Winter 2012  - ADM 2337 N & M
REVIEW QUESTIONS FOR THE FINAL EXAM
PRE- MID-TERM EXAM
1. What is the strategic role of Human Resources Management (HRM)? p:2
HR strategy to be aligned with the company’s strategic plan
· Formulating and implementing HRM systems (recruitment, performance appraisal and compensation) 
2. What are the HRM responsibilities? (operational & strategic) p: 3-5 
Operational (administrative): hire and maintain employees and manage employee’s separations
Ex. Analyzing jobs, planning future workforce requirements, selecting employees, orienting and training, managing compensation and reward plans and communicating with employees. (fair treatment, employee health and safety etc.)
Strategic:  ensuring Org. is staffed with the most effective human capital to achieve its strategic goals.
(analyzing the effectiveness)
3. How does the external environment influence HRM? (economy, diversity, 
technology, globalization) p: 7-14
Economy: affect supply & demand, healthy economy= usually better org.(more demand, more employees)
Diversity: sparks creativity, innovation new ideas, creates conflicts among employees on how things should be done.
Technology: make workplace more accessible, but line between work and family has blurred
Globalization: Not just a national market, International, must do research before expanding a company to another country (different rules)
3. How does the Human Rights legislation affect HRM? p:29
Human rights legislation prohibits intentional or unintentional discrimination, affects almost all parts of HRM, the ways in which employees should be treated.

5. What is the difference between unintentional and intentional discrimination? Give an 
example. p:30 -31
Intentional: differential or unequal treatment based on prohibited grounds (rare) ex. Only female applicants 
Unintentional: discrimination embedded in policies and practices that seem neutral but discriminate against a soecific group of people for reasons that are not job related
6. What is systemic discrimination? Example p: 31
Unintentional discrimination
7. What does adverse impact mean? Example p: 31
A substantially different rate of selection in hiring, promotion or other employment decision that works to the disadvantage of a race, sex or ethnic group.
8. What does reasonable accommodation mean for the employer? Example  p: 31
Employers are required to adjust employment policies and practices so that no individual is prevented from doing his or her job on the basis of prohibited grounds for discrimination (ex. Religious holidays)
9. What does undue hardship mean for the employer? Example  p: 31
The point to which employers are expected to accommodate under human rights legislation requirements
10. What is a bona fide occupational requirement? p:32
BFOR: a justifiable reason for discrimination based on business necessity ( that is required for safe and efficient operation) or a requirement that can clearly be defended as intrinsically required by the tasks of an employee is expected to perform.
11. Who are the designated groups under the Employment Equity Act? p:38 +
Women, aboriginals, people with disabilities and visible minorities
12. What are the 6 steps required to implement an Employment Equity Program? p: 41+
Employment Equity Program: a detailed plan designed to correct existing discrimination.
1- senior mgmt. commitment and support
2- data collection and analysis
3- employment systems review
4- plan development
5- implementation 
6- monitoring, evaluating and revising
13. How would you define HRM technology? p:53
Any technology that is used to attract, hire, retain and maintain talent, support workforce admin. And optimize workforce mgmt
14. What objectives would a strong strategic relationship between HR and technology 
achieve? p: 54
strategic alignment with business objectives, business intelligence; providing users with relevant data and effectiveness and efficiency; changing how HR work is performed reducing lead times, costs and service levels
15. What is the impact of technology on the role of HR? p: 54 -56\ 
reduce the administrative burden on the HR department so they have more time to focus on meaningful activities (providing managers with effective decision making tools) , increased client/customer focus and increased delivery of strategic services

16. What is HRIS? What are its major components? p: 57 – 62
HRIS- integrated system used to gather store and analyze info regarding an org.’s HR
HR Admin. (employee info, DOB etc.)
Recruitment and applicant tracking (company approves a hiring budget, track applicants & scan resumes for key words) 
Time and Attendance
Training and development/knowledge mgmt. (employees skills and training courses) 
Pension Admin. (retirement plans) 
Employment Equity Information (reporting to government) 
Performance Evaluation 
Compensation and Benefits
Org. Mgmt ( org. structure and stores job descriptions)
Health and Safety (reporting accidents) 
Labour Relations (unions)
Payroll Interface
17. How does HRIS support managers and HR professionals in managing effectively the 
human capital of their organizations? p:63
make sure they are moving in the right direction with the most effective human capital by looking in the information system

18. Explain how Electronic HR improves the overall HR service delivery? p:69
Enables direct employee access to HR applications.
19. Define job design. p: 86
The process of systematically organizing work into tasks that are required to perform a specific job.
20. How does team-based job design work? p: 88
Giving a team a meaningful piece of work to do and empowering team members to decide among themselves how to accomplish the work.
21. What is Job Analysis? p: 90
The procedure for determining the tasks, duties and responsibilities of each job and the human attributes required to perform it. (KSA)
22. What is the relationship between job analysis and job description? p: 90
Once job analysis is conducted job description can be made
23. What HRM activities do job analysis impact? p: 90 – 91
The information gathered, evaluated and summarized through job analysis is the basis for a number of interrelated HRM activities (#25)
24. Described o design, job enlargement & job rotation.	
*techniques to reduce boredom
Job enlargement (horizontal loading) – assigning workers additional tasks at the same level of responsibility to increase the # of tasks they have to perform
Job rotation- systematically moving employees from one job to another
Job enrichment (vertical loading)- effort that makes employees job more rewarding or satisfying by adding more meaningful tasks and duties
25. What are the uses of job anlaysis? 90
HR planning (future staffing, which jobs can be filled internally or externally) 
Recruitment and selection
Compensation (relative value of the job to justify pay) 
Performance Appraisal 
Labour relations (subject to union approvals before being finalized)
Training, development and career mgmt. (comparing KSA’s that employees bring and that the job requires, fill the gaps with training) 
Job design 

26. Describe the 6 steps in job analysis. p: 92-93
Steps:
1 – Types of data that should be collected and the techniques used
2- Review relevant background info, such as organization charts, process charts and existing job descriptions 
3- Select the representative positions and jobs to be analyzed 
4- Analyze the jobs by collecting data on job activities, required employee behaviours, working conditions and human traits and abilities needed to perform the job 
5- Review the info with job incumbents to help confirm that the info is correct and complete
6- Develop a job description and specification which are the 2 concrete products of the job analysis
27. Give the job analysis techniques used to gather qualitative information. p: 93+
Individual interviews, group interviews, supervisory interviews, questionnaires, observation, participant diary/log
28. Describe two popular methods to gather quantitative information.  p: 99
Position Analysis Questionnaire- collect data concerning duties and responsibilities of various jobs
Functional job analysis- classifying jobs based on types and amounts of responsibility for data, people and things.  Performance standards and training requirements are also identified
29. Define job specifications? p: 107
A list of the “human requirements” that is, the KSA’s needed to perform the job
30. When the employer determines the job specifications what pointers should be kept in 
mind to comply with the human rights legislation? p: 107
· all listed qualifications are BFOR based on current job duties and responsibilities
· unjustifiably high educational and/pr lengthy experience requirements can lead to systematic discrimination 
· qualification of the current incumbent should not be confused with the minimum requirements (could be under or overqualified) 
· for entry level jobs, identifying the physical and mental demands is critical 
31. What are competencies and how do they fit into job analysis? p: 110
Competencies are demonstrable characteristics of a person that enable performance of the job.  Emphasizes what the employee is capable of doing rather than a list of duties he or she must perform. 
“In order to perform this job competently, the employee should be able to…”
32. Give 4 examples of general or core competencies. p:  111
Reading, writing, speaking and mathematical reasoning
33. Define human resources planning (HRP)? p: 118
The process of forecasting future HR resources requirements to ensure that the Org. will have the required # of employees with the necessary skills to meet its strategic objectives.
34. What is the relationship between HRP and Strategic Planning? p: 120
HRP and strategic planning become effective when a reciprocal and interdependent relationship exists between them.
35. What external environmental factors have to be frequently monitored by 
organizations? p:122
·  economic conditions 
· market and competitive trends 
· new or revised laws and the decisions of courts and quasi-judicial bodies 
· social concerns 
· technological changes 
· demographic trends 
36. What are the 3 major steps in HRP? Explain p: 123 ,127 & 133
1. Forecasting future HR needs (demands)
(projected turnover, quality and nature of employees, decisions to upgrade the quality of products or services to enter into new markets, planned technological and admin. Changes aimed at increasing productivity and reducing employee headcount, financial resources)
2. Forecasting the availability of internal and external candidates (supply) 
(Internal: skills inventories and mgmt. inventories must be updated regurlarly, replacement charts and summaries, succession planning)
(external: economic conditions, national labour market conditions; demographics, occupational market conditions, local labour market conditions; community growth rates and attitudes) 
3. Planning and implementing HR programs to balance supply & demand
( labour supply exceeds demandSURPLUS, labour demand exceeds supplySHORTAGE, expected demand matches supply)
37. What are the factors to take into consideration when forecasting future human 
resources needs? p:123
projected turnover, quality and nature of employees, decisions to upgrade the quality of products or services to enter into new markets, planned technological and admin. Changes aimed at increasing productivity and reducing employee headcount, financial resources
38. What role does forecasting play in succession planning? p: 123
Succession planning- the plans a company makes to fill its most important executive positions.  Forecasting lets the companies know whether they need to hire internally or externally.
39. Explain how employers deal with labour surplus and labour shortage? p: 133 & 135
SURPLUS- hiring freeze (openings are filled by reassigning current employees and no outsiders hired) wait for attrition (normal separation of employees), early retirement, job sharing, work sharing (work 3-4 days a week and receive EI benefits), reduced workweek, layoff, termination, severance package
SHORTAGE- transfer (movement of employee from one job to another thast is relatively equal in pay, responsibility and org. level) promotion

40. Give options for flexible work arrangements. p: 136-138
Flextime (employees build their workday around a core of midday hours), compressed workweek, flexyear (choose at 6 months intervals the number of hours they want to work over the next year.
41. How important is employer branding in recruitment? p:143+
Benefits of being employed by the organization. GREATLY important for obvious reasons.
42. What constraints must a recruiter be aware of in the recruitment process? p:145
 Organizational policies, compensation policies, employment equity plan, monetary & nonmonetary inducements offered by other employers, labour shortage
43. What are the advantages and drawbacks of 
1) internal recruitment
Advantages- employees see competence is rewarded, more commited to companys goals, require less orientation than outsiders. 
Drawback- employees who apply for jobs and don’t get them may get upset, less satisfied of accepting a boss
 2) external recruitment? p: 145-151 
Advantages- larger pool of qualified candidates, more diverse, skills or knowledge not currently available from within, elimination of rivalry and competition, potential costs savings from hiring someone with the skills rather than training
Drawbacks- employees mad they were not promoted, orientation time = more
44. Name and describe 4 external recruitment methods. p: 151-158
Online (large audience and vast talent pool), walk ins and write ins, employee referrals, former employees, educational institutions etc. (pretty easy to explain)
45. What are the significant trends in recruiting a diverse workforce? p: 160-162 
Not just socially responsible but a necessity.  Trends of a particular significance include the increasing necessity of increase in the # of women, visible minorities, aboriginal people and persons with disabilities
46. Describe the 6 steps in the selection process. p:178
1.  Preliminary applicant screening 
2. Selection testing – asses specific job related skills, as well as GI, personality characteristics, mental abilities, interests and preferences
3. The selection interview – 2 way oral cmn, types of interviews: unstructured, structured and mixed, situational interview, behavioural description interview (ask questions about in the past…)
Interview mistakes;  poor planning, snap judgements, negative emphasis, halo effect, poor knowledge of job, contrast error, influence of non verbal behaviour, telegraphing, similar to me bias. Too much/too little talking
4. Background investigation/ reference checking – verifying the accuracy of the information
5. Supervisory interview and realistic job preview – RJP: both positive and negatice asoects of the job demands, the org.’s expectations and the work environment.
6. Hiring decision and candidate notification 
47. What tests are used to assess candidates’ cognitive abilities? p:181
Intelligence tests (IQ), emotional intelligence tests (EI), aptitude tests (potential to perform a job)
48. What abilities do IQ and EI tests test? p: 181
IQ – measure general intelligence, verbal comprehension, inductive reasoning, memory, and numerical ability, speed of perception, spatial visualization and word fluency
EI- ability to monitor one’s own emotion and the emotions of others and use that knowledge to guide thoughts and actions.
49. What is the difference between an unstructured and structured interview? p:188
Unstructured – conversational style, pursues points of interests as they come up in response of questions
Structured- set of sequenced questions
50. What is a situational interview? p: 189
A series of job related questions that focus on how the candidate would behave in a specific situation.
51. What kind of questions asked by the interviewer would violate the human rights 
legislation? Example  p:190
marital status, childcare arrangements, ethnic background or workers’ compensation
52. What is the use of a background investigation? p:197
At least one third of applicants lie
53. What role does the orientation program play in socializing the new candidate? How 
important is socialization? p: 211
socialization is important to instill in all employees the prevailing attitudes, standards, values and patterns of behaviour that are expected by the org.  Orientation programs introduce the employee to the new work environment
54. How is training used in organization and how important is it? p:216
It is important, government is encouraging more money to be spent on training programs etc. YOU KNOW
55. What are the three main learning styles? Describe. p: 217
Auditory, Kinesthetic and visual
56. Under the human rights and employment equity legislation, what aspects of employee 
training must be considered? p: 218
training must not be discriminative, ex. English advanced words reason why employees of another 1st language are doing bad
57. Name and describe the 5 steps of the training process. p: 219
Needs Analysis-identify specific job performance skills
Instructional design –organize a curriculum that supports adult learning
Validation –introduce and validate training before a representative audience
Implementation 
Evaluation and follow up – reaction, learning, behaviour, results
58. Name and describe 4 traditional training techniques. p: 223-226
On the job training – having a person learn by actually performing it 
Apprenticeship – study under the master craftsperson
Informal learning- any learning that occurs in which the learning process is not determined or designed by the org.
Job instruction training – listing of each job’s basic tasks along with key points in order to provide step by step training
59. Why is it important to evaluate training? p:228+
To see if your doing a good job and achieving the goals
60. Define transfer of training. p:228
Application of the skills acquired during the training program into the work environment and maintenance of these skills over time
61. What basic categories of training outcomes can be measured? p: 229+
Reaction- did they like it?
Learning- test to see if they learned
Behaviour- ask whether the trainee’s behaviour changed on the job because of training
Results – did it improve the org.?
Give examples of types of special purposes training given in organizations. p:221-233
Increasing literacy and adjusting diversity, customer service training, teamwork training, first time manager training, training for global business.

POST MID-TERM
CHAPTER 9
1. Why is there increasing need for Career Planning and Development? 240 – 
Career Planning and development: deliberate process in which a person become clear of personal career-related attributes, and lifelong series of activities that contribute to his or her career fulfillment. Important for job security, retention, etc.
2. What are the factors that affect career choices? 242- 
Interests, aptitudes, and skills.
3. What are career anchors? Name them 243
 Career Anchors: a concern or value that you will not give up if a choice must be made.
4. What are Schein’s 8 career anchors? 245 - – 
Technical/functional, Managerial competence, creativity, autonomy and independence, security, service/dedication, pure challenge, and life style.
5. Define “career planning workshop” and what the workshop contains. – 
Career Planning Workshop: a planned learning event where participants are expected to be actively involved in career-planning exercises and career-skills practice sessions. The contain: self-assessment, environmental assessment, and goal setting and action planning
6. What are the organization’s career management responsibilities? 245 – 
Provide realistic job preview, Avoid reality shock, Providing challenging initial jobs, Be demanding, Provide period developmental job rotation, Provide career orientation performance appraisal, Provide career planning workshops, Provide opportunities for mentoring, Becoming a learning organization
7. How important is mentoring in career development? 247 
Mentoring is very important is it can help the protégé to experience greater job satisfaction and confidents, and it can also help the mentor by enhancing their attitude and job performance.
8. What characterizes an organization as a learning organization? 248 – 
an organization focused on creating, acquiring, and transferring knowledge and at modifying its behaviour to reflect new knowledge. – Learning from experience, experimentation for knowledge, learning from others, and systematic problem solving
9. What decisions must the employer take when making promotions? 249 –
 1. Is senority or Competence the Rule? 2. How is competence measured? 3. Is the process formal or informal? 4. Vertical, Horizontal, or other career path?
What is succession planning and what are the steps? 251 –
 Succession planning- Process through which senior-level openings are planned for and eventually filled. This is done through 4 steps: Establishes a strategic direction for the organization, Identify core skills and competencies needed in jobs that are critical to achieve the strategy, Identify people inside the organization who have, or can acquire those skills and provide them with developmental opportunities, Implement succession plan 
1. Read carefully the box on page 253 “Career development for older workers”
2. Name and describe some “on-the-job” management development techniques. 253 –
 Development Job rotation, Coaching/understudy approach, Action learning
13. When is behaviour modeling used? 257 –
 Behaviour Modeling: A training technique in which trainees are first shown good management techniques, then asked to play roles in a simulated situation, then given feedback regarding their performance. This is used for managers, or to help employees learn how to receive criticism
 
Chapter 10
1. What is performance management? Describe the 5 steps. 265 – 
Process encompassing all activities related to improving employee performance, productivity, and effectiveness. Includes goal setting, pay for performance, training and development, career management and disciplinary actions Contains 5 major steps: 
1. Define performance expectations 
2. Provide ongoing feedback and coaching
 3. Conducting performance appraisal and evaluation decisions
 4. Determining performance rewards/consequences such as promotions, salary, increases and bonuses
 5. Conducting development and career opportunities discussions 
2. What is management by objectives? 276 
Management by Objective: involves setting specific measurable goals with each employee and then periodically reviewing the progress made
3. Name and explain the performance appraisal problems and solutions. 278 – 
Validity and reliability, Unclear rating standards, halo/horns effect, central tendency, strictness/leniency, appraisal bias, similar to me bias, recency effect
4. In order to avoid legal & ethical issues what are the guidelines to develop effective appraisal processes? 282 –
Have the guidelines needed already planned, incorporate guidelines into rating scale, make sure the rating scale is well known by rater and ratee, be clear, 
5. Who should do the appraising? 283 
 Supervisors, peers, Committees, Self, Subordinates (360* appraisal) 
6. 18.          Describe the performance appraisal interview and the types of interviews. 288 
1- Satisfactory and promotable:  make development plan   
2-  Satisfactory, not promotable: maintain performance, 
3-  Unsatisfactory, correctable: Plan correction                                
1. What are the factors to ensure employees’ satisfaction with their appraisal? –
 The communication between the manager and the person being appraised
2. 20.          What steps do legal expert suggest to follow in the appraisal process to improve employee performance? 281 
                  Let employee know that his performance is unacceptable and explain minimum expectations
                  Ensure that your expectations are reasonable
                  Let employee know that warnings play a significant role in the process of establishing just cause
                  Ensure that you take prompt corrective measures when required
                  Avoid sending mixed messages, such as warning letters paired with a “satisfactory” appraisal
                  Provide employee with reasonable amount of time to improve performance
                  Be prepared to provide employees with support to facilities improvement

CHAPTER 11
#1 Describe the 5 components of Total Rewards. 298 
-total rewards- everything that employees value in their job
1) Compensation- $$ they make 2) Benefits- employer paid insurance, vacation 3) Work/Life Programs- telecommuting, flexible work schedules 4) Performance/Recognition- pay-for-performance 5) Development/Career oppurtunities- hope of advancement in org, tuition help for further education, career coaching/mentoring
 
#2 What are the legal considerations in compensation? 300 
Employment/Labour Standards Act
set up minimum standards (minimum wage, hours of work etc)
Exec, admin and professional employees are usually exempt from overtime pay
Pay Equity Acts
Equal work for equal pay (men&women paid the same)
Employers- identify male/female dominated jobs
Use gender neutral evaluation system
Ensure pay equality
Human Rights Acts
Duh, but to protect against discrimination outlined by charter (sex, colour etc etc)
Canada/Quebec Pension Plans
Req’d that all pay in (taken off cheque)
Benefits based on employee’s avg income- to be paid during retirement
Others
Workers’ compensation laws- provincial (90%), federal (10%)
Employment Insurance Act- protect workers from total economic destitution in event of termination beyond their control
Mat leave, compassionate leave, compassionate care etc
 
#3 Name and describe the 3 stages necessary to establish pay rates. 303 
Stage 1: Job evaluation
Determine worth of jobs in org. (to insure internal equity)
Group jobs into similar pay grades
Stage 2: Conduct a Wage/Salary Survey
To ensure external equity: ensure pay matches comparable jobs in industry
Wage/Salary Surveys- surveys aimed at determining current wage rate
Full Questionnaires- most comprehensive
Stage 3: Combine Job Evaulation and Salary Survey Info. To determine pay for jobs
Essentially, combine job evaluation (internal) and salary survey (external) and determine if you need to alter pay
Create wage curve- graph (figure 11.4) showing relationship between what org is paying the employee & market standard
Further, group into pay ranges (into similar pay grades)
 
 
#4 Where (type of organization) is the classification/grading method widely used? 305
Classification/grading- categorizes jobs into groups
Classes- similar jobs
Grades-Similar in difficulty, but different jobs
 
Mostly used in public sector, large number of similar jobs across broad spectrum (i.e. teachers)
 
#5 What is the role of wage/salary survey?
-to determine industry standards of what everybody else is paying their employees
 
#6 How many ways are there to conduct salary surveys? 308
1) Informal Communication with other employers about salaries
2) Reviewing newspaper/internet job ads
3) Surveying employment agencies
4) Buying commercial/professional surveys (very trustworthy)
5) Reviewing online compensation surveys
6) Conducting formal questionnaire-type surveys with other employers
 
-be careful, some surveys show data that is skewed- i.e. they pay their employees much more than the industry standard- they may be a more established, prestigious company that needs to pay higher
 
#7 What tools are used to determine Pay for Jobs? 311
Wage Curve- Graph showing market pay vs. org (explained in q. 3)
 
#8 What is broadbanding and what is its basic advantage? 313 
-Broadbanding: grouping jobs into broader ranges rather that ittles ones
much more flexible to move employees from job to job within a band
Easier to classify: i.e. one band can cover employees and their supervisor
Less specialized, boundryless jobs- enlarged duties and more career
track possibilities
 
#9 How does pay for knowledge determined? 314 
-you’re paid for what you bring to the org, rather than your actual job 
Measured through:
Core Competencies- Knowledge/behavior shown to succeed (i.e. customer service orientation in a hotel)
Functional competencies- organizational functions: safety orientation for a pilot
Behavioral Competencies- expected behaviors- walking a customer to a product, rather than pointing
 
#10 What are the 5 elements of an executive/managerial compensation package? 316 
-Salary
-benefits
-Short-term incentives: pay based on performance
-long-term incentives: i.e. ted rogers salary: $1 592 067, compensation: $21 484 708
-perquisite (perks, tips etc)
 
#11 What is pay equity? Why does it exist? 317 
- equal pay for equal work- every employee should be paid the same amount if they are doing the same work/job
originally created for equal pay for women
CHAPTER 12
1. Is money the highest motivation factor for employees? Explain.  325
No, others prefer benefits and workhours etc.
2. Describe the following and their advantages: 
piecework plan – earnings are tied directly to what the worker produces, simple to calculate and easily understood by employees
standard hour plan – worker is rewarded by a premium that equals the percentage by which his or her performance exceeds the standard, same as piecework plan basically 
team & group incentive- reinforce group planning and problem solving and help ensure collaboration takes place
3. Name incentives offered to senior managers. 329
Annual bonus, stock options. Plans providing shared units. 
4. Describe incentives for salespeople. 335
Salary plan -  paid a fixed salary but may be making occasional bonuses
Commission plan- direct proportion to their sales
Combination plan- both
5. What is the Scanlon Plan? What are its basic features? 341
An incentive plan designed to encourage cooperation, involvement and sharing of benefits
Philosophy of cooperation, identity, competence, involvement system, sharing of benefits formula 
Employees should share directly in any extra profits resulting from their cost cutting suggestions.
6. When should incentives be used? 342
Any incentive plan is more apt to succeed if implemented with mgmt. support, employee acceptance, and a supportive culture characterized by teamwork, trust and involvement at all levels.
7. What are the 7 principles that support effective implementation of incentive plans? Explain 
343
1. pay for performance (directly related to succession in achievement of business goals) 
2. link incentives to other activities that engage employees in the business (career development) 
3. link incentives to measurable competencies that are valued by org. 
4. match incentives to the culture of the org. 
5. keep group incentiives clear and simple 
6. overcommunicate
7. remember that the greatest incentive is the work itself 
8. Read p: 345 the box “Recognition and incentives for entrepreneurs”.
CHAPTER 13
1. What is employment insurance? (EI)? 354
A federal program that provides income benefits if a person is unable to work through no fault of his or her own
2. How long must an employee work to receive it (qualifying period)? 
Min. amount of hours in a min. amount of weeks, varies in regions of country) 
3. Is it the same in all provinces & territories? Explain
No cause the book said so. 
4. Is an employee eligible if terminated for just cause? 
NO
5. Is an individual allowed to work part-time while on EI? 
yes
6. What is the Canada/Quebec Pension Plan? Who is eligible? 355
Programs that provide 3 types of benefits; retirement income, survivor or death benefits payable to the employee’s dependents regardless of age at time of death, and disability benefits payable to employees with disabilities and their dependents,  benefits are payable only to those individuals who make contributions to the plan and/or available to their family members.
7. What are the contributions based on?
 #6
8. What is workers compensation?  356
It provides income and medical benefits to victims of work related accidents or illnesses and/or their dependants, regardless of fault.
9. What benefits does workers compensation cover? 
Benefits include payment of expenses for medical treatment and rehabilitation and income benefits during the time in which the worker is unable to work because of his or her disability.
10. What are the labour/employment standards for vacations & holidays? Does it vary across 
the country? 357
min. of amount of paid vacation varies throughout jurisdictions
10. Is unpaid leave of absence provided to employees? When? 359
Maternity/parental leave is provided in every jurisdiction, bereavement in some not all
12. Pay for termination of employment: describe the differences between pay in lieu of notice, 
severance pay and pay for mass layoffs.
Pay in lieu of notice- employee must be provided with advanced written notice if employer is going to terminate his or her employment, but most do not and provide them with a lump sum of money so they leave immediently.
Severence Pay- one weeks pay for each year worked (max. 26)
Pay for mass layoffs- Pay be provided when layoff of 50 or more employees occurs, pay ranges from 6-18 weeks
13. Describe ways employers can help reduce health-care cost. 360
Increase the amount of health-care costs paid by employees, restricted list of drugs, health promotion
14. What is the difference between short-term disability and long-term disability? 363
Short term you return to work, long term yah don’t
15. How does sick leave operate differently from short-term disability plans?
Most sick leave policies grant full pay for a specified # of permissible sick days (usually 12/year)
16. Name and describe 2 categories of pension plans. 365
Defined benefit pension plan – a plan that contains a formula for determining retirement benefits
Defined contribution pension plan- a plan in which the employer’s contribution to the employee’s retirement fund is specified.
17. What are the legal and policy issues to consider when designing a pension plan? 369
Membership requirements, benefit formula, retirement age, funding (contributory, or non-contributory), vesting and portability ($ can be transferred to new job)
18. What is phased retirement?
An arrangement whereby employees gradually ease into retirement by using reduced workdays and or shortened workweeks.
19. What is the employee assistance plan (EAP)? 371
A company sponsored program to help employees cope with personal problems that are interfering with or have the potential to interfere with their job performance as well as issues affecting their well being and/or that of their families.
20. What kind of services do the employers offer to help employees perform their jobs? ( 6: 
describe them) 372 +
Credit unions (rate of interest paid on the loan is usually more favourable than those in banks), Counselling services, employee assistance plans and social and recreational opportunities (company picnics)
21. What are the advantages and disadvantages of flexible benefits programs?  375
Advantages: Cost containment and the ability to meet the needs of an increasingly diverse workforce
Disadvantages: employee makes bad decisions and finds themselves not covered for predictable emergencies, admin burdens and expenses increase, adverse selection

CHAPTER 14
1. What principle is the occupational health and safety legislation based on? 382
It is based on protecting the health and safety of workers by minimizing work-related accidents and illnesses.
2. Under the legislation what are the responsibilities and rights of employers and 
employees. 383
employers are responsible for taking every possible precaution to ensure health and safety of their workers(Due diligence requirement) ex. Filing government accident reports, maintaining records, ensuring that safety rules are enforced and posting safety and legislative info.  Employees are responsible for taking reasonable care to protect their own health and safety and in most cases their coworkers.  Ex. Wearing protective gear
3. What is the purpose of the workplace hazardous materials information system 
(WHMIS)? What are its 3 components? 385
It is designed to protect workers by providing info about hazardous materials in the workplace.  Its 3 components are:
1. labelling of hazardous materials
2. material safety data sheets to outline a products potentially hazardous ingredients and the procedures for safe handling 
3. employee training to ensure that employees can identify WHMIS symbols
4. What is the supervisor’s role in safety?
Supervisors ensure that workers comply with occupational health and safety regulations, advise and instruct
5. What are the unsafe conditions that can cause accidents? 389
Improperly guarded equipment 
Defective equipment 
Hazardous procedures in, on or around machines
Unsafe storage 
Improper illumination 
Improper ventilation
6. What personal characteristics are linked to accidents? 390
Personality, intelligence, motivation, sensory skills, motor skills, experience
7. How can accidents be prevented? 392
Can design jobs to remove or reduce unsafe physical hazards, supervisors enforcing the rules, accident prevention programs
8. What is an employee wellness program? 397
A program that takes a proactive approach to employee health and well being
9. Name some of the health-related issues that undermine employee’s performance at work. 
398 +
Substance abuse, job stress, repetitive strain injuries, workplace toxins, workplace smoking Influenza pandemic
11. How can job stress be reduced? 400
Common sense remedies such as get more sleep, eat better, taking vacation time etc. and EAP
12. What is a burn-out? What can a candidate for burn-out do? 402
The total depletion of physical and mental resources caused by excessive striving to reach an unrealistic work related goal.  They can break patterns, get away from it all periodically, reassess goals in terms of their intrinsic worth, think about work, reduce stress
13. What is the importance of ergonomics at work? 403
Ergonomics- the art of fitting the workstation and worktools to the individual.  It is important because there is no such thing as an average body.
14. How would employers deal with an influenza pandemic? 406
Employers can prepare a plan to address prevention, containment, response to employee work refusals, creation of pandemic preparation and response team, viability of continuing company operations, security of company premises, sickness/disability coverage, leaves to care for sick family members or children at homes if schools are closed and visitors to company premises.
15. Is workplace violence legislated? What does the legislation cover?  407
Yes, most Canadian jurisdictions now have workplace violence legislation.  it covers incidents in which an employee is abused, threatened or assaulted in circumstances related to work and it includes harassment, bullying, intimidation, physical threats, assaults and robberies.
16. What can be done to prevent workplace violence? 
Identify jobs with high risk of violence, institute workplace violence policy, create a healthy work environment, heighten security measures, provide workplace violence training, improve employee screening.
CHAPTER 15
1. How would you describe employee engagement? 415 -A positive, fulfilling, work-related state of mind characterized by vigor, dedications, and absorption
2. What outcomes is employee engagement correlated to? 417 – Employees’ highest productivity, Best ideas, Genuine commitment to the success of the organization, Improvements in service quality, customer satisfaction, and long-term financial results, Serves the individual, fulfilling a basic human need to be connected to worthwhile endeavors and make a significant contribution, Engagement is good for the company and good for the employee
3. How do suggestion programs work? 418- employees make suggestions and can get money (up to $50 000) if the suggestion saves the company a lot of money.
4. What role does communication from management play in engaging employees? 419 – must be 2 way listening and the there are programs like: suggestion programs, employee opinion surveys, top-down communication programs, and fair treatment programs.
5. Does video surveillance raise privacy concerns? 420 – yes. Employees must be aware of the surveillance.
6. How does pre-retirement counseling work? 422 – counseling given to employee’s months or year before retirement about matters like benefits advice, and second careers etc.
7. What is the difference between layoff and downsizing? 423: Layoff refers to the temporary withdrawal of employment to workers for economic or business reasons. Downsizing refers to the process of reducing, usually dramatically, the number of people employed by the firm
8. What 3 conditions are present in layoff? 
1) there is not work for the employee 
2) management expects the no work situation to be short term 
3) management intends to recall the employee once work is available
10. What are the alternatives to layoff? 424- voluntary receding in pay, voluntary time off, contingent employees, work sharing
11. What does the group termination law require of the employer? 424 – if more the 50 people are dismissed they get more money of EI
12. What is considered just cause? 426- a reasonable reason for termination
1. What acts could be considered insubordination and be a form of just cause dismissal? Willful disregard of the boss’s authority or legitimate orders; criticizing the boss in public 
2. What is wrongful dismissal? 427 – an employee dismissal that does not comply with the law or does not comply with written or implied contractual arrangement 
3. What is considered a reasonable amount of time for dismissal? 427 3 to 4 weeks of notice for every year of work (if just cause is not there) 
4. What are the 7 steps to avoid wrongful dismissal suites? 429
 1. Use employment contracts with a termination clause and with wording clearly permitting the company to dismiss without cause during probationary period 
2. Document all disciplinary actions
 3. Do not allege just cause for dismissal unless it can be proven
 4. Time the termination so that it does not conflict with special occasions, such as birthday or holidays
 5. Use termination letters in all cases, clearly stating the settlement offer
 6. Schedule the termination interview in a private location at a time of day that will allow the employee t cleat out belongings with a minimal amount of contract with other employees
 7. Include 2 member of management in termination meeting 
5. What is constructive dismissal? 430 –
 employer makes unilateral changes in the employment contract that are unacceptable to the employee, even though the employee has not been formally terminated 
6. The termination interview: what steps should be followed? 431 
Step 1- Plan the Interview
Step 2- Get to the Point
Step 3- Describe the Situation
Step 4- Listen
Step 5- Review all element of the Severance Package
 

CHAPTER 16
1. What are the 2 general purposes of the Canadian Labor Laws? 438 
1. to provide common set of rules for fair negotiation 
2- to protect public interest by preventing impact of labour disputes from inconveniences
2. What are the challenges facing the Canadian labour movement? 441- 
Global competition, Demographics, Unionization of white-collar employees
3. Name the 5 steps in the labour relations process. 443 + -
 1) employees decide to seek collective representation
 2) The union organizing campaign begins
 3) the union receives official recognition 
4) union and management negotiate a collective agreement 
5) day-to-day contact administration beings
4. Name some of the factors that are linked to a desire to unionize –
 job dissatisfaction with pay, benefits, and working conditions, lack of job security, perceives inequalities with pay
4. What are the steps in the union organizing campaign? 444  
Step 1- Employee-union contract 
S 2- Initial organizational meeting
 S 3- Formation of in-house committee
 S 4- Organizing Campaign  
S5- Outcome
5. How does the union obtain recognition? 446 
Voluntary recognition, regular certification, termination of bargaining rights
6. What is collective bargaining? 447 
Process by which a formal collection agreement is established b/w labour and management
8. Read carefully the rest of the chapter making sure you know the following: 
Conciliation- the use of a neutral 3rd party to help an org. and the union come to a mutually satisfactory collective agreement.
Mediation – Conciliation BUT usually voluntary
 Lockout - temp. refusal of a company to continue providing work for bargaining unit employees involved in labour dispute, which may result in closure of the establishment for a time
 Unlawful strikes – a strike that contravenes the relevant LR legislation and lays the union and its members open to charges and possible fines and or periods of imprisonment if found guilty
 Wildcat strike – a spontaneous walkout, not officially sanctioned by the union leadership which may be legal or illegal depending on its timing
 Arbitration- the use of an outside 3rd party to investigate a dispute between an employer and union and impose a settlement.
 Interest arbitration-  dispute between org. and union over the terms of a collective agreement.
[bookmark: _GoBack]Typical provisions of collective agreement.-  formal, written collective agreement.  
1. What is a grievance and what are the steps in a grievance procedure? 456 
Grievance: a written allegation of a contract violation, filed by an individual bargaining unit member, the union, or manager. Steps, a complaint is made and then brought higher and higher up into the organization until it is solved 
2. What is “rights arbitration”? 456 – the process involved in the settlement of a rights dispute 
3. What is the impact of unionization of HRM? – assist HR department, more written documentation, make sure all policies are within the terms of collective agreements, helps to ensure consistency and uniformity with documentation 
CHAPTER 17
1. Who is considered an expatriate? – When an employee goes and works at a company abroad
2. What are the most pressing challenges of global relocation? 
Some of the most pressing challenges are techniques used to recruit, select, train, compensate, and provide family support for employees who are based abroad, such as the following:
                  Candidate identification, assessment, and selection
                  Cost projections
                  Assignment letters
                  Compensation, benefits, and tax programs
                  Relocation assistance
                  Family support
 
3. Why do expatriate assignments fail? Family is #1 cause, not prepared for what to expect, culture shock
4. Do intercountry cultural differences affect HRM?- 
Yes by: Cultural factors, Economic systems, Legal systems, Labour cost factors, Industrial relations factor
5. Define: 1) ethnocentric staffing policy; 2) polycentric staffing policy; 3) geocentric staffing policy. 
Ethnocentric Staffing Policy: A staffing approach within the MNE in which all-key management positions are filled by parent-country nationals
Polycentric Staffing Policy: A multinational staffing strategy whereby each satellite office is managed as a unique national
Geocentric staffing Policy: A staffing policy where the best people are sought for key jobs throughout an MNE, regardless of nationality  
6. How successful are Canadian expatriates? Very, there are low failure rates
7. What kind of training should be given to prepare employees for global assignments? – 
Culture training, language, training in how to manage in a new country, training for the new business, different expectations and possible software and tools.
7. Is repatriation easier or harder than expatriation?  
Repatriations: process of moving the expatriate and his or her family back home from the foreign assignment. Easier.
8. What should employers keep in mind when developing and implementing a more effective global HR System? – 
they must be accessible everywhere, and be able to be developable, and implemented effectively

