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Chapter 1 – Strategic Human Res. Mgn
Chapter 1: Strategic HRM

HR functions:  all relative to the company’s performance
- analysis and design of work
- employee relations
-recruiting
-selection
- training and development
- performance management
- compensation
- supporting the organizations strategy

Environmental trends impacting HRM
- Changes in the labour force 
· Aging workforce
· Diverse Workforce
· Labour unions
· Contigent employees
· Skill deficiencies

- High Performance Work Systems
· Knowledge workers
· Employee engagement
· Teamwork
· Increasing education

- Change in the employment relationship
· New psychological contract
· Organizational culture/climate

- Others:
· Economic conditions
· Technological changes
· Government
· Globalization


Chapter 2 – Changing Legal Emphasis
There are 14 jurisdictions, 10 provinces, 3 territories and Canada as a whole for employment laws. 
- Provincial/territorial employment laws govern 90% of population
- Federal employment legislation governs the other 10%. 
The legal framework for employment also includes constitutional law, particularly the Charter of rights and Freedom; acts of Parliament; common law (wrongful dismissal) and contract law. 

Regulations: legally binding rules established for the special regulatory bodies (ministry of labour, human rights commission) created to enforce compliance with the law and aid in its interpretation.  

EMPLOYMENT STANDARD LEGISTLATION
Employment (labour) standards legislation: Laws present in every Canadian jurisdiction that establish minimum employee entitlements and set a limit on the maximum number of hours of work permitted per day or week.  (Wage, vacation, termination notice, overtime pay..)

Equal pay for equal work principle specifies that an employer cannot pay male and female employees differently if they are performing the same or similar work.  Pay difference based on merit or seniority, or employee productivity are permitted.  

- occupational segregation: the existence of certain occupations that have traditionally been male dominated or female dominated. 
- glass ceiling: an invisible barrier cause by attitudinal or organization bias, which limits the advancement opportunities or qualified designated group members. 

Employment equity programs: designed to achieve a balanced representation of designated group members in the organization. A detailed plan designed to identify and correct existing discrimination redress part discrimination and achieve a balanced representation of designed group members in the organization.  STEPS:
· Senior management commitment and support: written policy
· Data collection and analysis: development of internal workforce profile
· Employment systems review: impact of its policies and practices
· Plan development:  use of three special measures: positive measures initiatives to counter act past discrimination such as accelerated entry and development, accommodation measures strategies to assist designated group members, and supportive measures strategies that enable all employees to achieve better balance between work and other responsibilities. Beware of reverse discrimination: preference to designated group..
· Implementation: transforms those goals into reality
· Monitoring, evaluating and revising: progress and success can be measured and evaluated


LEGISLATION PROTECTING HUMAN RIGHTS: 
Charter of rights and freedom: Federal law enacted in 1982 that guarantees fundamental freedoms to all Canadians. The charter provides the following rights and freedoms to every Canadian: freedom of conscience and religion, freedom of though, belief, opinion and expression, including freedom of press or media, freedom of peaceful assembly and freedom of association.  Lastly it includes: multicultural heritage rights, first peoples rights, minority language education rights, equality rights, the right to live and work anywhere in Canada, the right to due process in criminal proceedings and the right to democracy. 
· Equity rights: section 15 of the charter of rights and freedom guarantees the right to equal protection and equal benefit of the law without discrimination. (race, ethnic origin, color, religion, sex or mental or physical disability, age, marital status, sexual orientation. )

The charter takes precedence over all other laws. Exceptions:
· The charter allows laws to infringe on charter rights if they can be demonstrably justified as reasonable limits in a “free and democratic society”.  Up to interpretation – Supreme Court
· When a legislative body evokes the “notwithstanding” provision, which allows the legislation to be exempted from challenge under the charter.  

Human rights legislation: 
Prohibits intentional or unintentional discrimination in its policies pertaining to employment.  It is extremely broad in scope affecting almost all aspects of HRM. The human rights legislation supersedes the terms of any employment contract or collective agreement.  Human rights case Examples: 
- Race and color
- sexual orientation
- age
- religion,
- family status
- harassment: unwelcome behaviour that demeans, humiliates or embarrasses a person and that a reasonable person should have known would be unwelcomed. Most common: sexual harassment, sexual coercion and sexual annoyance. 
· Employer responsibility: the supreme court has made it clear that protecting employees from harassment is an employers responsibility, to provide a safe and healthy working environment. They can be charged as well as the harasser.  
· Harassement policies: to reduce liability, employers should establish sound harassment policies, communicate them with employees, enforce the policies in a fair and consistent manner and take an active role in maintaining a working environment free or harassment. Effective harassment policies should include:
· An anti-harassment policu statement, stating the organizations commitment to a safe and respectful work environment and specifying that harassment is against the law.
· Information for victims
· Employees rights and responsibilities
· Employers responsibilities
· Anti-harassment policy procedures
· Penalties for retaliation against a complaint
· Guidelines for appeal
· Other options such as union grievances procedures and human rights complaints
· How the policy will be monitored and adjusted


Importance of understanding legal environment
- Limiting potential liability
- Doing the right thing
- Underlining shared responsibility

Major Forms of Employment Legislation:
- Employment standards legislation
- Human rights Code
- Legislation to advance the employment circumstances of designated groups:
· Employment equity: An attempt by an organization to actively recruit and select talented employees from traditionally under tapped  pools. It is NOT a government mandate that forces organizations to hire unqualified employees
· Federal employment equity act
· Federal Contractors Program
· Pay equity
· Equal Pay for Equal Work
· Equal Pay for Work of Equal Value

Intentional Discrimination vs. Unintentional Discrimination:

Discrimination:  (unfair and prejudice) As used in the context of human tights in employment. A distinction exclusion or preference based on one of the prohibited grounds that has the effect of nullifying or imparing the right od a person to full and equal recognition and exercise of his or her human rights and freedom.  Both intentional and unintentional discrimination are prohibited. 

- intentional: Deliberate use of race, religion or other prohibited criteria in employment decisions. An employer is also prohibited from intentional discrimination in the form of differential or unequal treatment.  Ex: choosing not to hire someone, or when you subject a member of certain group to certain criteria (ex : disparate treatment: different treatment to a certain group; having women take physical tests and not men(physical abilities or lifting skills in a factory..)) Forms:
· Subtle Direct or blatant discrimination
· Differential or unequal treatment
· Indirect discrimination through another party: agencies to refer only male candidates for a position or to exclude races..
· Discrimination due to associate: denial of rights because a relationship with a protected group member: refusal to hire male cause wife is diagnosed with disease and will require too much of his time..

- unintentional: discrimination that is embedded in policies and practices that appear neutral on the surface and are implemented impartially but have an adverse impact on specific groups of people for reasons that are not job related or required for the safe and efficient operation of a business. Employment critera that have the effect of discriminating on prohibited grounds but are not used with the intent to discriminate (height requirements)

- Reasonable accommodation: adjustments in job content and working conditions that an employer may be expected to make in order to accommodate a person protected by human rights provisions. Employer has an obligation to adjust policies and practices.  This may involve scheduling adjustments for religious reasons, or workstation redesign to enable a person with physical disability to perform a particular task. 
· Undue hardship: the point to which employers are expected to accommodate under human rights legislative requirements. (financial cost of accommodation or health and safety risks to the individual or others make would make the accommodation impossible) Violation of reasonable accommodation is in violation of the human rights legislation. 

Permissible Discrimination:
- Bona fide occupational requirements: justified business reason for discriminating against a member of a protected class. (ex: if youre blind you cant be a pilot).  Discrimination is permitted if employer can establish its necessity for safe and efficient business operations or a requirement that can be clearly defended as intrinsically required by the tasks an employee is expected to perform.

- Prima Facie: Giggs vs. Duke Power it was very clear the discrimination was intentional 

Diversity Management: goes far beyond legal compliance, activities designed to integrate all members of an organizations multicultural workforce and use their diversity to enhance the firms effectiveness for a broader more inclusive organization than with employment equity. All transformations should be made slowly to diminish adversity or resistance. 

Organizations that have been successful in managing diversity have worked hard to create an inclusive environment in a variety of ways: top management commitment, integration of diversity initiatives and talent management, diversity training programs, support groups, critical relationship networks/mentoring programs, open dialogue and management responsibility and accountability. 

Managing Diversity: Key elements:
- Beneficially diverse organization
· Make leaders accountable for diversity
· Establish diversity training programs
· Build a culture that embraces diversity
· Review HR practices (communication, selection & recruitment, development)
Federal employment laws: apply to federally regulated companies and agencies only







Chapter 4 – Designing & Analyzing Jobs
Organizational structure: the formal relationships among jobs in an organization

Organizational Chart:  snapshot of the fir,. Depicting the organizations structure in chart form at a particular point in time.

- job:  group of related activities and duties held by a single employee or a number of incumbents. 

- position: the set of duties performed by one person, collection of tasks and responsibilities performed by one person.

Job analysis (leads to)
	
Job description and job specifications: (leads to the following) 
	 
Human resource planning
Recruitment and selection
Job evaluation – wage and salary decisions (compensation)
Performance appraisal
Labour relations
Training development and career management
Job design

1) JOB ANALYSIS: 
procedure for determining tasks, duties and responsibilities of each job and the human attributes (knowledge, skills, abilities) required to perform it; how the job is now, defining the work (picture).

Steps of job analysis:
- Step 1: identify the use to which the information will be put, since this will determine the type of data that should be collected and the techniques used. 
- Step 2: collect background information such as organization charts, process charts and existing job descriptions.  A process chart is a diagram showing the flow of inputs and outputs from the job under study.
- Step 3: Select the representative and jobs to be analyzed. 
- Step 4: Collect data: Analyse the jobs by collecting data on job activities, required by employees behaviours, working conditions and human traits needed to perform the job.
- Step 5: review information with any workers performing the job to confirm that the information is correct and complete
- Step 6: develop a job description and job specification which are the two concrete products of the job analysis.

QUALITATIVE Methods of collecting job analysis information 
- interviews (individual, group, supervisory): highly detailed information can be collected over the entire job cycle, quite appropriate for long job cycles, requires the job incumbents participation and cooperation, tends to focus on perceptions of jobs. 
- Questionnaires: good method when employees are widely scattered or when data needs to be collected from a large number of employees, can be costly and time consuming and does not allow for probing, tends to focus on perceptions of jobs.
-Observations focuses more on reality than on perception, observation can influence behaviour of job incumbents, useless for jobs requiring mental effort, not useful for jobs with a long job cycle. 
- Participant diary logs: more flexible than surveys, allows probing for exact information, depends heavily on rapport between interviewer and respondent,  some falsifications or distorted information, group interviews are good cause groups tend to do better than individuals with open end probem solving but is more expensive as more people are taken away from their jobs to participate.  

QUANTITATIVE Methods of collecting job analysis information 
- position analysis questionnaire (PAQ): very structured job analysis questionnaire that collects very quantifiable information which contains 194 items measuring six dimensions:
· information input
· mental processes
· work output ( physical activities and tools
· relationships with others
· job contexts (physical and social environment)
· other job characteristics (pace and structure)
- 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. 
- The national occupational classification: a reference tool for writing job descriptions and job specifications, compiled by the federal government that contains standardized descriptions of about 30 000 occupations and the requirements for each. 

2. JOB DESCRIPTION: 
A written statement of what the jobholder actually does, how they do it and nder what conditions the job is performed. The description is quite comprehensive and includes essential elements: 
- job summary: describe general nature of the job, listing its major functions or acitivites. 
- identification: includes position title, department, location
- duties and responsibilities: detailed list of duties and tasks 
- relationships: indicates the jobholders relationships with others inside and outside the organization.  
- performance standards and indicators: the standards an employee is expected to achieve in each of the job descriptions main duties and responsibilities. 
- authority: the jobholders limit of authority, including decision making authority, direct supervision, budgetary limitations.
Working conditions and physical environment:  noise level, lighting, temperature, degree of privacy, hours of work, amount of travel, hazards…

3. JOB SPECIFICATIONS: what human traits & experience are required for this job?
 a list of the human requirements that is the requisite knowledge, skills and abilities needed to perform the job, another product of job analysis.  Ex: physical demands analysis: type, frequency and amount of physical effort involved in a job. 
· Competency; demonstrable characteristics of a person that enable performance of the job. 
· Competency based job analysis: describing a job in terms of the measurable observable behavioural competencies an employee must exhibit to do a job well. Reasons to use competency analysis:
· Encourages employees to work in a self motivated way and in a high performance work system. 
· Describing the jon in terms of skills, knowledge and competencies makes workers needs is more strategic. 
· Measurable skills, knowledge and competencies support the employers performance management process. It also facilitates understanding of those required competencies. 

4.  JOB DESIGN 
Process of systematically organizing work into tasks required to perform a job; how the job should be (ideal) Design considerations:
· Degree of specialization: 
· Industrial engineering:  a field of study concerned with analyzing work methods; making work cycles more efficient by modifying, combining, rearranging or eliminating tasks, and establishing time standards.  Positive correlation between job specialization and productivity and efficiency. 
· Work simplification: an approach to job design that involves assigning mosts of the administrative aspects of work (such as planning and organizing to supervisors and managers) while giving lower lovel employees narrowly define tasks to perform according to methods established and specified by management.
· Behavioural aspects
· Job enlargement (horizontal loading): relieve monotomy and boredom that involves assigning workers additional tasks at the same level of responsibility to increase the number of tasks they have to perform.
· Job rotation: another technique to relieve monotony and boredom that involves systematically moving employees from one job to another.
· Job enrichment (vertical loading): any effort that makes an employees job more rewarding or satisfying by adding more meaningful tasks and duites.
· Team based job design: job designs that focus on giving a team rather than an individual a whole and meaningful piece of work to do and empowering team members to decide among themselves how to accomplish the work.
· Ergonomic aspects: an interdisciplinary approach that seeks to integrate and accommodate the physical and physiological needs of workers into the design of jobs. I aims to adapt the entire job system-the work, environment, machines, equipment and processes to match human characteristics. 
· Need of flexibility: minimizing the job, hiring based on competencies and rather than on specific duties or tasks.




Chapter 5 – Human Resources Planning
Human Resources Planning (HRP): The process of forecasting future human resources requirements to ensure that the organization will have the required number of employees with the necessary skills to meet its strategic objectives.
HRP helps:
· Organizations achieve their strategic goals and objectives.
· Achieve economies in hiring new workers.
· Make major labour market demands more successfully.
· Anticipate and avoid shortages and surpluses of human resources.
· Control and/or reduce labour costs.
HRP  Equivalent in importance to financial planning.
Its important to forecast the amount of people, and the right kind of people.

Relationship between strategy and HRP:
Strategic plans are created and carried our by people.  Determining how many people will be available is a critical element in the strategic planning process. Ex: plans to enter new market, build new plants… decisions regarding how positions will be filled must be integrated with other aspects of the firms HG plans (ex, training current and new employees, promoting staff..) it is becoming clear that HRP and strategic planning become effection when a reciprocal and interdependent relationship exists between them. 

Importance of environmental scanning: critical in HRP and strategic planning, the most successful organizations are ready for changes before they even happen.   The external environmental factors most frequently monitored include: 
- economic conditions (general, regional, local)
- market and competitive trends
- new or revised legal decisions
- social concerns related to health care, childcare and educational priorities. 
- technology changes
- demographic trends

Making long-term decisions about business objectives.  Strategic planning
Anticipating and making provisions to have the people required to meet these objectives.  HRP
Forecast demand  Analyze supply  Plan and implement programs to balance supply and demand (Do we have a shortage or should we reduce redundancies? We could have a surplus or a shortage.)



FORECASTING FUTURE HR NEEDS: DEMAND
Forecasting the number and type of people needed to meet organizational objectives. Several factors must be considered such as: (projected sales, volume of production and staff needed:
- projected turnover
- decisions to upgrade
- planned technological and administrative changes aimed at increasing productivity and reducing employee headcount
- financial resources

- Quantitative: 
· Trend analysis: the study of a firms past employment levels over a period of years to predict future needs. (looking at past trends to make predictions.)
· ratio analysis: a forecasting technique for determining future staff needs by using ratios between some causal factor (such as sales volume) and number of employees needed.
· scatter plot: graphical method to help identity the relationship between two variables. (graphical representation between causal factors, i.e. customers served and employees working)
· regression analysis: a statistical technique involving the use of a mathematical formula to project future demands based on an established relationship between an organizations employment level ( dependent variable) and some measurable factors of output (independent variable) (estimate demands based on past data you have.)

- Qualitative: These techniques can be used to solve many different problems.
· Nominal Group Technique:  a decision-making technique that involves a group of experts meeting face to face.  Steps include: independent idea generation on the problem, sharing of ideas (going around the table and presenting ideas) clarification: group open end discussion and evaluation and private assessment (rank ideas independently) & then consensus.  More sophisticated type of brainstorming.
· Delphi: A judgemental forecasting method used to arrive at a group decision, typically involving outside experts as well as organizational employees.  Ideas are exchanged without face to face interaction and feedback is provided and used to fine-tune independent judgements until a consensus is reached. 

	The Delphi technic has more structure to it. You start with a questionnaire, and you give it to different stakeholders being consulted. Once they answer independently, it is returned to the coordinator. The responses are collated, and the compiled answers are redistributed. After they have been revised, everyone sends it back to the central location/coordinator. And the process is repeated.

These qualitative techniques are much more costly, you would use them where you need consensus. You would start with the Delphi technique if you have a more conflicting issue, or you need a more organized start off point. With the Delphi technique you avoid groupthink. They are also both very subjective. The nominal technique has the downfall of groupthink: Certain voices being drowned out. However, the Delphi technique is longer and more costly.






FORECASTING SUPPLY: (Internal):
Looking within the company to see if the needs of demand can be met from within. By transferring or promoting existing employees.  We are trying to assess our needs in the future. 
· Skills inventories: Manual or computerized records summarizing employees education, experience, interests, skills, which are used to identify internal candidates eligible for transfer or promotion.  Essentially, for each employee, we have an inventory of their skills. What their education is, their experience, how they have been performing, how have their skills changed (i.e. training courses taken,) how have their responsibilities changed?
· Management inventories: Same as skill inventories, only for managers. You also look at things like the size of the unit managed, how well is the unit performing, how big is the budget. To be useful, these have to be up to date.  The rule of thumb is 2 years, they should be updated.
· Replacement Charts: Visual representations of who will replace whom in the event of a job opening.  Charts that represent certain information mentioned above graphically. Information displayed is name, age, promotion readiness, present performance. These are sparse, do not give a lot of info. You can rely also on replacement summaries, which provide the same info, plus info on skills and availabilities. Gives a bit more elaboration on the charts. Replacement summaries: list of likely replacements for each position and their strengths and weaknesses as well as current information like age, promotability and experience. 
· Succession Planning: The process of ensuring a suitable supply of successors for current and future senior or key jobs so that the careers of individuals can be effectively planned and managed. Specific type of analyzing supply. Usually for top level management, i.e. Presidents, VPs, etc. The idea being these are positions that must be filled IMMEDIATELY, or else the organizations could face dire consequences. ESSENTIAL for retaining key talent, morale, and ensuring positions are well filled.
· Markov analysis: A method of forecasting internal labour supply that involves tracking the pattern of employee movements through various jobs and developing a transitional probability matrix. The goal is too see how many people remain from one year to the next.  Usually in the form of a chart. Provides an estimate of supply you will have as well.
FORECASTING SUPPLY  OF EXTERNAL OUTSIDE CANDIDATES: 
· To project supply of outside candidates, employers assess :
· general economic conditions and the expected unemployment rate
· national labour market trends: demographic trends have a significant impact on national labour market conditions. Available on Statistics Canada.  Baby boomers are approaching retirement changing the workforce as fewer young people are entering the job pool. Therefore the supply for labour will be lowered in the next two decades.  Highly educated immigrants are the drivers in canadas work pool because of the aging population and declining birth rate 
· local labour market conditions: community growth rates and attitudes.  Small towns with poor attitudes towards existing business’ may find themselves with a decreasing population as people move away from different jobs which leads to fewer jobs and more people leaving.  
· Occupational labour markets: forecast potential candidates in specific occupations (shortage of nurses..)
· What is the projected immigration rate? What is the unemployment rate? If the company is located in a small town, is there growth in this town, or are people leaving this town? If you are hiring software engineers, what does enrolment at universities look like? What can we expect in several years from now?
PLANNING & IMPLEMENTING HR PROGRAMS TO BALANCE SUPPLY & DEMAND

Labour surplus: when the internal supply of employees exceeds the organizations demand.  
- hiring freeze: a common initial response to an employee surplus.  Openings are filled by reassigning current employees and no outsiders are hired.  
- attrition: the normal separation of employees from an organization because of resignation, retirement or death. 
- early retirement buyout programs: Strategies used to accelerate attrition that involve offering attractive buyout packages or the opportunity to retire on full pension with an attractive benefits package.  
- Job sharing: a strategy that involves dividing the duties of a single position between two or more employees.
- Work sharing: employees work three or four days a week and receive EI benefits on their non-workdays.
- Reduced workweek: employees work fewer hours and receive less pay
- layoff: the temporary withdrawal of employment to workers for economic or business reasons. 
Supplemental unemployment benefits: a top-up of EI benefits to bring income levels closer to what an employee would receive from on the job. 
- termination: permanent separation from the organization for any reason.
- severance package: a lump-sum payment, continuation of benefits for a specified period of time and other benefits that are provided to employees who are terminated.

If there is a surplus, then you might institute a hiring freeze, and wait for attrition. Incentives, such as early retirements, buyouts, or more drastic options such as terminations and layoffs.
Balance is fairly straight forward, no need for changes.

Labour Shortages:
Exists when the internal supply of human resources cannot meet the organizations need.  Scheduling overtime hours is usually the initial response.  Employees may also subcontract work on a temporary or permanent basis.  Another short term solution is to hire temporary employees. 

- transfer: movement of an employee from one job to another that is relatively equal in pay, responsibility and organizational level. 
- promotion: movement of an employee from one job to another that is higher in pay, responsibility and organizational level usually based on merit, seniority or a combination of both
- Flexible work arrangements: 
· Flextime: a plan whereby employees build their workday around a core of midday hours.  
· Compressed workweek: an arrangement that most commonly allow employees to work four ten-hour days instead of the more usual 5 eight hour days
· Flexyear: a work arrangement under which employees can choose (at six-months intervals) the number of hours that they want to work each month over the next year. 
· 
Strategies to deal with Canada’s looming labour shortage: 
· Increase the workforce participation of older Canadians.
· Increase the number of designated group members.
· Offer flexible work arrangements, such as flextime, telecommuting, compressed work week, flexyear.) This helps attract higher skilled workers.
Layoff mistakes: Difference between layoffs and terminations are important. Termination is permanent. Layoffs may occur in a recession. It’s a temporary separation, that is supposed to end when circumstances improve. The company may think it seems altruistic when it institutes layoffs as opposed to termination, but everyone knows it’s just a practical matter. It costs much less to bring people back, as opposed to recruiting, selecting, training, orienting new people. You are bringing people back whom you are familiar with their work. Layoffs occur when they are absolutely necessary to the survival of the company.
· Fail to consider alternatives, such as job sharing , E.I. supplementation, Reduced/compressed workweek (working same amount of hours in less days.), buyouts, severance packages. 
· Lose the wrong people: Common layoff mistake. Situations of terror are predominant in the office, i.e. survivor sickness. By definition, losing the wrong people is losing the best people. If you don’t communicate with respect, and don’t feel there has been procedural justice, you may lose people who have not been intentionally let go.
· Don’t communicate transparently or use the wrong words
· Think top employees will stay just because of the economy
· Forget all applicable regulations
· Neglect to guide first-level mangers: Layoffs are really traumatic. The first-level managers have to communicate transparently, use the right words, they have to be guided on how to manage their emotions, etc…
Labour surplus matches demand: 
When the expected supply matches the demand, organizations replace employees who leave the firm with individuals transferred or promoted from inside or hired from outside. An in shortage situations, performance management, training and career development play crucial roles. 
Chapter 6 Recruitment
If we have a shortage, we have to think about recruitment.
Recruitment:
· The process of searching out and attracting qualified applicants: We want to look for and attract the best people out there. The starting point of the process is when you identify a need. A position needs to be filled.
· Ends when an adequate number of candidates apply.
Recruiter: a specialist in recruitment whose job it is to find and attract capable candidates.
Before the recruiting exercise starts: Who are we?
· Employer branding is the image of the organization as an employer based on perceived benefits of being an employee in that organization.
· It’s important for the org to be away of its brand, its image.
· Impacts the experience of the individuals as they work for organization.
An overview of the recruitment process:
· Identify job openings: Hr planning/strategic planning. Employee resignations/terminations
· Specify job requirement : From job description and specifications.
· Select methods of recruitment: Internal or external.
· Generate pool of qualified apps: …
Job posting the process of notifying current employees about vacant positions.
Internal recruitment: Advantages
· Competence is rewarded thus: Increasing commitment and performance, Decreasing turnover. People get a sense that their efforts are rewarded.
· More accurate assessment of employee ability. 
· Less orientation needed. Internal hires already know the organization.
Internal recruitment: Disadvantages
· Discontent of unsuccessful candidates. The ones who don’t make the cut might harbor resentment. If they judge the process as unfair, they become disgruntled.
· Time consuming if one is already preferred. If you hire externally, and you already have a preference, you can cut things short. Nobody will know the better, and you’ve already found your ideal candidate. Internally you have to go through the exact same steps with everybody, so that it is seen as fair. Time consuming.
· Dissatisfaction with insider as new boss. If everyone prefers one person, and someone else is chosen, that person starts at a disadvantage.
· “Inbreeding”. Status quo is maintained. People from the outside could bring unconventional thinking to the table.

External recruitment: Advantages
· Larger, more diverse pool.
· Assists in Employment Equity goals. We already have a certain representation within the organization, you are not changing any ratios.
· Acquisition of new skills / reduced need for training. 
· Elimination of employee rivalry and competition.
Planning external recruitment:
· Type of job – Affects the recruitment method chosen. i.e. If you want execs, you might use a headhunter. If you want entry level positions, you might hold a job fair.
· Yield ratios - % of applicants that proceed to next stage, for each different recruiting method. Compare with what you’ve done in the past. A recruiting pyramid might help visualize this concept. 
· Time lapse data – Time from start of recruitment to new employee starting work.
External recruitment methods:
· Online
· Social networking sites
· Print ads
· Private employment agencies
· Exec search firms
· Walk-ins and write-ins
· Employee referrals
· Former employees
· Educational institutions
· HR and Skills dev Canada
· Professional and trade assocations
· Labour organizations
· Military personnel
· Open houses and job fairs

Print advertising: AIDA Principles – what the ad should do
· Attract ATTENTION
· Develop INTEREST in the job
· Create a DESIRE for the job
· Instigate ACTION
Application Forms: Advantages
· Candidate comparison is facilitated. Uniform collection of data. I can get exactly the info I want to know, not just what they want to tell me.
· Info is specifically requested.
· Provides:
· A sample of Candidate’s own work
· Written authorization for reference checking
· Protects the company from applicants who falsify credentials.
· Designated group member status identification.
A self-identification form should ALWAYS be voluntary.
Predicting job performance:
· Weighted application blank (WAB)
· Responses weighted based on statistical relation to job performance.
· More job related, and indicative of cognitive abilities.
· Biographical information blank (BIB)
· Data predictive of job success is scored.
· You can look into things about their personality. Certain personality dimensions have a link to job performance.
Attracting older workers: companys are encouraging older employees to stay within the organization: Benefits: high job satisfaction, a strong sense of loyalty and organizational commitment, a strong work ethic, good people skills, and willingness to work in a variety of roles including part time.  Wider experience and wisdom.

Attracting younger employees: benefits of a multigenerational workforce (synergy, respect and team building) Mix of generation X and generation Y: they bring energy, enthusiasm and physical strength.  


Chapter 7 Selection
- Selction: the process of choosing among individuals who have been recruited to fill existing or projected job openings. 

Selection ratio: the ratio of the number off applicants hired to the total number of applicants
Number of applicants hired/ total number of applicants = selection ratio

Selection process:
- multiple hurdle strategy: an approach to selection involving a series of successive steps or hurdles.  Only candidates clearing the hurdle are permitted to move on to the next step  (selection techniques including prescreening, testing, interviewing, background/reference checking.)

Steps: 
1. preliminary screening: performed by HR department, “first cuts” Resumes are reviewed, those who don’t make the essential selection criteria are cut (ex university degree) .  The remaining are examined and closely matches to job descriptions for further consideration. 
2. selection testing: ex:  intelligence tests (because cognitive predicts performance in several types of work, and it also they might get more out of training programs). In these tests, they must be reliable and valid. If the test is reliable and valid, we can accurately predict future performance. If it is not reliable and valid, it will not be a good indicator.
		Type of tests:
		- intelligence tests (IQ) tests that measure general intellect abilities, such as verbal 			comprehension, inductive reasoning, memory, numerical ability, speed of perception, 			spatial visualization and word fluency.
		- emotional intelligence (EI) test: tests that measure the ability to monitor ones own 			emotions and the emotions of others and t use that knowledge to guide thoughts and 			actions. 
		- aptitude tests: tests that measure an individuals aptitude or potential to perform a 			job, provided he or she is given proper training. 
		- test of motor and physical abilities
		- personality tests: tests basic aspects of personality: motivation, introversion, stability, 			self-confidence, sociability
		- Interest inventories: tests that compare a candidates interest with those of people in 			various occupations.
		- Achievement tests: tests used to measure knowledge and or proficiency acquired 			through education, training or experience
		- Management assemsent centres: a strategy used to assess candidates management 			potential that uses a combination of realistic exercices, management games, objective 			testing, presentations and interviews.  
		- Situational testing: tests in which candidates are presented with hypothetical 				situations representative of the job for which they are applying and are evaluated on 			their responses. 
		- Micro-assessment: s series of verbal, paper-based or computer based questions and 			exercises that a candidate is required to complete covering the range of activities 			required on the job for which they are applying. 
		
a. Reliability: the degree to which interviews, tests, and other selection procedures yield comparable data overtime, in other words the degree of dependability, consistency or stability of the measures used.  
b. Validity:  the accuracy with which a predictor measures what it is intended to measure. A test is valid if it adequately predicts performance. 
i. Differential validity: confirmation that the selection tool accurately predicts the performance of all possible employee subgroups.
ii. Criterion-related validity: the extent to which a selection tool predicts or significantly correlates with important elements of work behavior.  
iii. Content validity: the extent to which a selection instrument, such as  test, adequately samples the knowledge and skills needed to perform the job.
iv. Construct validity: the extent to which a selection tool measures a theoretical construct or trait deemed necessary to perform the job successfully. 
3. Selection interview:  a procedure designed to predict future job performance on the basis of applicants oral response to oral inquiries (two way communication).  Considered to be one of the most important aspects of the selection process and generally have a major impact on both applicants and interviewers. Allows for a first impression to be formed and for the interviewer to fill in any gaps of info not found in the application form or resume.  Allows interviewer to see the applicants verbal communication, personality, degree of self confidence, interpersonal skills.  Typical goals of the applicant are: setting a positive image of themselves, selling their skills and marketing their positive attributes, gathering information about the organization and the job so they can make an informed decision about the job, career opportunities in the firm and the work environment.  Types of interviews
a. Unstructured interview: an unstructured, conversational style interview.  The interviewer pursues points of interest as they come up in response to questions.
b. Structured interview: an interview following a set sequence of questions. 
c. Mixed interview: an interview format that combines the structured and unstructured techniques. 
d. Situational interview: a series of job related questions that focus on how the candidate world behave in a given situation. 
e. Behavioural or behavior description interview: a series of job-related questions that focus on relevant past job related behaviours.  
f. Panel interview: an interview in which a group of interviewers question the applicantt.  
		
		Common interviewing mistakes:
		- Poor planning
		- snap judgements
		- negative emphasis
		- halo effect:  a positive initial impression that distorts an interviewers rating of a 			candidate because subsequent information is judged with a positive bias.  
		- poor knowledge of job
		- contrast effect (candidate order)
		- influence of nonverbal behavior
		- telegraphing an expected answer
		-  too much/ too little talking
		- Similar to me bias

4. background investigation/reference checking:
	Used to investigate the accuracy of the information provided by the candidates on their 	application form and resume.
5. supervisory interview and realistic job preview: 
	The top candidates usually return to have an interview with the supervisor who usually makes 	the final decision. The supervisor knows the technical aspects of the job and is most qualified to 	assess the applicants job knowledge and skills and is best to answer job specific questions.  
	- realistic job preview: a strategy used to provide applicants with realistic information, both 	positive and negative about the job demands, the organizations expectations and the work 	environment. 
	- statistical strategy: A more objective technique used to determine to whom the job should be 	offered, involves identifying the most valid predictors and weighting them through statistical 	methods, such as multiple regressions. 
6. hiring decision and candidate notification


With selection, the big decision the org is making, or the main goals:
· Choose those who will perform the best
· NOT choose those who will perform the worst.
*Performance is the ultimate criterion (dependent variable) that we care about in HR in an organizational context. Ultimately, the goal is to maximize performance.
A lot of reasons to do this:
· Their contribution to the org (from best performers)
· A lot of costs involved in every step of the process up until now.

Are we going to select from internal sources or external sources?
3 dif types of job performance:
· Organizational Citizenship behaviours (OCBs): Doing something above and beyond the formal job duty. Helping someone even it’s not a required part of your job.
· Task performance: Doing what you are supposed to be doing. Performing the duties in your job description, the ones that are expected of you.
· Counterproductive work behaviours (CWBs): Behaviours that harm the organization. Broad range of these behaviours. In a more dramatic form, these can be acts of aggression, theft, etc. They can also be smaller things, like free-riding in a project, withholding effort, absenteeism.
We want to predict future job performance when it comes to selection.













Chapter 8 Orientation and Training

A strategic approach to recruitment and retentiom of employees includes a well integrated orientation (onboarding program ) both before and after hiring.  New employees need a clear understanding of company policies, expectations regarding their performance and of operating procedures.  

These processes allow employees and the organization (through the employees) to learn:
- Orientation: familiarizing new employees with the organization, their job, their work and embedding organizational values, beliefs and accepted behaviours Is part of the socialization process that instills in new employees the prevailing attitudes, standards, values and patterns of behavior that are expected by the organization.  
- Training: Ensuring the acquisition of skills behaviours and abilities to perform current work.  
- Onboarding: helps to reduce reality shock – the discrepancy between what the new employee expects and the realities.  

Goal of orientation and training: Foster individual and organization learning in order to contribute to the attainment or the organizations goals.  Learning ongoing change in behaviour and thinking.  Represents an investment rather than a cost. 

Employee orientation (onboarding)
A procedure for providing new employees with basic background info about: the firm and the job

Purpose of orientation programs
-reduced first day jitters and reality shock
- improved job performance
- foundation for ongoing performance management
- decreased turnover

The training process: the process of teaching employees the basic skills/competencies that they need to perform the job. 
Step 1: training needs analysis: identify specific job performance skills needed to improve performance and productivity. 
	- for new employees: determine what the job entails, break it down into subtasks each of which 	is taught
	- For current employees: determine whether or not training is the solution
Step 2: Instructional design: gather instructional information, organize them into a curriculum that supports learning theory and provides a blueprint for program development.
	- on the job training
	- apprenticeship training
	- informal learning
	- job learning
	- classroom training
	- audiovisual techniques
	- programmed learning
	- vestibule o simulated training
	- e learning:online training, electronic performance support systems & computer based training

Step 3: Validation: introduce and validate the training before a representative audience.  Base final revisions on pilot results to ensure program effectiveness. 
Step 4: implementation
When applicable, boost success wit a train and trainer workshop that focuses on presentation knowledge and skills in addition to traning content.  Make sure it works and then hire and or train trainers
Step 5: Evaluation of training
- Assess program success according to : 
	- reaction: Immediate Reactions to training
	- learning: use feedback devices to measure what learners have actually 	learned.
	- behavior: Note supervisors reaction to learners performance following completion of 			training.  This is one way to measure the degree to whivh learners apply new skills and 	knowledge. 
	- results: determine the level of improvement in the job performance and assess needed 		maintance

Training for Special Purposes: 
- literacy and essential skills training
-diversity training
- customer service training
- training for teamwork
- training for first-time supervisors
- training for global business

Evaluation of the orientation program:
- Employee reactions
- socialization effects
- cost/benefit analysis

Techniques for assessing training needs: 
- task analysis: Determine training needs for new employees.  a detailed study of a job to identify the skills and competencies it requires so that an appropriate training program can be instituted.  
- Performance analysis: to appraise the performance of current employees to determine whether training could reduce performance problems.  Verifying that there is a performance deficiency and determining whether that deficiency should be rectified through training or through some other means (transferring employees..) 
Chapter 9 Career Development

Career planning and development is a critical strategic issue in ensuring that the supply of necessary talent is available.  It involves the deliberate process through which a person becomes aware of personal career-related attributes and the lifelong series of activities that contribute to his or her career fulfillment. 

The combination of formal education, job experience, relationships ad assessment of personality and abilities to help future employees prepare for the future in their career.

Training vs Development:
	
	Training
	Development

	focus
	Current
	Future

	Use of work experience
	Low
	High

	goal
	Preparation for current job
	Preparation for change

	participation
	Required
	Voluntary



Roles in Career Development:
Who is responsible:
- Individual: must be proactive, requires self motivation and independence and an understanding of their skills
- Manager: must provide timely performance feedback, development assignments and support, can act as a mentor or career coach.
- Employer: provide training and development opportunities, career information and career programs, 

Influences on career development and choices: STEPS
1 - Career stage: the stages through which a persons career evolves
Identify career stage: 
	- Growth stage (birth to 14):  development of self concept by identifying with and interacting 	with other people such as family friends and teachers. 
	- exploration phase (15 to 24):  during which a person seriously explores various occupational 	alternatives, attempting to match these alternatives with their interests and abilities
	- establishment stage ( age 24 – 44): the heart of most peoples work lives
	- Maintenance stage (age 45 to 65) person secures their place in the world of work
	- Decline stage (retirement age): the period during which most people are faced with the 	prospect of having to accept reduced levels of power and responsibility. 

2 - occupational orientation: the theory, developed by John Holland, that there are six basic personal orientations that determine the sorts of careers to which people are drawn.  
	- Realistic (manual labor): physical activity requiring skill, strength and coordination
	- Investigative: tasks that are cognitive intensive (thinking, organizing and understanding) rather 	than affective activities (feeling, acting, interpersonal)
	- Social (interpersonal work): 
	-Conventional (structured work): involve structure, rule regulated activities (accounting)
	- Enterprising (verbal persuasion): verbal activities aimed at influencing others are attractive to 	enterprising personalities.  Managers, lawyers…
	- Artistic (self expression): artistic creation, expression of emotion and individualistic activities 	(artistics, musicians..)

3 - Identify Skills and Aptitudes: 
	- success depends on both motivation and ability

4 - Identifying a career Anchor: a value that an individual is not willing to give up if a choice must be made.  
	-Technical/functional: Avoid management ex: engineers
	- Managerial competence: high responsibility
	- Creativity: building or creating something
	- Autonomy and independence: unlikely to be drawn to bureaucratic organizations, knowledge 	workers.
	- Security: value job security
	- Service/dedication
	- pure challenge
	- lifestyle: larger lifestyle, integrating two careers and two sets of personal and family concerns. 

Responsibilities of the organization
- Provide realistic job previews
- Avoid reality shocks
- provide challenging initial jobs
- be demanding
- provide period developmental job rotation
- Provide career oriented performance appraisals
- provide career planning workshops
- Provide opportunities for mentoring
- Become a leaning organization

Managing transfers:
- greater possibility of advancement
- personal enrichment
- more interesting job
- greater convenience
- Two thirds of transfers refused due to family/spousal concerns

Making promotion decisions
- decide to promote based on seniority or competence
- decide how to measure competence
- choose between formal or informal promotion system
- determine whether career paths will be vertical or horizontal

Management development
- attempt to improve current or future management performance by imparting knowledge, changing attitudes or increasing skills

Management development process:
- the ultimate aim of management development programs is to achieve business strategy
- the management development process consists of:
	- Assising HR needs to achieve strategic objectives
	- creating a talent pool
	- developing managers

Succession planning: a process through which senior-level and critical strategic job openings are planned for and eventually filled.
Key steps:
	- Establishing a strategic direction for the organization
	- identifying core skills and competencies needed in jobs that are critical to achieve the strategy
	- Identifying people inside the organization who have or can acquire those skills providing them with developmental opportunities. 

On the job management development techniques
- developmental job rotation: various different jobs so they get exposed to a varity of jobs 
- coaching understudy approach: an individual will shadow a person that will be leaving and learn how to fill that persons job
- action learning: they release someone from a current job in order to be involved in completely different duties, they get exposed to other departments 

Off the job management development techniques:
- case study method
- management games
- outside seminars
- college/university related programs
- role playing
-behaviour modeling
- in house development centers

Executive Development:
- Canada facing a shortage of leadership talent
- three basic requirements for successful leadership are knowledge, competency ad character
- Six categories of leadership competencies:
	- Self-mastery
	- Futuring/vision
	- Sense-making/thinking
	- Design of intelligent action
	- aligning people to action
	- adaptive learning





Chapter 10 Performance Management

Performance management
- process encompassing all activities related in improving employee performance, productivity ad effectiveness
- Includes goal setting, pay for performance, training and development, career management and disciplinary action.
- it is of strategic importance to the organization

Performance management process:
Performance management process contains five steps:
1. defining performance expectations and goals :  to make sure that job duties and job standards are clear to all.  The job description is not specific enough
2. providing ongoing coaching and feedback: not as formal as the performance appraisal but an ongoing performance feedback, ongoing coaching can happen more frequently, it is important to have two way communication where the manger and employee are frequently informally checking in on each other
3. performance appraisal and evaluation discussion: structured formal guideline, evaluating the performance of individuals with the performance appraisal. Discussions at specific intervals by comparing an employees actual performance to the standards that have been set; the employees performance and progress are discussed to reinforce the things that the employee us diung wekk and to develop a plan for correction of any deficiencies that the appraisal might have identified.  
a. Formal appraisal methods:
i. Graphica rating scale: a scale that lists a number of traits and a range of performance for each.  The employee is then rated by identifying the score that best describes his or her level of performance for each trait. 
ii. Alternation ranking methods: ranking employees from best to worst on a particular trait.
iii. Paired comparison method: ranking employees by making a chart of all possible pairs of empoyees for each trait and indicating the better employee of the pairs.
iv. Forced distribution method: predetermined percentage of rates are placed in various performance categories. 
v. Critical incident method: keeping record of uncommonly good or undesired examples of an employees work related behavior and reviewing the list with the employee at predetermined times. 
vi. Behavioural anchored rating scale (BARS): an appraisal method that aims to combine the benefits of narratives, critical incidents, and quantified ratings by anchoring a quantified scale with specific narrative examples of good and poor performance. 
1. Generate critical incidents
2. Develop performance dimensions
3. Reallocate incidents
4. Scale the incidents
5. Develop the final instrument
		
			BARS can be time consuming but can have some advantaves:
			- more accurate measure
			- clearer standards
			- feedback
			- independent dimensions
			- consistency
vii. Management by Objectives (MBO):  involves setting specific measureable goals with each employee and then periodically reviewing the progress made.
1. Set organixations goals
2. Set departmental goals
3. Discusss departmental goals
4. Define expected results
5. Performance reviews
6. Provide feedback
viii. Computerized and web based performance appraisal
			- Electronic performance monitoring (EPM) Having supervisors electronically 				monitor the amount of computerized data an employee is processing per day 				and thereby his or her performance.

Performance appraisal problems:
- validity and reliability (see chapter 7)
- rating scale problems
	- unclear performance standards: an appraisal scale that is too open to interpretation of traits 	and standards
	- halo effect: in performance appraisal, the problem that occurs when a supervisors rating of an 	employee on one trait biases the rating of that person on other traits. 
	- central tendency:  a tendency to rate all eployees in the middle of the scale
	- leniency or strictness: the problem that occurs when a supervisor has a tendency to rate all 	employees wither low or high
	-appraisal bias: the tendency tp allow individual differences, such as age, race and sex to affect 	the appraisal ratings that these employees receive.  
	- recency effect: the rating error that occurs when ratings are based on the employees most 	recent performance rather than on performance throughout th appraisal period.
	- similar to me:  the tendency to give higher performance ratings to employees who are perceived to be similar to the rater in some way. 

Who should do the appraisal?
- supervisor
- peers
-commitees
-self
-subordinates
-360 fegree appraisal (all of the above)
Appraisal interviews: an interview in which the supervisor and employee review the appraisal and make plans to remedy deficiencies and reinforce strengths. 


4. determine performance rewards/consequences: some form of extra payment usually, such as promotions, salary increases and bonuses. 
5. career development discussion (usually annually) in order to review each employees career plans in light of his or her exhibited strengths and weaknesses and in light of the companys strategic plans. 

Chapters 11, 12, & 13 - Total Rewards
Monday, November 12, 2012
7:01 PM

Lecture 11-12-2012
 
Total rewards
· An integrated package of all rewards (Monetary and non-monetary, extrinsic and intrinsic)
1. Compensation
1. Benefits
1. Work-life programs
1. Performance and recognition
1. Development and career opportunities
· Aligned with business strategy.
 
Compensation as a part of company strategy
· Why? Strategic advantages of a well-designed rewards structure:
· Motivates employees
· Contributes to the attainment of organizational objectives
· Reinforces the organization's culture
. Importance of thinking in terms of "Total rewards" (Includes all types of rewards)
 
Issues to consider: Legal requirements
· Legal Requirements for compensation:
· Pay equity: Providing equal pay to male dominated job classes and female dominated job classes of equal value to the employer. Equal pay for equal work or work of equal value.
· Employment/labour standards
· Human Rights legislation
· Canada/Quebec Pension Plan
 
How to determine compensation
Stage 1: Job evaluation
· Job evaluation. Methods include: 
· Classification/Grading Method: Determining the worth of a job by classes or grades. Higher classes or grades have more responsibilities, for example… Grading method you are looking at different jobs of similar difficulty. 
· Point Method:  A systematic way of looking at the job on various factors. (There is an example in the book.) Factors can be things like "Skill, effort, responsibility, working conditions…" and each factor can have sub-factors.
· Benchmark job: A job that other jobs are compared too. i.e. A job compared to the benchmark is of equal to, lesser than, or greater than importance to the organization
· Ranking Method vs Compensable Factors
· Goal is to determine a job's relative worth: The worth of the job in achieving organizational strategies and objectives.
· Ranking method: Ranking jobs in order of importance (?)
 
Stage 2: Conduct a wage/salary survey
· A survey aimed at determining prevailing wage rates for comparable jobs.
 
Stage 3: Determine pay for jobs
· Wage curve: Plot given data
· Pay ranges
· Broadbanding: Grouping different paygrades together… i.e. 12 grades reduced to 3 broad bands. May be employed when you flatten an organization's structure.
· Consider pay equity… (see above)
 
 
Pay for performance and Financial Incentives
 
Variable pay:
· Any plan that ties pay to productivity or profitability.
 
Types of incentive pay
· Operations employees
· Senior manager and executives
· Salespeople: Commissions
· Other managers and professionals: Merit pay
· Organization wide incentive plans: Stock ownership plans (very popular in Canada.) So the organization puts a certain pool of stock aside for employees, and stipulates how employees can cash in their stocks.
 
Incentive plan pitfalls
· Performance pay cannot replace good management: Pay can't replace a lack of leadership.
· Firms get what the pay for: If you are strictly getting paid for the quantity of your outputs, the quality may suffer because you have incentive to maximize quantity, even at the cost of quality.
· Pay is not a motivator: Some researchers argue this. They say pay is the minimum you have to provide individuals, and at a certain point it stops motivating them. When you tie too much pay to the role, you may maximize extrinsic motivation at the cost of intrinsic motivation. For lower level, mechanical, simpler jobs pay is definitely important, but at higher levels they might be doing their job just for the pay.
· Rewards rupture relationships: Too much of a focus on rewards can lead people to be ultra competitive and not very collaborative.
· Rewards may undermine responsiveness: "Tunnel vision". People so concerned with pay might not necessarily display things like OCBs.
 
Employee benefits and services
 
Why offer benefits?
· To help employees overcome the financial challenges associated with interruptions in income or unexpected expenses.
· To provide access to services that support employee morale.
 
Services:
· Access to fitness club.
· Discounts
· Meal plans
· Etc…
 
Basic terminology
· Contributions: What is paid into the system
· Co-payments: Happen when you and your employer pay into the system. i.e. dental plans are paid in part by your contributions, and your employer's
· Deductible: An amount you have to cover in a claim
· Flexible benefit plan: employees can choose the benefits they want rather than impose a general plan on everyone.
 
Legally required:
· CPP/QPP
· Employment insurance (EI)
· Worker's compensation
· Minimum vacation
· Paid holiday
· Leaves of absence
· Pay on termination
· Pay in lieu of notice
· Severance pay
· Pay for mass layoff.
 
Optional:
· Paid leave
· Group insurance
· Medical
· Life
· disability
· Retirement plans
· Family-friendly
· Things like childcare
· Other
· Employment counseling services, food services, etc.
 
Advantages of Flexible Benefit plan:
· Employees choose  packages that best satisfy their unique needs.
· Flexible benefits help firms meet the changing needs of a changing workforce
· Increased involvement of employees and families improves understanding of benefits
· Flexible plans make introduction of new benefits less costly. The new option is added merely as one among a wide variety of elements from which to choose.
· Cost containment - The organization sets the dollar maximum. Employees chooses within that constraint.
 
Disadvantages of flexible benefit plan:
· Employees make bad choices and find themselves not covered for predicable emergencies.
· Administrative burdens and expenses increase
· Adverse selection - Employees pick only benefits they will use. The subsequent high benefit utilization increases its cost.

Chapter 14 - Occupational Health and Safety
Monday, November 19, 2012
8:24 PM
Extra class Tuesday 10 to 11:30 1110
 
11/12/2012
 
Basic Facts about OHS Legislation
· 3 categories of law
· Outlines responsibilities of employer and employees
· Responsibilities of employees: Take care of their own safety, and that of their coworkers.
· Responsibilities of the supervisor: Safety of employees should always be a priority. They must always be mindful of employees wellbeing.
· Rights of employees
· Know about safety hazards.
· Right to participate in the OHS  procedures (or practices?)
· Refuse unsafe work
· Joint health and safety committees
· Organizations of a certain size must have these. Minimum of 10-20 employees in general.
· The committee must include management and employees.
· Relationship to other legislation.
· Human rights, labour relations, employment standards laws
· Sometimes there may be conflict between legislation. For example: Ceremonial knife (sikh), threat to Health and Safety of others? Or a religious right?
 
What causes accidents?
· Three basic causes of accidents
· Chance occurrences (beyond control)
· Unsafe conditions: Improper lighting, ventilation, etc… These are not inevitable.
· Unsafe acts (by employees)
 
Personal Characteristics
	Personal characteristics
	Predisposing behaviour  tendencies
	Types of behaviours in specific circumstances
	Incidence of specific accident behaviour

	· Personality
· Intelligence
· Motivation
· Sensory skills
· Motor skills
· Experience
	· Undesirable attitudes and habits
· Lack of specific abilities
· Tendency to assume risk
	· Inattention
· Forgetfulness
· Misperception
· Failure to follow procedures
· Inadequate performance
· Assuming excessive risk
	· Probability rate of individual's accident behaviours


 
How to prevent accidents
· Reduce unsafe conditions
· Reduce unsafe acts
· This involves top management commitment
· Training and education. People need to be taught how to be safe
· Positive reinforcement, so bad behaviour doesn't turn into a return. i.e. Reminding people that there has been 2 weeks without an accident
 
Controlling workers' compensation costs
· Before the accident: Preventative measures are best
· The best way to save money on workers' comp is to prevent it altogether.
· After the accident
· Medical attention first and foremost
· Show commitment. 
· Collaborate with all the parties involved.
· Anything that needs to be done for worker's compensation. 
· Once they are rehabilitated, there is no guarantee they can do the same job. Creativity is needed to reintegrate. 
 
Employee Wellness Programs
· Proactive approach to employee health and well being
· Wellness initiatives often include:
· Stress management
· Nutrition and weight management
· Smoking cessation programs
· Tai chi
· Heat health
· Physical fitness programs
· Ergonomics
 
Occupational Health issues and challenges
· Substance abuse
· Legally, this is a disability under law
· They can only prevent drug use at work
· Or they can do something about the employee post-accident
· Drug testing is only legal for orgs that can show it as a BOFR
· Job stress
· Repetitive strain injuries
· Workplace toxins
· Workplace smoking
· Influenza pandemic
· Violence at work
 
Job Characteristics that increase the risk of workplace violence (figure 14.8)
1. Being responsible for the physical/emotional care of others
1. Making decisions that inflence other people's lives/denying a service or request.
1. Working alone during the day/night/evening
1. Handling valuables, guns, weapons, or dispensing drugs
1. Exercising security functinos of a physical control of others
1. Supervising/disciplining others
1. Interacting with frustrated individuals
1. Working evenings or nights
1. Working in clients' homes
1. Having contact with individuals under the influence of alcohol, illegal drugs, or medication.

Chapter 16: Labour Relations
December 3rd 2012

Labour relations: refers to the ongoing interactions between management and unions in organizations
- a union is an official recognized associating of employees practicing a same trade and or in the same company or industry.
- purpose: present an united front and a collective voice in dealing with management

Terminology:
- collective agreement (union contract)
- collective bargaining: process of negotiation through which the union and company makes the collective agreement
- bargaining unit:

Unions impact on HRM
- without the presence of a union management is more likely to implement financially efficient HRM practices
- management vs. union goals. 

Managements labour relations strategy:
- union acceptance strategy: views a union as a legitimate representative of its employees
- union avoidance strategy: the organization would prefer the company remain non unionized
	1. union substitution: not in favour of its employees having a union for no other reason that their HR system is already good enough, employees are well taken care of (well developed HR)
	2/ union suppression: the company wants to avoid a union at all costs

Canadas labour laws: try to protect the public when there is a dispute
- provides a common set of rules for fair negotiations
- protects public interest by preventing impact of labour disputes from inconveniencing the public
- reminder there are 14 jurisdictions in Canada (including the federal gov)

Commonalities in all 14 jurisdictions:
- Certification procedure
- minimum one year collective agreements
- procedures preceding legal strike/lockout
-no strikes/lockouts during life of contract
- interpretation disputes settled by final and binding arbitration
-prohibition of unfair labour practices
- labour relations board to enforce legislation

Type of unions:
- Craft unions: members all have a particular skill or occupation (electricians)
-industrial unions: members are linked by their work in a particular industry: USWA (united steal workers of America)
- geographical scope:  international, national and local unions
- national/international associations: associations that seek to advance the shared interest of members: CLC, CSN
- 

Step 1: desire for collective representation:
- job dissatisfaction
- lack of job security
- unfair administration of policies
-perceived inequities in pay
- lack of opportunity for advancement
- lack of influence on work related decisions
-belief that unions can improve pay and working conditions

Step 2: union organizing campaign
	- step 1: employee union contact
	- step 2: initial organizational meeting
	- step 3: formation of in house committee
	-step 4: organizing campaign
	-step 5: outcome

Union organizing: employer rights:
- express views on unions
- states position on remaining non-union
- prohibit union activity on company property/time
- increase wages in normal course of business
-gather employees to state companies position if:
	- purpose stated in advance
	- attendance optimal
	- no threats promises

Step 3: union recognition:
- Voluntary recognition: by employer
- regular certification: labour union obtains a certificate from the relevant LRB declaring that the union is the exclusive bargaining agent for a defined group of employees
- pre-hearing votes: an alternative mechanism for certification, used in situations in which there is evidence of violations of fair labour practices early in the organizing campaign.

Step 4: collective bargaining: process by which a formal collective agreement is established between labour and management
- union and management must bargain in good faith
	Three steps
	1: preparation for bargaining
	2. face to face negotiations
	3. obtaining approval for proposed contract

Negotiation terminology:
- bargaining zone:
-distributive bargaining
- integrative bargaining
- mutual gains (interest based bargaining)

Step 5: Contract Administration: two major sources of disagreement between union and management
- seniority
- discipline

Grievance procedures:
- a grievance is a written complaint by an employee (or bargaining unit member, union or employer) that some aspect of collective agreement has been violated
- grievance procedures: provides for the union with a formal process to represent the interest of employees (members and non-members) in a processing a complain
- grievances may be resolved through
	- discussions and compromise or
	- grievance resolution (arbitration): with the help of a neutral third party


Chapter 17 - Managing Human Resources in a Global Business
Wednesday, December 05, 2012
7:52 PM

This  chapter is not on the exam (book material), but something she talks about in class will be.
 
Globalization of Business and Strategic HR
· Globalization of business is now the norm.
· Expatriate:
· Employees who are citizens of the country where the parent company is based, who are sent to work in another country.
 
Why Expatriate Assignments fail
· An individual has returned home before the amount of given time. 
· Example: You were assigned somewhere for 2 years, but you go home after 1 year.
· Main reason for failure: Family issues.
· Usually the spouse or child not adapting. (New school for child, or spouse can't find work)
· Easier for the working individual due to being immersed in the work.
· Value of realistic previews.
· Previews of living in this different context.
· What kind of environments will you encounter, what are local customs/norms, what are the schools like?
· These help mitigate this type of problem.
 
How intercountry differences affect HRM
· Cultural factors: Operating in a different national context by definition implies a difference in cultures.
· Some cultures are similar, some are extremely different.
· Hofstede's dimensions, i.e. collectivism vs individualism. This changes the incentive plans.
· Example: Commission works well for individualistic cultures, but are poorly perceived in collectivistic cultures where group based bonuses might work better.
· Economic systems: From a free enterprise system focused on efficiency and productivity, to a socialist system.
· So allowing downtime (i.e. siesta)
· Legal Systems: Laws vary.
· Most of the discrimination laws apply everywhere, with some exceptions like age in certain places.
· The minimum length of service might be very different, or the reasonable notice might be different
· Different health and safety laws.
· Labour cost factors
· In canada we tend to think as expenses like training as an investment. In some context where labour is so cheap, it might be more cost effective to just hire more employees, especially if labour laws make it easy to hire/fire employee. (So having 2 ppl do a job).
· Industrial relations factors
· The role of unions might vary from context to context in the employee-employer relationship.
 
Selection for Global Assignments
· Global Staffing Policy
· Ethnocentric staffing policy: Based on thought that best managers are hired from parent company. i.e. Canadian company in Europe will send canadian managers to europe.
· Polycentric staffing policy: Locals know the region best.
· Geocentric staffing policy: Best managers are anyone who is qualified worldwide. Search is open globally.
· Selecting Global Managers: 
· Must predict adaptability of candidate.
· Need to select individuals that will ADAPT to new context. You want someone who's going to be a good performer AS WELL AS be adaptable and remain in the position.
· Setting up someone abroad and having them not complete the assignment can be costly.
· Adaptability screening: Becomes an important part of the selection process.
· Allow the candidate a pre-assignment visit
· Use a paper and pencil test to check for adaptability through certain constructs or measures, i.e. openness to experience, agreeableness would help predict adaptability.
 
Maintaining Global Employees
· Orienting and training employees for global assignments: 
· Training them for this new cultural context.
· International compensation: 
· What expenses does HR cover for this employee if the cost of living is higher?
· One approach is the balance sheet approach: Comparing the standard of living between home country and new context. Usually done on big ticket items, such as housing. If the housing is $x higher, the company will pay out $x.
· Performance Appraisal of global managers:
·  This needs to be worked out, because now they have a manager abroad (host manager) and a manager back home. It needs to be clear who they are reporting too.
· International labour relations: 
· Labour unions might not be powerful or even present abroad. They might play a different role.
· Example: Labour unions in China's longterm interests are very closely aligned to the corporation's. 
· Personal safety abroad:
·  Up to HR to know about the context and help the candidate prepare. Things such as car alarm and info about the new location.
· Repatriation: 
· Should  be thought about even before the person leaves. These people might be passed up for promotions, or they might be out of the loop. The skills they might be using/developing are extremely specific and not very transferrable. What if they come home and find that their skills are obsolete. This time away should not hinder their whole career.
· Very common that repatriation can derail a person's career.
· "Out of sight, out of mind" issue.
· HR must have a career development plan p
 
*Global Headquarters is the parent company.
 
Labour cost factors: How different costs are associated with labour. Above and beyond salary, like training. 
 
Success of Canadian Expatriates
· Low failure rates (compared to americans)
· Mix easily with other cultures
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