Chapter 1

What is HUMAN RESOURCES MANAGEMENT?
· HRM  an integrated set of processes, practices, programs & systems in an organization that focuses on the effective deployment & development of its employees
· “Human Resources”  people are as important to the success of any business as other resources, such as money, materials, machinery & information

What are the HRM PROCESSES & PRACTICES?
1. Organizational, work & job design  determining what tasks need to be done, in what order, with what skills & how individual tasks fit together in work units 
2. HR planning  ensuring that people in the organization are the right people with the necessary skills & background
3. Recruitment & selection  sourcing, attracting & hiring the people with the necessary skills & background
4. Training & development  providing the resources to assist employees in developing the necessary knowledge & skills to do their job today & in the future
5. Performance management  ensuring that there are appropriate mechanisms in place to provide feedback to employees regularly
6. Rewards & recognition  developing & administering a variety of rewards & recognition components, including pay & benefits, that will attract, retain, & engage employees 
7. Occupational health & safety  ensuing that the safety & health of employees are maintained
8. Employee & labour relations  ensuring that there are positive & constructive relations between the employees & their supervisors or managers &/or union representatives

WHY STUDY Human Resources Management?
· Important to understand  human behaviour & to be knowledgeable about the various system & practices available to effectively use as well as build a skilled, knowledgeable & motivated workforce

The Partnership of Line Managers & HR Professionals 
Role of THE LINE MANAGER
· Managers + employees  responsible for the success of organization
· Effective leadership of line manager  the talent or intellectual capital of the organization is enhanced
· Line managers  directly interact with employees & responsible for the effective contribution for those employees to the organization
· Leadership important for motivated & engaged employees
· Effective leadership  coaching  influential on how the employees view themselves in the organization
· Line managers need to see the gaps in any skill set when growth & development is an issue
· Line authority  being directly responsible for the produce to service
· HR professionals  typically staff  people who help & support the line managers
· HR professionals  functional authority  legitimate authority in HR areas  recruitment strategies or developing organizational programs to recognize employees

Role of the HR PROFESSIONAL
· Line managers must understand & the role or function HR professionals play  part of the organization or external resources retained by the organization
· HR practitioners  more professional  trained with common bodies of knowledge & information
· HR practitioner  primary role  help equip the line manager with the best people practices  organization can be successful
· Service activities  recruiting & training
· Active in policy formulation & implementation 
· HR professional can be an employee advocate  listening to employee concerns & ensuring that the organization is aware of & responding to those concerns
· Line manager would select best person for job from pool of applicants 

The ONGOING PARTNERSHIP
· Managing people is every manager’s responsibility & obligation 
· equip line managers with thorough understanding of good HRM practices  having HR unit or retaining expertise when needed
· HR unit help design  & deliver programs & services to better equip employees, supervisors & managers to contribute to organizational success
· HR unit  greater role in top management planning & decision making

Current Business Issues & the Changing Nature of Work
Issue 1  GLOBAL ECONOMY
· Canadian economy  exports
· Impact of globalization
· Offer customers anything, anytime, anywhere around the world
· Globalization  moving local or regional business into global marketplace
· In order to remain competitive  managers of large & small organizations must ensure that they manage their human resources in the most productive, efficient, & effective way possible
· Effect on Business
· Increase competition
· More partnership
· Effect of globalization on HRM
· Different geographies, cultures, laws & business practices
· More international workers  increase complex HR activies

Issue 2: EVOLUTION OF FIRMS & BUSINESS SECTORS
· Due to recession, banking systems in North America are still very restrictive on their lending requirements  not encouraging companies to reinvest any cash o
· Manufacturing (Ontario & Quebec) down significantly  has not recovered
· Managing Costs
· Pressure to lower costs & improve productivity to maximize efficiency in order to be globally competitive
· Labour costs  most significant especially in service & knowledge-intensive industries
· Reduction of labour costs  downsizing & outsourcing
· Downsizing  the planned elimination of jobs
· Labour shortage  careful how they reduce or eliminate work
· Without a well-designed downsizing approach, the company may find that its best & brightest have left
· The manner in which the action is taken to eliminate jobs must be carefully planned
· Employed & departing employees must be looked at carefully  outplacement services
· Outsourcing & Employee Leasing
· Contracting outside the organization for work that was formerly done by internal employees
· The small-business owner saves money, time & resources by outsourcing tasks such as accounting & payroll
· Executives want to focus their organization’s activities on what they do best
· Increase flexibility & decrease overhead costs
· Employee leasing  employees are let go & then hired by a leasing company that contracts back with the original company
· Addition to downsizing, outsourcing & employee leasing, organizations are making more use of contract workers & part-time workers as a way to contain costs
· HRM concerns  managers ensure that these individuals understand & the mission of the organization & are actively engaged & committed to the organization

Issue 3: TECHNOLOGY & QUALITY
· Advancements in technology have enabled organizations to improve processes, reduce costs, & improve quality
· Computer networks  unlimited storage of simple & complex information
· Changing the way they do business
· Internet to transact business  the new norm
· Telework  conducting work activities in different locations through the use of technology
· Not taken on large scale but adopting to ease work scheduling & increase productivity
· Social Networks  better communication & sharer of information with staff in multiple locations
· Influence of Technology in HRM
a. Human Resources management system (HRMS)  technology systems that provides data & information for purposes of control & decision making
b. Produces reports & evaluating HR policies & practices
c. Systems  designed as a resource to be used by the line manager & the HR practitioner to make the best decisions for the organization
d. Store & receive large amounts of information inexpensively 
e. Through networks & Internet  managers can communicate more easily & selectively with others in remote parts of the world  better use of information at their disposal
f. Technology  data & communications platform that helps HR staff link & leverage the firm’s human capital to achieve a competitive advantage
· Quality
g. Managers must also meet customer requirements of quality, innovation variety & responsiveness
h. Better, faster, cheaper  organizations to constantly align their processes with customer needs (Six sigma & Lean)  approaches to responding to customers
i. Requirement to hire staff that can work in teams, necessity of having compensation systems that support quality objectives & the need to have performance management systems that recognize the importance of customer satisfaction & service excellence
j. TQM  total quality management  management philosophy that focused on understanding customer needs, doing things right the first time & striving for continuous improvement
k. Systematic approach  Six Sigma
i. Process used to translate customer needs into a set of optimal tasks performed in concert with one another
ii. Makes improvements through diagnosing & solving problems
iii. Catches mistakes before they happen
l. Lean  similar to six sigma but is more inclusive organizational system of workplace improvements that reduce costs, improve overall quality & production & improve working conditions
i. Cost saving results were not anticipated
m. Benchmarking  finding the best practices in other organizations that can be brought into a company to enhance performance
n. HR programs essential to programs such as six sigma  balance two opposing forces
i. Six Sigma’s focus on continuous improvement drives the system toward disequilibrium, while HRM focus on customers, management systems & the like provides the retraining forces that keep the system together

Issue 4: SUSTAINABILITY
· Health of planet & sustainability of economic growth
· Population increasing, natural resources declining & climate is changing
· Businesses  examining threats & opportunities 
· Canada is well-positioned for innovation in clean energy
· New business opportunities created  new jobs & careers will be created
· Chief environment officer

Issue 5: HUMAN CAPITAL & TALENT MANAGEMENT
· Compete through people
· Human capital  the individual’s knowledge, skills & abilities that have economic value to an organization
· Intangible & elusive  cannot be managed the way organizations manage jobs, products & technologies
· Employees, not the organization, own their own human capital
· Supervisor/manager is the link between organization & employees
· Managers are key in helping the organization maintain & develop its human capital
· Develop ways of ensuring superior knowledge, skills & experience within their workforce & to find ways to distribute this capital throughout the organization
· Employees need opportunities for development on the job
· Core competencies  combination of knowledge, skills & characteristics needed to effectively perform a role in an organization
· Define the competency to fit that organization in particular
· find ways of using & improving the competencies that exist & ensure that they are used in all HR processes & activities
· Talent management  leveraging competencies to achieve high organizational performance
· by ensuring that the competencies are in the right places in the organization & then measuring the impact of those competencies against goals
· HR practices that need to be considered in order to attract, keep & engage employees include 
· Having a profile of top talent
· Providing opportunities for professional & personal development 
· Creating a sense of purpose in work

Issue 6: DEMOGRAPHIC & EMPLOYEE CONCERNS
· Diversity & Backgrounds
· Canadian workers  continue to be a diverse group
· Ensuring that skilled immigrants have access to employment opportunities, a number of partnerships have developed such as the Toronto Region Immigrant Employment Council (TRIEC) 
· Purpose of these type of agencies  help immigrants make use of their skills & talents in the workforce so that Canada can become more prosperous as a nation
· Generations at Work
· Working-age population in Canada becoming older
· Fewer individuals than ever in the younger brackets
· Several generations working together Different values & expectations
· Six generations in the workplace, which means that organizations will need to find ways for everyone to work together in a positive & healthy manner
· Gen X  not getting the promotions they expected
· Gen Y  want the company to be socially responsible
· More attention to corporate culture & ensuring that staff fit well with the culture & values of the organization
· Skills & Labour Shortage
· Aging & fewer entrances  shortage
· Shortages becoming more problematic
· Unfortunately, some organizations feel that the problem can be addressed either by doing more advertising or by dedicating more people to recruitment activities
· Employers can do a number of things including providing more mentoring for Millennials, ensuring that the management style in the organization is suitable for both tech-savvy workers & workers who are less tech-savvy & encouraging older works to stay & share their knowledge & expertise
· Economy can slow due to shortage
· Shortage is being addressed by changes in federal government policy  expanded number of foreign students who could acquire permanent residency & earn their Ph.D. here
· Students will remain in Canada to work once their education is completed
· Fast-track systems to gain permanent resident status
· Gender Distribution of the Workforce
· 62% of women over 25 are working
· Equality to women in respect to employment, advancement opportunities, & compensation
· Parental leaves, part-time employment, flexible work schedules, job sharing, telecommuting, & childcare assistance
· Caregivers to aging parents
· Policies & procedures to eliminate sexual harassment in the workplace
· Rising Levels of Education
· Education levels has been steadily increasing
· Less and less employment available for unskilled workers  more sophistication & use of more technologies
· More education  greater chances of having work
· Notable  more & more people are combining school & work  over 60% of full-time students are also working in mostly areas like retail, grocery stores, or food outlets
· Widening gap between the educated & non-educated 
· Different types of work experiences
· University degree is now the new high-school diploma & students may not have the appropriate human capital skills required
· The Changing Nature of the Job & Cultural Changes
· Full-time ongoing job  gone
· Part-time, temporary or contract work counts for nearly half of all jobs created during the last two decades
· 20% of the working population work part-time
· 15% of Canadians are self-employed
· Attitudes, beliefs, values & customs of people in a society are an integral part of their culture  culture affects their behaviour on the job & the environment within the organization influencing their reactions to work assignments
· HR processes & systems must be adjusted to accommodate & integrate these changes
· Employee Rights, Ethics & Privacy 
· Changed the rules for managing employees by granting them many specific rights
· Personal Information Protection & Electronic Documents Act (PIPEDA) is a federal law that deals with the collection, use & disclosure of personal information 
· Requires federally regulated organizations holding personal information on customers or employees to obtain their consent before they use, collect or disclose this information
· Changing Attitudes Toward Work
· Changing attitudes toward work & what will motivate people
· Create supportive & inclusive cultures  seen as great workplaces where people want to do their best
· Employees to define success in terms of personal self-expression & fulfillment of potential on the job
· Less obsessed with the acquisition of wealth & now view life satisfaction as more likely to result from balancing the challenges & rewards of work with those of their personal lives
· Employees who are actively mentored report higher job & personal satisfaction & organizational commitment
· Balancing Work & Family
· New forms that the family has taken  two-wage earner & the single-parent family
· Work organizations find it necessary to provide employees with more family-friendly options
· Flexible work schedules, daycare, part-time work, job sharing, parental leave, executive transfers, spousal involvement in career planning, assistance with family problems & teleworking
· Flexible work schedules create higher levels of job satisfaction & less likelihood that employees will look for other work
· Caregiving  not just for young children but for family members with disabilities or aging parents

Business Strategy & HRM Strategy
· Develops business strategies to enable it to achieve a high level of performance
· Important to recognize the distinction between corporate strategies & business strategies
· Corporate  should we be in business? What business should we be in?  Company-wide & focus on overall objectives, such as long-term survival & growth
· Two main types of corporate strategy
· First, restructuring strategy  ensure long-term survival 
· Second  growth  grow incrementally 
· Can gain new customers by exp&ing internationally 
· Achieved through mergers & acquisitions
· Business strategy focuses on one line of business & is concerned with the question “How should we compete”
· Porter  5 ways in which a business unit can compete
· Low cost providers
· Differentiate their products in a way that will attract a large number of buyers
· By being a best-cost provider through giving more value for the money 
· Focusing on a niche market based on lower cost to select group of customers
· Offering a niche product or service customized to a the taste of a narrow market segment
· Any business strategy  competitive
· Its people as part of its competitive advantage
· Competitive advantage  capacity or quality that gives an organization an edge over its competition
· Productivity, price, quality, deliver or service
· HRM thinking & research -> identifying & implementing people processes & systems that can make a particular firm st& out above the rest
· Develop the employees’ abilities & to motivate employees such that the organization is successful
· For HR processes to lead to organizational success, the HR systems must be supported, used & highly regarded
· HR strategy  must be aligned with business strategy
· HR areas of recruitment, learning & development & retention or talent management become crucial to the attainment of the business goals
· Human Resources management strategy
· Identifying key HR processes & linking those to the overall business strategy
Chapter 2
THE LEGAL FRAMEWORK OF HRM
· Two distinct sets of law  federal and provincial
· Common law  our body of law that has developed from judicial decisions
· employee/employer relationship of trust
· Contract law the laws that relate to legal and binding agreements such as the purchase of a car
· governs a person engaged in a fee-for-service activity for a company
· Government regulations  statutory law
· creates employment conditions, such as providing minimum wages or holidays with pay
· 14 different jurisdictions (government authorities)  14 different set of laws
· Each province and territory has its own legislation that covers employment standards, human rights, labour relations and worker health and safety
· Some provinces and territories have employment equity legislation and some do not
· Federal law  regulates Employment insurance (EI) and Canadian Pension Plan (CPP)  all employers and employees are covered, not just federal employees

FEDERAL EMPLOYMENT LAWS
· Federally regulated  two basic employment laws
· Canada Labour Code  covers basic employment conditions, labour relations, and health and safety in the federal sector
· Canadian Human Rights Act applies to all federal government departments and agencies, Crown corporations, and businesses and industries under federal jurisdiction (banks, airlines, railway companies, and insurance and communication companies)
· Makes decisions on complaints involving discrimination and harassment
· Privacy legislation  two primary laws  one applies to only federally regulated companies and one that extends the federal legislation to princes and businesses within the provinces
· Personal Information Protection and Electronic Documents Act (PIPEDA)
· Personal Information Privacy Act
· Direct influence on how companies and managers handle employee information and the rights of employees regarding this information that a company retains
· Cannot collect personal information without disclosing the full use of it to employees
· As businesses look outside of Canada for new employees, they have become more familiar with the Immigration and Refugee Protection Act when they wish to recruit and hire people who are not citizens

PROVINCIAL EMPLOYMENT LEGISLATION 
· Each province and territory has relatively similar legislation that provinces certain rights and guarantees regarding employment
· Health and safety of workers are also covered by provincial legislation
· Provinces and territories have legislation dealing with human rights and legislation that covers unions and their relationships with employers
· Act respecting labour standards  basic employment conditions
· Labour code  labour relation

Overview of Content Areas
1. HUMAN RIGHTS LEGISLATION
· Most far-reaching impact on employment conditions  human rights
· Originally at federal level  all provinces have enacted similar laws
· Basic foundation  all individuals should have an opportunity equal with other individuals to make for themselves the lives that they are able and wish to have  without being hindered in or prevented from doing so by discriminatory practices based on race, national, or ethical origin, colour, religion, age, sex, sexual orientation, marital status, family status, disability, or conviction for an offence for which a pardon has been granted
· Mandatory retirement  illegal now
· Human rights legislation trumps other employment laws
· Organizations now have higher standards to meet

Discrimination
· Essence of Human rights legislation  prohibit discrimination on the basis of race, religion, gender, age, national or ethnic origin, disability or family or marital status
· Majority of provincial human rights legislation covers sexual orientation
· Systematic discrimination  exclusion of members of certain groups through the application of employment policies or practices based on criteria that are not job related
· Example  employer’s workforce represents one group in our society and the company recruits new employees by posting job vacancies within the company or by word of mouth among the employees
· Likely to generate candidate similar to the current workforce  unintentionally discriminating against other groups of workers in the labour market
· Bona fide occupational qualification (BFOQ)  a justifiable reason for discrimination based on business reasons of safety or effectiveness
· Justified if employer can establish its necessity for business operations
· Differential treatment is not discrimination of there is a justifiable reason
· Supervisor will probably be asked to carefully examine job requirements and demonstrate that certain characteristic is absolutely essential
· HR professionals and line managers would work together to review job requirements to determine if the qualifications met the BFOQ requirement
· Process of hiring can be considered discriminatory if inappropriate questions are asked
· Most decisions made by the Supreme Court of Canada, human rights tribunals and arbitrations have looked at whether the discrimination was intentional or unintentional 
· Intentional  clear and direct, example  only males 5’9” or taller could apply
· Unintentional  requirement that a firefighter be able to run a certain distance within a fixed amount of time
· Employer is required to demonstrate that it is impossible to accommodate individuals discriminated against without undue hardship
· Reasonable accommodation  attempt by employers to adjust the working conditions and employment practices of employees to prevent discrimination 
· Legal obligation
· No longer acceptable for employers to assume that all employees will “fit in” no matter what their special needs
· Employer must find the means to alter systems to meet the needs of their employees as long as this does not cause them “undue hardship”
· Reasonable accommodation may include redesigning job duties, adjusting work schedules, providing technical, financial, and human support services, and upgrading facilities
· Duty to accommodate not just physical disabilities but all the prohibited grounds of discrimination, including mental illness

Reverse Discrimination
· Reverse discrimination  giving preference to members of certain groups such that others feel they are the subjects of discrimination
· Too few women employees, may take active steps to hire more women  while hiring more women, may hire fewer men, opening itself to criticisms that it is discriminating against men
· Caught between handling past discriminatory practices and handling present complaints that they are being unfair
· Organizations may identify the need to hire a certain proportion of people from specific groups, such as visible minorities
· May create a type of quota system for hiring  if there are hard numbers attached to hiring, then it is easy for individuals not in a targeted group to feel discriminated against

Harassment
· Some provinces protect only against sexual harassment  while other provinces prohibit any type of workplace harassment
· Harassment  any unwanted physical or verbal conduct that offends or humiliates a person
· Can be one or several incidents
· Managers must ask if a “reasonable person” would consider a certain behaviour or action as harassment
· Discussion on sexual harassment in the last several eras the focus has been on general harassment in the workplace 
· The Canadian human rights commission defines harassment as follows
· Harassment is any unwanted physical or verbal conduct that offends or humiliates you. Such conduct can interfere with your ability to do a job or obtain a service. Harassment is a type of discrimination. Can take many forms
· Threats, intimidation or verbal abuse
· Unwelcome remarks or jokes about subjects like your race, religion, disability, or age
· Displaying sexist, racist, or other offensive pictures or posters
· Sexually suggestive remarks or gestures
· Inappropriate physical contact, such as touching, patting, pinching, or punching
· Physical assault, including sexual assault
· Supervisors  work with employees to ensure they are behaving and acting in acceptable fashion
· For harassment policies to succeed, confidentiality is necessary and so is a method for filing complaints
· Without organizational commitment  zero tolerance of harassment such policies are meaningless
· Violation of “code”  could be liable for the harm caused by discrimination
· Broadened to include psychological harassment
· Psychological harassment  repeated and aggravating behaviour that affects an employee’s dignity, psychological or physical integrity that results in a harmful work environment
· Quebec, Ontario, and Saskatchewan among them have legislation prohibiting psychological harassment

Enforcement of Human Rights Legislation
· Federal government, and each province and territory have a commission to deal with complaints concerning discriminatory practices covered by legislation
· Canadian Human Rights Commission (CHRC)  deals with complaints from those employees and businesses covered by the Canadian Human Rights Act
· Agencies have ability to interpret the act
· Flow chart to resolve problems  steps:
· Inquiry  individual contacts the CHRC about launching a complaint and the CHRC determines if the allegations fall within its jurisdiction
· Early Resolution and Preventive Mediation  CHRC representative determines if it is the correct agency and if so, encourages the parties to seek resolution by using its trained specialists in mediation 
· Filing a Complaint  if the matter hasn’t been resolved in Step 2 and if the individual wishes to pursue the matter, a complaint is filed  CHRC can decide to deal with the complaint or it can be dismissed  if they will hear the complaint, a review is done to determine if mediation can work
· Mediation  specialists are assigned by the CHRC to assist the parties in finding a mediated solution  this is a voluntary and confidential step
· Preliminary assessment  parties are not willing to be involved in mediation, the complaint is referred to the Investigation Division to determine next steps  this stage of the process can once again include mediation or a decision to have full investigation
· Investigation  includes the gathering of any documents and other evidence is made  a report analyzing the information along with a recommendation as to the further handling of the case is then prepared  report is submitted to the commissioner  commission can dismiss the case, refer it to conciliation or refer to the tribunal for a final and binding decision  tribunal  there is no guarantee that the complaint will be upheld
· Can’t obstruct an investigation or a tribunal  found guilty of an offence that may be punishable by a fine and/or jail sentence
· Provincial human right laws are enforced in a similar manner to that used in the federal system
· Majority of cases resolved at the investigation stage
· No agreement reached  presented to the province’s human rights commission
· Failure to comply with the remedies prescribed by the board of inquiry may result in prosecution 

2. Employment Standards Legislation 
· Federal, provincial and territorial jurisdictions have passed employment standards laws specifying the minimum obligations of employers
· Minimum obligation for federal companies  Canada Labour Code
· Hours of work
· Minimum wages
· Overtime pay
· Vacation pay
· Public holidays
· Vary between provinces
· Views of respective government with regard to its social policy
· Separate branch or agency that administers and interprets the legislation for both employers and employees
· Applies to all employers, unionized or not
· Every employer, large or small need to be aware of legislation
· Bad economic times  look at legal obligations
· Agency or commission that both interprets and enforces the law administers the legislation

3. Labour Relations Legislation
· Labour relations legislation governs both the process by which a trade union acquires bargaining rights and the procedures by which trade unions and employers engage in collective bargaining
· Labour relations legislation applies only to unionized employees and to employers with unionized employees
· Usually administered through an agency called Labour Relations Board  responsible for administering and enforcing the legislation
· Makes decisions on complaints from the union or an employers 

4. Health and Safety Legislation and Workers’ Compensation
· Health and safety of employees is a responsibility of employers
· Violations of health and safety statuses are administered through a government agency  workers’ Compensation Board
· Employer  not only responsible for the health and safety of the workplace, but also for financial compensation if the worker is injured on the job

5. Employment and Pay Equity
· Changing patterns of immigration, the rising labour force participation rates of women, and an aging population with a proportionately higher incidence of disabilities 
· Women, visible minorities, First Nations people and people with disabilities  60% of Canada’s labour force  on the rise
Employment equity
· Equity = fairness or impartiality
· Employment equity  a distinct Canadian process for achieving equality in all aspects of employment
· Establishment of policies and practices designed to ensure equitable representation in the workforce and to redress past discriminations as they relate to employment and employment practices
The Law on Employment Equity
· Employment Equity Act  requires that the federal government, federal agencies, and Crown corporations with 100 employees or more and that are regulated under the Canada Labour Code must implement employment equity and report on their results
· Employer must identify and remove any employment barriers
· Timetable for achieving changes
· No provincial acts pertaining to employment equity  rooted in federal and provincial employment standards legislation, human rights codes and the Canadian Charter of Rights and Freedoms
· Implementation of special measures and reasonable accommodation
· Employment equity legislation  four designated groups in Canada that had not received equitable treatment in employment (the four)
· Significant but different disadvantages in employment
· High unemployment, occupational segregation, pay inequalities, and limited opportunities for career progress
· Women  employment rate 62%
· Aboriginal people  number of young Aboriginal workers will increase  western Canada
· Major employment barriers  low educational achievement, lack of job experience and language and cultural barriers
· Systematic barriers that have a negative employment impact on visible minorities can include culturally biased aptitude tests, lack of recognition of foreign credentials, and excessive levels of language requirements
· Disabilities  51% participating in the workforce
· Attitudinal barriers, physical demands that are unrelated to actual job requirements, and inadequate access to the technical and human support systems that would make productive employment possible
· Extent of the limitations

Benefits of Employment Equity
· Makes good business sense since it contributes to the bottom line by broadening the base of qualified individuals for employment, training and promotions and by helping employers to avoid costly human rights complaints
· Human resources and Social Development Canada administers the federal Employment equity Act and as part of that administration recognizes organizations that have made special efforts to achieve a workforce that is representative of our population
· Recognized for their efforts

Pay Equity
· 1978 Canadian Human Rights Act  pay equity became law
· Federal pay equity law makes it illegal for federally regulated employers to discriminate against individuals on the basis of job content
· Pay equity  practice of equal pay for work of equal value
· Regulated through basic employment conditions legislation  employment Standards Act
· Second principle of pay equity is equal pay for work that may be comparable in value to the organization  compares the value of and pay of different jobs
· Men and women equal pay for equal work value
· Implementation of pay equity is based on comparing jobs performed mostly by women with jobs performed mostly by males
· Use of gender neutral job comparison system to evaluate the jobs in the organization
· Value of work  skills and effort required, responsibilities and the conditions under which the work is performed
· Must be valued fairly
· Federal pay equity legislations applies to the workforce under its jurisdiction and covers all organizations regardless of number of employees
· Complain-based
· Take years for complaints to be resolved

Diversity
· Diversity management  the combination of organizational policies and practices that supports and encourages employee differences in order to reach business objectives
· Inclusive environment  growth, new markets, higher profits, and more loyal customer and employee base
· Diverse workforce  better for society, encourages innovation and creation for enhanced economic growth
· Not only a legal obligation but a business requirement for company success  25% in 2031 of Canada’s population will be immigrants
· Ethno cultural profile of Canada  changing since 1960s and will continue to change dramatically given the federal government’s immigration policy

Creating an Environment for Success
· Complex and lengthy process to transform an organizational culture to one that embraces diversity and is inclusive
· Should be taken slowly
· Leadership is one of the most important variable in an organization’s ability to successfully incorporate the value of diversity into its business strategy
· Good management is key to creating a workplace that values all employees and the talents and skills that they bring
· Training is essential to the success of diversity implementation
· Breaking down barriers is also an important initiative when creating diversity initiatives 
· Added advantage of establishing diversity initiatives  employee retention
· When establishing diversity initiatives, overall review of policies and employment practice must be considered
· Success indicators used most often by Canadian organizations are changes in staff attitudes, particularly in relation to (LGBT)
· Final element in achieving success in the implementation of diversity initiatives is having a performance indicator regarding diversity so that it can be measured, monitored and rewarded
· Will instil those values in the minds of all employees and demonstrate that valuing diversity is part of day-to-day business
· Many Canadian organizations have recognized the competitive advantage gained by embracing diversity within their business strategies  economic sustainability

Chapter 3  Defining & Designing the Work
Relationship of Job Requirements and HRM Processes
· Job  a group of related activities and duties  similar & related
· Position  specific duties & responsibilities performed by one employee
· Work  tasks or activities that need to be completed
· Role  the part and employee plays in an organization  behaviour
· Competencies  characteristics or behaviours necessary for successful work performance in an organization
· Manager  describe what tasks need to be done, in what order, the skills a person needs to successfully perform the work requirements, and the role a person plays in the company 


Job Analysis 
· Job analysis  process of obtaining information about jobs by determining the duties, tasks, or activities, and the skills, knowledge and abilities associated with the jobs  what the job is NOW
· Purpose  improve organizational performance and productivity
· Outcome of job analysis  written job description
· Proactive strategic approach  link the jobs to the organization’s performance
· HR professional undertakes job analysis (sometimes line manager)
· Source of information
· Employee 
· Supervisor
· Subject matter expert
· Job data can be collected through
· Interviews
· Questionnaires
· Observation of someone doing the work
· Employee log
· Any combination of these methods
· Useful approach to analyze information  task analysis
1. Collect task statements gather information about task & transfer into statements  compile a list of statements
2. Identity important statement ask interviewee to rate, investigate disagreement, average & cut off
3. Establish dimension  group statement into logical category
4. Determine KSA
· Potential problem  lack of accuracy
· Employee inflating job  ask follow up & specific questions
· Information not collected from representative sample
· Used observation  exceed observation period
· Ongoing change in job

Job Descriptions
· Job description  a document that lists the tasks, duties and responsibilities of a job to be performed along with the skills, knowledge, and abilities or competencies needed to successfully perform the work
· No standard format
· Typical headings:
· Job title  what the duties might be/nature of work
· Summary of job  describing the overall purpose of the job
· Duties and responsibilities  key duties and responsibilities
· Job specification  Knowledge, skills and abilities
· Performance standards  several expected results of the job
· Date  Currency of the information/HR purposes	
· Job specification  statement of the needed knowledge, skills, and abilities of the person who is to perform the position; the different duties and responsibilities performed by only one employee
· Job descriptions are of value to both the employees and the employer

Problems with Job Descriptions
· poorly written, using vague rather than specific terms  provide little guidance to the jobholder
· not updated as job duties or specifications change
· They may violate the law by containing specifications not related to job success
· They can limit the scope of activities of the jobholder
· They do not contain standards of performance, which are essential for selecting, training, evaluating and rewarding jobholders
· They can be the basis for conflict, including union grievances, when expected behaviours are not included

Writing Clear and Specific Job Descriptions
· use statements that are concise, direct and simply worded
· Job descriptions and specifications can still be vague  not too restrictive
· Legal environment  created what might be called an age of specifics
· Human rights legislation  requires that the specific performance requirements of a job be based on valid job-related criteria
· Written job descriptions must match the requirements of the job
· Reasonable accommodation is used most frequently to match religious or disability needs, although any prohibited ground for discrimination under human rights legislation would have to be considered for reasonable accommodations

Job Analysis in a Changing Environment
· Traditional approach  static job environment & large organizations in which jobs remain relatively stable even though incumbents who might hold these jobs perform them differently
· Dynamic environment  job demands rapidly change  job analysis data can quickly become inaccurate, and out-dated job analysis information can hinder an organization’s ability adapt to change
· several novel approach to job analysis may accommodate needed change
· future-oriented or strategic-oriented approach managers have a clear view of how jobs should be restructured to meet future organizational requirements
· competency-based approach  emphasis is placed on characteristics or behaviours of successful performers rather than on standard job duties and tasks and so on
· living job description updated as the job changes
· Line manager and employees ensure that duties, responsibilities, skills and other work characteristics are documented on an ongoing basis
· Need to have the right people with the right skills at the right time  contemporary managers must take the time to think about the work and these kills required to do the work

Uses of Information From Job Analysis
· Recruitment  process of locating and encouraging potential applicants to apply for job openings
· Selection  after you have located individuals who are interested in working for you, you must now hire someone
·  process of choosing the individual who has the relevant qualifications and who can best perform the job 
· Legal Issues  Job specifications used as a basis for selection sometimes bore little relation to the duties identified in the job description 
· Employers must be able to show that the job specifications used in selecting employees for a particular job relate specifically to the duties of that job

Training and Development
· Any discrepancies between the knowledge, skills and abilities demonstrated by a jobholder and the requirements contained in the description and specification for that job provide clues to training needs
· Accurate job specifications and descriptions are essential 

Performance Reviews 
· Job requirements contained in the job analysis provide the criteria for evaluating the performance of the jobholder
· Linked to the business performance goals and strategies incorporated in the performance management systems
· Results  reveal whether certain requirements established for a job continue to be valid
· If criteria for performance evaluation are vague and not job related  employers may find themselves being charged with unfair discrimination 

Health and Safety
· Job analysis identifies the health and safety-related physical and mental capabilities required to perform the job, and the work environment conditions in which the job is performed
· Existing and potential safety hazards associated with workplace injuries or illnesses

Compensation

· Job descriptions are often used solely for compensation purposes
· Rate at which a job is paid, the relative worth of the job is one of the most important factors 
· Pay rate  based on what the job demands of an employee in skill, effort and responsibility as well as on the conditions and hazards under which the work is performed

Job Design
· Outgrowth of job analysis  job design
· Job design  process of defining & organizing tasks, roles and other processes to achieve employee goals and organizational effectiveness
· Improve organization performance & achieve employee goals
· Appropriately altering and modifying the job so that there is a good person – job fit and person-organization fit
· The basis
· Organization objectives  why job exists
· Ergonomic concerns  capabilities of employees
· Employee attitude & behaviour  influence employees contribution
· Industrial engineering concerns  technologically efficient
· Job design strategies can include the following 
· Job rotation  people move from one job to another to learn new tasks
· Job enlargement  person’s job expands in the types of tasks he or she is expected to perform
· Leadership teams  leader takes on multiple responsibilities and activities
· Job enrichment  person’s job takes on higher-order responsibilities
· Job crafting  person initiates, shapes, and customizes his or her work

Job Design and Job Characteristics
· Job Characteristics Model  an approach to job design that recognizes the link between motivational factors and components of the job to achieve improved work performance and job satisfaction 
· Motivated, satisfied and productive employee is one who
· Experiences meaningfulness of the work performed
· Experiences responsibility for work outcomes
· Has knowledge of the results of the work performed
· There are five job characteristics in this model
· Skill variety  job entails a variety of different activities, which demand the use of a number of different skills and talents by the jobholder
· Task identity  job requires completion of a whole and identifiable piece of work – that is, doing a job from beginning to end with a visible outcome
· Task significance  the degree to which the job has a substantial impact on the lives or work of other people, whether in the immediate organization or in the external environment
· Autonomy  the degree to which the job provides substantial freedom, independence, and discretion to the individual in scheduling the work and in determine the procedures to be used in carrying it out
· Feedback  degree to which carrying out the work activities required by the job results in the individual being given direct and clear information about the effectiveness of his or her performance
· Works best when certain conditions are met
· Condition  employees must have the psychological desire for the autonomy, variety, responsibility, and challenge of enriched jobs

Designing Work for Group Contributions
· Group techniques developed to involve employees more fully in their organizations  two characteristics in common  enhancing collaboration and increasing synergy
· Collaboration increased  techniques can improve work processes and organizational decision making
Role of Management 
· Managers and supervisors have played the role of decision maker 
· When designing work for either individual or group contributions, it is critical that the organization be clear on what is expected of managers and supervisors and the skills necessary to be successful
· Organizations have found that the success of employee involvement depends on first changing the roles of managers and team leaders
· Leadership is shared among team members  growing number of cases

Employee empowerment
· Employee empowerment  granting employees power to initiate change, thereby encouraging them to take charge of what they do
· Empowerment  defined as pushing down decision-making responsibility to those close to internal and external customers
· Job crafting  strategy where workers do not wait for management initiatives but customize, modify, and craft their own work to meet both their needs and the organizations goals
· organizations must encourage these conditions 
· Participation  employees take control of their work tasks
· Innovation  environment must be receptive to people with innovative ideas and must encourage people to explore new paths and to take reasonable risks at reasonable costs
· Access to information  Employees must have access to a wide range of information
· Accountability – empowerment does not involve being able to do whatever you want  empowered employees held accountable for their behaviour toward others
· Employee empowerment succeeds when culture of organization is open and receptive to change
· For empowerment to work  must be aligned directly with the strategy of the organization and individual accountability throughout the entire enterprise

Employee Engagement
· Employee engagement  employee who is committed and dedicated to the organization – where the organization has truly captured the total person in achieving organizational outcomes
· Management to view engagement  by ensuring that workers are treated fairly and equitably
· Organizational Justice theory  workers’ evaluative assessments of fairness can influence their attitudes and behaviours
· Three dimensions define organizational justice 
1. Procedural justice  proposes that organizational decision-making process should be consistent, ethical and fair
2. Distributive justice  proposes that the consequences of decisions be perceived by workers as fair, equitable and equally applied
3. Interactional justice  concerned about interpersonal treatment,  proposes that workers should be treated with respect and provided adequate explanations concerning their work
· Conditions to support engagement
· Communication  consistent & non ambiguous
· Hopeful future  propose attractive opportunity & work in future
· Development  invest in developing employees
· Performance  commitment to performance  support employees to achieve goals

Employee Teams
· Employee teams  employee-contributions technique in which work functions are structured for groups rather than for individuals, and team members are given discretion in matters traditionally considered management prerogatives, such a s process improvements, product or service development and individual work assignments
· Team seeks to make members of the work group share responsibility for the group’s performance
· Two issues that are important in the design of work for teams 
· The appropriate use of teams
· The types of teams
· Job tasks that require specialized individual expertise may be inappropriate for teams
· Virtual teams  a team with widely dispersed members linked together through computer and telecommunications technology 
· Regardless of the structure or purpose of the team, here are a few of the characteristics of successful teams
· Commitment to shred goals and objectives
· Consensus decision-making
· Open and honest communication
· Shared leadership
· Climate of co-operation, collaboration, trust and support
· Valuing of individuals for their diversity
· Recognition of conflict and its positive resolution

Future Design of Organizational Work
· Organizations have been responding by replacing traditional jobs with a range of non-traditional employment forms and flexible arrangements such as these
· Contract or freelance work
· E-work
· Temporary work
· Job or work sharing
· Telework
· Compressed workweek
· Mobile workb
· Home-based work
· Flex-time or flex-year
· Time-limited projects
· Partnership arrangements or talents
· Pooling
· Future job design practices will require more attention to job crafting, the broader organizational context and culture, distributed teams, the social and relational aspects and attributes of work, diversity and the lining of competencies, work and organizational strategy 
· Since such arrangements can change the role of line managers, they need to be comfortable with and accepting of the changes
· Non-traditional employment forms such as contract work, telework, e-work
· Use and convergence of social, mobile, and cloud computing technologies
· Dynamic and fluid relationships
· More attention needed in job crafting to ensure organization context and culture is part of design 

Chapter 4
Human Resource Planning
· Look at the skills of the people
· Strategic plans  broader in scope, longer in time frames, provide overall direction, and apply to the entire organization
· Human resource planning  process that the people required to run the company are being used as effectively as possible, where and when they are needed, in order to accomplish the organization’s goals
· Have the right people with the right skills in the right jobs at the right time
· Anticipate current & future needs 
· Forecasting demand & supply for particular types of employees

Linking HR Planning to Strategic Planning
· Strategic planning where major business objectives are identified  comprehensive plans are developed to achieve the objectives
· Anticipate & make provisions o have people required  meet these objectives
·  HR planning  systems & practices can be aligned to the overall business strategy
· People capabilities to adjust to changes in the environment
· Developing leaders for the future  efforts on leadership development

Importance of HR Planning for Staffing Needs
· Dramatic shifts in labour force  managers become more involved in planning their staffing needs  changes in methods of employee selection, training, compensation, and motivation
· Several intangible costs as a result of no people planning train replacement

HR Planning Approaches
· Need to forecast the demand for employees
· Quantitative approaches
· Trend analysis  organizational index (previous data)  projections of requirements   external
· Markov analysis  method for tracking the pattern of employee movements through various jobs  promoted, remain, demoted, transferred  internal
· Staffing tables  graphic representations of organizational jobs along with the numbers of employees currently occupying  potential future employment needs  external/internal
· Qualitative Approaches
· Management forecasts  opinions of managers knowledge about the organization’s future employment needs  external
· Skills inventory  information about the education, experiences, skills, etc. of current staff  internal

Results of HR Planning
· To achieve a useable balance between the demand for and supply of employees
· HR planning steps
1. Forecast demand for labour
2. Determine supply of labour externally and internally
3. Identify the gap between demand and supply
4. Develop action plans to eliminate the gap
· Oversupply  attrition, leave of absence without pay, job sharing, reduced hours
· Shortage  full-time/part-time hiring, leasing of employees, use of overtime, retention strategies

Ways to Deal with Oversupply of Labour
· Attrition  the natural departure of employees through people quitting, retiring or dying
· Avoid downsizing   estimate the # of people leaving
· If too many people leave  high turnover can cost the company more money than intended
· More short-term  leave of absence without pay  job-sharing  reduce working hours  or it can redeploy people to units that have a need

Ways to Deal with Shortages of Labour
· Maybe short-term 
· Hire part-time staff to cover for absences of regular
· Temporary employment agency to acquire short-term staff, particularly in areas where a certain type of expertise is required 
· Increase overtime, enhance retention strategies and lease employee

Recruitment
· Recruitment  the process of locating and encouraging potential applicants to apply for jobs
· Within and/or outside the organization
· Some companies  ongoing recruitment efforts
· Challenge  continue recruitment during tough economic times
· Focus on employee retention as well as on accessing new talent
· Branding  refers to the need to have a total and holistic approach to how the marketplace sees the company or products
· The recruitment process 
1. Planning for staffing needs
2. Identification of current or future job openings
3. Getting individual job information (job description and job specifications)  KSA
4. Determining recruitment method (internal or external)
5. Creating pool of potential qualified applicants

Recruiting Within the Organization
· Most public-sector organizations and many private-sector organizations  follow a policy of filling job vacancies above the entry-level position through promotions and transfers from within the organization
Advantages of Recruiting from Within
· Reward for past performance
· Makes use of people who already know the organization
· Motivates other employees
· Helps achieve diversity initiatives (promotions, key development assignments)
Disadvantages of Recruiting from Within
· Certain jobs require specialized training and experience that cannot be filled from within the organization and must be filled from the outside
· Potential candidates from the outside should be considered
· Prevent the inbreeding of ideas and attitudes
· May not have people with broad enough experience
· May need new ideas and perspectives, potentially even those of a competitor

Methods of Locating Qualified Internal Job Candidates
Human Resource Management Systems
· Information technology made it possible for organizations to create databases that contain the complete record and qualifications of each employee within an organization
· Resume-tracking system Oracle and SAP
· Allow an organization to rapidly screen its entire workforce to locate suitable candidates to fill an internal opening
Succession Planning
· Process of identifying, developing, and tracking key employees for future promotions or transfers
· When job opens up  make use of succession plan and put the employee in the vacant position
· Relies on organization identifying its long-term goals, outlining the competencies required to achieve those goals and making sure that the employee is developed in order to assume other roles and take on other responsibilities
Internal Job Posting
· method of communicating information about job openings
· Internal advertising can be done through a company’s intranet, e-mails, or other types of internal memos, and company newsletters
· may not be realized unless employees believe the process is being administered fairly

Recruiting Outside the Organization
· Fill positions by bringing people in from outside the organization
· Chain reactions can occur  one person gets promoted  that job is now open and so on

Advantages and Disadvantages of External Recruitment
· Advantage 
·  individual brings certain unique skills that the company needs now 
· bring in people with a variety of different experiences  & perspectives
· may increase innovation & creativity
· Disadvantages
· Lack of first-hand information about performance on-the-job
· Person may not know industry
· May not be able to attract people due to salary constraints
· May not align well with organizational values and culture
· Time as well as money spent on recruiting
· Can cause internal dissension

Labour Market
· Labour market   geographical area from which applicants are recruited
· Vary with type of position to be filled, salary, supply of labour
· High degree of knowledge and skills  national or even international in scope
· Little skill  encompass only a small geographic area
· Reluctance to relocate  cause them to turn down offers of employment 
· Reaching its employment equity goals may be another factor in determining the sources from which to recruit
· Dynamics of labour market mirror the general economy  poor economic climate  many people unemployed  larger pool of applicants
· Good HR planning activities will continue to look for qualified applicants whether the economy is good or poor

Outside Sources of Recruitment
· Networking, referrals from previous and existing staff, information from customers/clients, and involvement in the community are a few ways that organizations seek people outside the organization
1. Advertisements 
· Web sites, newspapers, or trade journals, other media used include radio, television, billboards, posters, and e-mail blasts
· Some degree of selectivity from newspapers and journals directed toward a particular group of readers
· Well-written advertisements highlight the major assets of the position while showing the responsiveness of the organization to the job and career needs of the applicants
· Advertisement must be eye-catching whether in print media or in an Internet environment 
2. Canada’s Human Resource and Skills Development (HRSDC)  responsible for administering the Employment Insurance program through its Service Canada agency, found in most communities
· Service Canada  national job bank that lists information about jobs across the country province by province
3. Internet
· Most commonly used search tactic by job seekers (60% of Canadians with Internet access have gone online in search of a job)
· approach is cheaper, faster and potentially more effective
· Companies use their Websites to announce job openings & recruiting sites
· A person tends to be unemployed 25% less time by making use of Internet job postings
· Prepare Internet advertisements in a careful way so that the Web site does attract the qualified people you are seeking
· Easily and quickly process the number of applications that can come from their own sites or other job search engines
4. Employment Agencies
· Executive search firms and temporary employment agencies, attempt to match applicants with the specific needs of a company
· Specialize in serving a specific occupational area
· Private agencies usually focus on clerical, technical and junior-middle management whereas executive search firms tend to focus on senior and executive management
· Find a recruiter who is knowledgeable, experienced, and professional
5. Educational Institutions
· Source of young applications with formal training but relatively little full-time work experience
· High schools  clerical and blue-collar jobs
· Community college  various types of specialized training  technical jobs
6. Open houses and job fairs
· May also use open houses and job fairs to recruit new employees  particularly if the organization is expanding or is looking for particular types of skills
· Open house  potential applications are encouraged to visit the company and see what might be available
7. Employee referrals
· Recruitment efforts of an organization can be aided by employee referrals or recommendations made by current employees
· Finding high quality employees  high
· Effectiveness of this recruitment effort can be increased by paying commissions or bonuses to employees when they make a successful “recruitment sale”
8. Unsolicited Applications and Resumes 
· Many employers receive unsolicited applications and resumes from individuals who may or may not be good prospects for employment
· Introduce themselves to organizations that are of interest to them
· Good public relations dictate that any person who contacts an organization for a job be treated with courtesy and respect
9. Professional Organizations
· Many organizations and societies offer a placement service to members as one of their benefits
· Advertised in journals or publicized at their national meetings
10. Unions
· Employee belongs to labour unions  those unions can be a principal source of applicants for blue-collar jobs and for some professional jobs
· Provide a supply of applicants for short-term needs
· Employers wishing to use this recruitment source should contact their local union for employer eligibility requirements and applicant availability
11. Recruitment for diversity
· Employers will often focus on attracting potential staff in communities of different ethnic and cultural backgrounds
· Canada  no quota system under employment equity legislation
· Desire to recruit a diverse workforce, recruiting for small businesses can be especially difficult  as the firm grows from owner-operated into a larger company
· Managers may also be actively involved in the recruitment “outreach” programs, where they speak at ethnic community centres to let people know about employment opportunities with their company
Selection
· Choosing (making a hiring decision) person(s) with the relevant qualifications to do the work (now or projected)
· Assessing applicants qualifications
· Choosing the one most suitable
· Challenge  getting information this is:
· Reliability  the degree to which interviews, tests, and other selection procedures yield comparable data over time & alternative measures
· Validity  how well a test or selection procedure measures a person’s attributes
· Prior to selection process  important to reconfirm the necessary knowledge, skills and abilities for the job

The Selection Process
· Number of steps in selection process and their sequence will vary
· Steps in the selection process
1. Completion of application form or submission of resume
2. Initial screening/interviewing by HR person
3. Employment tests
4. Supervisory or team interview
5. Reference checks
6. Hiring decision
· Factors affecting Hiring decision:
1. Job requirements  KSA
2. Organization culture  how employee’s role & responsibilities fit in larger context
3. Organization constraints  policies, finances, recruitment sources, business conditions
· No matter which method used  essential that it conform to accepted ethical standards, including privacy, and confidentiality as well as legal requirements

Sources of Information about Job Candidates
· Many sources of information are used to provide as reliable and valid a picture as possible of an applicant’s potential for success on the job

1. Application Forms and Resumes
· provide a fairly quick & systematic means of obtaining a variety of information about the applicant  ask very specific info
· Several purposes 
· They provide information for deciding whether an applicant meets the minimum requirements for experience, education and so on
· They provide a basis for questions the interviewer will ask about the applicant’s background
· They also offer sources for reference checks
· Many organizations do online applications
· Consequences of falsifying information on applications and resumes are frequently severe such as termination
· Basic information  also creativity, personality & interest
· Some suggestions for putting together an application form
· Application date
· Educational background  not the dates attended  can be connected with age
· Experience  all questions are good
· Arrests and criminal convictions  to be avoided  if bonding is a requirements, ask if the individual can be bonded
· Country of citizenship  not permitted  allowed to ask if legally entitled to work in Canada
· References  permissible and advisable
· Disabilities  avoid asking applicants this 

2. The Employment Interview
· Rare to hire someone without some sort of interview
· Remains a mainstay of selection because
· It is especially practical when there are only a few applicants
· It serves other purposes, such as public relations
· Interviewers maintain great faith and confidence in their judgments
· Purpose  gather relevant information to determine whether the candidate has the skills, abilities, and knowledge to be successful on the job in the organization
Interviewing Methods
· One-on-one
· Most often face-to-face interview occurs between the applicant and an interviewer
· Interviewer  HR professional or a supervisor
· Structure of questions  behavioural description interview (BDI), situational or non-directive
· Panel or group interview
· Involves a panel of interviewers who question and observe a single candidate
· Interviewers pool their observations to reach a consensus about the suitability of the candidate
· Structured questions, situational questions, BDI questions or a combination of all three
· Telephone interview
· Telephone interview as the first interview in the screening process
· Conducted by someone form the company, or with the advent of technology, companies can use software where applicants are asked to respond to questions by touching a keypad
· Internet-Based Interview
· Technology has also enabled organizations to pre-screen or assess applicants online
· Growing number of organizations  online assessment tools to help with the interview process
· GMA  general mental ability  personality profiles
· Answers compared either with an ideal profile or with the profiled developed on the bases of other candidates’ responses
· Assist in filtering out unqualified candidates
· Computer interview conducted in conjunction with online test can measure everything from contradictory responses to time delays related to answering to the applicants’ keyboarding skills
Types of Interview Questions
· Structured Questions
· create structured questions to determine if the person has the competencies to do the work
· More consistent basis for evaluating job candidates
· Help reduce the possibility of legal charges of discrimination
· Behavioural description interview (BDI)  question about what a person did in a given situation
· Based on solid research that past performance is the best predictor of future performance
·  applicant’s ability to perform successfully in the organization’s environment
· This type of interview question is being used more for a number of reasons
· Answers can provide a rich source of information  questions are based on the job requirements directly related to the skills and competencies needed to successfully perform the work
· Responses provide a clear view of the candidate’s past behaviour and results
· Responses provide consistency to selection process due to format of questions
· Answers are noted and rates based on previously established guidelines
· Provides a high degree of validity when done properly
· Situational question  question in which an applicant is given a hypothetical incident and asked how he or she would respond to it
· Unstructured Questions
· Broad and open-ended and allow the candidate to talk freely with little interruption from the interviewer

Guidelines for Employment Interviews
· If not continuous training  should be done periodically for managers, supervisors, and HR representatives who conduct interviews
· 10 ground rules for employment interviews that are commonly accepted and supported by research findings 
1. Establish an interview plan  areas and specific questions to be covered
2. Establish and maintain rapport  greet the applicant pleasantly, purpose, interest, listen
3. Be an active listener  strive to understand, comprehend
4. Pay attention to nonverbal cues
5. Provide information a freely and honestly as possible 
6. Use questions effectively  obtain truthful answers  no leading
7. Separate facts from inferences  record factual information
8. Recognize biases and stereotypes
9. Control the course of the interview
10. Standardize the questions asked
· Employers have found it advisable to provide interviewers with instructions on how to avoid potentially discriminatory questions in their interviews

3. Employment assessments 
· Employment assessment  objective and standardized way to assess a person’s KSAs, competencies, and other characteristics in relation to other individuals
Types of Employment Assessments/Tests
· Employment assessments/tests may be classified in different ways
· Aptitude tests  measures of person’s capacity to learn or acquire skills
· Achievement tests  measures of what a person knows or can do right now
· Cognitive ability tests
· Cognitive ability tests  measure mental capabilities  general intelligence, verbal fluency, numerical ability and reasoning ability
· General Aptitude Test Battery (GATB)
· Graduate Management Aptitude Test (GMAT)
· Can be developed to measure specialized areas such as reading comprehension and spatial relations
· While cognitive ability tests are highly predictive of the applicants’ performance on the job frequently these tests are viewed as unfair – by both managers and candidates
· Personality and Interest Inventories
· Personality tests measure personal characteristics such as extroversion, agreeableness and openness to experience
· Prediction of job performance  low
· Useful when assessing candidates for managerial roles
· Emotional Intelligence/Emotional and Social Competence
· Newer and greatly debated  emotional intelligence of applicants
· Leadership roles
· Emotional intelligence (EI) personal set of qualities that are distinct form cognitive ability and important for success
· EI  evolving into emotional and social competence  ESC
· Physical Ability Tests
· Good for demanding and potentially dangerous jobs like those held by firefighters and truck drivers
·  strength and endurance tend to be good predictors of performance on the job, but possibly also of ability to minimize injuries on the job
· Job Sample Tests
· Job samples test, or work sample tests, require the applicant to perform tasks that are a part of the work required on the job
· Substance Abuse (drug and alcohol) testing
· The Canadian Human Rights Commission and some of its provincial counterparts have issued policies on employment-related drug testing
· In Canada, cannot do random substance abuse testing (in U.S. they can)  even in safety sensitive work
· Addiction to alcohol or drugs is considered a disability and the employer is to be guided by legislation 
· If the employer has established that drug testing is job-related – typically, this involves safety issues – the candidate must be informed that job offers are conditional on the successfully passing of a drug test and that this test will be required during the course of employment

4. Reference Checks
· Electronic and telephone reference checks
· Used to screen and select employees, they have not proved successful for predicting employee performance
· Written letters  notoriously inflated, which limits their validity
· Telephone  preferable
· Employer has no legal obligation to provide a former employee with a reference
· Avoid liability  many employers are providing a perfunctory letter of reference  supplies only the name, employment dates, last position with the company and final salary
· Don’t want to create legal issue for themselves
· Telephone interviews  most effective  one key question  would you rehire this employee?
· Supplying references  responsible manner without making statements that are damaging or cannot be substantiated
· Inadequate reference checking can contribute to high turnover or difficulties with the employee

Summarizing Information about Applicants
· Interested in what an applicant both can do and will do
· Specific criteria must be established under the various factors, especially for the can-do factors
· Helpful to remember that summarizing the information about the candidates is not a mechanical process

Decision Strategy 
· People will typically approach the hiring decision one of two ways
· clinical approach  each person involved will use different weights to the applicants’ background  lead to different decisions and frequently demonstrates biases and stereotypes as it is base don personal judgment
· statistical approach  criteria for successful job performance are listed and weighting factors are assigned  information gathered from interviews and assessments are then combined with the person receiving the highest score being offered the job  important to identify any threshold or cut-off  point where person is no longer considered  statistical approach provides a far better outcome-hiring the best person for the job- than clinical approach
· Can-do factors Knowledge, skills and aptitudes 
· TIMES
· Will-do factors Motivation, interests, personality characteristics
· EQUALS
· Job performance

The Final Decision 
· Line manager makes the decision as to who gets hired
· Manager knows the importance of the steps necessary to make a good decision
· In large organizations  notifying applicants of the decision and making job offers is often the responsibility of the HR department

Chapter 5
Introduction
Process allow employees & organization to learn  increase human capital
· Orientation  familiarizing new employees with the organization, their jobs & work unit embedding organizational values, beliefs and accepted behaviours
· Training  the acquisition of skills, behaviours, and abilities to perform current work
· Development  the acquisition of skills, behaviours, and abilities to perform future work or to solve an organizational problem

Approach to Orientation, Training, and Development
· Primary goal  contribute to the organization’s overall goals, orientation, training and development programs should be structured with an eye to organizational goals and strategies
· System approach to training  ensures investments in orientation, training and development have maximum impact on individual and organizational performance
· Learning  ongoing change in behaviour & thinking
· System approach  four phases
1. Needs assessment
2. Program design
3. Implement the program
4. Evaluation of training program

The Scope of Orientation, Training, and Development
· All employees need some type of training and development on an ongoing basis to maintain effective performance or to adjust to new ways of work
· Learning  refers to an ongoing change in behaviour and thinking  ultimately the goal of training and development
· Train new employees  bring KSA’s up to level required for satisfactory performance

Investments in Training
· $688 per employee each year on formal training Decreased by 40%
· Organizations that tend to make the Best Employers in Canada lists tend to place a much higher value on the continued learning and development of their employees
· The Conference Board of Canada  found that the top strategic goals of Canadian organizations were to improve organizational performance, develop leaders, and align learning with business objectives
· Costs and benefits beyond performance and productivity, such as recruitment and retention, need to be assessed
· Effective and transferable to workplace  important that employers provide support – whether it is paying for the training, ensuring the use of the new KSAs on the job, or encouraging workers to increase their skills set

Systematic Orientation, Training, and Development
· Phase 1  Conducting the needs analysis
· Determine if there are training needs  employee need vs what they have gap?
· Needs assessment  organizational level, task level, and the person level
· Answer specific questions to see the gap and determine specific action plan to be developed to address the gap
· Organization level  what is happening in org. environment?
· Training issues  revolve around the strategic initiatives of an organization Mergers and acquisitions
· Technological change, globalization, re-engineering, and total quality management, all influence the way work is done and the types of skills needed to do it
· Organizational restructuring, downsizing, empowerment, and teamwork  immediate training requirements
· Task level  what does the task require?  KSA
· Employee level  who should be offered training?
· Performance issues  due to ability problems  training is a good intervention
· Performance issues due to poor motivation or factors outside an employee’s control  training may not be the answer
· Managers  sit with employees  talk about areas for improvements  determine the training and developmental approaches that will have maximum benefits

· Phase 2: designing the training program
· Design (or buy) appropriate training programs  meet training needs previously identified
· Appropriate Training Program  focus on four related issues
· Instructional objectives  desired outcomes of a training program  measureable and specific
· Trainee readiness & motivation  the consideration of a trainee’s maturity & experience when assessing him 
· Remedial training, meaningful to employee, supervisor/peer support
· Six strategies can be essential
· Use positive reinforcement
· Eliminate threats and punishment
· Be flexible
· Have participants set personal goals
· Design interesting instruction
· Break down physical and psychological obstacles to learning
· Principles of learning  shifting from a focus on the organization to a focus on employees
· characteristics of training programs that help employees grasp new material, make sense of it in 
a. Goal setting
b. Individual differences
c. Active practice and repetition
d. Whole-versus-part learning  most jobs can be broken down into parts that lend themselves to further analysis  determine most effective manner for completing each part then provides a basis for giving specific instruction
e. Massed-versus-distributed learning  amount of time devoted to practice in one session
f. Feedback and reinforcement
g. Meaningfulness of presentation
h. Modelling
· Behaviour modification  technique that if behaviour is rewarded, it will be exhibited more frequently in the future
· Characteristics of instruction (trainers)
· Success of any training activity will depend in large part on the skills and personal characteristics of those responsible for conducting the training
· Instructional objectives

· Phase 3  implementing the training program
· Major consideration in choosing among various training methods is determining which ones are appropriate for the KSAs, schedule & conduct
· On-the-job training employees are given hands-on experience with instructions from their supervisor or trainer
· Requires careful planning & structure  goals, evaluation
· poor training skills of managers  absence of well-defined job performance criteria
· Apprenticeship training  system of training  is given through instruction & experience, both on and off the job, in the practical & theoretical aspects of the work 
· Co-operative training and internship programs
· Co-operative training  combines practical on-the-job experience with formal education
· Internship programs  programs jointly sponsored by schools that offer students the opportunity to gain real-life experience  allowing them to find out how they will perform in work organizations
· Classroom Instruction  enables maximum number of trainees to be handled by the minimum number of instructors  information is presented in lectures, demonstrations, films, and videotapes or through computer instruction
· Vestibule training
· Self-directed learning
· Individuals work at their own pace at programmed instruction  books manuals, or computers to break down subject matter content into highly organized, logical sequences that demand continuous response on the part of the trainee
· Audio-visual  methods are used to teach the skills and procedures required for a number of jobs
· Video conferencing, teleconferences, webinars
· Simulation  used when it is either impractical or unique to train employees on the actual equipment used on the job  aircraft
· E-learning  learning that takes place through electronic media  wide variety of applications  web-based and computer-based training (CBT) and virtual classrooms
· Helps alleviate boredom trainees can experience 
· Can be very sophisticated  flexible, cheap & popular
· On-the-Job experiences  present managers with the opportunities to perform under pressure and to learn from their mistakes  hands on experience
· Needs to be well organized, supervised and challenging to the participants
· Methods of providing on-the-job experience
· Coaching  continuing flow of instructions, comments and suggestions from the manager to the subordinate
· Mentoring  involves an informal relationship in which an executive coaches, advises, and encourages a more junior employee
· Understudy assignments  groom an individual to take over a manager’s job one ay
· Job rotation
· Lateral transfer  involves horizontal movement through different departments
· Special projects and junior boards  opportunity for individual to become involved in the study of current organizational problems
· Action learning  gives managers release time to work full-time on projects with others in the organization 
· Staff meetings  enable participants to become more familiar with problems and events occurring outside their immediate areas
· Planned career progressions  utilize all these different methods to provide employees with the training and development necessary to progress through a series of jobs required higher and higher levels of knowledge and/or skills
· Seminars and conferences
· Involve group of people with similar needs/interest
· Useful for communication of ideas, policies, procedures, discussing issues
· Case studies  use documented examples  analyze & synthesize facts  be aware of important variables & improve decision making skills
· Emphasize process & solution
· Management games  valuable for bringing a hypothetical situation to life and provide experiential learning
· Role playing  consists of assuming the attitudes and behaviours  playing a role 
· Requires learners to be very comfortable with each other
· Phase 4  evaluating the training program
· Four basic methods to evaluate training 
· Gather trainee Reaction
· Simplest & most common approaches   did you like it? most useful content?
· Happy trainees  more likely to focus on training principles and to utilize the information on the job
· broad satisfaction measures that lack specific feedback
· Asses extent of Learning
· Might be a good idea to see whether they actually learned anything   provide baseline to compare after improvement
· Asses Behaviour Change
· Transfer of training  effective application of principles learned to what is require on the job
· Supervisors  expect behaviour change &reinforce the changes
· To maximize the transfer, managers can take several approaches
· Same elements as job in training, situations that can be adapted to fit situation at work, manager supportive
· Measure Results (ROI)
· Organizations want to know that training has increased business results  BOTTOM LINE
· Salary of trainer vs. benefits (quality+, productivity+, waste-)
· Four-step process advocates that managers do the following
· Plan  self-audit to define internal processes and measurements; decide on areas to be benchmarked; and choose the comparison organization
· Do  collect data through surveys, interviews, site visits, and/or historical records
· Check  analyze data to discover performance gaps and communicate findings and suggested improvements to management
· Act  establish goals, implement specific changes, monitor progress, and redefine benchmarks as a continuous-improvement process

Orientation
· First objective  get new employees off to a good start 
· Orientation  formal process of familiarizing new employees with the organization, their job, and their work unit and embedding organizational values, beliefs, and accepted behaviours

Benefits of Orientation
· Benefits frequently reported by employers:
· Lower turnover
· Increased productivity
· Improved employee morale
· Lower recruiting and training costs
· Facilitation of learning
· Reduction of anxiety
· More effort an organization devotes to make new employees feel welcome  more likely they are to identify with the organization  more quickly they will become productive
How?
Continuous Process
· Ever-changing conditions, its plans, policies, & procedures must change with these conditions Current employees need to be kept up-to-date

Co-operative Endeavour
· HR department  ordinarily responsible for coordinating orientation activities and for providing new employees with information about conditions of employment, pay benefits, and other areas not directly under a supervisor’s direction
· Common practice for supervisor or other managerial personnel to recruit co-workers to serve as volunteer “sponsors” or “buddies” for incoming employees

Careful Planning
· Predetermined goals, topics & methods

Systematic
a. Follow up & evaluation

Special Topics in Training and Development
Basic Skills Training
· Skills that are essential occupations qualification for most jobs
· Canadian employers report that the top five skills they need in employees today are the ability to
· Read and understand information
· Listen, ask questions, and understand 
· Work in teams
· Assess situations and identify problems
· Share information orally and work with others
· Successful program in basic and remedial skills, managers should do the following
· Explain why & how the training will help them in their jobs
· Relate the training to the employees’ goals
· Respect & consider participant experiences use these as a resource
· Use a task-centred or problem-centred approach so that participants “learn by doing”
· Give feedback on progress toward meeting learning objectives

Team Training
· Rely on teams to attain strategic and operational goals
· interaction & performance of the team members
· Teamwork skills  fall under two broad categories
· Task related  project planning, time management, problem solving & goal setting
· Team related  interpersonal skills, conflict resolution
· Teams need to evaluate themselves periodically

Diversity training
· Large organizations  sponsor diversity training
· Skills required to benefit form organizational diversity
· Two types of diversity training
· Awareness building  helps employees & managers appreciate the benefits of diversity
· Skill building  provides the capabilities necessary for working with people who are different

Career Development – Individual and Organizational Needs
· Career planning  systematic approach where you would assess your values, interests, abilities, and goals, and identify the path(s) you would need to take to realize your career goals
· Dynamic process. Help employees plan their careers & meet their career goals & organization goals
· Career growth  when individual initiative combines with organizational opportunity 
· Link individual needs & organizational needs

Creating Favourable Conditions
1. Set & known goals  employee & organizational
· Before individuals can engage in meaningful career planning have an awareness of the organization’s philosophy & clear understanding of the organization’s more immediate goals
2. Management Support
· Career development  succeed  receive the complete support of top management
· People philosophy  provide employees with a clear set of expectations and directions for their own career development 
3. Changes in HRM Practices
· Transfer  placement of an individual in another job for which the duties, status &remuneration are equal to the previous job
· change work group, workplace, work shift, or organizational unit  even necessitate moving to another geographic area
· Promotion  change of assignment to a job at a higher level 
· Enable an organization to utilize the skills& abilities of its staff more effectively  opportunity to gain a promotion serves as an incentive for good performance

Specialized Development Needs
a. Mentoring
· Mentors  managers who coach, advise & encourage less experienced employees
· Mentor usually initiates the relationship  sometimes an employee will approach a potential mentor for advice 
· Good mentorship is a reciprocal relationship  learning from each other
· E-mentoring  brings experienced business professionals together with individuals needing advice and guidance
b. Diverse Workforce
· offer extensive career development programs geared to special groups, such as women, minorities, youth, and dual-career couples
c. work & life balance
· encouraging employees to invest in other areas of their life
Chapter 6
A Performance Management System
· Performance management system  asset of integrated management practices
· Allows the organization to integrate the management functions in order to maximize employee potential
· Helps increase employees’ satisfaction with their work and with the organization
· Good performance review program does not make a good performance management system
· Primary purpose for performance reviews  improve future performance
· Managers & supervisors frequently avoid discussing employee performance

Purposes of Managing performance system
· Compensation 
· Most frequent use of performance management systems 
· Increase in base salary, bonus or any other type of incentive
· Administrative 
· Integrates other major HR processes  promotion, transfer, and layoff decisions
· Provides “paper trail”  documenting HRM processes that may result in legal action
· Overall Performance
· Measure the employees accomplishments  strengths & weakness
· Well-designed performance management system  measure performance of the organization and the employees
· Effective performance management systems  positively influence the behaviours within the organization
· Developmental 
· provides the feedback essential for discussing strengths & weakness 
· opportunity to identify issues for discussion, eliminate any potential problems & work on ways of achieving high performance

Why Performance Management Systems Sometimes Fail
· If the support of top management is lacking, the system will not be successful 
· Managers feel that little or no benefit will be derived from the time spent on the process  not trained  leave it to HR
· Managers dislike  face-to-face discussion 
· Managers are not sufficiently adept in setting goals and performance measures, in coaching and supporting, or providing performance feedback
· The judgmental role of a review can conflict with the helping role of developing employees
· Main concern of employees is the fairness of the performance management system  process is central to so many HRM decisions
· Employees do NOT know what they are being evaluated on
· Managers can have biases even in a well-run system
· Managers trained & accountable

Steps to effective Performance Management system
· Essential management practices for an effective performance management system
1. Clarify work to be done Setting & communicating clear performance expectations for all work and all jobs
i. Done jointly with supervisor & employee
2. Set goals & establish performance plan Ensuring clear and specific performance objectives (or standards of performance) for all work
i. Expected results  how they will be measured
ii. Link to business goals
iii. Supervisor speak with employee  greater involvement & commitment to specific goals
3. Provide regular & frequent coaching  supportive & helpful coaching by the supervisor to enable staff to reach their objectives
i. Employee having difficulty reaching goal explore reasons together & fix it
ii. Coaching  avoid cost of firing & hiring
iii. Effective  specific behaviour that needs to be changed & specific situation observed
4. Conduct formal performance review Focusing on the accomplishment of objectives during performance reviews
i. Consider accomplishment & development areas for next year  review process
5. Recognize & reward performance  celebrating good performance
i. Nonfinancial reward  praise, special project, promotion
6. Creating action plans to improve performance (if necessary)

Complying With the Law
· Legality  measured against criteria of reliability, fairness and validity
· Reliability  refers to whether performance is measured consistently among the employee & over time
· Fairness  refers to the extent to which the system avoids bias caused by any factors unrelated to performance
· Validity  refers to the extent to which the system is job related & accurate
· Charter of Rights and Freedoms  federal and provincial human rights requirements, performance management systems must be, above all, valid
· Performance reviews should meet the following guidelines
· Performance standards 
· related to the work as identified through job analysis
· Employees must be given a written copy of their performance standards in advance 
· Managers who conduct the review
· must be able to observe the behaviour they are assessing  having a measurable standard with which to compare employee behaviour 
· should be trained to understand their role in managing performance
1. how to set goals and performance standards
2. how to coach & conduct a formal review session
3. how to write a review report or use any other written materials associated with the performance system
· Reviews should be:
· discussed openly with employees  corrective guidance 
· An appeals procedure should be established  employee express disagreement
· documented

Deciding Who Should Provide Performance Information
· Traditional approach  reviewing an employee’s performance based  on information the supervisor gathered through first-hand knowledge 
· 1 person cannot observe & fully asses performance
· Supervisor Review
· Most common  best position
· Managers often complain that they do not have the time to fully observe the performance of employees
· Having reviews examined by a supervisor’s superior reduces the chance of superficial or biased reviews
· Self-Review
· Works well when manager& employee jointly establish future performance goals or employee development plans
· Increase employee involvement  useful for employee development
· Critics  employees are more lenient than manages in their assessment & tend to present themselves in a favourable light
· Subordinate Review
· more appropriate for developmental than for administrative purposes
· should be confidential  with clear criteria
· most appropriate for subordinate input include leadership, oral communication, delegation of authority, coordination of team efforts, and interest in subordinates  supervising employee
· Peer Review (equal rank)
· Advantage of peer input  belief that these assessments furnish more accurate  & valid information than assessments by superiors
· Supervisor often sees employees putting their best foot forward, while those who work with their fellow employees on a regular basis may see a more realistic picture
· Peers  in competition  peer reviews may not be advisable for administrative decisions, such as those relating to salary or bonuses
· Breach in confidentiality can create interpersonal rivalries or hurt feelings and foster hostility among fellow employees
· Team review (equal rank & work closely)
· performance review, based on TQM concepts, that recognizes team accomplishment rather than individual performance
· TQM and performance reviews are perfectly complementary
· Basic tenet of TQM is that performance is best understood at the level of the system as a whole
· Customer Input 
· TQM concepts and seeks information from both external & internal customers
· Managers establish customer service measures (CSMs) and set goals for employees that are linked to company goals
· CSM goals are linked to employee pay through incentive programs

Putting It All Together: 360-Degree Review
· Many companies are combining various sources of performance appraisal information to create multi-person – appraisal and feedback systems
· Although 360-degree feedback can be useful for both developmental and administrative purposes, most companies start with an exclusive focus on development
· not tied to compensation, promotions  employees will become accustomed to the process & likely value the input they get from various parties
· In order to make the system effective and easy to use, Djukastein recommends the following
· Use expertise  retain a consultant or a firm that has expertise in implementing and administering 360 reviews
· Customize the system to your organization  it is important that the input documents are customize to fit the organization’s competencies
· Include many sources of input  the input should include all direct reports and others who work closely with the person 
· Make use of feedback  it doesn’t help the person or the organization, if the feedback is not acted on
	Pros
	Cons

	· Comprehensive  broad perspective
· Helpful for developmental purposes
· Qualitative info
· Encourage accountability
· Empower employee
· Consistent with flat org. structure
	· admin. complex  time consuming
· difficult in certain org. culture
· require training for everyone
· opinions may conflict
· information may be overwhelming
· potential confidential issues



Training Reviewers
· Training people who will conduct performance reviews can vastly improve the overall performance management system
· The training needs to help remove the barriers of time constraints, lack of knowledge, and interpersonal conflicts
· Overcoming these barriers  more effective

Performance Review Methods
Trait methods
· measure the extent to which an employee possess certain characteristics that are important for job dependability, creativity, initiative & leadership 
· pros  cheap & easy to implement (develop list of traits)
· Con biased, highly subjective, vague, potential for rating errors
· Graphic rating scale  each employee is rated according to a scale of characteristics 

Behavioural Methods
· Describe to what extent the employee performs specific actions  should be exhibited on the job
· Pro  more objective, likely to be perceived as fair  provide feedback & allocate rewards
· Cons  more complex to implement (time consuming), potential for error
· Three approaches
· Behavioural checklist method
· Consists of having the supervisor check those statements on a list that are believed to be the characteristics of the employee’s performance or behaviour 
· Behaviour anchored rating scale (BARS)
· consists of a series of vertical scales, one for each important dimension of job performance
· Behaviour observation scales (BOS)
· Similar to BARS  both are based on critical incidents observe frequency of behaviour
· enables the reviewer to play the role of observer rather than judge Easily provide constructive feedback 
Results Methods
· Look at the traits of employees or the behaviour exhibit on the job, many organizations review employee accomplishments –  asses the results they achieve through their work
· Pros  objective & perceived as fair  link individual & org. performance
· Cons  complex to implement  time consuming  short term perceptive
· Productivity Measures
· Production workers are reviewed on the basis of the number of units they produce  perhaps the scrap rate or number of defects that are detected
· Executives are frequently reviewed on the basis of company profits or growth rates
· Results methods may inadvertently encourage employees to “look good” on a short-term basis, while ignoring the long-term ramifications
· Management by Objectives
· focused on employees establishing objectives, through consultation with their superiors  using these objectives as a basis for review 
· Organizations  mature  management styles actively involved employees in making decisions, the concept of MBO evolved into the balance scorecard
· Process 
· Set company wide goals
· Department level goals
· Individual level goal  aligned with above
· Interim review  monitor progress & feedback
· Review employee performance
· Review org. performance
· The Balanced Scorecard
· Helps managers translate strategic goals into operational objectives for department & individual
· The generic model  four related categories
· Financial
· Customer
· Processes
· Learning
· Logic of the BSC  learning and people management help organizations improve their internal processes

Which performance Review Method to Use
· Purpose of the system
· Simplest & least expensive  least accurate information
· Organization culture
· Organization strategy
· needs to fit the organization’s culture and strategy
· The bigger picture here focuses on how the performance management system is used

Performance Review Interviewers
Conducting the Formal Performance Interview
· No hard-and-fast rules for how to conduct a formal review  guidelines
· Ask for a self-assessment
· Invite participation
· Express appreciation  positive feedback
· Minimize criticism  constructive, focus on problematic area
· Change the behaviour, not the person
· Focus on solving the problems  find culprit
· Be supportive
· Establish goals  with help of employee
· Follow up day to day
· Meeting set-up  private, convenient time

Improving Performance
Identifying sources of ineffective performance
· Organization  insufficient training. Inefficient practices, ineffective management
· Job  poorly designed, unclear requirements, inadequate equipment
· Environment  industry decline, legal constraints, union management conflict
· Employee  personal problems, low motivation, lack of KSA
· Recommended that a diagnosis of poor employee performance focus on three interactive elements  skill, effort and external conditions
Managing Ineffective Performance
· Once the sources of performance problems are known, a course of action can be planned
· Offer training, modify working conditions, transfer employee, redesign job
· If ineffective performance persists, it may be necessary to transfer the employee, take disciplinary action, or discharge the person from the organization

Chapter 7
Recognizing & Rewarding Employees
· Manager has to understand how compensation is derived  & what factors influence the setting of the wage and benefits structure 
· Employees want reward & recognition systems  fair & commensurate with their skills and expectations
· Pay is one aspect of compensation  important motivator
· Financial compensation
· Direct compensation  employees wages and salaries, incentives, bonuses, and commissions
· Indirect compensation  benefits, such as extended health and dental plans, supplied by employers
· Non-Financial Compensation
· Perks that have no monetary value  recognition program, interesting work & flexible hours

Rewards as Part of Company Strategy

· Strategic advantage of well designed company
· enhance employee motivation & growth
· aligning the employees’ efforts with the objectives, philosophies & culture of the organization
· Rewards are high  creating a large applicant pool, then organizations may choose to raise their selection standards and hire better-qualified employees
· Important to remember  concept of total rewards  broader set of elements and includes the tangible rewards of pay, benefits, etc.
· Factors such as career development, work climate/culture, and work-life balance
· 5 components to a total rewards program
· Compensation
· Benefits
· Work-life balance
· Recognition of performance
· Development and career opportunities 
· Common compensation goals
· To reward employees’ past performance
· To remain competitive in the labour market
· To maintain salary equity among employees
· To mesh employees’ performance with organizational goals
· To control the compensation budget
· To attract, motivate, and retain staff
· To influence employee work behaviours and job attitudes
· To achieve these goals, specific actions or steps must be taken

The Motivating Value of Compensation
· Equitable  corresponds to the value of work & respect ratios of social comparison process  equity theory
· Pay must be equitable to what other employees are receiving for their contributions
· Pay for performance  tie direct financial rewards to employee, team or org. performance  incentive plan
· Appropriate basis hourly work, piece work or salary
Equity Theory
· how employees respond to situations in which they feel they have received less (or more) than they deserve 
· individuals are motivated by sense of fairness in rewards  fairness result from social comparison with others
· Values of their ratio equals the value of another’s  perceive the situation as equitable
· Your (reward/contribution) vs. other( reward/contribution)
· Pay equity  compensation received is perceived to be equal to the value of the work performed
· Employee perception on equity or inequity  dramatic effects on their work behaviour and productivity  overall reward perception
Variable Pay and Incentives
· Employees need to see and understand the link between their performance and the business performance
· Critical issue concerns the size of the monetary increase and its perceived value to employees
Bases for Compensation
· Public, private, and not-for-profit  hourly work
· Piecework  work paid according to the number of units produced
· Weekly, biweekly, or monthly pay periods are classified as salaried employees
· Salaried  paid the same for each pay period, even though they occasionally may work more hours or fewer than the regular number of hours in a period

Determining Compensation
Internal Factors
· Employer’s compensation strategy
· Organizations  state objectives regarding compensation for their employees  lead, lag or match competitors
· Both large and small employers set pay policies reflecting
· The internal wage relationship among jobs and skill levels
· Administrative decisions   overtime premiums, payment periods, and short- or long-term incentives
· Worth of a Job
· Organizations informal compensation program  base the worth of jobs on the subjective opinions of people familiar with the jobs
· Organizations with formal systems  rely on a system of job evaluation to aid in rate determination
· Job evaluation  systematic process of determining the relative worth of jobs in order to establish which jobs should be paid more than others within an organization
· Job worth measured:
· Level of skill
· Effort
· Responsibility
· Working conditions of the job
· Then determined by comparing it with others within the organization using these criteria
· Employee’s relative worth
· Employee performance can be recognized & rewarded  promotion & with various incentive systems
· Merit raises  intended value  determined by an effective performance appraisal system that differentiates between those employees who deserve the raises and those who do not
· Supervisors will compare the performance of one employee to another
· Employer’s ability and willingness to pay
· Organization resources & profits
· Public sector  amount of compensation employees can receive is limited by the funds budgeted for this purpose and by the willingness of taxpayers to provide them
· Competition and recession  force prices down  reduce the income from which compensation payments are derived

External Factors
· Economy
· Current economic conditions
· Number of approaches  taking the following action
· Making a better link between rewards & business outcomes
· Paying attention to job security  retention
· Creating short-term incentive plans
· Ensuring internal pay equity when new hires occur
· Labour-Market Conditions
· Reflects the forces of supply and demand for qualified labour 
· Influence the wage rates required to recruit or retain competent employees
· Area Wage Rates
· Formal wage structure should provide rates that are in line with those being paid by other employers for comparable jobs within the area
· Smaller employers use government or local board of trade surveys to establish rates of pay
· Cost of living
· Consumer price index (CPI)  measure of the average change in prices over time in a fixed “market basket” of goods and services
· Collective bargaining 
· Primary functions of a labour union is to bargain collectively over conditions of employment  compensation
· Union’s goal in each new agreement  increases in real wages
· Real wages  wage increases larger than rises in the consumer price index; that is, the real earning power of wages
· Goal includes  Gaining wage settlements that equal if not exceed the pattern established by other unions within the area
· Union scale  becomes the prevailing rate that all employers must pay for work performed under government contract
· Legal requirements
· Legislation that either influences or requires certain pay rates is in place
· Pay equity legislation obliges certain companies to pay the same wage rate for jobs of a dissimilar nature and is based on comparing jobs performed mostly by men to jobs performed mostly by woman

Job Evaluation systems
· Job ranking system
· Simplest and oldest system of job evaluation
· Arrays jobs on the basis of their relative worth  compensation determine by rank
· Job classification system
· Jobs that are sufficiently alike with respect to duties and responsibilities  grouped  will have a common name & pay
· Simple  less precise than the point and factor comparison systems
· Point system
· Quantitative job evaluation procedure that determines a job’s relative value by calculating the total points on basis of compensable factors
· Complicated to establish  Simple to understand and use
· Factor Comparison System
· permits the job evaluation process to be accomplished on a factor-by-factor basis  comparison with those of key jobs within org.
· Typically used for legislated pay equity purposes
· Key jobs are evaluated against five compensable factors
· Skill
· Mental effort
· Physical effort
· Responsibility
· Working conditions

The Compensation Structure
Wage and Salary Surveys
· survey of the wages paid to employees of other employers in the surveying organization’s relevant labour market (local or national)
· Although many organizations conduct their own wage and salary surveys, variety of pre-conducted wage and salary surveys are available to satisfy the requirements of most public, not-for-profit, or private organizations
The Wage Curve 
· The relationship between the relative worth of jobs and their wage rates can be represented by means of a wage curve
· New rates resulting from job evaluation, or the rates for similar jobs currently being paid by other organizations within the labour market
Pay Grades
· groups of jobs within a particular class that are paid the same rate or rate range
· When the point and factor comparison systems are used  pay grades must be established at selected intervals that represent either the point or the evaluated monetary value of these jobs
Rate Ranges
· Single rate may be created for each pay grade, it is more common to provide a range of rates for each pay grade
· Rate ranges constructed on the latter basis provide a greater incentive for employees to accept a promotion to a job in a higher grade
Other Ways to Determine Wages
· Competency-based pay  pay based on how many capabilities employees have or how many jobs they can perform
· These pay plans encourage employees to earn higher base wages by learning and performing a wider variety of skills or displaying an array of competencies that can be applied to a range of organizational requirements
· Encourages employees to acquire training when new or updated skills are needed by an organization
· When considering the introduction of competency-based pay, it is important to
· Clarify objectives of such an approach
· Identify which jobs or types of work could benefit from broader and/or deeper development that is both possible and desirable
· Identify competencies that demonstrably affect performance
· Devise methods to measure achievement of each competency
· Determine appropriate amount of pay for acquired skill
· Provide mechanisms to review overall effectiveness
· Broadbanding
· collapses many traditional salary grades into a few wide salary bands
· Broadbands help eliminate the obsession with grades and instead, encourage employees to move to jobs where they can develop in their careers and add value to the organization
· Paying employees through broadbands  consider job responsibilities, individual skills and competencies, and career mobility patterns in assigning employees to bands

Incentive Plans
· Incentive plans create an operating environment that champions a philosophy of shared commitment through the belief that every individual contributes to organizational performance and success
· Tie employee compensation with the attainment of organization objectives
· These include
· Individual bonus  supplements basic pay
· Team or group-based incentive  plan that rewards team members with an incentive bonus when agreed-upon performance standards are exceeded
· Merit raises  incentive, used most commonly for salaried employees  achievement of performance standards
· Profit-sharing  any plan by which an employer pays special sums based on the profits of the organization
· Employee stock ownership plans (ESOPs)  stock plans in which an organization contributes shares of its stock to an established trust for the purpose of stock purchases by its employees

Employee Benefits
· indirect form of compensation intended to improve the quality of the work & personal lives of employees
· In return, employers generally expect employees to be supportive of the organization and to be productive
· Voluntary or mandatory
Linking Benefits to the Overall Reward Program
· Employee benefits program should be based on specific objectives
· Objectives  compatible with the organization’s strategic rewards and recognition plan
· Chief objectives of most benefits programs are to
· Improve employee work satisfaction
· Meet employee health, security, and environment concerns and requirements
· Attract and motivate employees
· Maintain a favourable competitive position
· Not all benefits work for everyone  design benefit program to fit the employees in the organizations
Cost Concerns
· 35%-45% of their annual payroll costs on benefits such as group health plans, pension contributions, 
· Benefits  represent a fixed rather than a variable cost  management must decide whether it can afford this cost under less favourable economic conditions
· Escalating cost of health-care benefits is a major concern to employers, who must strike an appropriate balance between offering quality benefits and keeping costs under control

Benefits Required By Law Mandatory Benefits
· Canada and Quebec Pension Plans (CPP/QPP)
· Covers almost all Canadian employees between the ages of 18-70
· Require employers to match the contributions made by employees
· Employment insurance (EI)
· income protection to employees who were between jobs
· Employees and employers  contribute to fund
· Amount of benefit paid  formula based on the number of hours of employment in the past year and the regional unemployment rate
· Provincial Hospital and Medical Services
· Most provinces fund health-care costs from general tax revenue and federal cost sharing
· Cost of the government providing health care has escalated to the point where major reform in Canada’s health-care system is occurring
· Leaves without pay
· Most employers grant leaves of absence to employees who request them for personal reasons  some provinces  legislation that these must be granted  taken without pay usually  without loss of seniority or benefits
· Other Required Benefits
· Provinces do require employers to pay for statutory holidays, minimum vacation pay, premiums when people work overtime, and in some provinces, a severance payment when employees are terminated

Voluntary Employee Benefits
Health and Welfare Benefits
· Dental coverage  help pay for dental-care costs and to encourage employees to receive regular dental attention 
· Extended health coverage  additional payments beyond the basic provincial medical coverage  semi-private or private hospital rooms, prescription drugs, private nursing, ambulance services, out-of-country medical expenses that exceed provincial limits, and vision care
· Life insurance  oldest and most popular employee benefits is group term life insurance, which provides death benefits to beneficiaries and may also provide accidental death and dismemberment benefits
Retirement and Pension Plans
· Employers often emphasize their retirement benefits that can be expected after a certain number of years of employment
· Pension plans are classified into two primary categories 
· Defined benefit (DBP)  person receiving benefits receives a specific among regardless of the amount of contribution
· Defined contribution (DCP)  provides to the recipient an amount that is based on the amount of accumulated funds and how much those funds can purchase for retirement benefits
· Organization becomes liable for the difference  defined benefit
· Defined benefit plans viable  multi-employer pension plans
· Professionally invested
Pay for Time Not Worked
· Account for large portion of benefit costs usually
· Vacations with Pay
· Eligibility  varies by industry, locale, and organization size
· Three, four, or five weeks  seven, fifteen, and twenty years, respectively 
· Paid holidays
· Hourly and salaried workers can expect to be paid for statutory holidays as designated in each province 
· Employers give workers an additional one to three personal days 
· Religious holidays
· Governments feel a need to change the number and type of statutory holidays so that there are more general kinds of observations rather than holidays tied to any one faith
· Sick Leave
· Most public and many private  set number of sick-leave days each year to cover such absences 
· Accumulated vacation leave may sometimes be used as a source of income when sick-leave benefits have been exhausted
· Group insurance  income protection during a long-term disability is also becoming more common
· Income lost during absences resulting from job-related injuries may be reimbursed
Wellness Programs
· New services have been offered to make life at work more rewarding and to enhance employee well-being
· Excellence Canada  annual rewards for organizations that have outstanding wellness programs
Employee Assistance Programs
· Help workers cope with a wide variety of problems that interfere with the way they perform their jobs, organizations have developed assistance programs (EAPs)
· Provides diagnosis, limited counselling, and referral for advice or treatment when necessary for problems related to substance abuse, emotional difficulties, and financial or family difficulties 
Educational Assistance Plans
· Primary purpose  help employees keep up-to-date with advances in their fields and to help them get ahead in the organization
· Covers in part or totally, costs of tuition, books, and related fees, while the employee is required to pay for meals, transportation and other expenses
Childcare and Eldercare
· Past  make own arrangements with sitters or with nursery schools for preschool children
· Benefits  financial assistance, alternative work schedules, and family leave
· Many employees  on-site or near-site childcare centres are the most visible, prestigious and desired solutions
· Mildly ill childcare  growing benefit offered employees with children experiencing a short illness
· Eldercare  can provide to an elderly relative by an employee who remains actively at work
· Most caregivers are women
· 55% female  significant issues can occur in the workplace when child-care duties need attention
Other Services
· Some of the more creative and unusual benefits are group insurance for employee pets, free baseball tickets for families and friends, and summer boat cruises

Chapter 8  Creating a Safe & Healthy Work Environment
Introduction: Each Year
· Over 900 workplace related deaths
· Over 1 million injuries  300,000 serious enough to miss work
· 12 billion dollars paid out 
The Law
· Occupational injury  any cut, fracture, sprain, or amputation resulting from a workplace accident
· Occupational illness  abnormal condition or disorder resulting from exposure to environmental factors in the workplace
· Acute and chronic illnesses or diseases that may be caused by inhalation, absorption, ingestion, or direct contact
· Industrial disease  disease from exposure relating to a particular process, trade or occupation in industry
Acts and Regulations
· Supervisors, managers, and HR professionals should become familiar with the occupational health and safety legislation governing the jurisdiction under which their organization operates
· Federal  Canada Labour Code
· Provincial  Occupational Health & Safety
Duties of Employers
· Hazard-free workplace &  complying with the applicable statutes and regulations
· Take every reasonable precaution to ensure employee safety
· Specifically:
· Employers must also inform their employees about health & safety requirements
· Keep records  investigate accident & report injuries to Workers Compensation Board
· Compile annual summary of work injuries
· Report accidents that cause injuries or disease
· Provide health & safety training
· Supervisor familiar with work hazards
Duties of Workers
· Comply with all applicable acts and regulation
· report hazardous conditions or defective equipment
· follow all employer safety and health rules and regulations  use 
· Many rights to requesting  & receiving information about safety and health conditions  refuse unsafe work
Duties of Supervisors
· advise employees of potential workplace hazards
· ensure that workers use or wear safety equipment, devices, or clothing
· provide written instruction where applicable
· take every reasonable precaution to guarantee the safety of workers
Duties of Joint Health and Safety Committees
· Create a non-adversarial climate in which labour and management can work together (many legislations require H&S committees if there are 20 or more employees; equal or greater no. of labour vs. mgmt. reps)
· May require special training and education of H&S committee members
· Investigate accidents and near-misses, recommend corrective action, and follow up on implementation

Penalties of Employer Noncompliance
· Penalties for violations of occupational health and safety regulations vary across provinces and territories
· Criminal Code was changed to make it easier to bring criminal charges against co-workers, supervisors, executives, and employers when a worker is killed or injured on the job

Workers’ Compensation
· Under workers’ compensation  injured workers or workers who become ill as a result of their work environment can receive benefits in the form of a cash payout or wage-loss payments
· Cash payments  permanent disability
· Wage loss payment  worker can no longer earn as much
· Unlimited medical aid is also provided
· Vocational rehabilitation  physical, social, and psychological services
· Goal  return the employee to the original job as soon as possible
· Stress-related disabilities  divided into three groups
· Physical injuries leading to mental disabilities
· Mental stress resulting in a physical disability
· Mental stress resulting in a mental condition

Creating A Safe Work Environment: The Safety Program
Promoting Safety Awareness
· Probably the most important role of a safety program is motivating managers, supervisors, and subordinates to be aware of safety considerations
· Success  manager or supervisor willingly promoting a safe work environment
· Managers  good role models & willingly obey to safety rules
· Employee’s understanding  needs to be verified during training sessions and employees encouraged to take some initiative in maintaining a concern for safety
· Unsafe acts detected  supervisors take action to find cause
· Legal requirement  success depends on willingness of supervisor and actively support the employees
· Proactive safety training program
· Most popular safety programs
· First aid
· Accidental investigation
· Accident prevention techniques
· Hazardous materials
· Emergency procedures
· The Industrial Accident Prevention Association (IAPA)  six diploma programs for workers, supervisors, managers, and health and safety representatives

Enforcement of Safety Rules
· Specific expectations and standards concerning safety are communicated through supervisors, bulletin-board notices, employee handbooks and signs attached to equipment
· Rules  following types of behaviour
· Using proper safety devices
· Using proper work procedures
· Following good housekeeping practices
· Complying with accident and injury reporting procedures
· Wearing required safety clothing and equipment
· Avoiding carelessness or horseplay
· Penalties for violation of safety rules  usually stated in employee handbook  apply them consistently

Accident Investigations and Records
· Supervisor and member of safety committee  investigate every accident  even minor ones
· Correction may require rearranging workstations, installing safety guards or controls, or more often, giving employees additional safety training and ensuring that they understand the importance of safe work practices
· (Number of injuries and illnesses x 200,000) / total hours worked by all employees during period covered
· Accident rates  useful for making comparisons between work groups, between departments, and between similar units within the organization

Health Hazards and Controls
· Workplace Hazardous Materials Information System (WHMIS)
· Labels  designed to alert the worker that the container holds a potentially hazardous substance
· Material safety data sheet (MSDS)  Material Safety Data Sheet (MSDS)  documents that contain vital information about hazardous substances
· Training  workers must be trained to check for labels and to follow specific procedures for handling spills
· Globally Harmonized System of Classification and Labelling of Chemicals (GHS)  ensure that the symbols used by many countries are more universal
· Indoor Air Quality
· Increase energy efficiency of heating, ventilating, and air-conditioning systems
· Sealing windows, reducing outside air intake, and “buttoning up” buildings
· Sick building syndrome (SBS)
· Building related illnesses (BRI)
· Employee complaints of headaches and nausea etc.
· Four basic ways to overcome polluted buildings are
· Eliminate tobacco smoke
· Provide adequate ventilation
· Maintain the ventilating system
· Remove sources of pollution
· Tobacco smoke  restricting in workplace
· Fragrances   clear of the workplace
· Technology
· reduced psychological well-being caused by isolation, reduced privacy & increased surveillance
· cell-phone radiation  no clear evidence of any negative side effects of cell-phone use
· Cumulative Trauma Disorders
· Repetitive movements (dental hygienists, textile workers etc.)  musculoskeletal disorder
· Cumulative trauma disorders  injuries involving tendons of the fingers, hands, and arms that become inflamed from repeated stresses and strains
· Common conditions  carpal tunnel syndrome 
· Ergonomics  attempts to design equipment and systems that can be easily and efficiently used by people
· Communicable Diseases
· Covered in public health legislation, not occupational health and safety legislation
· Since SARS issue  public health officials and, therefore, employers have become concerned about pandemics particularly those caused by the avian flu virus

Workplace violence & security

· Many people think of workplace violence as a physical assault, but there are many forms
· Threatening behaviour, such as shaking fists or throwing objects
· Verbal or written threats
· Harassment – any behaviour that demeans, embarrasses, or humiliates
· Verbal abuse, including swearing, insults, or condescending language
· Physical attacks, including hitting, shoving, pushing, or kicking
· To implement some preventive measures the Canadian Centre for Occupational Health and Safety suggests the following
· Workplace designs, such as locks or physical barriers, lighting and electronic surveillance
· Administrative practices, such as keeping cash register funds to a minimum, varying the time of day that cash is emptied and using a security firm to deliver cash
· Work practices (particularly for those working alone or away from an office) that include having a designated contact, checking the credentials of a client and having an emergency telephone source
· Warning signs
· Crying, sulking & temper  tantrums
· Excessive absenteeism
· Disregard for H & S of others
· Disrespect for authority
· Increase mistakes or errors
· Refusal to acknowledge performance problems
· Overreacting to critism

Stressors in the Workplace
· Workplace Stress  any adaptive demand caused by physical, mental, or emotional factors that requires coping behaviour
· High workloads  role overload
· Unclear expectations  role ambiguity
· Incompatible demands  role conflict
· Poor work life balance
· Lack resources, communication, recognition
· Excessive pressure
· Conflict with others
· Workers’ Compensation Amendment Act  expands the compensation for mental stress beyond post-traumatic stress to include a reaction to a significant work-related stressor
· Stress management programs involve both employees and employers working together to take initiatives to reduce aspects of their work environments that result in negative impacts on employee health
· Managers learn to handle distress effectively and find that it can stimulate better performance
· Organizations that focus on having an engaged workforce have shown an association between engagement and reduced stress
· Figure 8.4  tips for reducing job-related stress

Building Better Health
· Building better health – developing & maintaining a culture of health for employees
· Public expectations for ethical business practices are increasing, organizations are beginning to follow through on their social and environmental commitment responsibilities, creating new opportunities to improve the quality of work life and organizational performance
· Health services
· Primary related to the size of the organization  importance of such services
· Small organizations  First-aid
· Larger firms  complete diagnostic, treatment, and emergency medical services  full time nurses
· Employers are required to provide medical services after an injury
· Alternative approaches
· Many non-traditional approaches to better health
· less invasive  empower the patient by enlisting patient participation in health-care decisions
· Relaxation techniques, chiropractic, therapeutic massage, acupuncture, homeopathy, etc. used to treat a wide variety of health problems
· Wellness programs
· Elements that employees are looking for in a wellness program include access to flexible work hours, healthy food, fitness facilities, health professionals, health groups, activities, mentoring and education 
· Disability Management
· Disability management  integrated approach to managing disability-related benefits  short & long term absences
· Now evolved to an approach that combines a strong organizational commitment centred on line supervisors, overseen by expert internal resources, and supported by clinical case management
· Focus  also on creating a work environment where employees want to return to work as soon as they are medical able 
· Employee Assistance programs
· Broad view of health includes the emotional as well as the physical aspects of one’s life
· Employee assistance programs (EAPs)  program to provide short-term counselling and referrals to appropriate professionals
· Personal crises
· Most prevalent problems among employees  marital, family, financial, or legal matters
· Supervisor can usually provide the best help simply by being understanding and supportive and by helping the individual find the type of assistance needed
· EAP providers have begun to offer 24/7 telephone access to bilingual expert counsellors, telephonic counselling sessions, and online assistance to support managers
· Emotional Problems
· Mental health claims are the fastest-growing reason for days lost to disability
· Persistent focus on awareness, communication, and education would begin to reduce the fear, stigma, and discrimination around mental illness
· Substance Abuse
· Confronting the problem  employers must recognize that substance addiction is considered a disease that follows a rather predictable course
· First step in helping  awaken the person to the reality of the situation

Chapter 10  Labour Relations & Collective Bargaining
The Laws Governing Labour Relations
· Labour Unions  officially recognized association of employees in the same company
· Present a united front & collective voice in dealing with management
· Yellow-dog contract  an employer’s anti-union tactic by which employees had to agree not to join a union while working for the employer’s organization
· Laws governing labour relations  seek to create an environment in which both unions and employers can exercise their respective rights and responsibilities
· Right of people to join unions
· Requirement that employers recognize a certified union as the rightful and exclusive bargaining agent for that group of employees
· Identification of unfair labour practices
· Right of unions to strike, and right of employers to lock out workers (when contract expires)

Labour Relations Legislation
· Trade Unions Act  1872  exempted unions from charges of criminal conspiracy, allowed them to pursue goals of collective bargaining without persecution, and gave them the ability to strike
· Canada’s labour relations system is highly decentralized
· Canada Industrial Relations Board (CIRB)  administer and enforce the Canada Labour Code (federal)  national interest
· Labour relations board (each province) members appointed by the provincial government and who administer the labour law 
· Duties of the LRB include, but are not limited to:
· Processing union applications to represent employees
· Processing applications to terminate union bargaining rights
· Hearing unfair labour practice complaints
· Hearing complaints and issuing decisions regarding strikes, lockouts and picketing
· Law typically gets interpreted by the decisions made by the respective labour boards that then influence the actions a union or company can take in the future

Why Employees Unionize
· Desire to improve pay, benefits & working conditions
· Union may be the bargaining agent for employee depending on their degree of dissatisfaction
· Most common reason to join  union convince employees that they can increase pay & benefits
· Dissatisfaction with managerial practices
· Managerial practices promotion, transfer, shift, assignment  unfair
· Social & status concerns 
· Employee need for status & recognition  being frustrated
· Way to talk with colleagues  same problems, desires & interest
· Use leadership talents they have
· Employee perceive benefits of join the union outweighs costs
· Labour relations process
1. workers desire collective representation
2. union begins its organizing campaign
3. collective negotiations lead to a contract
4. contract is administered 
· Join unions because 
· Union shop  requires employees to join the union as a condition of their employment
· Closed shop  requires employers to hire only union members
· Open shop  allows employees to join or not join the union

The Organizing Process
01. Employee – union contact
· Explore possibility of unionization
· Investigate advantages of representation
· Union organizers must build a case against the employer and for the union
02. Initial organizational meeting
· Campaign gathers momentum  attract supporters using info gathered from step 1
· schedule an initial union meeting to attract more supporters
03. Formation of in-house organizing committee
· Form an in-house organizing committee composed of employees willing to provide leadership to the campaign
· Role  interest of other employees to support & join union
· Important task of committee  gets employees to sign a membership card
· Membership card  statement signed by an employee authorizing a union to act as a representative of the employee for purposes of collective bargaining
· Once membership card is signed  confidential  only labour board has access to the cards
04. Application to labour relations board
· Application to the appropriate labour relations board
· If there is support  present evidence to board
· Membership cards are bargaining unit  group of employees sharing common employment interest & conditions
05. Issuance of certificate by labour relations board
· Labour relations board reviews the application and initially informs both the employer and the employees about the application
· Automatic certification  sufficiently support  50% vote
· Pre Hearing vote  evidence of irregularities
· Posted  either employees or employer have an opportunity to challenge it
06. Election of bargaining committee and contract negotiations
· Labour relations board determined that the union is certified  bargaining committee is put in place to start negotiating a collective agreement

Employer Tactics
· Expected
· Bargain in good faith
· Make case that employees have right NOT to join union
· Emphasize current advantages
· Prohibited & Unfair
· Interfere with organizing & certification process
· dismissing, disciplining, or threatening employees for exercising their rights to form a union
· cannot change working conditions during certification proceedings or unilaterally change wages and working conditions during certification proceedings or during collective bargaining
· hire strike-breakers
· once agreement signed  treat employees another way
Union Tactics
· expected
· present advantages of joining union
· provide fair representation for al employees
· Prohibited & Unfair
· Interfere with operations of organization
· Intimidate employees to become members
· Pressure employer to dismiss or discriminate against non union members
· Not represent all members fairly
· Go on strike before the expiration of collective agreement
Unfair Labour Practices
· employer and/or union illegal practice  deny employees their rights & benefits under labour laws
· labour relation board
i. examine charges of unfair 
ii. determine whether unfair practice have occurred
iii. enforces applicable labour laws
Certification
Certification Procedures
· Certification  acquisition of exclusive rights by union to represent the employees
· Labour relations board must certify a union before it can act as a bargaining unit for a group of employees
Voluntary Recognition
· All employees (except in Quebec) may voluntarily recognize and accept a union
Regular Certification
· Regular certification process  begins with the union submitting the required minimum membership evidence to the labour relations board
· Sufficient support in proposed bargaining unit  labour boards may grant certification on that basis
Prehearing Votes
· Evidence of irregularities  unfair labour practices taking place during the organizing drive, a prehearing vote may be taken
Contract Negotiations
· Contract expiry date  either party must notify the other of its intention to bargain for a renewal collective agreement or contract negotiations

Decertification
· All legislation allows for decertification of unions under certain conditions
· Majority of employees  not want to be represented by the union or that they want to be represented by another union, or if the union has failed to bargain, and application for decertification can be made to the labour relations board
· Collective agreement with employer  be made only at specific times

Impact of Unionization on Managers
· Effect on ability of managers to make decisions about employees 
· Challenges to Management Decisions
· Unions typically attempt to achieve greater participation in management decisions that affect their member
· Management rights  decisions regarding organizational operations over which management claims exclusive rights
· Challenged at bargaining table
· Grievance procedures/strikes
· Loss of supervisory Flexibility
· Labour-management conference
· Focal point of the union’s impact is at the operating level  terms of the collective agreement are implemented on a daily basis
· Specific contract language can also reduce the supervisor’s flexibility to manage in such areas as scheduling, training, performance, evaluation, and promotions, to name a few
· Extra time and energy
How Union Operates
Structure and Functions of Local Unions
· Employees of any organization can form their own union with no affiliation to international or national unions
· National & international  provide support to local untion
· 14,700 in Canada
· Unionized employees  union dues  finance operation of the local union
· Officers of local union  negotiate the local collective agreement
· Investigate and process member grievances
Role of the Union (Shop) Steward
· Union (shop) steward  employee who, as a nonpaid union official, represents the interests of members in their relations with management
· Selected by union members within department
· “Person in the middle”  between conflicting interests and groups
· Will not always champion union members and oppose managerial objectives
Role of the Business Agent
· Business agent  normally a paid labour official responsible for negotiating and administering the collective agreement and working to resolve union members’ problems
· Assume role of counsellor in helping union members with both personal and job-related problems
The Collective Bargaining Process
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· Two primary functions
· Negotiate the collective agreement 
· Resolve member complaints
· Collective agreement  establishes wages, hours, employee benefits, job security, and other conditions under which represented employees agree to work
· Negotiating a collective agreement  long hours of extensive preparation  diplomatic manoeuvring and the development of bargaining strategies
· Collective bargaining  use of economic pressures in the from of strikes and boycotts 
· Lockouts, plant closures, and the replacement of strikers are similar pressures used by an employer

Good-faith Bargaining
· Employer is obliged to negotiate in good-faith 
· Good faith requires the employer’s negotiators to meet with their union counterparts at a reasonable time and place to discuss these conditions
· Put forward their demands (both sides) and justify their positions
· Written document  collective agreement is produced
· Governs day-to-day employment relationship
· Cannot override bargaining process by making an offer directly to employees

Preparing for Negotiations
· Bargaining book  cross-reference file to determine which contract clauses would be affected by a demand
· Gathering bargaining data
· Internal data relating to grievances, disciplinary actions, transfers and promotions, layoffs, overtime, former arbitration awards, and wage payments are useful in formulating and supporting the employer’s bargaining position
· Available through labour relations board
· Managers and supervisors  key sources of ideas and suggestions concerning changes that are needed in the next agreement
· Develop bargaining strategies
· Negotiations for an employer should develop a written plan covering their bargaining strategy
· Consider proposals the union is likely to submit, based on most recent agreements with other employers and the demands that remain unsatisfied from previous negotiations
· Goals the union is striving to achieve 
· Extent to which it may be willing to make concessions or to resort to strike action in order to achieve these goals
· Essential that company identifies the point at which it is willing to let the employees strike or lock out the employees
· Forms of collective bargaining
· Unions  taken position that employer has an obligation to operate the organization in a manner that will provide adequate compensation to employees
· Adversarial bargaining  negotiators start with defined positions and through deferral, persuasion, trade, or power, the parties work toward resolving individual bargaining demands
· Nonadversarial approach 
· Interest-based bargaining  problem-solving bargaining based on a win-win philosophy and the development of a positive long-term relationship
· Mutual respect
· Focus  discover mutual bargaining interests with the intent of formulating options and solutions for mutual gain
· Rather than using proposals and counterproposals  participants use brainstorming, consensus decision making, active listening, process checking, and matrix building to settle issues

Conducting the Negotiations
· Bargaining Teams
· Composition and size  reflection of the desires and practices of both parties
· Each side  4-6 representatives at negotiating table
· Chief negotiator for management  senior HR person
· Chief negotiator for union  local union president or union business agent
· Management team  accounting or finance, operations, other HR staff
· Local union president  supported by chief steward, various local vice-presidents, and a representative from the national union
· Analyzing the proposals
· Determine opposing side’s position without revealing own position
· Develop collective bargaining proposal  assume negotiators know that some demands are more important to their side than others – either for economic or for political reasons
· Proposals that each side submits generally may be divided into those it feels it must achieve, those it would like to achieve and those it is submitting primarily for trading purposes
· Ability to accurately gauge “commitment” to various proposals  difference between an argument and a bargaining impasse
· Resolving the Proposals
· Point of agreement is reached  must be within limits that the union and the employer are willing to accept
· Area between limits  bargaining zone
· Some bargaining situations  solution desired by one party may exceed the limits of the other party
· Refuse to modify demands  bargaining deadlock will result

The Union’s Power in Collective Bargaining

· Each party  retreat sufficiently from its original position to permit an agreement
· Does not occur  deadlock
· Resort to economic power to achieve demands
· Other option  members continue working without collective agreement
· Striking, picketing, boycotting
· Sometimes they don’t strike but slow down to put pressure on company
· Work to rule  strictly following the terms of the collective agreement  take full lunch break, follow exactly the collective agreement  shows flaws
· Striking
· Strike  a situation in which unionized workers refuse to perform their work during labour negotiations
· Unions usually will seek strike authorization from their members to use as a bargaining ploy to gain concessions, making a strike unnecessary
· Does not mean they will actually go on strike  intended as a vote of confidence to strengthen the position of their leaders at the bargaining table 
· Strikes can have serious effects to the union and its members, the prospects for its success must be analyzed carefully by the union
· Can be disruptive and challenging to the organization
· Critical importance  whether the employer will be able to continue operating using supervisory and non-striking personnel and replacement workers
· The greater the ability of the employer to continue operating the company’s services, the smaller the union’s chances of achieving its demands through a strike
· Picketing
· Union goes on strike  picket the employer by placing persons at business entrances to advertise the dispute and to discourage people from entering the premises
· Even if small percentage of employees strike  can cause the shutdown of an entire organization if a sufficient number of organization’s remaining employees refuse to cross the picket line
· May prevent railcars and trucks from picking up and delivering goods  unions don’t like to cross other union’s pickets
· Employees who pass picket  can be subjected too verbal insults and even physical violence
· Mass picketing  blocking people from entering
· Picket lines to exert physical pressure or violence is illegal and may harm more than help the union’s case
· Boycotting
· Refusal to patronize the employer
· Handbills, radio announcements, notices in newspapers to discourage purchase of the employer’s product or service

The Employer’s Power in Collective Bargaining

· Ability to shut down the organization or certain operations within it
· Transfer operations to other locations or subcontract 
· Operating during strikes
· Employers must balance the cost of taking a strike against the long- and short-term costs of agreeing to union demands
· Consider how long operations might be suspended and the length of time that they and the unions will be able to endure a strike
· Must decide to continue operating if it is possible to do so
· Employers in certain jurisdictions are limited in their ability to hire replacement workers
· Employers have the right to dismiss workers who engage in sabotage or violence during a strike
· Right to return to work  issue to be negotiated
· Laws vary  many cases  employees must submit, in writing, their intention to return to their job once a strike is finalized
· Using the lockout
· Lockout  strategy by which the employer denies employees the opportunity to work by closing its operations
· Combat union slowdowns, damage to their property, or violence within the organization that may occur in connection with a labour dispute
· Under Labour Relations Board provisions, an employer cannot enforce a lockout within a prescribed number of hours of a strike vote
· Lockouts affect non-striking workers as well

Resolving Bargaining Deadlocks

· Both parties are affected
· Employer  loss of profits and customers  possibly loss of goodwill
· Union members  loss of income  partially offset by strike benefits or outside income
· Union’s leaders  losing members, being voted out, losing public support, members voting to decertify the union as a bargaining agent
· Mediation and Arbitration
· Third party serving the capacity of a conciliator, mediator or arbitrator  assistance
· Conciliation is usually compulsory before a legal strike or lockout
· Conciliator  appointed by provincial ministry of labour  helps parties reconcile their differences in an attempt to reach a workable agreement
· If conciliator is unsuccessful  report is filed  rare instances  appoint a conciliation board that accepts presentations from both parties and makes nonbinding formal recommendations
· If settlement cannot be reached  strike is permissible in some provinces during conciliation
· Mediator  third party in a labour dispute who meets with one party and then the other in order to suggest compromise solutions or to recommend concessions from each side that will lead to an agreement
· Higher satisfaction with outcomes and that the relationship between parties remains good after the conflict has been resolved
· No power or authority to force either side toward an agreement
· Exceptional communication skills, variety of assessment skills to identify cause of conflict, and ability to respond to cultural and power issues
· Online mediation  using Internet-based help, ways can be found to use experts in helping solve the dispute without having the expert present
· Arbitrator  third-party neutral who resolves a labour dispute buy issuing a final and binding decision in an agreement
· Not often used to settle private-sector bargaining disputes
· Interest arbitration  a mechanism to renew or establish a new collective agreement for parties
· Essential-service areas  public-sector
· Rights arbitration  a mechanism to resolve disputes about the interpretation and application of a collective agreement during the term of that collective agreement

The Collective Agreement

· Collective agreement put in writing and ratified by the union membership  end to negotiations
· Sign agreement (both parties)

The Issues of Management Rights

· Have to do with conditions of employment over which management is able to exercise exclusive jurisdiction
· Residual rights
· Residual rights  Concept that management’s authority is supreme in all matters except those it has expressly conceded to the union in the collective agreement
· May hold that the right of management to determine the product to produce or to select production equipment and procedures
· Do not mention management rights in collective agreement because they already exist
· To mention them might create an issue with union
· Defined rights
· Defined rights  concept that management’s authority should be expressly defined and clarified in the collective agreement
· Reduce confusion and misunderstanding and to remind union officers, union stewards, and employees that management never relinquishes its right to operate the organization
· Majority of collective agreements  contain provisions covering management rights

Forms of Union Security

· Labour organization is certified by labour relations board  exclusive bargaining representative of all employees in a bargaining unit, it must, by law, represent all employees in the unit, non-union and union members alike
· Union members will seek to form a compulsory membership as a condition of employment
· Union officials argue  will receive benefits of being in union without paying their share of costs
· Common forms of union security found in collective agreements are
· Closed shop  states that employers will hire only union members
· Union shop  provides that any employee not a union member upon employment must join the union within 30 days or terminated
· Agency shop  states that union membership is voluntary yet all bargaining unit members must pay union dues and fees
· Open shop  allows employees to join the union or not  non-members do not pay union dues  this is the rarest form of union security
· Closed-ship clauses are perhaps the most adversarial because they require employers to recruit employees from a union hiring hall
· Working in conjunction with the union-shop clause are the various seniority provisions of the collective agreement

Administration of the Collective Agreement

· Negotiation  most publicized an critical aspect of labour relations  deadlines, press conferences, and employee picketing help create this image
· Once collective agreement is signed, each party frequently will interpret clauses differently  differences traditionally resolved through the grievance procedure

Grievance Procedures
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· Grievance procedures  formal procedure that provides for the union to represent members and non-members in processing a grievance
· Heart of the bargaining agreement
· Safety valve that gives flexibility to the whole system of collective bargaining
· Negotiating grievance procedure  important concern  how effectively the system will serve the needs of employees and management
· Well-written procedure  grievances will be processed quickly and with as little red tape as possible
· Unique to each individual collective bargaining relationship but is required under Canadian labour relations codes
· Purpose of multistep process  allow higher levels of union and management representatives to look at the issue from different perspectives
· Grievance cannot be resolved  one of the specified steps, most agreements provide for the grievance to be submitted to a third party – usually an arbitrator – whose decision is final and binding

Initiating the Formal Grievance

· In order for grievance to be considered formally  must be expressed orally and/or in writing – ideally to the employee’s immediate supervisor
· May be taken to union steward  if employee does not feel comfortable to go directly to his/her supervisor
· Grievances  often the result of an oversight or a misunderstanding  many of them can be resolved at this point
· Resolve at first step will depend on  supervisor’s ability and willingness to discuss the problem with the employee and the steward

Grievance Resolution

· Union and management representatives  discuss the problem in rational and objective manner
· Not to be won or lost
· Attempt to solve a problem
· Grievance resolution  process in which a neutral third party assists in the resolution of an employee grievance
· Decision is final, and the parties are legally bound

Rights Arbitration

· Function of rights (or grievances) arbitration is to provide the solution to a grievance that a union and an employer have been unable to resolve by themselves
· Both parties are obligated to comply with the decision
· Even if one of the parties believes that arbitrator’s award is unfair, unwise or inconsistent with the collective agreement, that party may have no alternative but to comply with the decision
· Decision to arbitrate
· Grievance cannot be settled through procedure  each party must decide whether to use arbitration to resolve the case
· Must weigh costs involved against the importance of the case and the prospects of gaining a favourable award
· Union officers also are not likely to refuse to take to arbitration the grievances of members who are popular or politically powerful in the union, even though their cases are weak
· Management  may allow a weak case to go to arbitration to demonstrate to the union officers that management “cannot be pushed around
· The Arbitration Process
· May be described formally in a statement
· Each party makes a joint submission t the arbitrator  indicating the rationale for the grievance
· Beginning of hearing  both parties  present grievable issues orally to the arbitrator
· Purpose of arbitration hearing  full and fair hearing of the matter in dispute
· Arbitrating dispute  arbitrator is responsible for ensuring that each side receives fair hearing, during which it may present all the facts it considers pertinent to the case
· Arbitrator  has a right to question witnesses or to request additional facts from either party
· Hearings may be conducted in an informal way or in a very formal manner unlike that of a court trial
· In all grievance arbitrations except those involving any form of discipline, the “burden of proof” rests with the union  means that the union must prove that the employer violated the written collective agreement
· Arbitration award 
· Arbitration award  final and binding award issued by an arbitrator in a labour-management dispute
· Pointing out the merits of each party’s position, the reasoning that underlies the award can help lessen the disappointment and protect the self-esteem of those representing the unsuccessful party
· Decision may hinge on whether management’s actions were justified under the terms of this agreement
· May depend on arbitrator’s interpretation of the wording o a particular provision
· Established HR policies and practices can also provide the basis for determining the award
· Many grievances  the arbitrator must determine whether the evidence support the employer’s action against the griever
· If arbitration hearing indicates that an employee was accorded due process and the disciplinary action was for just cause, the severity of the penalty must be assessed
· It is within the arbitrator’s power, unless defined by the submission agreement, to reduce the penalty
· Typically, arbitrators use four factors when deciding cases
· The wording of the collective agreement
· The submission agreement as presented to the arbitrator
· Testimony and evidence offered during the hearing about how collective agreement provisions have been interpreted
· Arbitration criteria or standards (i.e., similar to standards of common law) against which cases are judged
· Arbitrators are essentially constrained to decide cases on the basis of the wording of the collective agreement and the facts, testimony, and evidence presented at the hearing
· Given the ongoing economic climate, labour relations and collective bargaining continue to undergo many changes
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FIGURE 10.5 Grievance Procedure
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ARBITRATION

Informal meeting to discuss grievance

Between employee and supervisor

Hard to distinguish between complaint and grievance
Verbal discussion

Written complaint
Between next-level supervisor and union official
(usually shop steward)
Usually face-to-face meeting to discuss details of grievance

Written document
Between manager and union business agent
(may include someone from HR)
Face-to-face meeting to discuss, “negotiate,” and resolve

Judicial function

Formal and legalistic

Decisions are binding and enforceable through
the courts

Frequently handled by lawyers
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