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Chapter Four: Legal Requirements 
Lecture Notes

Challenges – 
· Manage within employment standards, human rights and equity laws.
· Make managerial decisions that will reduce the likelihood of legal liability.
· Know when legal and fairness issues require external expertise.
· When managerial decisions violate employment law or make an employer liable to successful lawsuits, employers may face significant costs.

Unfair Discrimination – In an employment context, unfair discrimination is the giving of an unfair advantage (or disadvantage) to the members of a particular group in comparison to the members of other groups. The disadvantage usually results in a denial or restriction of employment opportunities, or an inequality in the terms or benefits of employment.

Banding – designed to meet the objectives of hiring qualified workers and promoting diversity. Scores in each band are treated as equivalent and bands are established statistically.  The concept of banding has been used as an alternative measure of avoiding adverse impact against protected groups.

International and Systemic Discrimination – 
· International: Deliberate use of race, religion or other prohibited criteria in employment decisions. Can be legal under certain circumstances if based on a bona fide occupational qualification.
· Systemic: Employment criteria that have the effect of discriminating on prohibited grounds but are not used with the intent to discriminate.

Goals of Employment Equity Programs – 
· Correct present inequities (remedy past discrimination)
· Prevent discrimination in the future
· Provide role models
· Promote diversity

Methods of Practice – 
· Recruitment
· Preferential selection (based on equal qualifications)
· Quotas (set aside specific number of jobs)




Chapter Seven: Orientation, Training, and Development
Lecture Notes

Purposes of Orientation Programs – 
a. Reduce Turnover
b. Reduce Errors
c. Develop Clear Expectations
d. Improve Job Performance
e. Organizational Stability
f. Reduce Anxiety
g. Reduce Grievances
h. Reduce Need for Discipline 

Evaluating Orientation Effectiveness – 
a. Employee Reactions: Interviews and questionnaires of recently-hired employees.
b. Attitudes and Behaviours: Measures of job attitudes, motivation, turnover, performance. 
c. Cost-Benefit Studies: Comparison of orientation program costs with benefits from lower turnover, lower learning time, and higher performance.
Training – learning of job-related behaviour.
Development – preparation for future job responsibilities. 

Employee Benefits of Training – skill improvement, increased self-confidence, more effective handling of stress/conflict, and sense of growth.
Organizational Benefits of Training – higher productivity/profitability, lower costs, improved morale, better corporate image, and stronger identification with corporate goals.

Training and Development Strategies – 
1. Cognitive: Concerned with altering thoughts and ideas (knowledge, new processes).
2. Behavioural: Attempts to change behaviour (e.g., management style).
3. Environmental: Providing the organizational environment in which employees can thrive and develop strategies to change attitudes and values.

Learning Organization – is where people continually expand their capacity to create the results they truly desire; where new patterns of thinking are nurtured.




Characteristics of a Learning Organization – 
1. Systems thinking – ability to see things as a whole, perceive interrelationships, recognize patterns of change.
2. Personal mastery – ability to clarify and deepen personal visions, see reality objectively. 
3. Mental models – deeply ingrained assumptions that influence how we understand the world and take action; Change requires a change in mental models.
4. Shared vision – binds people together around a common identity and sense of destiny; A genuine vision causes people to do things because they want to, not because they have to.
5. Team learning – raising the collective intelligence of a group beyond any individual member; requires overcoming patterns of defensiveness. 

Competencies – Skill, knowledge, and behaviours that distinguish high performance in a broad role, function, or level of the organization.
Competency Framework – is a list of competencies that provide a competitive advantage to an organization.

Training Evaluation Criteria – 
a. Reaction: satisfaction with setup.
b. Knowledge: can be reliably assessed only with before-after measures.
c. Behaviour: self-reports and observations by others are used.
d. Organizational Results: because of time factor, difficult to assess the cause-effect relationship between training and organizational results. 



















Chapter Eight: Performance Management 
Lecture Notes

Performance Management Process – 
(1) Defining performance expectations.
(2) Providing ongoing feedback and coaching.
(3) Conducting performance appraisal and evaluation discussions.
(4) Determining performance rewards/consequences such as promotions, salary, increases, and bonuses.
(5) Conducting development and career opportunities discussions.

Performance Appraisal – Critical in the performance management process is an effective performance appraisal system. Accurate performance evaluations show employees where they are deficient. For the HR department, appraisals make compensation, placement, training, development, and career guidance decisions more effective. 

Elements of Performance Appraisal – 
a. Identification: Determining what areas of work should be examined when measuring performance. Rational and legally defensible identification requires a system based on job analysis. 
b. Measurement: Making judgments of how “good” or “bad” performance is. Measurement must be consistent and managers must maintain comparable rating standards.
c. Performance Management: The overriding goal of appraisal systems. To facilitate performance management, appraisal should take a future-oriented view of what workers can do to achieve their potential. 

Effective and Legal PA Systems – 
a. Are properly administered.
b. Provide specific feedback.
c. Use appropriate raters.

Performance Appraisal Criteria – 
(1) Trait-Oriented: Personal characteristics presumably linked to job performance (e.g., cooperation, conscientious, motivated, integrity).
(2) Results-Oriented: Emphasis on tangible results perceived to be measurable.
(3) Behaviour-Oriented: Indicate what is being done to warrant recognition, discipline, promotion, or termination. 




Factors Influencing Effectiveness of PA – 
(1) Focus on performance variables versus personal traits.
(2) Employees must have meaningful input (“voice”).
(3) Frequency and nature of supervisor feedback (to foster employee growth and development).
(4) Opportunity for supervisor and employee to clarify performance standards and expectations. 

Barriers to Effective Performance Appraisal – 
(1) Organizational Barriers: Result when workers are held responsible for errors that may be the result of faults within the production system itself. Common causes are due to defects in materials, design flaws, or some other managerial shortcoming. Special causes are due to a particular event or operator or to a subgroup within the system.
(2) Interpersonal Barriers: Accuracy in PA is less important to managers than motivating and rewarding their subordinates. Supervisors often delay or resist making face-to-face appraisals. Rather than confront substandard performers, supervisors often find it easier to “damn with faint praise” by giving average ratings.

Performance Appraisal Methods – 
(1) Past-Oriented Appraisal Methods
a. Comparative Evaluation Methods (Relative Measures)
· Ranking Method, Forced Distribution
b. Non-Comparative Evaluation Methods (Absolute Standards)
· Rating Scale, Critical Incident Method, Behaviourally Anchored Rating Scale, Performance and Observations
(2) Future-Oriented Appraisal Methods
a. Self Appraisals, Management-by-Objectives Approach, Assessment Center Technique, 360-degree Performance Appraisal. 

Behaviourally Anchored Rating Scales (BARS) – 
(1) Generate critical incidents
(2) Develop performance dimensions
(3) Scale the incidents
(4) Develop the final instrument

Attribution: Perceiving Causes and Motives in Performance

Attribution Theory – is the process by which we assign causes or motives to explain people’s behaviour. In making attributions about behaviour, an important goal is to determine whether the behaviour is caused by dispositional or situational factors.

Dispositional Attribution (Internal Attribution) – is due to some characteristic of the person (e.g., personality, ability). 
Situational Attribution (External Attribution) – is the external situation or the environment was responsible for the behaviour and the person had little control over the behaviour.

Biases in Attribution – 
1. Fundamental Attribution Error: Tendency to overestimate the extent to which people’s behaviour is due to internal, dispositional factors and to underestimate the role of external, situational factors.
2. Self-Serving Bias: Threats to self esteem often lead to self-serving attributions (taking credit for our successes and attributing our failures to the situation).
3. Actor-Observer Difference: The same action triggers dispositional attributions in people observing the action and situational attributions in the person performing the action. Perceptual salience (the actor views his/her situation….observers view the actor). 

























Chapter Eleven: Managing Employee Relations
Lecture Notes

Importance of Employee Relations – 
a. Improve productivity
b. Ensure implementation of organizational strategies
c. Reduce employment costs
d. Help employees grow and develop

Key Dimensions of Employee Relations – 
a. Employee Involvement
b. Employee Communication
c. Employee Counselling
d. Employee Discipline
e. Employee Rights

Downward Employee Communication – In-House publications, Information booklets, Pre-recorded messages, Electronic communication, Information sharing and open-book management.

Upward Employee Communication – Grapevine, Electronic communication, Complaint procedures, Manager-employee meetings, Suggestion systems, Attitude/opinion surveys.

Types of Employee Discipline – 
a. Preventive Discipline: Action taken prior to any infraction to encourage employees to follow standards and rules. Company makes its standards known and understood (e.g., absenteeism, gender equality, dress codes; sexual harassment; safety practices; personal communications).
b. Corrective Discipline: Disciplinary action that follows a rule infraction, disciplinary action is usually a penalty (e.g., warning, suspension), the goals are educational and corrective—to improve the future.
c. Restrictions on Discipline: Due Process – Following proper rules and procedures for disciplinary actions and giving employees the opportunity to respond to allegations. Hot-Stove Rule—a guide to corrective discipline with warning, immediate, consistent, impersonal.
d. Progressive Discipline: The use of stronger penalties for repeated offences, intended to give an employee time to correct behaviour.
e. Positive Discipline: Rather than punishment, some organizations employ an approach called “positive discipline”, Employee acknowledges that a problem exists, assumes responsibility for the behaviour, and a problem-solving approach to resolving the problem is used.




Typical Progressive Discipline System – 
1. Verbal reprimand by supervisor
2. Written reprimand (record on file)
3. One-to three-day suspension
4. Suspension for one week or longer
5. Discharge for cause

Steps in Positive Discipline – 
1. Focus on the specific problem (rather than employee’s attitude or personality).
2. Gain agreement with the employee that a problem exists and that employee is responsible for changing behaviour. 
3. Approach discipline as a problem-solving process.
4. Document suggested changes or commitments by the employee. 
5. Follow-up.

Classes of Misconduct – 
1. Unfaithful service to the employer (e.g., conspiracy and competition against the employer; serious conflict of interest).
2. Misconduct of a general nature (e.g., substance abuse; abuse of coworkers, clients, or customers; improper activity outside the workplace—courts consider both the nature of the misconduct and the employee’s position within the organization.
3. Theft, fraud, or dishonesty
4. Willful disobedience of a reasonable and lawful order (may include absenteeism, tardiness, or a breach of rules or policy). A reasonable excuse for disobedience will usually negate the intent required for cause.















Chapter Twelve: Managing Diversity 
Lecture Notes

Diversity Management – A diverse workforce requires managers with new leadership styles who understand employees’ varying needs and creatively respond by offering flexible management policies and practices.

Diversity – Workplace diversity includes important human characteristics that influence employee values, perceptions of self and others, behaviours, and interpretations of events. 

Dimensions of Diversity – 
a. Core Dimensions: age, gender, race, religion, etc. Exert considerable impact on our early socialization and a powerful impact throughout life.
b. Secondary Dimensions: education, past work experiences, family status, income, first language, etc. Play important roles in shaping our values, expectations, behaviours, and experiences. 

Strategic Importance of Diversity Management – 
a. Changing Workforce
b. Importance of Human Capital
c. Diversity as a Competitive Advantage 
d. Paradigm Shift
e. Increasing Role of Work Teams

Traditional Paradigms – 
1. Success linked to standardization
2. Diversity is a cost
3. Rules shaped by senior executives
4. Emphasis on “masculine” values
5. Change to suit the organization’s culture

New Paradigms – 
1. Success linked to individual contribution
2. Diversity is a competitive advantage 
3. Rules to satisfy customers and employees
4. “Feminine” values are important
5. Modify culture to meet employee needs





Fairness and Bias in Selection

Fairness – a psychological construct that involves perceptions of distributive justice and procedural justice. 

Procedural Justice – selection process methods and administration. 
· Was the process conducted fairly?
· Were the methods used valid?

Distributive Justice – selection outcomes decisions and results.
· Was the final decision fair?
· Was the outcome just or fair?

Adverse Impact – provision of validity evidence. Occurs if the selection rate for any protected group of applicants is less than 80% (or 4/5ths) of the selection rate for the group with the highest selection rate.

Fairness in Employment Decisions – 
· By nature and by necessity, measures of individual differences are discriminatory.
· Unfair discrimination exists when persons with equal probabilities of success on the job have unequal probabilities of success on the assessment instruments. 
· Content and statistical analyses are used to determine test fairness or bias.

Analyses of Test Fairness – 
a. Test Item or Test Content Sensitivity Review: Test items are reviewed by individuals from various designated subgroups (DS) for language or content that might have different meaning for members of various subgroups and for language that could be demeaning or offensive to members of various subgroups.
b. Differential Item Functioning (DIF) Analysis: Attempts to identify items that are biased against a particular DS (e.g., visible minorities, aboriginal Canadians, women).
c. Statistical Analyses of Fairness: Based on the criterion-related validity model.

Differential Validity and Differential Prediction – 
· When technically feasible, users of selection measures should investigate differences in prediction systems for racial, ethnic, and gender subgroups.
· Differential Validity: possible differences in subgroup validity coefficients.
· Differential Prediction: possible differences in slopes and intercepts of subgroup regression lines.




Assessing Differential Validity and Differential Prediction – 

Differential Validity – 
· Single Group Validity: test is valid only for majority group and not the minority group(s).
· No Differential Validity 
· Different Slopes: test is more valid for majority group.
· Equal Validity with Adverse Impact: legal and appropriate, lower on predictor and job performance.
· Equal Validity, Unequal Predictor Means: adverse impact if single cut-off score is used.
· Equal Validity, Unequal Criterion Means: No difference in mean predictor scores, but Majority Group performs better on job (Use of same cutoff score = systematic over-prediction of Minority Group) 

Summary of Research – 
· When differential validity exists, the use of a single regression line or cutoff score can lead to serious errors in prediction.
· However, although the focus should be on selection rules that improve the prediction of expected job performance, the use of different standards for different groups is likely to be viewed with suspicion.
· Meta-analytic research indicates that: True differential validity probably does not exist and differential prediction (differences in slopes and intercepts) rarely exists and usually favors minority groups



















Chapter Thirteen: Health and Safety in the Workplace
Lecture Notes 

Careless Worker – Early approach to safety in the workplace which assumed accidents were due to workers’ carelessness.

Shared Responsibility – A newer approach to workplace safety that relies on the cooperation of the employer and employees.

Responsibility for Health and Safety – 
1. Top Management: Must set policies and make concern for health and safety part of the organization’s culture and strategy.
2. Supervisors: As part of their management training, supervisors must become proficient in managing safety—knowing about safety laws and regulations; training in observing safety violations.
3. Employees: Responsible for working safely; must be trained to understand safety rules and to operate equipment safely.

Workplace Stress – is the harmful physical and emotional responses that can happen when there is a conflict between job demands of the employee and the amount of control the employee has over meeting those demands.

Burnout – Condition of mental, emotional, and sometimes physical exhaustion that results from substantial and prolonged stress.

HR Actions to Reduce Stress – 
a. Compatible workload
b. Job design
c. Define roles
d. Participate in decisions
e. Social interaction
f. Work schedules
g. Provide training
h. Improve communication
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