interview may be conducted to determine everyone’s view. Things may need to change drastically. Is this a large multinational company? Multiple areas should be brought into discussion to determine needs of everyone are met. 
Managerial Judgment: Middle managers and supervisors will offer their opinions about what may be needed.

		Forecast in labour supply
Trends in labour supply. What may change in the outside world? We use the same initial methods of forecasting demand to view internal and external availability.
Markow Analysis: . Reason behind transfer, promotion, demotion? Why is there a change?
Skills/Management Inventories: What affects people’s productivity directly? Look at employees knowledge, skill, competencies. (Competencies: time management, soft skills, diversity, problem solving). 
Replacement Chart and summaries: Visual pattern of internal movement. Involve managers to understand if a person has certain qualities you are looking for. We must know which skills we are looking for. If a person is a secretary in one department, he could easily be one in another department. Use a matrix to see how people could be moved around. 
Succession planning: Training and development plans to track how it may be possible to help people improve their skills and progress their career over time. Their commitment will likely increase over time. In ten years, there will likely be a shortage of labour so employers are working to mentor younger employees. If a drastic change is beginning for an organization, then external hiring is most likely.
	

HR Strategies (This will be on the midterm!)
Overage of employees?
In unionized status, there is no flexibility for downsizing so it isn’t recommended.
Payroll reduction is not a great solution because it will result in decreased morale. 
When there is a surplus of employees, costs must be kept under control.
Demotion. A policy where promotion freezes may be preferable.
Instead of downsizing, transferring internally to another department may still allow a business to take advantage of this persons skill and keep them on as an employee. Reduction in hours may be better to reduce costs than a complete layoff of employees.
Naturalization is when an employee leaves a company for personal and professional reasons. These positions may not be refilled externally if another employee assumes the role. 
Early retirement may be encouraged from senior employees to ensure costs are saved. This means that an employee must pay pension and also loses the knowledge that employee has. Early retirement packages can be very appealing to some employees. This should be used as a last resort though because it can be very costly. 
Downsizing is a mass reduction of employees and causes many layoffs. 

Shortage of employees?
Overtime may be asked of employees.
Temporary employees may be hired for seasonal or temporary periods.
Outsourcing may be used as long as this work is not considered core to an organization’s needs. Payroll, recruitment, may do these services for a lesser fee than you can require. Hiring an executive may be best to outsource because scouting companies do a better job of finding these people.
Cross functional department workers may have better access to people with essential skills. This can be used to understand immediate need for employees. 
Friendly HR policies are a substitute for union environment so that workers will value these things and have less intention to leave their position. People value benefits greatly over just money. Job security and social relations are very important. This should be able to reduce turnover greatly. 
New external hires may be used if you have a limited selection of employees. New full time employees may be needed.
Technological innovations may be used to replace employees and increase efficiency. 

	Goal Setting and Strategic Planning
Reducing a surplus: This can be down via downsizing. Early retirement programs.
Avoiding a shortage: Temporary workers provide flexibility at lower rates. Outsourcing may be used. Outsourcing will usually be cheaper for organizations. Overtime and expanded hours may also be used.

It is ideal to work on planning and strategizing first.
Innovative strategy: Do things more noble and more creative than are currently done. Do something more creative than competitors.
Low cost leadership: Products and services are offered at a lesser rate than competitors. They make more money because of larger market share and lower business costs. 
Differentiation strategy: People will spend more on this because the brand stands out. There is a niche market and they make more because these are expensive.
Service based leadership: Offer a better service than anyone. Look at what you offer and see if you can offer it best. 
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		Employee Recruitment
This is any activity that you may use to attract qualified candidates to this position. You will create a selection pool with these candidates.

		There should be three pre-requisites: 
HR policy – Lead/match market? Hire people with certain qualifications. How much will you pay? What benefits and services do you offer to compare with competitors. Leading the market will attract more qualified employees. 
Recruitment Sources – What sources will you use? Referrals? Applications? Walk-ins/write-ins? Educational institutions/job fair? External hiring agency? Job bank? How will we attract the best candidate and abide by legal requirements (minority requirements). If you are looking for entry level positions, university and college are best sources. Executive levels are best to use a head hunter or external agency. Unskilled labour is easiest to use a job bank or hiring agency.
Recruiter Traits and Behaviour – Charismatic? Must make fair opinions about a persons knowledge, skills, and abilities. Do not be bias.

Recruitment process: Identify job openings, specify requirements, select recruitment methods, generate pool of candidates. If you promote from within, you may lose outside perspective on your firm. Employee equity plans should exist as well. Does a qualified candidate not belong to a protected category, but you must have 3% for minorities. Reverse discrimination should not be a factor. You should be able to argue why a candidate was chosen so no legal consequences result. Labour shortage can also be a constraint on the recruitment process if there are no qualified workers.

		HR Policies
Internal vs. External: What kind of company do you have? Grass roots? Opportunity for quick advancement? If a better candidate exists outside an organization, then it is likely an outside candidate may be considered.  If innovation is valued, likely an external policy would be in place. 
Lag the market – you do less than your competitors (not recommended). This is a kind of position that can easily be replaced like a cashier/cook/server/unspecialized position. 
Match the market – you should at least offer benefits similar to other employers to ensure retention of such employees. How much do you value these employees? 
Lead the market – Exceed or meet the rate of pay to compete for applicants. If you are trying to hire positions that are key to an organization, then this is very important.
Recruitment Branding & Image advertising – Brand your company and its culture. A person may value CSR or community involvement. This will help attract the kind of people who value this culture. Talk about a positive work force/benefits/family friendly.

		Recruitment Sources
Current employees or internal recruiting. Direct applications/write ins/walk ins/entrance test. Employee referrals. Formal Employees may be called back. Benefits for referrals or formals is that these people are already known to the company and may more likely have the skills a company needs. Advertisements/postings/hiring agencies/temp agencies/executive search firms/educational institutions/HRSDC/job banks. Employment agencies are good for finding specialized skills. They have their own tools to screen these candidates. Temp employees are good for operations because they are not skilled in one area. Executive search firm is for CEO’s or other high level positions because of their advanced tools for screening candidates. If a degree is required, educational institutions are a great choice. Customers/Job fairs may be used. Use multiple sources and determine costs involved for recruiting.

Recruitment method depends on the length of time an employee will stay with a company and how cost-effective each method is. Is this position core to an organization? If it is, then you must be able to track candidates and find a suitable person for the position. For a lower level position, it is not wise to spend a lot of money on recruiting.

		Recruiter Traits and Behaviours
Characteristics of recruiter: Does this person have the ability to evaluate credentials? Are they suited to interview? Know the needed criteria for job? 
Behaviour of recruiter - What skills and attributes are required? Should be pleasant and welcoming. Some people can come across as intimidating. These people should help the candidate better express themselves.
Enhancing Recruiters’ impact – Stick to the questions and criteria. Ask questions based on this to be able to make an impact.

			
Selecting Employees (Ch. 7) [Selecting Employees]
		Hiring Process
Recruitment – Process of recruiting. Which method used?
Selection – This candidate is the best that you have chosen based on what they did/said/how they acted. Is the economic benefit of hiring this person better than the cost of hiring? Is it possible for you to find someone with similar credentials for cross departmental training? Internal promotion? Who will fill this position?
Socialization – Orientation. There are three procedures. Pre-socializing via website/comments/review to grasp concept about company/what do you already know about organization. Introduction – begin working for company and is informed about how the company operates. Metamorphosis stage – when a person works and experiences an organization they will experience how things work/they will know dos and don’ts.

		Typical steps in the selection process (7.1) will be on midterm!
Initial screen of applications – Look at resumes and determine candidates.
Selection testing – Look at skills within this resume. Conduct aptitude test? 
Selection interview – In person interview.
Background Investigation – Requires formal consent.
Supervisor Interview and realistic job preview: Supervisor sits in to do a second interview and ensure proper skills are possessed.
Hiring Decision
Candidate Notification

		Guidelines to avoid legal problems (Selection Testing)
If you believe a candidate has made false claims, you must keep proof to show this if you decide to reject them. Keep all documents to make your case. In Canada and the USA, people will sue one another over trifle matters so we must be diligent. A company must protect itself. 
Selection criteria based on the job
I. Adequate assessment of applicant ability
II. Careful scrutiny of applicant-provided information
III. Written authority for reference checking
IV. Save all records and information
V. Reject applicants who make false statements

		Criteria for evaluating selection methods
Reliable - Tools should be reliable. Ask the right questions and ask direct questions. Do not ask unnecessary questions. If similar questions yield similar results, then it is reliable. If tests are giving substantially different results, then they are not the best choice. More reliability means less error. Specific questions should be asked that aim to discover a person’s certain competencies. How/what questions you ask? Reliability is more important that validity because we must have accurate information to make proper decisions.
Valid – The extent to which a tool is measuring what it is meant to. Avoid using general tools and customize your methods to ask more precise and direct methods. A tool can be reliable, but invalid if you consistently measure something you are not looking for. Validity can be improved by conducting a thorough job analysis to make sure correct variables are being measured. Involve people who are familiar with the job so they can offer good input on methods used.
Generalizable – Similar questions should be asked to all candidates to be able to use a routine selection procedure.
High Utility – If there exists a cheaper source to select a more qualified candidate, then this will offer a higher utility. 
Legal – Must use legal methods.

		Common Selection Tools
Application forms/resumes/letters of recommendation/ability tests/personality tests/interviews/reference and background check/assessment centres/honesty tests/drug tests/handwriting analysis.

February 4, 13
Unstructured interview type does not give much stability. Cannot offer proof of lack of bias in such situation. 
Structured is more rigid, but does not give an interviewee the opportunity to speak as much. 
Semi-Structured is better because there is some structure, but allows for flexibility in questions and for a person to speak about their abilities.
Research supports semi structured and structured because it offers more stability and lets one more easily differentiate between potential hires. 

		Content
Situational questions are more contextual. You present a hypothetical situation and ask how a person may respond in such a way. You may consult supervisors or employees about different problems they deal with on a daily basis. People cannot simply make up answers about this, so therefore they must be genuine.
Behavioural questions will ask into loyalty, time management, or other attributes. This will ask about past experience.
These interviews may be face to face, panel, or computerized. If a person is not going to be a key resource, one interviewer may be enough. If this is a key role, then more than one interviewer may be appropriate. Managerial positions will likely use a panel. You must know what human rights are protected so that you cannot ask certain questions. If you need to know this for employee requirements, then you must be able to justify your answer. Give each person the opportunity to explain themselves. If you do not, there may be financial or legal consequence. Asking questions should be in a very structured approach.

Advantages to interviewing can show evidence of communication or interpersonal skills. This can also gain insight into a person’s personality.
Disadvantages may be that an interview is unreliable, low on validity, costly, subjective, or possibly biased. It may be very costly if a consultant is used. As humans we can make mistakes when evaluating a persons behaviour.

	Selection Decisions
Multiple Hurdle Model – Different phases in hiring that gradually narrow a pool of applicants.
Compensatory Model – If a candidate scores very high in one aspect on a job, it may make up for a lower score in another field. This is pretty rare. It may be used if a candidate is used as a second choice because a first choice rejected the offer. Are certain skills much more important than others? Technical skills may take precedence.
Who makes the selection decision? Supervisor should have a say since they will be working with this person. There must be a justification that a certain applicant was rejected to protect against legal liability.

			February 25, 13 (Chapter 8) [Orientation and training]
		Orientation and Training
A program or planned organization activity to help employees improve their job capabilities. Intention of training is to ensure a person can improve their skills and transfer these skills into other areas. New employees enter a company and socialize and learn their values. This is socialization via organization. Training is more general and holistic, whereas orientation is general. Orientation educates and informs about the job and culture while imparting knowledge.

		Benefits and problems with orientation
Benefits: Better job performance, reduced turnover, less disciplinary action, fewer grievances, reduced number of workplace injuries.
Overall you will be in a position to make more proper decisions regarding discipline because employees will be better informed of their duties and requirements.
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.
If there is too much talking, an employee may spend the whole time listening and not necessarily learn anything. Sometimes information can be much too general and hard to understand in practice.

		Evaluation of orientation
Employee reaction: How did people find this? Was it useful? A survey may be used to get employee opinion about usefulness. Personal interviews may also be used. 
Socialization effects: Cannot immediately evaluate this. It requires ongoing evaluation in regards to the extent to which people can respect norms, culture, and vision. It is a long term process. 
Cost benefit analysis: How much orientation should be conducted all depends on outputs. Is it worth the investment? 

		Training for special purposes
Sometimes training is not the only thing required for an employee to improve. Sometimes there are other underlying issues. Must identify which employees require which kinds of skills to be better in their jobs.
Literacy and special services training skills: More common one. If a new product is being launched and people require technical skills this will be required. 
Diversity training: Generally mandatory for all organization. If a company is multinational, this is very important.
Customer service training: Typical. If an employee is directly in touch with customers then they will require customer service training.
Team/coordination training: Important focus of late, especially in work arrangements that are changing. If a project is undergo, it may be challenging to work with others. We basically help people learn personal skills like empathy so people understand and are flexible towards others.
Cross functional training: If an employee is desired to have multiple skills. Good to cover for vacations etc. Keeps people from being bored and will be able to polish their skills via job enlargement and enrichment.
Cross cultural training: Good for international organizations that work in multiple cultures. Sensitivity and tolerance for ambiguity, respect.
Creativity training: Problem solving and decision making skills. People need to acknowledge there is no single best way to learn or approach a problem. More able to exit comfort zone.
Crisis training: In relation to certain disasters.
Time management and conflict management training: A specific area where people require training. Evaluation of what will be needed

		The training process
1. Needs analysis: What exactly needs to be done. Organizational analysis, person analysis, task analysis. Evaluate the person and organization. Evaluate person: personable? Quiet? Evaluate culture: open/closed? Bureaucratic? 
Use behavioural statements to describe the level of performance required. Be specific. People must know exactly what they will be learning and what is expected of them.
2. (steps 2-4 may be condensed into one step) Instructional design: Designing curriculum and asses needs of specific workers. Select certain activities and articles to help develop those specific skills. On the job vs. off the job? Audio-visual?
Assess needs, evaluate conditions for training, plan training program, implement training program, evaluate results of training, get feedback on each stage.
On the job vs. off the job training. How can this person perform better and therefore do their job better?
3. Validation: Pilot testing a program. Choosing a few employees to conduct this training and see if it is useful. Improve on areas where mistakes exist to offer training on a larger scale.
Test on a few individuals. Is this making sense? Get feedback.
4. Implementation: Put into action. Train the trainers for the workshops. Focus on presentation as well as content. Use multiple tools. Some learners learn better via video and others via audio. Keep basic learning principles in mind to help employees understand. Different people learn differently so try to understand this.
5. Evaluation and follow up: Kirkpatrick’s model: reaction, learning, results, behaviour. Evaluate quality of training to determine if an employer is successful or not. Did they find this positive or negative. How did employees think about the training? How much did the employee learn? Use a quiz or kind of assessment. 20 minute rule: There should be a change in subject after 20 minutes because people lose focus after about this time. Ensure people are able to learn about this. Behaviour: Transfer of skills, can this person apply the skills that they learned? Get in touch with supervisors and ask if an employee’s behaviour has changed? It should be easy to see that it was worth investing in training and that it was useful.

What managers can do to support training? (Important! Table 6.1)
1. Understand the content of the training.
2. Know how training is related to what you need employees to do.
3. In performance appraisals, evaluate employees on how they apply training to their jobs.
4. Support employees’ use of training when they return to work.
5. Ensure that employees have the equipment and technology needed to use training.
6. Prior to training, discuss with employees how they plan to use training.
7. Recognize newly trained employees who use training content.
8. Give employees release time from their work to attend training.
9. Explain to employees why they have been asked to attend training.
10. Give employees feedback related to skills or behaviour they are trying to develop.

I. Content - understand
II. Related to training (material)
III. Evaluate – apply training to jobs
IV. Support – use of training
V. Equipment/Technology – available for use
VI. Plan how to use training
VII. Recognize employees that use training
VIII. Time to use training materials
IX. Explain need for training
X. Feedback for skills that need to be developed
 
Chapter 9 [Developing Employees for future success]
Training vs. Development
Career or succession planning is a long term process. You must prepare your employees for the long term and be prepared for special challenges. Through a proper career succession planning, you will enable employees to understand what is needed of them to be successful within the organization. Development: you look at the organization as a whole. Training is more specific for current requirements of an employee.

Approaches to development
Employee formal education via school. Assessment centres may be used. Employers will evaluate employees through these mechanisms. Where does an employee stand now? Offering different approaches to jobs for employees will help develop a person’s skills. Job rotation is an example. Sabbaticals may be used which may offer 3 months every 5 years or so to reflect on what they are doing and what they can do better. Job enlargement will help broaden the scope of duties an employee is in charge of. Offering an employee more autonomy will achieve this also. Interpersonal relationships may be developed using formal procedures. Some companies have formally established mentoring and coaching programs. Some companies do this on an informal voluntary basis. 
· Formal education
· Assessment
· Job experiences
· Interpersonal relationships
· Mentoring and Coaching

Steps and roles in the management process
Self assessment: Ask myself what areas I need to improve upon and where my opportunities for development are.
Reality Check: People will establish realistic goals to achieve. What do I need to work on. What should be done and not done.Is this possible? Sources, money, and time are available? Informal education?
Goal setting: Setting goals, quantitative and measurable.
Action Time: Doing something about it. If you cannot manage your time, 

Management Responsibilities of the organization
I. Provide realistic job previews
II. Provide challenging initial jobs
III. Prevent reality shock
IV. provide challenging initial jobs
V. Be demanding
VI. Provide periodic developmental job rotation 
VII. Provide career oriented performance appraisals
VIII. Provide career planning workshops 
IX. Provide opportunities for mentoring
X. Become a learning organization
XI. Manage transfers and promotions

		Development-related challenges
I. Class ceiling: an invisible limit for employee promotion.
II. Succession planning: Who will follow after someone retires?
III. Dysfunctional managers: Is a person doing a good job of managing a team? Poor conflict management skills, inability to meet objectives or adapt to others. A manager must keep in mind that one may only be successful if there exists a balance of human and technical skills.
IV. Inappropriate emphasis: Employers will not plan things well. If they go through their needs assessment in better detail then they should not make this mistake. 
V. Meeting the needs of a diverse workforce.

		On the job management development techniques
How does the company work as a whole? Are you trying to promote or develop one particular individual.
I. Developmental job rotation
II. Coaching can be used often to train managers by existing, knowledgeable employees. 
III. Action learning: People learn by learning better.

		Off the job management development techniques
I. case study method
II. management games
III. outside seminars
IV. college/university related programs
V. role playing
VI. behaviour modelling
VII. in-house development centres

		Executive development
Employers should consider this because there can be a leadership shortage in Canada. Many Canadians leave Canada for multi-national experience. This is more conceptual or strategic. How to work on these skills to plan for the future? Managers and executives should both have training programs in place.
I. self-mastery
II. futuring/vision
III. sense-making/thinking
IV. design of intelligent action
V. aligning people to action/leading
VI. adaptive learning

February 11, 13 (Chapter 10) [Appraising and Managing Employee Performance]

		Process of performance management
Specify relevant aspects of performance, appraise performance, and provide performance feedback. Providing performance feedback can be used for problem solving or rewards.
Before identifying what to evaluate, make sure that employees are very clear about expectations. After this is clear, you can decide if an employee needs to be coached, maintained, or promoted. 

		Purpose of performance appraisals
Strategic: What do you need to achieve? What targets can you set and link to your goals in order to help employees reach these? Must clarify goals and eliminate any ambiguities. 
Administrative: Any thing that may affect positive work flow must be constantly addressed. This will identify if there are any problems in particular, including management style.
Developmental: How can we help employees increase their skills and develop their strengths. How can these strengths be better used to match organizational goals.

A proper performance appraisal should identify just about everything about an employee. If your employer only uses a rating scale to evaluate your skills, it can only be used to help your employee develop skills on those areas. You must observe work related output.

		Measuring Performance
Relative judgement: Used to compare different employees and identify strengths compared amongst employees. Great for identifying relative strengths.  Compare high, average, or low performers.
Absolute judgement: Management uses outlined criteria to assess performance on a scale.
Focus of the measurement: Can focus on traits. May be a five factor attribute scale, behaviour, or outcome measurements.  
Behaviour: Observable, specific behaviours that indicate successful performance. Is this behaviour acceptable or not?
Outcome: 80% of employees are result oriented. Management by objectives or results. This can easily justify why decisions to firing or lack of promotion are justified. This will involve performance appraisals and a two way dialogue between employee and employer. Must keep in touch with employee to make sure goals are certain. For customer service roles, you can evaluate customer satisfaction. Certain jobs may be easier than other though, because soft skills are not as easy to evaluate as hard skills. Personal judgement must be used to mark a person as high or low performance.

		Criteria for performance management
I. Acceptability: Consistent with organizational values and business strategy. Must be familiar to all employees.
i. Defender Strategy - people are doing things by the book and not necessarily creative (formalized). 
ii. Innovative strategy - Learning improvement is what is valued and people may make mistakes while still trying to contribute to the organization.
II. Reliability: Criteria must be precise. If multiple raters or evaluators are used, they should still be able to determine if a person is a high or low performer. 
III. Validity: Accurate. Must go into job analysis to ask the correct questions. 
IV. Specific Feedback: Must be measurable and very specific. Cannot simply say you are a bad worker. Should start with positives then speak about negatives. Outline losses or dissatisfaction by customers. Each individual employee should know what she or he has to work on.
V. Fit with strategy: Aligns with organizational goals.

		Methods for measuring performance
Making comparisons: Ranking employees by performance. 87% of employees use this because it is an easier measure. 
Simple/Alteration ranking: Evaluation once a year. Rank from highest to lowest. Based simply in comparison to the group. If you have a smaller amount of employees this works best. Research says up to 25 employees can be used, but it should be a small manageable amount of employees.
Paired comparison: Create a matrix chart that compares each employee against all others. You calculate the highest performer against each other person then calculate total. This can be time consuming, but worthwhile.
Forced distribution: Works like a bell curve. Only 5% can be exceptional or only 20% can receive an A. 

		Rating individuals
Competencies: Look into a person’s attributes or traits that are very valued. Determine what competencies are valued as an employer. Create a set of categories for evaluation (technical, conceptual, human). 
A graphic rating scale is a paper rating scale. On one side all the skills required can be listed and then rated. 
A mixed standards scale is similar to this, but only a maximum of three rating scales may be listed. Their competency is stronger or weaker than scale? It outlines extreme competencies. Mixed may be less bias because of this method.

Behaviours: 
Critical incident method will protect employer. It is a written documentation to outline special incidents or uncommonly good or bad behaviours. 
BARS (Behaviourally anchored rating scale) lists all attributes to be evaluated and each competency or behaviour will have behavioural statements. Identify which statement best identifies an employee’s behaviour. 
Organizational behaviour modification: On the job you will simply monitor behaviour and speak with an employee about certain things they may need to work on.

Results: Is the employee producing a desirable outcome? What kind of outputs can be evaluated?
Management by objectives: Setting measurable goals.
Balanced Scorecard: How can work related output be improved? Financial health, less interpersonal conflicts, customer satisfaction, productivity and goals.

		Sources of performance information
Is this person key to an organization’s goals?
Self reports: A person assesses their own performance. Be careful and give specific guidelines. Where do you put yourself and why?

		Challenges to effective management
Rater error, perceptual biases, attribution errors, implicit personality theories/impressions formation theories, organizational policies, whether to focus on the individual or the group, legal issues, halo effect, similar to me effect.
Perceptual bias: The way that we are brought up affects how we look at things. Different cultures, different people, different values are all subjective.
Attribution error: Justify that a certain person may be late because they have more responsibilities.
Implicit personality theories: Certain attributes go together, if a person wears glasses he is smart. Punctual does not equal hard working. 
Impression formation theories (Recency effect): You remember the most recent accomplishment that happens to be positive or negative.
Organizational politics: This person must be rated highly because they have a friendship or is being considered for a position.
Individual or group: Time constraints or legal issues may be a factor. Random testing may not be legally acceptable and this must be taken into consideration.

		Factors influencing performance (figure 7-8)
Poor training, lack of co-operation, lack of information, poor equipment, inability to obtain raw materials.
Essentially, you must observe macroeconomic issues before concluding that it is an employees performance that is a problem.
I. Poor coordination of work activities among workers.
II. Inadequate information or instruction needed to perform a job.
III. Lack of necessary equipment.
IV. Inability to obtain raw materials, parts, or supplies.
V. Inadequate financial resources.
VI. Uncooperative co-workers and/or poor relations among people.
VII. Inadequate training.
VIII. Insufficient time to produce the quantity or quality of work required.
IX. A poor work environment (for example, cold, hot, noisy, frequent interruptions).
X. Equipment Breakdown.

		Dealing with performance shortfalls
Consistency and consensus ques. What about performance in other tasks that this person is working on? Is there a consistent decline in effort?
I. Ability: Has the worker ever been able to perform adequately? Can others perform the job adequately, but not this worker? (Remedies: Train, transfer, redesign job, terminate)
II. Effort: Is the worker’s performance level declining? Is performance lower on all tasks? (Remedies: Clarify linkage between performance and rewards. Recognize good performance).
III. Situation: Is performance erratic? Are performance problems showing up in all workers, even those who have adequate supplies and equipment? (Remedies: Streamline work process, clarify needs to suppliers, change suppliers, eliminate conflicting signals of demand, provide adequate tools).

		How employees are monitored
Employees must be informed that they are being recorded via video.
I. Recording and review of telephone conversations.
II. Storage and review of computer files.
III. Storage and review of email messages.
IV. Monitoring internet connections.
V. Video recording of employee job performance.
VI. Telephone use (time spent, numbers called).
VII. Computer use (time logged on keystroke counts).
VIII. Video surveillance for security purposes.

		Giving performance feedback
I. Scheduling performance feedback: Specific time and notification
II. Preparing for a session: Do not get personal. Focus on performance issues.
III. Conducting the session: Get verbal feedback from the employee and encourage them to speak. Remain professional. You can postpone your action if they become defensive.

		How to manage performance effectively
Regularly monitor performance. Keep track of critical incidents. Do periodic performance evaluations. Train evaluators well and use a combination of approaches. Document evaluation and conduct a feedback session.


				March 4, 13 (Chapter 11) [Rewards]

Direct Compensation: Regular wage, base pay, spending allowance.
Indirect Compensation: Stock options, dental, health, any package to attract employees.
Total Rewards: All privileges that an employee will receive as an employee.

Five Components of total rewards
Compensation: Base salary, direct compensation.
Benefits: Indirect, health, vision, dental care, elder or day care. Anything to help employees find a balance between professional and personal lives.
Work-Life Balance program: Flexible arrival and departure times, but still 40 hour weeks. Flex time or compressed work weeks are good examples of this. Access to fitness services may be a feature, reduce gym memberships.
Performance and Recognition: Bonuses, non-financial recognition.
Development and Career opportunities: Sabbatical, search and related funding, allowing employees to do research.

		Designing a compensation system
Ask yourself what kind of business strategy you have? Defenders would want a fixed system. Innovative companies may want something that is always changing.
i. Internal vs. External Equity: How many people work for the company? Compare what employees get compared to external organization. Are there certain jobs where some employees do more and have more skills, they may get rewarded more. Conduct an external survey to see what competitors pay. Compare with similar positions to model your internal pay structure. Internal equity should, ideally, be the first step. Is the internal structure fair amongst your own employees?
ii. Fixed vs. variable pay: Fixed hourly salary with benefits on top. Hourly pay rate vs. annual pay rate? Normally this is defined within an organization.
iii. Performance vs. Membership: Observe merit vs. seniority. Who is the best performer, or do you reward based on involvement within the organization?
iv. Job vs. individual pay: People are paid for their title and position or is it based on their competencies? Traditionally, people are paid based on their job and title. Individual pay or skill/competency based plans have much more competition. Many employees want to pay their employees for their skills. You need to have an individual pay plan for this. If job requirements are predictable, job based structure is best. If innovation is required, a skill based job pay may be preferable.
v. Egalitarianism vs. elitism: Some organizations believe in fairness, some believe egalitarianism. Egalitarianism will look at input of an employee and their initiative to determine their pay. Employees must know that they are fair or what methods are used for evaluation. Fairness and legal compliance are required.
vi. Pay below/above/match market rate: Organizations should at least match market to retain employees. Below the market may be an option if you need to keep your base pay lower and offer different incentives tied to performance. Below the market is never really a good strategy. Above the market will attract better employees, but it must be affordable and feasible. If an employee is very valuable, they must be paid above the market. Replaceable jobs could be below the market.
vii. Monetary vs. non-monetary rewards: Should more money be put toward base pay or to additional benefits. Younger employees put more effort into base pay because they get less use out of additional benefits like day care. Older workers will value life work balance more. In Canada, there should be a maximum cap for what each employee should be allowed to be paid. Must see what employees value before offering these services.
viii. Open pay vs. Secret pay: Some companies have a policy that employees cannot disclose their salary and benefits. 
ix. Centralization vs. decentralization of pay decisions: A flat organization may be more decentralized. 

Influences & Decisions on Base Pay
i. Legal requirements: Employment Standards legislation, pay equity. If there are similar titles and credentials, employees should be paid the same. There still exists a 30% pay difference between men and women.
a. Human rights legislation: You will ignore any ethic, linguistic, religious, sexual or creed differences of employees. Only focus on tasks, duties, responsibilities. Value people only for their input.
b. Employment labour standards: Respect at least the minimum guidelines for employment labour standards. Know the jurisdiction you are in and their requirements. 
c. Pay Equity: Work on reducing the pay gap between men and women.
d. Income Tax Legislation: How much can employees keep of their wage and how much should be paid in taxes? Benefits that are tax exempt may also be offered.
ii. Economic requirements: Is the company going through a certain economic cycle? The company’s pay will depend on its current profitability. What is the national economic state? Demotion may occur in an organization during an economic downturn.
iii. Pay fairness: Pay equity and equity theory. People should be rewarded for their input. Reward organizational citizenship behaviour.
iv. Job Structure: Value of each job to the organization. What jobs are more valuable for us as an employer. How will other jobs be paid based on this? How important are other jobs compared to this job? Look at relative value of each job to influence pay decision.
v. Pay structure: How much are you willing to pay, how much will you put toward benefits, incentives, and other work perks. This all affects pay structure.

Establishing Pay Rates
i. Conducting job evaluation for internal equity: Compare performance against job expectations. Is a person being paid fairly? 
a. Job evaluation: Systematic comparison of jobs to determine their relative worth. Ex: Ranking method, classification/grading method, point method, factor comparison method.
b. Benchmark job: Job commonly found in organizations, critical to firm’s operations.
c. Compensable factor: Fundamental compensable aspect of a job, skill effort, responsibility, or working conditions.
ii. Group different jobs into different levels and rates, if possible. For each group, cite a maximum and minimum pay scale. Create job families to group similar jobs. If there are similar job descriptions, it is easy to benchmark wages. Develop grades, establish midpoint, minimum, and maximum.
iii. Conduct salary survey for external equity: Look at competitors within similar industries. Informal vs. formal
iv. Price each pay grade using wage curves: Create a scale based on external and internal pay rates. Find average pay for each pay grade, price jobs.
v. Fine tune pay rates: Where are adjustments required in order to make this feasible?
a. Broadbanding: Reducing the number of grades and levels that are established. Is it possible to use 4 instead of 10. Creates more simplicity. Is more egalitarian.
b. Competency based pay: Recent trend for employers to use levels of skills and competencies.
c. Pay equity: Men and women should be paid the same. People are all paid on a non-discriminatory basis.

Suggestions for practice
i. Think strategically in policy making: What is feasible and practical on a strategic basis? If your company culture is a certain way, your pay and benefits should be linked to these values. 
ii. If possible, ensure employees can contribute to what is valued.
iii. Increase job’s pay range, but with responsibility scope.
iv. Conduct periodic pay equity audits
v. Establish dual career ladders. Promotions, benefits, and advances should be linked to climbing the corporate ladder.

Communicating Total Rewards
Comprehensive communication strategy: Must be strong communication to build into a company’s strategic goals.
Management and employee involvement: Some employees are very involved and want to understand all internal policies. Some employees are not as involved and do not want to offer opinion, but this is valuable information and helpful to an organization. Not everyone cares about money, but want challenging and interesting work. 
Combine several media:

March 11, 13 (Chapter 12) [Pay for Performance and Financial Incentives]

Pay for Performance is essentially when employers attempt to link pay with worker productivity. How to evaluate an employees work within an organization. May be with Piece work or piece pay systems. These are common so that employees can control their base pay inflation. Your direct salary or compensation will consist of X% base pay. If you want to attract talented employees then you will implement a form of variable pay. May include commissions, bonuses or rewards.

		Common tools of design total rewards (10.4)
1. Job-Based approach: What exactly is the position, title, responsibilities? Begin with a standard internal evaluation. What kind of internal pay structure should be implemented? If there are problems with this, then the pay system must be revised. Benchmarking may occur if the content of a job is well known. Identify, Evaluate, create job hierarchy, classify grade levels, compare with competitors, find pay system.
2. Skill-Based approach: This is not based on jobs, but capabilities employees have. It doesn’t matter what kind of job a person has. They receive their salary based solely on performance and job skills. What do employees value? Do they value depth of a skill or breadth of many skills? This should fit into the culture of an organization. Currently, job based approach is quite common, but there is a trend toward skill based approach. Weakness of competency based approach is that employees must be paid for their skills regardless.

Suggestions for performance:
I. Think strategically in policy-making.
II. Secure employee input and provide necessary resources. Employees require information to do their jobs correctly.
III. Increase job’s pay range, but with responsibility scope. People must see a clear line of site of what they do and what needs to change in order to meet their career and financial objectives.
IV. Conduct periodic pay-equity audits. Egalitarian system. There may be a better balance of power within an organization.
V. Establish dual career ladders.

Rewarding Employees
Do we want to offer team based, division based, or individual based bonuses? Must decide if these are a cultural fit within an organization. If there is a lot of interdependency, then team based is more ideal. Division vs. Organization wide: Must ask how stable financials are – Is it possible to employee similar standards within all departments or are some departments more important? An innovative department may need better incentives. 

		Incentives for Salespeople
Salary plan (Fixed salary): Employee is paid only a salary with no commission. May be better for stable, large companies.
Commission Plan (Pay in direct proportion to sales): Based directly on how many sales are made. Pay is directly affected by volume. May be appropriate for new companies that are growing.
Combination Plan (Salary plus commission): Get salary and some commission based on volume. Research shows this is best.

		Types of Pay for Performance plans
Individual: Merit pay: will increase an employees base pay after a performance evaluation (once a year). Bonuses: May only be received once per year, but it is possible at some other times during the year. Awards: In the form of a tangible price, Usually once a year. Piece rate system: Employees are rewarded based on the number of items produced. 
Team: Bonuses, Awards
Division: Bonuses, Awards, Gainsharing: Can be tricky if there is a union status within a work environment. These will help save costs and distribute them within the organization.
Organization: Profit Sharing: Share a certain portion of declared profits with employees. There will exist some formula to calculate what employees will receive.  Stock Options: Employees feel that their success is tied to the company because they are partners. These are long term incentives. Scanlon Plans: Employees get an opportunity to share ideas and if this is adopted then improves profits, then an employee will receive a reward for this.

If is possible to measure individual performance, then use individual performance plans. Co-operation will be less critical for individual performance. Ensure that if teams are formed, there exist complimentary skills within the team to help build the team. 

		Gainsharing plans: Success factors
I. Cooperation between management and labour. Identify if this is best only for certain divisions or the whole department.
II. Joint development of the plan. Unions should be involved if this does not benefit all employees involved. May be better for some rather than others.
III. Effective communications. 
IV. Clear guidelines regarding plan changes.
V. Setting achievable goals.
**Gain sharing is more important when quantity is more important than quality. These jobs should also be standardized so employees can accurately predict what is required of them. Do not solely use this. There should also be different incentive plans in place.

		Common Recognition Rewards (Table 12.4)
Ensure there are three rules in place: Recognition should be sincere, recognition should be done by immediate manager, recognition should be done in a public form where others can be made aware.

		Problems with incentive pay
I. Neglecting tasks
II. Conflicting and competition: Employees may compete for the top bonus. If cooperation is key within an organization, this should be avoided at great cost.
III. Lack of control: Employees feel they have little control over being able to do what is needed to perform their job and receive a bonus. Bad technology or equipment.
IV. Measuring performance: Free rider and sucker effect may always occur. 
V. Do only what you get for syndrome: People may focus on tasks where they know they will receive a bonus. Whenever you want to introduce an incentive, it should always be linked to performance. Attempt to broaden job responsibilities.
VI. Psychological contracts: Employees have difficulty trying something new if they are used to a standard system. There must be some incentives offered to push them.
VII. Credibility gaps: 
VIII. Dissatisfaction and stress
IX. Intrinsic drives: Employees may feel that they lose their intrinsic motivation because of the extra pressure added to their job.
X. Rumours and sabotage:  Environment may become toxic. Ensure that you are the one speaking to employees about the incentives that are available and what can be done by employees to achieve these goals.

Principles for effective implementation of incentives
I. Pay for performance.
II. Link incentives to career development and challenging opportunities: Line of sight should be clear and employers should understand the motivation of employees. How to make jobs more entrusting and meaningful?
III. Link incentives to measurable competencies.
IV. Match incentives to the culture of the organization:
V. Keep group incentives clear and simple.
VI. Over-communicate. Combine media to educate employees.
VII. Remember greatest incentive is the work itself. Make jobs meaningful.
VIII. Employee recognition programs (benefits).
***Give people control over their jobs. Communicate and ensure these are easy to calculate and value is easy to understand.

				March 14, 13 (Chapter 13) [Employee Benefits and Services]
Why offer benefits?
Sustain competitive advantage: Offer benefits better than competitors to maintain a more qualified and loyal labour force.
Negotiating group benefits is less expensive because it is purchased in bulk.

		Unexpected expenses
These relate to health costs. Can include prescription drugs, physiotherapy, message therapy, psychotherapy, hospital accommodation upgrades, vision or dental care.

		 Services
Help employees find balance between work and life. Includes access to fitness clubs, meal or clothing subsidies, price reductions on company products or services, discounts on certain products.

		Typical interruptions in income
Unemployment: Offer EI, supplemental unemployment benefits(SUBs), Severance.
Illness of injury: Worker’s compensation, short-term disability, long-term disability, employment insurance, CPP/QPP.
Time off: Statutory holidays, annual vacations, seniority based entitlements.
Retirement: CPP/QPP, Old age security (OAS), Guaranteed income supplement (GIS), private pension plans, RRSPs.
Death: CPP/QPP, Group life insurance. All benefits offered to survivors.
Large expenses: Publicly funded health care, supplemental health insurance. Normally these are related to health. Could be health coverage while abroad. 
Work/Life balance: Wellness programs, EAPs

		Growth of Benefits and Services in Canada
Mandatory: CPP/QPP, EI, Workers compensation, holiday and vacation, overtime, leave of absence, termination pay, employees assistance programs.
Voluntary: Health insurance, life insurance, dental and vision case, retirement and pension plans, profit sharing, short-term/long-term disability, additional paid vacations/holidays.
Workers compensation: This is 100% employer paid. This exists to help employees recover and become rehabilitated.
Termination pay: Minimum 1 week pay are required. This is employer funded. Some employees offer out services also for employees to learn and improve their resume and interview skills.

		Types of pension plans
Defined contribution plan: Same amount contributed from pay cheque. Employee bears risk. Carefully consider this when you change employers to ensure you can transfer into another plan. Employees are also looking into gradual or phasing retirement instead of the traditional form.

		Employee Services
Personal services: Credit unions, counselling services, employee assistant programs (EAPs), other (social and recreational).
Job-Related services: Subsidized childcare, eldercare, subsidized employee transportation, food services, educational subsidies, family-friendly benefits.
Co-insurance: Employer and insurance company will both share the costs of providing insurance.
Flexible benefits: Employers let employees choose the kinds of services that they receive and their benefits are based off of this.

		Benefit Strategy
Benefits mix, benefits amount, and flexibility of benefits.

		Benefit Administration
Outsourcing, communication (especially pension), and use of technology. 
Communication: If possible, combine media. Over-communicate to ensure people have the knowledge needed to use benefits.
Technology: Use of proper technology to access benefits. Online portals etc.

		Communicating Total Rewards
Comprehensive communication strategy: Mostly purely online now.
Management and employee involvement. Link this with strategic principles and performance standards to see what benefits and incentives are best for retaining employees.
Combine several media: Use a variety of media to over commiunicate.
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			March 4, 13 (Chapters 14) [Occupational Health and Safety]
Three kinds of rules:
General rules: How to design ergonomic workstations that are healthy for employees. What kind of heating, lighting, furniture etc.?
Specific industry rules: Certain hazards may arise in certain industries and different rules exist for special precaution within these industries. Must know specific guidelines involved within these industries.

		Employer-Sponsored health and safety programs
Identifying and communication job hazards: Employers and employees should work together. Look at each job and break it up into its components to identify potential danger. Communicate these dangers to all employees involved. Technique of operations review: Offer specific training for jobs that have a higher level of accidents. Is there a certain operation that is more risky?
Reinforcing Safe Practices: Encourage people to do better and be safer on the job. This is shared between employers and employees. If an employee goes above and beyond what is required of their job, offer them an incentive.
Promoting Safety International: More and more businesses are becoming global. If you are a large company, you must still promote health and safety standards. If cultural differences exist, an employer must be aware of these. Label worksheets so employees stay aware of requirements. Try to be consistent in regards to safety.

		WHIMIS Legislation (Workplace hazardous materials information system)
i. Labeling of hazardous materials: Must identify potentially dangerous materials.
ii. Material safety data sheets: Use for reference of how to identify materials. These should be posted on a specific piece of equipment or material.
iii. Employee training: How often to train employees? How will they be trained? People should know that these are the chemicals used and what to do in case of a situation.

What causes accidents?
Basic Causes
i. Chance occurrences that are beyond control such as falling or slipping.
ii. Unsafe conditions: Equipment should be monitored to ensure it is safe. Employees should know how to properly lift materials or use certain equipment.
iii. Unsafe acts by employees: Employees get too confident and are not careful, horseplay in the workplace. Emotional stress can affect coordination and cause accidents. Ensure at least that the work environment is safe and accidents will be reduced.
Additional Causes
iv. Jobs can be inherently dangerous: Mining is an example of this. 
v. Work Schedule: Overtime may be allowed
vi. Psychological Climate: If a person is too stressed or tired they may be unable to work. Harassment can cause a lot of stress and will make an employee unable to concentrate.

How to prevent accidents
Reduce unsafe conditions
Reduce unsafe acts: Selection and placement, training and education, positive reinforcement, top-management commitment, monitoring work overload and stress.

		Controlling Worker’s compensation costs
Before the accident: Accident prevention methods. Hire carefully, proper training etc. 
After the accident: Ensure medical attention, be supportive and keep in touch, facilitate return to work. (CCC, commitment, collaboration, creativity) Creativity in utilizing your employees for them to come back.

		Occupational health issues and challenges
i. Repetitive strain injuries: Typing can cause this. Any mundane task. Taking occasional breaks and offering fitness services will reduce the amount of repetitive strain injuries.
ii. Workplace toxins: Some offices separate fax and printer because these equipment’s can leave dangerous toxins behind.
iii. Workplace smoking: A non-smoking policy may be in place to avoid having smoke around. Smoking is only allowed so many feet from door.
iv. Violence at work: Physical/verbal/emotional violence are all examples of this. People should know that this is not acceptable in the workplace.
What increases the risk of this:
a. Being responsible for the physical/emotional care of others.
b. Making decisions that influence other people’s lives/denying a service or request.
c. Working alone.
d. Handling valuables.
e. Exercising security functions of physical control of others.
f. Supervising/disciplining others.
g. Interacting with frustrated individuals.
h. Working evenings or nights
i. Working in client’s homes.
j. Having contact with individuals under the influence of alcohol, illegal drugs, or medication.
v. Substance abuse: Some people can become addicts. These people can be dangerous for other health and safety requirements. Being aware of these issues can help avoid issues within an organization. 
a. This is legally considered a disability.
b. Testing is legal if the test is rationally connected to performance or is adopted in an honest and good faith belief that it is reasonably necessary for fulfillment of work related purpose.
c. Cannot fire someone for being drunk at work.
d. Cannot ask people to get medical testing unless they are being offered a job.
vi. Job stress and causes:
a. Feeling of not contributing and having a lack of control.
b. Lack of two wat communication up and down the chain of command.
c. Being unappreciated.
d. Inconsistent performance management. Raises but no reviews. Positive feedback then laid off with no understanding of why,
e. Career/job ambiguity. Things happen without employees knowing why.
f. Unclear company direction and policies.
g. Mistrust. Vicious office politics disrupts positive behaviour.
h. Doubt. Employees are uncertain about what is happening and where things are headed in their position, department or organization.
i. Random interruptions.
j. Treadmill syndrome. Too much to do at much, requires 24 hour workday.
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		Employee Discipline
An appealing process must always be clear so an employee may observe recourse. This will give employees a chance to voice their concerns. This may also allow for a third party to facilitate communication.

		Progressive Discipline
I. Verbal Warning. Ideally an informal method should be used at first. Doing this in private is ideal. Focus on consequences and not behaviour because otherwise employees may get irritated or defensive. There must be a clear line of sight between behaviour and result. Employees must be given six weeks to address this behaviour.
II. Written Warning: Some of these steps may be skipped in special circumstances. All actions depend on how serious the action is. This should be kept on file for at least one year. After this time if behaviour is not repeated it may simply be removed from the file.
III. Suspension: Do not suspend with pay because that is a luxury and the employee may not learn.
IV. Dismissal: Final action. Based on just cause so there must be proof that this issue has tried to be addressed and nothing came of it. 

		Fairness in disciplinary actions
· take a counseling approach: Help the person work through these behaviors. Asks employee to think first and reflect upon actions.
· exhibit positive non-verbal demeanor: Do not use body language that is negative. Do not let personal feelings get in the way of doing your job effectively.
· provide employee some process/outcome control: Ask how much time the employee needs to work on this trait.
· provide a clear explanation of the problem: Describe the problem and not the person. This will prevent the person from becoming defensive or getting offended. Do not scold or criticize and especially not in public.
· ensure discussion is held in private: Keep in a private office. Allow other supervisors to be present if necessary.
· ensure that discipline is non-arbitrary/consistent: Ensure that discipline is consistent with previous actions against employees in other situations. Arbitration will involve a neutral third party.

		Administering and managing discipline
I. Notification
II. Reasonable Rule
III. Investigation prior to discipline
IV. Fair investigation: Ensure a victim is telling the truth. Misunderstandings can occur. Must rule out all options for all employees. Can involve people that are impartial to the events.
V. Proof of guilt
VI. Absence of discrimination
VII. Reasonable Penalty

		Managing Dismissals (Grounds for dismissals)
Constructive dismissal. An employer cannot dismiss a person so they change the job structure to make it impossible for an employee to work and they therefore fire the employee.
· Unsatisfactory performance: Sometimes job descriptions are unclear and then employees cannot do their job properly.
· Misconduct
· Lack of qualifications for the job: Can only use this job after reasonable training has been offered and the person is not a good fit for the role.
· Changed requirements of/elimination of the job

		Termination Interviews
I. Plan the interview carefully
II. Get to the point.
III. Describe the situation. Give the person a chance to speak about their feelings and describe the situation.
IV. Listen.
V. Review severance package. Perhaps offer services to allow a person to develop a cover letter and a resume.
VI. Identify next step for employee. Keep ethical considerations in place. Do not terminate an employee before a birthday or holiday. Do not call security unless absolutely necessary.

		Alternatives to layoffs
Employment Policies: Reduction through attrition, hiring freeze, cut part time employees, cut internships for co-ops, give subcontracted work to in-house employees, voluntary time off, leaves of absence, reduced work hours.
Changes in job design: Transfers, reductions, reduced work hours, job sharing, demotions.
Pay and benefits: Pay freeze, cut overtime, use vacation and leave days, profit sharing or variable pay.
Training: Retraining
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