SEPTEMBER 11 – CHAPTER ONE
Introduction to HRM

-Human Resources Management (HRM):
· managing people in organizations to produce the workforce competencies and behaviors required to achieve the operation’s strategic goals
· managing human capital: knowledge, education, training, skills, expertise
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Diversity is very important 
Measuring the Value of HRM

-Effective HR practices are related to better organizational performance
-Balanced scorecard measurement system translates organizational strategy into a comprehensive set of performance measures
-Human Capital Index based on
· recruiting excellence

· clear rewards and accountability

· collegial and flexible workplaces

· communications integrity

· prudent use of resources

HRM Responsibilities: Operational/Administrative

· analyzing jobs 

· planning future workforce requirements 

· selecting employees 

· orienting and training employees

· managing compensation and reward plans 

· commonly outsourced (i.e. payroll services, recruitment, training) 
· serving as administrative experts and employee champions; in-house consultants to line managers
· managing human capital lifecycle
· consulting and offering advice
· formulating policies and procedures
· providing services i.e. analyzing jobs, planning future workforce requirements, selecting employees, orienting and training employees, managing compensation and reward plans
· ensuring fair treatment, appraising performance, ensuring employee health and safety, managing labor relations an relationships with unions, handling complaints, and ensuring compliance with legislation
HRM Responsibilities: Strategic

· serving as strategic partners and change agents
· strategy: company’s plan for how it will balance its internal strengths and weaknesses with external opportunities and threats in order to maintain a competitive advantage
· Increasingly, the HR department is being viewed as an equal partner in strategic planning process 
· HR specialists are expected to be change agents 
· strategy formulation: environmental scanning – identifying and analyzing external opportunities and threats that may be crucial to the organization’s success
· strategy execution: leading change, customer service, lowering labor costs, building employee engagement (emotional and intellectual involvement of employees in their work)
· engaged employees go beyond what is required, share values of organization
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Operational versus Strategic HR

Operational «—o—--— 5 Strategic
Skills Concepts
Administrative tasks Planning
Reactive Proactive
Collecting metrics/measurements Analyzing metrics/measurements

Working to achieve goals and objectives

Setting the goals and objectives

Following the laws, policies, and
procedures

Interpreting, establishing, and revising
the laws, policies, and procedures

Employee focus

Organizational focus

Explaining benefits to employees

Designing benefit plans that help the
organization achieve its mission and goals

Setting up training sessions for employees

Assessing training needs for the
entire organization

Recruiting and selecting employees

Workforce planning and building
relationships with external resources

Administering the salary/wage plan

Creating a pay plan that maximizes
employees’ productivity, morale, and
retention

Always doing things the same way

Recognizing that there may be better ways
of doing things; recognizing how changes
affect the entire organization—not just HR

Works within the organizational culture

Attempts to improve the
organizational culture

Source: D.M. Cox & C.H. Cox, “At the Table: Transitioning to Strategic Business Partner,” workspan,
November 2003, p. 22. Reprinted with permission of WorldatWork, Scottsdale, AZ. www.worldatwork.org.
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Internal Environmental Influences

· Organizational Culture
· core values, beliefs and assumptions shared by members of an organization
· often conveyed through an organization’s mission statement
· Organizational Climate
· prevailing atmosphere that exists in an organization and its impact on employees
· influences: management’s leadership style, HR policies, organizational communication
· friendly or unfriendly, open or secretive, rigid or flexible, innovative or stagnant 
· Management Practices
· Empowerment has become more common with flatter structures – providing workers with the skills and authority to make decisions

· boundary less organizations are also emerging – relationships are formed with customers, suppliers, and competitors to pool resources for mutual benefit or encourage cooperation in an uncertain environment
External Environmental Influences: Economic Conditions

· employment levels

· productivity levels

· growth of the service sector

· affect supply/demand for products, unemployment levels, productivity levels (ratio of an organization’s outputs to its inputs)

· primary sector 4%: agriculture, fishing and trapping, forestry, and mining

· secondary sector 19%: manufacturing and construction

· tertiary/service sector 77%: public administration, personal and business services, finance, trade, public utilities, and transportation/communications; growing

External Environmental Influences: Labour Market Issues

· canada’s workforce is among the most diverse in the world

· increasing workforce diversity: visible and ethnic minorities, women, aboriginal population and persons with disabilities

· generational differences – Traditionalists, baby boomers, sandwich genereation, generation x, generation y

· labour union movement: management has less discretion/flexibility in implementing and administering HR policies, procedures, practices
· use of contingent (workers who do not have full-time or regular part-time employment status) and part-time employees for non-standard jobs: often poorly paid, offers little to no job security, and is not covered by employment legislation

External Environmental Influences: Demographic Trends

· demographics: characteristics of workforce (age, sex, marital status, and education level)

· population growth is very small, so admitting lots of immigrants
· age – population is aging
· sandwich generation: individuals with responsibility for rearing young dependants as well as for assisting elderly relatives who are no longer capable of functioning totally independently

· generation x: individuals born between 1966 and 1980; replacing baby boomers, focused on flexible work arrangements, continuous skill development and balance between work and personal life

· generation y: individuals born since 1980; masters of technology, impatient, and action-oriented

· educational level: lack of literacy has replaced lack of experience as major reason for rejecting entry-level candidates
· increasing workforce diversity: visible and ethnic minorities, women, aboriginal peoples, persons with disabilities
External Environmental Influences: Technology

· from Twitter to Facebook to videoconferencing, a wide range of technology is available to organizations today

· questions are raised concerning data control, accuracy, right to privacy, and ethics 

· firms are monitoring employee e-mail, voice mail, telephone conversations, computer usage and behaviour
· increase in technical/professional jobs, decrease in traditional blue-collar jobs
· labour force training has not kept pace
· concern about job displacement and health hazards
· right to privacy and ethical issues
External Environmental Influences: Government

· ensure policies and practices comply with new and changing laws covering: 
· human rights
· pay equity and employment equity
· occupational health and safety
· employment standards
· government-sponsored benefit plans
· multiple jurisdictions across Canada
External Environmental Influences: Globalization

· tendency of firms to extend business operations abroad
· emergence of one world economy
· increased international competition
· multinational corporations:
· conduct business around the world
· seek cheap, skilled labour 
· means HR professionals may need to become familiar with employment legislation in other countries
External Environmental Influences: Environmental Concerns 
· sustainability
· climate change
· global warming 
· pollution and carbon footprint
· extinction of wildlife 
· ecosystem fragility
· other related issues are increasingly important to people around the world
History of HRM

Human Resources Movement:  Concern for People and Productivity
· concern for people and their productivity 
                                    [image: image3.emf]
Human Relations Movement: Concern for People

· Management philosophy based on belief that attitudes and feelings of workers are important and deserve more attention

· Based on results of Hawthorne studies: worker morale influenced by working conditions, supervisor’s leadership style, and management’s philosophy regarding workers
· Beliefs that people are important and deserve more attention 
                                    [image: image4.emf]
Scientific Management: Concern for Production

· Frederick Taylor created process of scientifically analyzing manufacturing processes, reducing production costs, and compensating employees based on their performance levels

Growing Professionalism in HRM

· Every profession has 4 major characteristics:

· common body of knowledge 
· certification of members (CHRP)
· self-regulation
· code of ethics, social responsibility 

SEPTEMBER 18 – CHAPTER TWO

Canada’s Employment Law Framework

· constitutional law
· Charter of Rights and Freedoms
· legislated Acts of Parliament
· Income Tax Act
· regulations (for legislated Acts)
· rules to aid interpretation of laws 
· common law
· judicial precedents – established when people go to court
· contract law
· collective agreements/employment contracts 

Multiple Legal Jurisdictions for Employment/Labour Law

· provincial/territorial laws govern 90% of workers
· federal laws govern 10% of workers in federal civil service: Crown corporations and agencies, transportation, banking, communications 
Employment/Labour Standards Legislation

· provides minimum entitlements for employees
· minimum wage
· holidays and vacation
· maternity/parental leave
· provides maximum obligations e.g. hours of work
· Exceptions: seasonal workers (i.e. farmers)
· requires equal pay for equal work (male and female workers)
Human Rights Legislation

· based on Charter of Rights and Freedoms (1982), which provides fundamental freedoms:
· conscience and religion
· thought, belief, opinion and expression
· peaceful assembly
· association
· Section 15 provides equality rights
Discrimination

· distinction, exclusion or preference based on a prohibited ground nullifies or impairs an employee’s rights to:
· full and equal recognition
· exercise of human rights and freedoms
Prohibited Grounds of Discrimination

· race 
·  colour 
·  age
·  sex
·  marital/family status
· religion/Creed
·  physical and mental
·  handicap
·  ethnic/national origin 
Types of Discrimination Prohibited

Intentional
·  direct
·  differential/unequal  treatment
·  indirect
·  based on association
Unintentional (constructive/systemic)
·  apparently neutral policies have adverse impact on protected groups
[image: image5.png]FIGURE 2.2 Examples of Systemic Discrimination

o Minimum height and weight requirements, which scresn out dispropor-
tionate numbers of women and people from Asia, who tend to be
shorter in stature.

e Internal hiring policies or word-of-mouth hiring in workplaces that have
not embraced diversity.

o Limited accessibility to company premises, which poses a barrier to
persons with mobility limitations.

e Culturally biased or non-job-related employment tests, which
discriminate against specific groups.

¢ Job evaluation systems that are not gender-neutral; that is, they under-
value traditional female-dominated jobs.

* Promotions based exclusively on seniority or experience in firms that
have a history of being white-male-dominated.

e Lack of a harassment policy or guidelines, or an organizational climate in
which certain groups feel unwelcome and uncomfortable.

Source: Based on material provided by the Ontario Women’s Directorate and the Canadian Human Rights
Commission.
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Reasonable Accommodation of Differences

· adjustment of employment policies/practices so that no individual is:
· denied benefits
· disadvantaged in employment
· prevented from carrying out a job
· based on prohibited grounds 
· e.g. work station redesign for wheelchair
· employers must accommodate to the point of ‘undue hardship’ 
· definition: point where cost or health and safety risks make accommodation impossible 
Bona Fide Occupational Requirement (BFOR)

· a justifiable reason for discrimination based on business necessity for safe and efficient operations
· intrinsically required by job tasks eg. must have 
· e.g. sight to drive a truck
Harassment

· definition: unwelcome behavior that demeans, humiliates, or embarrasses a person, and that a reasonable person should have known would be unwelcome
· physical assault
· unnecessary physical contact
· verbal abuse/threats
· unwelcome invitation/requests
· unwelcome remarks, jokes, innuendo
· leering
· displaying pornographic/racist pictures
· practical jokes causing embarrassment
· condescension/paternalism undermining 
· self-respect
Sexual Harassment

· definition: offensive/humiliating behavior that is related to a person’s sex, as well as behavior of a sexual nature that creates an intimidating, unwelcome, hostile, or offensive work environment
· sexual annoyance
·  hostile, intimidating harassment with no direct link to job benefits
· sexual coercion
·  harassment with direct consequences to worker’s employment status or job benefits 
Harassment Policies

1. have a clear workplace harassment policy
2. provide company-wide harassment training
3. require signed documentation of:
i. receipt of harassment training
ii. familiarity with harassment policy
4. investigate all harassment complaints thoroughly
5. consider all relevant factors before taking action: 
i. when harassment is proven
ii. when a false allegation of harassment is filed
6. provide support/counseling for harassment victims
7. monitor the workplace for signs of harassment
8. retaliation against complainant is a criminal offence 
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Some examples of harassment include:

unwelcome remarks, slurs, jokes, taunts, or suggestions about a person’s
body, clothing, race, national or ethnic origin, colour, religion, age, sex,

marital status, family status, physical or mental disability, sexual orienta-

tion, pardoned conviction, or other personal characteristics;

unwelcome sexual remarks, invitations, or requests (including persistent,
unwanted contact after the end of a relationship);

display of sexually explicit, sexist, racist, or other offensive or derogatory
material;

written or verbal abuse or threats;

practical jokes that embarrass or insult someone;

leering (suggestive staring) or other offensive gestures;

unwelcome physical conttact, such as patting, touching, pinching, hitting;
patronizing or condescending behaviour;

humilisting an employee in front of co-workers;

abuse of authority that undermines someone’s performance or threatens
his or her career;

e vandalism of personal property; and

physical or sexual assault.

Source: Canadian Human Rights Commission, Anti-Harassment Policies for the Workforce: An Employer’s
Guide. www.chrc-ccdp.ca/pdf/AHPoliciesWorkplace_en.pdf. Reproduced with permission of the Ministry of
Public Works and Government Services, 2006.
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Remedies for Human Rights Violations

· compensation for:
· lost wages
· general damages and expenses
· pain and humiliation
· restoration of rights denied
· written letter of apology
· mandatory training sessions/workshops
· required employment equity program
Employment Equity

· federal Employment Equity Act 
· based on Charter of Rights
· proclaimed in 1987, amended in 1995
· protects women, visible minorities, persons with disabilities, Aboriginal peoples
· removes employment barriers
· promotes equality
Employment Equity Designated Groups (% of population vs. employed)

· Women – 51% vs. 45%

· Visible minorities – 13.4% vs. 11.7%

· Persons with disabilities – 12.4% vs. 2.3%

· Aboriginal people – 3.3% vs. 1.6%

Designated Group Experiences

· lower pay
· occupational segregation: existence of certain occupations that have traditionally been male dominated and others that have been female dominated
· glass ceiling: invisible barrier, caused by attitudinal or organizational bias, which limits the advancement opportunities of qualified designated group members
· underutilization
· higher rates of unemployment
· underemployment: not fully utilizing one’s skills
· low status jobs with little career growth potential
Employment Equity Program Implementation Steps

· definition: detailed plan designed to identify and correct existing discrimination, redress past discrimination, and achieve a balanced representation of designated group members in the organization
Step 1: Obtaining Senior Management Commitment and Support
Step 2: Data Collection and Analysis   

· stock data: provides snapshot of organization at a particular point in time, in terms of how many designated group members are employed, in what occupations, and at what salaries

· flow data: data tracking designated group members by employment transactions and outcomes

· utilization analysis: comparison of internal workforce profile with external workforce availability

Step 3: Employment Systems Review: thorough examination of corporate policies and procedures, collective agreements, and informal practices, to determine their impact on designated group members so that existing intentional or systemic barriers can be eliminated
Step 4: Plan Development: goals and timetables

· beware of reverse discrimination: giving preference to designated group members to the extent that non-members believe they are being discriminated against

· positive measures: initiatives designed to accelerate the entry, development, and promotion of designated group members, aimed at overcoming the residual effects of past discrimination

· accommodation measures: strategies to assist designated group members

· supportive measures: strategies that enable all employees to achieve better balance between work and other responsibilities

Step 5: Implementation
Step 6: Monitoring, Evaluation, Revising
Pay Equity

· equal pay for:

· male-dominated job classes 
· female-dominated job classes 
· of equal value to the organization
· value determined by job evaluation procedure
Diversity Management

· broader/more inclusive than employment equity
· a set of activities designed to:
· integrate all employees in multicultural workforce
· use diversity to enhance organization’s effectiveness
Characteristics of Effective Diversity Programs

· celebrate diversity
· diversity training
· top management commitment
· support groups/ mentoring programs
· diversity audits
· management responsibility and accountability
· inclusive and representative communications
CHAPTER THREE

Human Resources Technology

· any technology that is used to attract, hire, retain and maintain human resources, support HR administration and optimize HRM
· can be used in different types of human resource information systems, used by various stakeholders and accessed in different ways
Human Resources Information System (HRIS)

· integrated system used to gather, store, and analyze information regarding an organization’s human resources
· HRIS helps HR professionals to:
· Automate and simplify tasks

· Reduce administration and record keeping

· Provide management with HR-related information 
Evolution of Human Resources Technology

· paper-based systems
· early personal computer (PC) technology
· listed tombstone data: list of basic employee information

· stores on client server: network of architecture in which each computer on the network is either a client or a server

· electronic database systems
· relational database: data can be stored in more than one file, each containing different types of data; files can be linked so that info from the separate files can be used together
· web-based technology
· interactive voice response: telephone technology in which a touch-tone phone is used to interact with a database to acquire info from it or enter data into it
HRIS Subsystems

· definition: integrated systems used to gather, store, and analyze info regarding an organization’s human resources
· employee administration, recruitment, time and attendance, training and development, pension administration, employment equity, performance evaluation, compensation/benefits admin., organizational management, health and safety, labor relations, payroll interface 

HRIS: Key Functions

· create and maintain employee records
· ensure legal compliance
· forecasting and planning future HR requirements
· manage knowledge and talent (career and succession planning)
· align HR activity with strategic plan
· provide relevant data for decision making 
HRIS: Workforce Analytics

· use of HRIS data to assess the performance of an organization’s workforce using statistics and research design techniques
· identify and analyze factors contributing to effective HR contribution to the achievement of strategic goals 
Selecting and Implementing an HRIS

1. Adoption phase – needs analysis based on company background, management considerations, technical considerations, HR considerations and pricing; request for proposals (request to vendors to schedule demonstrations of the various systems and ultimately choose one that most closely aligns with their needs analysis, budgets, and management requirements); selection of vendor
2. Implementation phase – project team manages conversion to new system; privacy and security (what is stored on the system and who can view it?)
3. Institutionalization phase – train users on the system; management of change 

Electronic HR (e-HR)

· technology that enables HR professionals to integrate HR strategies and processes in order to improve overall HR service delivery
· use of intranet network interconnected within one organization, using web technologies for sharing information internally 
Employee Self-Service (ESS)

· ESS enables employees to access and manage personal information directly
· Portals (single site accessed within an internet site) used to facilitate ESS
· ESS reduces HR operational costs
· basic administrative/transactional HR activities shifted to employees 
Management Self-Service (MSS)

· provide managers direct access to information on employees who report to them
· eliminates need for managers to go through third party (HR) to get information, thus reduces overall company workloads

· reduces administration costs, reduces entry errors, streamlines reporting processes

· not as popular as ESS 
Enterprise-Wide Systems (Oracle, SAP)

· Enterprise-wide systems (ERP) support all business functional requirements, rather than a single department

· one database serves entire company

Stand-Alone Systems (Microsoft Excel, Access)

· for HR management only
· requirements depend on cost, number of employees, degree of efficiency, company’s existing hardware and software
HR Specialty Software

· specialty software available for individual HR functions 
· Halogen Software for e-appraisal

· Org Plus software for organization charts

· Ergowatch software for physical demands analysis

· ExecuTRACK software for succession planning and career management

· Web Hire for e-recruiting

Changes in HR Role in IT-Enabled Organization

· decreased HR transactional activities
· increased internal constituent focus
· increased external customer awareness
· increased strategic activities 

Key HR Competencies in an IT-Enabled Organization

· mastery of HR technology
· strategic contribution
· personal credibility
· HR delivery
· business knowledge 

Trends in HR and Technology: Technology Trends

· increased use of portals and intranets
· greater access to technology
· continued optimization of current systems
· enhanced focus on workforce analytics
· increased focus on reducing costs
· increased use of data exchange standards
· contingency planning for disasters
· heightened awareness of HR data privacy 
Trends in HR and Technology: HR Outsourcing

· HR outsourcing growing exponentially
· basic transactional activities most often outsourced i.e. salary calculations
· benefits are cost reduction and increased ability for HR professionals to focus on core business objectives 
Trends in HR and Technology: Determining HR’s Effectiveness

· HR now expected to focus on strategic management of human capital and other value-added activities
· HR expected to demonstrate measurable impact on business results
· HR professionals must be technically savvy and speak the language of business
· HR departments that are true business partners will leverage emerging technologies to drive productivity and manage human capital 

CHAPTER FOUR
Organizing Work: Organization Charts
· Snapshot of the firm, depicting the organization’s structure in chart form at a particular point in time

Organizing Work: Bureaucratic Structure

Top-down management

Many levels, and hierarchical communication channels and career paths

Highly specialized jobs with narrowly defined job descriptions

Focus on independent performance

[image: image1.png]FIGURE 1.1  Strategic HRM

Market Value of the Organization

4

Revenues, Profits, Sales, Return on
Assets, Return on Equity, etc.

A4

Productivity, Product Quality, Service
Quality, Customer Satisfaction, etc.

A2

Quality of the Workforce
(The right people with the right
competencies who are continuously
given the opportunity and motivation
to use those competencies.)

l

HR Practices That Support Strategy
« Staffing Practices + Performance Management
* Pay Practices * Policies and Procedures
* Benefits Practices * Management and Supervisory Skills
* Rewards Practices * Career and Organization Development
« Training * Succession Planning
* Information Sharing + Employment Equity and Diversity Practices

Source: P.A. Mathews, “The HR Image Makeover: From Cost Center to Profit Maker,” workspan, May 2004,
p. 38. Reprinted with permission of WorldatWork, Scottsdale, AZ. www.worldatwork.org.
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Organizing Work: Flat Structure

Decentralized management approach

Few levels and multi-directional communication

Broadly defined jobs, with general job descriptions

Emphasis on teams and on customer service

[image: image17.png]



Organizing Work: Boundaryless Structure

Joint ventures with customers, suppliers, and competitors

Emphasis on teams whose members may cross organizational boundaries
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Job Design

Job Design: process of organizing work into tasks required for a job
Job: group of related activities/duties for one or more employees 
Position: collection of tasks/responsibilities performed by one person
Job Design Considerations

-Specialization and Industrial Engineering Considerations:
·  work simplification: assigning most of admin aspects of work (i.e. planning) to supervisors and managers, while giving lower-level employees narrowly defined tasks to perform according to methods established and specified by management
·  industrial engineering: analyzing work methods; making work cycles more efficient by modifying, combining, rearranging, or eliminating tasks; establishing time standards
-Behavioral Considerations:
·  job enlargement (horizontal loading): technique to relieve monotony and boredom that involves assigning workers additional tasks at the same level of responsibility to increase the number of tasks they have to perform
·  job rotation: also relieves boredom by moving employees from one job to another
·  job enrichment (vertical loading): any effort that makes an employee’s job more rewarding or satisfying by adding more meaningful tasks and duties
·  team-based job designs: focus on giving a team, rather than an individual, a whole and meaningful piece of work to do and empowering team members to decide among themselves how to accomplish the work
-Human Engineering Considerations:
·  Ergonomics: seeks to integrate and accommodate the physical needs of workers into design of jobs; aims to adapt the entire job system – work, environment, machines, equipment, and processes – to match human characteristics
Job Characteristics Model
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-Skill variety: degree to which job requires using different skills

-Task identity: degree to which job requires completion of a whole piece of work

-Task significance: degree to which job has substantial impact on lives and work of others

-Autonomy: amount of freedom, independence, and discretion the employee has in terms of scheduling work and determining procedures

-Feedback: degree to which job provides the employee with clear and direct info about job outcomes and effectiveness of his/her performance

The Nature of Job Analysis

-Job Analysis: procedure for determining: tasks, duties and responsibilities of a job; human attributes (knowledge, skills, abilities) required to perform a job
-Job description: list of duties, responsibilities, reporting relationships and working conditions of a job
-Job specifications: list of human requirements – knowledge, skills, and abilities need to perform the job
Uses of Job Analysis Information

· Human resources planning

· Recruitment and selection

· Job evaluation (wage and salary decisions)

· Performance appraisal

· Labour relations

· Training, development, and career management

· Job design

Steps in Job Analysis

Step 1: Identify What The Information Will Be Used For 

Step 2: Review Relevant Background Information   
Use a process chart (diagram showing flow of inputs to and outputs from the job under study)
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Step 3: Select Representative Positions/Jobs To Be Analyzed
Step 4: Analyze The Jobs
Step 5: Review Analysis With Incumbent/Supervisor
Step 6: Develop Job Description/Job Specification
Methods of Collecting Job Analysis Information – Qualitative

Individual Interviews
Adv: provides opportunity to explain need for and functions of job analysis; quick and simple; more flexible than surveys; allows for more probing
Disadv: depends on rapport between interviewer/respondent; may suffer from validity/reliability of problems; info may be distorted due to outright falsification or honest misunderstanding
Group Interviews

Adv: tend to do better then individuals with open-ended problem solving; reliability/validity higher than with individuals because group members cross check each other

Disadv: costs more because more people are taken away from their jobs to participate; tends to focus on perceptions of job
Questionnaires
Adv: inexpensive; good method when employees are widely scattered or when data must be collected from a large number of employees
Disadv: creating it can be time-consuming and costly; depends on communication skills of respondents; does not allow for probing; tends to focus on perceptions of job
Observation
Adv: third party observer has more credibility than job incumbents who may have reasons for distorting info; focuses more on reality than perceptions
Disadv: Observation can influence behavior of job incumbents; meaningless for jobs requiring mental effort; not useful for jobs with long job cycle
Participant Diary/Log
Adv: highly detailed info can be collected over entire job cycle; appropriate for jobs with long job cycle
Disadv: requires job incumbent’s participation and cooperation; tends to focus on perceptions of job
Methods of Collecting Job Analysis Information – Quantitative

-Position Analysis Questionnaire 
very structured job analysis questionnaire; strength is in classifying jobs
provides quantitative job score on six dimensions of job requirements:
information input
mental processes
work output (physical activities and tools)
relationships with others
job context (physical and social environment) 
other job characteristics (pace and structure) 
-Functional Job Analysis 
· responsibility for people, data, things
· identifies performance standards and training requirements for a job
-National Occupational Classification (NOC) 
reference tool for writing job descriptions/specifications
compiled by the federal government
for 30,000 occupations, provides:
standardized job descriptions
job requirements
Focus on occupations (collection of jobs that share some or all of a set of main duties) and not jobs

3 Has a Career Handbook counselling component 
Writing Job Descriptions

-Job Descriptions: 
· what jobholder actually does
· how the job is performed
· under what conditions the job is performed
Job Description Information

· job identification (position title, department, location, name of supervisor, date job description was written, written by, approved by)
· job summary (general nature of job – major functions)
· relationships (with others inside and outside organization)
· responsibilities, duties and relationships 
· authority (decision making authority, supervision of other employees, and budgetary limitations)
· performance standards (standards employee is expected to achieve)
· working conditions (noise level, temperature, lighting, degree of privacy, frequency of interruptions, hours of work, amount of travel, any hazards)
Writing Job Descriptions: Human Rights Issues

-job descriptions not legally required (but advisable)
-clearly identify essential job duties (must accommodate disabilities)
-knowledge, skills and abilities should be sole criteria for decisions regarding:
selection
promotions and transfers
training
Writing Job Specifications

-List job requirements related to:
· human traits, experience, skill, effort, working conditions
Writing Job Specifications: Human Rights Issues

· qualifications must be justifiable (not necessarily those of incumbent)
· unjustifiably high education/experience can create systemic discrimination
· actual physical/mental demands critical for entry-level jobs
· statistical analysis (based on relationship between human trait of skill and criterion of job effectiveness) more defensible than judgmental approach (based on educated guesses of job incumbents, supervisors, and HR managers)
Job Analysis in the 21st Century: Reasons for More Flexible Jobs

· flatter organizations
· working in teams
· boundaryless structures
· reengineering
· e-business
Job Analysis in the 21st Century: The Future of Job Descriptions

-most firms continue to:
-use job descriptions
-rely on traditionally defined jobs
-new structures built around broadly defined jobs
CHAPTER FIVE
Human Resources Planning

-to meet organizational goals, review human resources requirements to ensure:
-the necessary number of employees
-the necessary employee skills
Human Resources Planning Process
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Importance of Human Resources Planning

· achieve strategic goals and objectives
· achieve economies in hiring new workers
· make major labour market demands
· anticipate and avoid staff shortages/surpluses 
· control/reduce labour costs
Results of Inadequate HR Planning

· vacant positions create costly inefficiencies
· mass layoffs requiring severance pay
· simultaneous layoffs and hiring in different departments reduces morale and productivity, creates turnover
· inability to meet operational and strategic plans

HR Planning and Strategic Planning
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External Environmental Factors Monitored

· economic conditions
· market and competitive trends
· government and legislative issues (new laws)
· social concerns (health care, childcare)
· technological changes
· demographic trends
Elements of Effective HR Planning

1.  Forecast Future HR Needs (Demand)   
2. Forecast Future Internal/External Candidates (Supply)
3. Implement Plans to Balance Supply and Demand
Forecasting Future HR Needs (Demand)

-Forecasting based on:
· projected turnover
· quality and nature of employees relative to needs
· decisions regarding product quality and new markets
· plans for technological and administrative change to increase productivity and reduce headcount
· financial resources available
-Quantitative Approaches:
· trend analysis: review past employment levels to predict future needs
· ratio analysis: ratio of business activity/employees
· scatter plot: graph of business activity/employees
· regression analysis: statistical relationship between business activity and employees
-Qualitative Approaches:
1. Nominal Group Technique
· experts meet face-to-face; independent idea generation, clarification and open discussion, and private assessment; possible subjectivity, group pressure
2. Delphi Technique
· experts work independently; wide range of views; difficult to integrate diverse opinions; timely and costly
-Managerial judgment

- Since ratios/trends will change in the future, managerial judgment is needed to modify the forecast based on anticipated changed

-Staffing table: pictorial representation of all jobs within organization, along with number of current incumbents and future employment requirements 

Forecasting Future HR Supply:

-Markov Analysis
· tracking the pattern of employee movements through various jobs and developing a transitional probability matrix
-Skills/Management Inventories
· summary of each employee’s education, experience, interests, skills
· for managers, also includes managerial responsibilities, duties in current/previous positions, management training
-Replacement Charts/Summaries
· visual representations of likely internal replacement employees for each position, including age, present performance rating, promotability status
· replacement summaries also list relative strengths and weaknesses, current position 
-Succession Planning
· analyze demand for managers/professionals
· audit existing executives, project future supply
· individual career planning/career counseling 
· accelerated promotions
· performance-related training and development
· planned strategic recruitment
-External Candidates
· general economic conditions: lower the unemployment rate, harder to recruit employees
· national labour market conditions: demographic trends i.e. aging population
· local labour market conditions: i.e. community growth rates and attitudes
· occupational market conditions: availability of potential candidates in specific occupations i.e. nurses
Balancing Supply and Demand

-Dealing with a Labour Surplus
· hiring freeze: openings are filed by reassigning current employees, and no outsiders are hired
· attrition: normal separation of employees from an organization because of resignation, retirement, or death
· early retirement buyout programs
· job sharing: dividing duties of a single position between two or more employees
· work sharing: employees work three/four days a week and receive EI benefits on their non-workdays
· reduced workweek: employees work fewer hours and receive less pay
· layoffs (temporary withdrawal of workers); supplemental unemployment benefits (top-up EI benefits)
· termination with severance package – can cause survivor sickness (employees remaining feel betrayed/guilty)
-Dealing with a Labour Shortage
· overtime
· hiring temporary employees
· subcontracting work
· external recruitment
· transfers: movement of employee from one job to another that is relatively equal in pay/responsibility/level
· promotions
-Canada’s Looming Labour Shortage
· over next 20 years, baby boomers will retire, creating a critical undersupply of labour 
· strategies: retention of older workers; more Aboriginals, visible minorities, females; more apprenticeships; aggressive external recruiting from other provinces; offer flexible work arrangements
-Flexible Work Arrangements
· sought by younger workers to achieve work-life balance
· sought by older workers to bridge to retirement
· also assists in meeting customer needs 
Flextime

· employees build workday around core of mid-day hours
· reduces absenteeism 
· reduces use of sick leave for personal matters
· increases receptiveness to change
· can be complicated to administer 
Telecommuting/Telework

· use of computers and telecommunications to work at home
· improves cost savings, productivity and morale
· many managers uncomfortable due to loss of control over workers; trust is required 
Alternative Work Arrangements

-Job Sharing: duties of single position divided between two or more employees
-Compressed Workweek: work less than five days of more than eight hours instead of five eight-hour days
-Flexyear: every six months, choose number of hours to work each month for next year 
CHAPTER SIX
Recruitment

process of searching for job candidates:
adequate number
qualified

from which to select staff needed to meet job requirements 

· completed when resumes are received from an adequate number of applicants

Recruitment Process
1. Identify job openings

2. Determine job requirements

3. Select methods of recruitment

4. Generate pool of qualified applicants

Constraints on the Recruitment Process
· promote-from-within policies ( cannot promote externally for a specified period
· employment equity plans ( specifies goals for increasing recruitment from designated groups
· inducements of competitors ( recruiters must meet prevailing standards or use other inducements
· labour shortages
Employer Branding involves three steps:

Step 1: define the target audience, where to find them, and understand what the applicants/candidates want from an employer

Recruiting Within the Organization: Advantages

· enhanced morale if competence is rewarded
· more commitment to company goals
· longer-term perspective on business decisions
· more accurate assessment of candidate’s skills
· less orientation required
Recruiting Within the Organization: Disadvantages

· discontent of unsuccessful candidates
· time consuming to post and interview all candidates if one is already preferred
· employee dissatisfaction with insider as new boss
· difficult for new leader to adjust to being no longer “one of the gang”
· possibility of “inbreeding”( they make decisions by the book when maybe a new direction is needed
Recruiting Within the Organization: Requirements

Job Posting ( notifying current employees about vacant positions
Human Resources Records ( looking through records
Skills Inventories
Recruiting Within the Organization: Advantages of Job Posting

· equal opportunity for transfer/promotion for all qualified employees
· reduces favouritism 
· demonstrates commitment to career growth and development
· communicates organization’s policies on transfer/promotion
Recruiting Within the Organization: Disadvantages of Job Posting

· reduced morale and motivation of unsuccessful candidates 
· tension if qualified internal candidate passed over for equal/less qualified external candidate
· difficult decision between two or more equally qualified candidates
Recruiting Outside the Organization: Advantages

· larger, more diverse pool of qualified candidates
· acquisition of new skills and knowledge for creative problem solving
· elimination of rivalry for transfers/promotions
· cost savings from hiring skilled individuals with no need for training
Recruiting Outside the Organization: Planning External Recruitment

· type of job affects recruitment method chosen
· yield ratios = percentage of applicants that proceed to next stage of recruitment process
indicates which recruitment method if most effective

· time lapse data = time from start of recruitment to new employee starting work
Recruiting Outside the Organization: Methods

· online recruiting ( internet job boards and corporate websites
· print advertising ( should keep AIDA in mind
· Attention, interest, desire, action 
· Can be want ad or blind ad (want ad minus identity and address of employer)
· private employment agencies ( use if:
· no HR department
· past difficulty in generating pool of qualified candidates
· position must be filled quickly
· desire to recruit designated group members
· desire to recruit individuals currently employed
· executive search firms ( fill critical positions in firms, such as senior level management
· Advantages:
· often specialize in particular type of talent
· adept at approaching employed candidates not currently looking for a job
· Disadvantages:
· must provide detailed candidate requirements
· non-professional sales approach e.g. may present poor candidate to make other prospects more appealing
· walk-ins (people who walk in and offer resume) and write-ins (mail their resume)
· employee referrals
· educational institutions
· Human Resources & Social Development Canada (HRSDC) programs – Job Bank; Job Match
· professional and trade associations
· labour organizations ( unions
· military personnel ( hiring military reservists
· open houses and job fairs
Recruiting Outside the Organization: Recruiting Non-Permanent Staff

Temporary Help Agencies
Temps are cheaper; if they don’t perform well, substitute can be requested immediately; temps are usually highly motivated because they want full-time jobs
Contract Workers – contract workers who develop work relationships directly with employer for specific type of work or period i.e. project managers, accountants and lawyers
Employee Leasing – company transfers specific employees to payroll of an employee leasing firm/professional employer organization in explicit joint-employment relationship
Recruiting a More Diverse Workforce

· older workers
· younger workers
· designated group members:
· women
· visible minorities
· disabled
· Aboriginal
Reasons for Using Application Forms

facilitates candidate comparison
requests information that firm requires
provides sample of candidate’s work (they cannot receive outside help while completing form on company premises)
requests authorization for reference checking
acknowledgement of accuracy protects company in case of falsification
requests designated group member status (optional)
Application Forms: Human Rights Issues

· cannot ask questions that classify candidates on prohibited grounds
· illegal questions may lead to challenge of entire selection process; burden of proof is on employer
Using Application Forms to Predict Job Performance

Weighted Application Blank (WAB)
· responses weighted based on statistical relation to job performance
Biographical Information Blank (BIB)
· data predictive of job success is scored
CHAPTER SEVEN
Selection

process of choosing between individuals:
with relevant qualifications
for existing or projected job openings
important because:
quality of human resources determines organizational performance
high cost of inappropriate selection decisions
significant legal implications 
Guidelines for Avoiding Legal Problems

· selection criteria based on the job
· adequate assessment of applicant ability
· careful scrutiny of applicant-provided information
· written authority for reference checking
· save all records and information
· reject applicants who make false statements 
Supply Challenges
Labour shortages result in small selection ratios (number of applicants hired to the total number of applicants)

The Selection Process

1. Preliminary step: initial applicant screening
2. Selection testing
3. Selection interview
4. Background investigation/reference checking 
5. Final steps: supervisory interview & realistic job preview; hiring decision & candidate notification
Step 1: Applicant Screening

· first contact often through the Web
· screening eliminates candidates not meeting “must have” criteria 
· candidates closely matching remaining job specifications considered further 
Step 2: Selection Testing
2/3 of Canadian organizations use this selection testing

Guidelines:
· use tests as supplements to other techniques
· validate tests where they will be used
· use a certified psychologist
· provide appropriate testing conditions 
The Importance of Reliability and Validity

Validity: accuracy with which predictor measures what it is intended to measure
Reliability: degree to which selection procedures yield  comparable data over time; dependability of measures used
Types of Validity
Differential valididty: 
· Criterion-Related Validity: extent to which results predict/significantly correlate with work behaviour 
· Content Validity: extent to which selection instruments adequately samples job skills/knowledge
· Construct Validity: extent to which results measure job-required trait 
Types of Tests Used in Selection

cognitive tests
intelligence: verbal, comprehension, memory, numerical ability
emotional intelligence: ability to monitor own or other’s emotions
aptitude: measure potential to perform job (tested on specific tasts)
motor/physical abilities (finger dexterity, reaction time)
personality and interests (measures stability, motivation, neurotic tendency, self-confidence)
achievement tests (measure knowledge or proficiency acquired through education, training, or experience)
work sampling – applicants perform key tasks
assessment centers – involved applicants performing exercises, management games, presentations, and interviews
situational tests – candidates are presented with hypothetical situations for the job and are evaluated on their responses
micro-assessment –series of verbal, paper-based, or computer bases questions and exercises that a candidate is required to complete, covering activities required on the job
physical exams
drug testing: pre-employment screening for substance abuse not permitted in Canada
· alcohol and drug addiction considered a handicap and cannot be used to discriminate between applicants 
Step 3: Selection Interview

Interviewer Objectives:
· assess applicant’s qualifications
· observe applicant’s behaviour 
· gather information to predict future performance
· communicate information about job
· promote organization
· determine how well applicant would fit in 
Applicant Objectives:
· present a positive image
· sell his/her skills and market positive attributes
· gather information about job and organization 
Types of Interviews

Degree of Structure
· unstructured (questions asked as they come to mind); structured; semi-structured
Content
· situational (what the candidates future behavior would be in a situation); behavioral
Administration
· one-on-one; sequential (interviewed by several persons in sequence before decision is made); panel (interviewed by group simultaneously)
Interviewing and the Law

· questions related to prohibited grounds of discrimination are prohibited
· all interviewees must be treated identically
· interview cannot be cut off due to preconceived notions about “ideal” candidate 
· focus on job description and job specification 
Common Interviewing Mistakes

· poor planning
· snap judgments
· negative emphasis (more influenced by negative than positive information about candidate)
· halo effect (positive initial impression distorts interviewer’s rating of a candidate because subsequent information is judged with a positive bias)
· poor job knowledge (interviewers don’t know job precisely to know which candidates are best suited for it)
· contrast error (interviewing someone really bad before someone average can make average person look better)
· influence of nonverbal behaviour (i.e. smiling, head moving)
· telegraphing (i.e. this job is stressful, you can handle it, can you not?)
· too little/too much talking
· similar-to-me bias (more favorable to people who are similar to interviewer)
Designing an Effective Interview
1. decide who will be involved; selection criteria
2. specify “musts” and “wants”; weight “wants”
3. determine assessment strategies; develop evaluation form
4. develop interview questions for all candidates
5. develop candidate-specific questions
Steps Involved in an Effective Interview
1. Plan the interview
2. Establish rapport
3. Ask questions written in advance, in order; take notes
4. Close the interview
5. Evaluate candidate
Step 4: Background Investigation/Reference Checking

· to verify accuracy of job-related education and experience
· validate information obtained in other steps of the selection process
· must have written permission from candidate
· may include checking of criminal record, credit rating, educational qualifications, past employment, performance-related references 
Legal Issues Regarding References

failure to check references can lead to:
negligent/wrongful hiring suits

that may involve significant damages
doctrine of qualified privilege generally protects reference-provider if:
honest, fair, candid references given
even if negative information is provided 
Step 5: Supervisory Interview/Realistic Job Preview

· supervisor is best qualified to assess job knowledge and skills
· supervisor can answer job-specific questions
· supervisor must feel comfortable with new hire
· supervisor can assess fit with current team members 
Benefits of Realistic Job Previews

Realistic job preview: provide applicants with realistic info about job demands, organization’s expectations, and the work environment
Improved employee job satisfaction
Reduced voluntary turnover
Enhanced communication
Step 6: Hiring Decision

· combine information from all selection techniques used
· subjective evaluation of information about each candidate; immediate supervisor usually makes final hiring decision
· statistical strategy: identify valid predictors and weight them statistically e.g. multiple regression 
Step 7: Candidate Notification

· HR department makes initial offer of employment by phone; follows up in writing
· candidates given reasonable time to consider offer
· all finalists not selected are notified 
CHAPTER EIGHT

Orienting Employees

· providing new employees with basic background information about:
· the organization
· the job 
· Reality Shock: discrepancy between new employee’s expectations and reality
· Socialization: instilling in employees prevailing attitudes, standards, values, and patterns of bahaviour expected by organization
Purpose of Orientation Programs

· better job performance
· reduced turnover
· less disciplinary action
· fewer grievances
· reduced number of workplace injuries 
Content of Programs
· Handbook, tour of facilities, explanation of job procedures, summary of training to be received, explanation of performance appraisal criteria

Special Orientation Situations

· diverse workforce (may be difficult if never had diverse workforce in past)
· mergers and acquisitions (new company culture will evolve)
· union vs. non-union employees (be made aware of collective agreement if unionized; be told which positions are unionized or not)
· multi-location organizations (new employees need to be told where other locations are and what they do)
Problems With Orientation Programs

· too much information in a short time
· too many forms to fill out
· little or no orientation
· HR information too broad; supervisory  information too detailed 
Evaluation of Orientation Programs
· Must evaluate:

1. Employee reaction

2. Socialization effects

3. Cost/Benefit Analysis

Executive Integration

· roles must be clarified
· network of trusting relationships with key stakeholders must be developed
· culture of the organization must be learned 
The Training Process

Step 1. Needs Analysis
Step 2. Instructional Design
Step 3. Validation
Step 4. Implementation
Step 5. Evaluation and Follow-up
Step 1: Needs Analysis

· identify required job performance skills
· analyze audience
· develop specific measurable objectives 
Training Needs Analysis

Task Analysis (for new employees)
· list tasks
· when and how often performed
· quantity and quality of performance
· conditions under which performed
· competencies required
· where best learned
Performance Analysis (for existing employees)
· appraise performance
· distinguish between “can’t do” (don’t know how) and “won’t do” (could do a good job if wanted to)
Step 2: Instructional Design

· gather instructional objectives, methods, media, and examples; prepare curriculum
· ensure training materials support learning objectives
· ensure quality and effectiveness of program elements 
Traditional Training Techniques

· on-the-job
· apprenticeship
· informal learning (learning that occurs in which process is not determined or designed by organization)
· job instruction training (list out steps and key points step by step for a task)
· lectures
· audiovisual techniques
· videoconferencing
· programmed learning
1. present questions, facts or problems to the learner
2. allow the learner to respond
3. provide feedback on the accuracy of answers 
· vestibule/simulated training – training employees on special off-the-job equipment
· e-learning (computer-based training, online training, electronic performance support systems)
Step 3: Validation

· validate training using representative audience
· make revisions based on pilot results 
Step 4: Implementation

· train-the-trainer workshops
· focus on presentation as well as content 
Step 5: Evaluating the Training Effort

· Reaction of learners
· Learning – what did they learn?
· Behaviour – did it change on the job?
· Results
Transfer of Training

· application of skills acquired during the training program into the work environment, and the maintenance of these skills over time
To enhance transfer of training:
· before -> assess trainees
· during -> provide feedback and reinforcement
· after -> use goal setting and relapse prevention 
Training for Special Purposes

· Literacy and essential skills training
· Diversity training
· Customer service training
· Training for teamwork
· Training for first-time supervisors
· Training for global business
CHAPTER NINE
Career Planning and Development

-process through which an employee becomes aware of personal career-related attributes
-undertakes activities that contribute to career fulfillment
-develops transferable skills for boundaryless careers spanning several organizations and/or industries 
Individual’s Role In Career Development

· accept responsibility for own career
· requires:
· self-motivation
· independent learning
· effective time and money management
· self-promotion
· networking is the foundation of effective career management 
Manager’s Role In Career Development

· provide timely performance feedback
· provide developmental assignments and support
· participate in career development discussions
· act as coach and advisor 
Employer’s Role In Career Development

· provide training and development opportunities
· provide career information and career programs
· offer a variety of career options 
Career Stages Affect Career Choices

· growth stage (birth to 14) – develop self-concept by interactions with others
· exploration stage (15-24) – explore occupational alternatives
· establishment stage (24-44) – heart of most people’s work stage
· maintenance stage (45-65) – maintain place that person has created in world of work
· decline stage (65+) – accepting reduced levels of power and responsibility
Occupational Orientation Affects Career Choices

· 6 basic personal orientations that determine sort of careers to which people are drawn:

· Realistic: attracted to jobs involving physical activities requiring skill, strength, and coordination i.e. farming
· Investigative – involve cognitive activities (thinking) rather than affective activities (feeling, emotions) i.e. biologists
· Social – involve interpersonal rather than intellectual or physical activities i.e. social work
· Conventional – involve structured, rule-regulated activities i.e. accountants
· Enterprising – verbal activities aimed at influencing others i.e. lawyers
· artistic – involve self-expression i.e. advertising executives
Career Anchors Affect Career Choices

· career anchor – a concern or value that you will not give up if a choice has to be made

· technical/functional – avoid decisions that drive them toward management – want to remain and grow in chosen technical/functional fields
· managerial competence – want to become managers because believe have skills (analytical, interpersonal and emotional competence)
· creativity – entrepreneurs have need to build something that is entirely of their own product
· autonomy and independence – people want to be free, want to have own firm
· security – want long run security (geographic or organizational security)
· service/dedication – want to do something meaningful in a larger context i.e. global problems
· pure challenge – want to overcome impossible odds, be active learners
· lifestyle – preoccupied with lifestyle – want flexible work arrangements
Responsibilities of the Organization

· avoid reality shock – be careful with new employees
· provide challenging initial jobs
· provide realistic job previews
· be demanding
· provide periodic developmental job rotation
· provide career-oriented performance appraisals
· provide career-planning workshops
· provide opportunities for mentoring
· become a learning organization 
Managing Promotions

· seniority vs. competence
· how to measure competence (past performance vs. potential)
· formal vs. informal (keep job availability a secret, only promote who you know personally)
· vertical, horizontal, other – challenge with promoting in flattened organizations
Managing Transfers

· greater possibility of advancement 
· personal enrichment
· more interesting job
· greater convenience
· two-thirds of transfers refused due to family/spousal concerns 
Management Development

attempt to improve current or future management performance by:
· imparting knowledge
· changing attitudes
· increasing skills 
Management Development Process

1. assessing HR needs to achieve strategic objectives
2. creating a talent pool
3. developing managers
Succession Planning

· a process through which senior level openings are planned for and eventually filled

· 4 major steps:

· establish a strategic direction for the organization
· identify core leadership skills and competencies needed to achieve strategy
· identify people inside the organization who have or can acquire these skills/competencies and provide developmental opportunities
· implement a succession plan 
Management Replacement Chart
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On-the-Job Management Development Techniques

-Developmental job rotation – moving a trainee from department to department to broaden his/her experience and identify strong and weak points
-Coaching/understudy approach
-Action learning – management trainees are allowed to work fulltime, analyzing and solving problems in other departments
Off-the-Job Management Development Techniques

· case study method – trainee is given written description of organizational problem to diagnose and solve
· management games – computerized technique in which teams of managers compete with one another by making decisions regarding realistic but simulated companies
· outside seminars
· college/university programs 
· role playing – trainees act the parts of people in a realistic management situation
· behavior modeling – trainees are shown good management techniques, asked to play roles in simulated situation, and given feedback regarding their performance
· in-house development centres – company based method for exposing prospective managers to realistic exercises to develop improved management skills; aka corporate universities
· organizational development – method aimed at changing the attitudes, values, and beliefs of employees so they can improve organization
· Team building – improving effectiveness of teams through the use of consultants, interviews, and team-building meetings
· Survey feedback – surveying employees’ attitudes and providing feedback so that problems can be solved by the managers and employees
Executive Development

· Canada facing a shortage of leadership talent
· three basic requirements for successful leadership are knowledge, competency, character
· six categories of leadership competencies: 
· self-mastery
· futuring/vision
· sense-making/thinking
· design of intelligent action
· aligning people to action/leading
· adaptive learning 
CHAPTER TEN
Performance Management

· process encompassing all activities related to improving employee performance, productivity, and effectiveness
· includes goal setting, pay for performance, training and development, career management, and disciplinary action 
Why Should Performance Be Appraised?

1. provides information for promotion and salary decisions
2. provides opportunity for reinforcement and/or corrective action regarding performance
3. provides opportunity to review career plans 
Performance Appraisal Problems

· lack of standards; irrelevant, subjective, unrealistic standards
· poor measures of performance
· rater errors
· poor feedback to employees, e.g. arguing
· failure to use evaluation results for decision making 
The Performance Appraisal Process

Three steps:
1. setting work standards
2. assessing actual performance relative to standards
3. providing feedback to employee regarding performance 
Step 1: Defining Performance Expectations

· job description often insufficient to clarify performance expectations
· measurable standards should be developed for each position
Step 2: Appraising Performance

Graphic Rating Scale 
Trait:_____
      ____ Outstanding


____ Very Good



____ Good





____ Improvement Needed


____ Unsatisfactory

____ Not Rated

Appraisal Methods: Alternation Ranking Scale

Trait: ____________
Highest-ranking employee
1. ________________   
2. ________________
3. ________________
Lowest-ranking employee 

Appraisal Methods: Paired Comparison Method

Trait: ____________


        Employee
As Compared to:
Art
Bob
Carl
Diane
Art

+
+
-
Bob
-

-
-
Carl
-
+

+
Diane
+
+
-

1
3
1
1
(Bob ranks highest 
Appraisal Methods: Forced Distribution Method
· High Performers

15% of employees
· High-Average Performers
20% of employees
· Average Performers

30% of employees
· Low-Average Performers
20% of employees
· Low Performers

15% of employees 
Appraisal Methods: Critical Incident Method

· keep a record of:
· uncommonly good
· undesirable

work-related behaviours 
· review with employee at predetermined times
Appraisal Methods: Narrative Forms

1. rate performance
2. note performance analysis and examples
3. create improvement plan, including a timetable and follow-up process
4. discussion with employee 
Appraisal Methods: Behaviourally Anchored Rating Scales

· generate critical incidents (job experts specify effective and ineffective job-related behaviours)
· develop performance dimensions (experts group incidents into clusters)
· reallocate incidents (different experts group incidents into same clusters; retain incidents similarly assigned twice) 

· scale the incidents (from effective to ineffective behaviour)
· develop final instrument (6-7 incidents used as behavioural anchors for each performance dimension) 
Appraisal Methods: Behaviourally Anchored Rating Scales

Advantages
· more accurate measure
· clearer standards
· assists feedback
· independent dimensions
· consistency
Disadvantage 
· time consuming 
Appraisal Methods: Management by Objectives (MBO)

· Involves setting specific goals with each employee and then periodically reviewing the progress made
· 6 main steps:
1. set the organization’s goals
2. set departmental goals
3. discuss departmental goals
4. define expected results (individual goals)
5. performance reviews: measure the results
6. provide feedback

Appraisal Methods: Management by Objectives (MBO)

Problems
1. setting unclear, unmeasurable objectives
2. time consuming
3. tug of war between manager and employee (manager wants higher goals, employee wants lower)
Performance Appraisal: Problems and Solutions

Reliability
· criteria must be precise enough to result in consistent measures when applied across many employees by many different raters 
Validity
· criteria must be accurate to be valid; must be relevant to the job; broad enough to cover all aspects of job, yet specific
Rating Scale Problems

· unclear standards
· halo effect: rating on one trait biases ratings on other traits
· central tendency: tendency to rate all employees in the middle of the scale
· leniency/strictness: tendency to rate all employees either high or low
· appraisal bias: tendency to allow individual differences such as age, race, sex to affect ratings
· recency effect: ratings are based on employee’s most recent performance instead of throughout a period
· similar-to-me bias: higher ratings to employees who are similar to rater
Avoiding Appraisal Problems

· Ensure rater awareness of problems
· Choose the right appraisal tool
· Train supervisors to eliminate rating errors
Who Should Do the Appraising?

· immediate supervisor
· peers
· rating committees
· self
· employees/subordinates
· 360-degree appraisal (all of the above) 
Step 3: Providing Feedback -The Appraisal Interview

Types of Appraisal Interview 
· performance is satisfactory; employee is promotable – make development plans
· performance is satisfactory; employee is not promotable – maintain performance
· performance is unsatisfactory, but correctable – plan correction
How to Conduct an Appraisal Interview

· be direct and specific
· don’t get personal
· encourage the person to talk
· develop an action plan 
How to Handle Criticism and Defensive Employees

· recognize that defensive behaviour is normal
· never attack a person’s defenses
· postpone action – sometimes it is best to do nothing at all
· recognize human limitations – do not expect to be able to solve every problem that comes up
Future of Performance Management

· remains the basis for managing employee skills and talents
· a key component of organizational effectiveness
· managers in high performing organizations manage performance more effectively
· quality of performance appraisal dialogue is key; ongoing training required 
CHAPTER ELEVEN
Strategic Importance of Total Rewards

Total Rewards
· an integrated package of all rewards (monetary and non-monetary, extrinsic and intrinsic) gained by employees arising from their employment
· aligned with business strategy
· provide employee value within cost constraints 
Five Components of Total Rewards

1. compensation i.e. wages, bonuses
2. benefits i.e. insurance, vacations
3. work-life programs i.e. childcare
4. performance and recognition i.e. pay-for-performance
5. development and career opportunities i.e. tuition assistance
Basic Considerations in Determining Pay Rates

· Legal-Employment/Labour Standards
· Pay Equity
· Human Rights
· Canada/Quebec Pension Plan
· Workers’ Compensation
· Employment Insurance
· Union - collective bargaining
· Compensation policies - leader or follower in pay
· Equity - internal and external 
Establishing Pay Rates

· Step 1. conduct job evaluation – for internal equity
· Step 2. group similar jobs into pay grades
· Step 3. conduct salary survey – for external equity
· Step 4. price each pay grade using wage curves
· Step 5. fine-tune pay rates 
Step 1. Job Evaluation

Job Evaluation
· systematic comparison of jobs to determine their relative worth
Benchmark Job
· job commonly found in organizations
· critical to firm’s operations
Compensable Factor
· fundamental compensable aspect of a job
· e.g. skill, effort, responsibility, working conditions 
Job Evaluation Methods

· Ranking method
· Classification/grading method
· Point method
· Factor comparison method
Ranking Method

1. obtain job information 
2. group jobs to be rated
3. select compensable factors
4. rank jobs
5. combine ratings 
Ranking Method Example

· Ranking Order


Annual Pay
· Office manager


$60,000
· Chief nurse


  
  54,000
· Bookkeeper


  
  50,000
· Nurse



   40,000
· Cook



  26,000
· Nurse’s aid


  
  24,000
· Maid



  20,000
Classification/Grading Method

· categorize jobs into groups (classes or grades)
· classes contain similar jobs
· grades contain dissimilar jobs of equal difficulty 
Point Method Overview

· identify compensable factors
· determine the degree to which each factor is present in each job 
Point Method Steps

1. determine clusters of jobs to be evaluated
2. collect job information
3. select and define compensable factors
4. define factor degrees
5. determine factor weights
6. assign point values to factors and degrees
7. write the job evaluation manual
8. rate the jobs 
Point Method – Factor Degrees


   First-     Second- Third-     Fourth-  Fifth-

  degree  degree    degree  degree   degree 

  points    points    points    points    points 
Factor
Decision Making   
       40         80            120         160          200
Problem Solving   
       35         70             105         140         175
Knowledge            
       25         50              75          100         125 
Factor Comparison Method

· rank jobs according to skill/difficulty factors
· sum rankings for overall numerical ranking for each job
· incorporate wage rates 
Step 2. Group Similar Jobs Into Pay Grades

Pay Grade
· jobs of approximately equal value, e.g.:
· point: jobs falling within a range of points
· ranking: all jobs falling within 2-3 ranks
· classification: jobs already in classes/grades
· factor comparison: specified range of pay rates 
Step 3. Conduct a Wage/Salary Survey
· formal or informal survey by employer
· commercial, professional, and government salary surveys 
Step 4. Price Each Pay Grade – Wage Curves

· find average pay for each pay grade
· plot pay rates for each pay grade
· fit a wage line through points (regression)
· price jobs 
Wage Curve Example
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Step 5. Fine-Tune Pay Rates
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· Red circle pay rate: rate of pay that is above the pay range max.

Competency-Based Pay

Competencies 
· individual knowledge, skills and behaviours that are critical to successful individual or corporate performance
· pay for range, depth and types of knowledge that employees are capable of using, rather than current job duties 
Pay for Managerial and Professional Jobs

· Salary (market pricing)

        *reduced emphasis
· Benefits
· Short-term incentives

     *increased
· Long-term incentives 
  
     *emphasis
· Perquisites 
Pay Equity

· Wage gap: average pay for males is 30% higher than average pay for females
· pay equity intended to eliminate systemic pay discrimination by providing equal pay to:
· male-dominated job classes
· female-dominated job classes 
· of equal value
· must ensure no gender bias in job evaluation 
Pay Equity Results

· pay equity has narrowed the wage gap, but not eliminated it
· no explanation other than systemic discrimination for much of 30% remaining gap
· long-term solution is women and men equally represented in all jobs, i.e. no male or female- dominated jobs (occupational segregation) 
CHAPTER TWELVE

Money and Motivation

Variable Pay
· plan that links pay to productivity, profitability, or some other measure of organizational performance
· accurate performance appraisal or measurable outcomes is a precondition for effective pay-for-performance plans 
Types of Incentive Plans

· individual incentive programs i.e. spot bonus – spontaneous incentive award for accomplishments
· group incentive programs-production standard is set for specific work group, and members are paid if group exceeds production standard
· profit sharing plans-organization wide incentive program offering employees with a share of organizations profits in a specific period.
· gainsharing plans-organization-wide pay plans designed to reward employees for improvement in organizational productivity  
Incentives for Operations Employees

· Piecework plans - paid based on number of items processed by each individual worker in a unit of time
· Straight piecework: payment for each piece
· Guaranteed piecework: minimum hourly wage plus incentive for each piece produced above a set number 
· Advantages: simple to calculate and easily understood by employees, powerful incentive value since rewards are directly tied to performance
· Disadvantages: employers’ habits of arbitrarily raising production standards whenever they find their workers earning “excessive” wages, in a new hourly wage rate, piece rate must also be revised=big clerical chore, since piece rate is tied to money earned in workers’ mind, increase in production standards are resisted by workers not matter the justification, workers focus only on production where machinery maintenance is neglected.
· Standard hour plan – paid basic hourly rate plus extra % of base rate for production exceeding standard per hour or day
· Advantages: similar to those of piece work plans, except since incentive is expressed in unit rather than money workers don’t focus only on money earned, also recomputing piece rates when wages go up is avoided.
· Team or Group incentive plan-production standard is set for a specific work group, and its members are paid incentives if the group exceeds the production standard
· Reasons to use: several jobs are interrelated, as they are on project teams, one worker’s performance reflects efforts of whole team overall, team plans reinforce group planning, and problem solving, cooperation, prevents jealousy, less bickering, facilitates training.
· Disadvantages: each worker’s rewards are no longer based solely on their own effort leading to desired reward, a group plan may be less motivating than an individual plan.
Incentives for Senior Managers and Executives

· Short-term Incentives: annual bonus (motivate short-term performance and are tied to company profit)
· Long-term Incentives: capital accumulation plans 
Annual Bonus – Decisions

· Eligibility: key position, salary level cutoff point, salary grade
· Fund size
· Determining individual awards: a target bonus is set for each eligible position, based on performance ratings
Long-Term Incentives: Capital accumulation programs: long term incentives most often reserved for senior execs
· stock options – right to purchase stated number of shares of company stock at today’s price some time in future-most popular-stock options are worthless if share prices don’t rise-motive for short-term managerial focus and questionable accounting practices.
· book value plan – buy shares now, earn dividends, and can sell back to company (at the new higher book value) when they leave-alt to stock options-avoid uncertainties of stock market, emphasizes instead company’s growth, can only be used by privately held companies.
· stock appreciation rights – can buy stock option or take appreciations in stock price in form of cash, stock, etc
· performance achievement plan – awards of shares for achievement of predetermined financial targets
· restricted stock plans – shares are given for free, but with restrictions i.e. you must return them when you quit
· phantom stock plans -  receive “units” and in future are paid cash for appreciations in this phantom unit
· performance plans – plan whose payment depends on meeting objectives… plans are more long term, max. 3 years
Incentives for Salespeople: due to 3 factors, tradition, unsupervised nature of work, incentives needed to motivate

· Salary Plan (fixed salary incl. occasional bonuses) works well for objective of finding new clients.
· Advantages: salespeople know in advance their income, employer has fixed sales force expenses, simple to reassign salespeople, develops loyalty, focus on finding long-term customers rather than on commission.
· Disadvantage: salary plans don’t depend on results, rather on seniority, which can be demotivating to high performers.

· Commission Plan (pay in direct proportion to sales) 
· Advantages: greatest possible incentive, attracts high-performers, sales costs are proportional to sales, company’s selling investment reduced, easy to understand and compute.
· Disadvantages: salespeople focus on sales and high volume items only neglecting finding loyal customers and selling hard-to-sell products. Variety in income can result in feeling of unfairness, pay is excessive during boom times and low during recessions. 
· Combination Plan (salary plus commission)
· Advantages: have a floor for earnings, company can direct activities
· Disadvantage: trading away incentive value b.c salary part is not tied to performance, comb. Plans tend to be more complicated=misunderstanding, 
Incentives for Other Managers and Professionals

Merit Pay 
· salary increase awarded to an employee 
· based on individual performance
· effectiveness based on validity of performance appraisal system
· sometimes paid as a lump sum without changing base salary 
· different than a bonus b.c rep. a cont. increment
Incentives for Professional Employees

· bonus represents small portion of total pay
· incentives based on results longer than one year
· up-to-date equipment and facilities
· supportive management style
· support for research publications 
Organization-Wide Incentive Plans

· Profit-sharing plans – a plan whereby most/all employees share in company’s profits, different types; cash plans, deferred profit sharing, cash and deferred
· easy to administer, have a broad appeal to employees and other company stakeholders
· been found these only produce a one time productivity improvement, annual payout not as effective as more frequent payouts
· Employee share purchase/stock ownership plans – a trust is established to hold shares of company stock purchased for or issued to employees. The trust distributes the stock to employees on retirement, separation from service, or what is stated in plan.
· Can encourage employees to develop a sense of ownership to firm
· Scanlon plans – employees share in any extra profits resulting from their cost-cutting suggestions; divides payroll expenses by total sales, an incentive plan designed to encourage cooperation, involvement and sharing of benefits.
· Gain sharing plans – more recent version of Scanlon plan; uses payroll divided sales minus materials and supplies
Scanlon Plan

· engages many or all employees in a common effort to achieve a company’s productivity objectives
· any resulting incremental cost-savings shared among employees and the company 
Gainsharing Plans: Success Factors

· Cooperation between management and labour 
· Joint development of the plan
· Effective communication
· Clear guidelines regarding plan changes
· Setting achievable goals
When to Use Incentives

· units of output can be measured
· clear relationship between employee effort and quantity of output
· standardized job, regular workflow with few/consistent delays
· quality less important than quantity 
Principles for Effective Implementation of Incentives

· pay for performance
· link incentives to career development and challenging opportunities
· link incentives to measurable competencies
· match incentives to the culture of the organization
· keep group incentives clear and simple
· over-communicate
· remember greatest incentive is the work itself 
Employee Recognition Programs

· Lack of recognition and praise is the #1 cause of employee turnover 
Employee Recognition Programs: Benefits

· cost-effective: praise and modest gifts
· improves employee attitudes and productivity
· creates strategic change if recognition criteria aligned with strategy
· fuels achievement of high performers 
· important communication tool 
CHAPTER THIRTEEN
Strategic Role of Employee Benefits

· benefits are indirect financial payments (such as insurance and pensions) traditionally used to reward loyalty and tenure
· employee services more important today in post-job security era 
· can include life and health insurance, vacation, pension, education plans, and discounts on company products
Government-Sponsored Benefits

· Employment Insurance (EI)
· Canada/Quebec Pension Plan (C/QPP)
· Workers’ Compensation
· Vacations and Holidays
· Leaves of Absence
· Pay on Termination of Employment
Employment Insurance (EI)

· provides income benefits for individuals unable to work through no fault of their own 
Canada/Quebec Pension Plan (C/QPP)

· provides retirement income, survivor or death benefits, and disability benefits to individuals who contribute to these plans 
Workers’ Compensation

· provides income and medical benefits to victims of work-related accidents and illness, regardless of fault 
Vacations and Holidays

· specified in employment standards legislation
· paid time for vacation and statutory holidays
Leaves of Absence (unpaid)

· specified in employment standards legislation
· maternity/pregnancy leave
· paternity/parental/adoption leave
· bereavement leave
· compassionate care leave 
Pay on Termination of Employment

· specified in employment standards legislation
· pay in lieu of notice
· severance pay
· pay for mass layoffs 
Voluntary Employer-Sponsored Benefits

· life insurance
· supplementary health care/medical insurance
· short-term disability/sick leave
· long term disability
· additional leaves of absence
· additional paid vacations and holidays
· retirement benefits 
Life Insurance

· group life insurance
· accidental death and dismemberment insurance
· critical illness insurance 
Supplementary Health Care/Medical Insurance

Deductible
· annual amount of health/dental expense paid by employee before insurance benefits will be paid 
Coinsurance
· percentage of expenses (in excess of the deductible) paid for by the insurance plan 
Reducing Health Benefit Costs

· increase the amount paid by employees
· publish a restricted list of drugs covered
· offer health promotion programs
· implement risk assessment programs
· health services spending accounts 
Short-Term Disability/Sick Leave

· pay for employees who are unable to work due to non-work-related illness or injury
· short-term disability plans pay (often at declining percentages of salary) during entire absence
· sick leave plans pay for a specified number of days only – get full day for permissible number of sick days
Long-Term Disability

· pay for employees with non-work-related long-term illness or injury (until retirement if necessary)
Disability Management
· assists disabled employees with return to work:
· reduced work hours
· reduced work duties
· workstation modification 
Long-Term Disability: Mental Health Benefits

· depression a “clear and present danger”
· alcoholism
· absenteeism
· injury
· physical illness
· lost productivity 
Additional Leaves of Absence, Vacations, Holidays

· pay for required unpaid leaves
· sabbatical leaves
· vacation in excess of legislated minimum
· additional holidays e.g. floating day 
Pension Plans: Two Types

· Defined Benefit Pension Plan: contains a formula for determining  retirement benefits
· Defined Contribution Pension Plan: employer’s contribution to the employees’  retirement fund is specified
Group RRSP/DPSP

· employee contributions to RRSP
· employer contributions to deferred profit-sharing plan (DPSP) – company profits credited to employee’s account, payable at retirement, termination, or death
· enables both to be tax deductible 
Pension Planning Issues

· membership requirements
· benefit formula (defined benefit only)
· retirement age
· funding (contributory or non-contributory)
· vesting -  employer money placed in a pension fund cannot be forfeited, even if you’re terminated i.e. usually after 2 years of working for them
· portability – employees who change jobs can transfer the lump-sum value of the pension they earned to a lock-in RRSP or to new employer’s pension plan
Retirement Plans: Recent Trends

· rapid growth of defined contribution plans
· phased retirement – employees gradually ease into retirement by using reduced workdays and/or shortened weekends
· supplemental employee retirement plans (SERPs) – plans that provide additional pension benefit required for employees to receive their full pension benefit in cases here their full pension benefit exceeds max. allowable benefit under ITA
Employee Services:  Personal Services

· credit unions
· counselling services
· employee assistance programs (EAPs) – help employees cope with personal problems
· other (social and recreational) 
Employee Services: Job-Related Services

· subsidized childcare
· eldercare
· subsidized employee transportation
· food services
· educational subsidies
· family-friendly benefits 
Executive Perquisites (Perks)

· loans
· golden parachutes (salary guarantees to protect execs if their firms are targets of acquisitions or mergers
· financial counselling 
· company relocation benefits
· limousines
· executive dining room
· concierge service 
Flexible Benefit Programs

Advantages
· choose benefits to suit individual needs
· meet changing needs of workforce
· increased employee involvement improves understanding
· introduction of new benefits less costly (merely a new option)
· cost containment: firm sets a dollar maximum 
Disadvantages
· employees make bad choices (not covered for predictable emergencies)
· increased administrative cost
· adverse selection: employees pick only benefits they will use (subsequent high benefit utilization increases cost) 
Benefits Administration

· Outsourcing
· Communication (especially pension)
· Use of technology
CHAPTER FOURTEEN

Occupational Health and Safety Legislation

· Laws intended to protect the health and safety of workers by minimizing work-related accidents and illnesses

· Three Categories of Rules
· General Health and Safety
· Specific Industries
· Specific Hazards
Responsibilities and Rights of Employers and Employees

· joint responsibility for health and safety
· due diligence responsibility (employer must take reasonable precautions to ensure health and safety)
· right to refuse unsafe work (employee) 
· employees have 3 rights:

1. right to know about hazards

2. right to participate in health and safety process

3. right to refuse unsafe work if they have reasonable cause

Other Occupational Health and Safety Legislation Requirements

· joint health and safety committees
· enforcement: health and safety inspectors
· control of toxic substances 
WHMIS Legislation

· Canada wide legally mandated system designed to protect workers by providing info about hazardous materials in the workplace
1. labeling of hazardous materials
2. material safety data sheets – outlines hazardous ingredients and procedures for safe handling
3. employee training 
Supervisor’s Role in Safety

· legislation imposes personal duty on supervisors to ensure safety
· need to get workers to want to work safely
· safety commitment begins with top management 
What Causes Accidents?

· Three Basic Causes of Accidents
· Chance Occurrences (beyond control)
· Unsafe Conditions
· Unsafe Acts (by employees)
Unsafe Conditions

· improperly guarded equipment
· defective equipment
· hazardous procedures
· unsafe storage
· improper illumination
· improper ventilation 
Three Other Work-Related Accident Factors

· Job (some inherently  more dangerous than others)
· Work Schedule (fatigue)
· Psychological Climate (stress)
Unsafe Acts

· throwing materials
· operating/working at unsafe speeds
· rendering safety devices inoperative
· using unsafe equipment/procedures
· improper lifting
· horseplay 
Causes of Unsafe Acts

Personal Characteristics 
· poor vision
· age (17-28)
· difference in perceptual vs. motor skill 
How to Prevent Accidents

· reduce unsafe conditions
· reduce unsafe acts
· selection and placement
· training and education
· positive reinforcement
· top-management commitment
· monitoring work overload and stress 
Controlling Workers’ Compensation Costs

Before the accident
· accident prevention measures
After the accident
· ensure medical attention
· be supportive, keep in touch
· facilitate return to work 
Employee Wellness Programs

· proactive approach to employee health
· stress management
· nutrition/weight management
· smoking cessation programs
· heart health
· physical fitness
· ergonomics 
Occupational Health Issues and Challenges

· substance abuse
· job stress
· repetitive strain injuries
· workplace toxins
· workplace smoking
· violence at work 
Substance Abuse

· serious/widespread workplace problem
· staggering costs ($39.8B in 2002)
· particularly prevalent in manufacturing
Guidelines for Supervisors:
· monitor employee behaviour 
· keep a written record of behaviour 
· refer employees to EAP 
Substance Abuse: Traditional Techniques

· in-house counseling (EAP)
· referral to outside agency (AA)
· discipline
· discharge 
Substance Abuse and the Law

· alcohol/drug abuse considered a disability (human rights law) vs. employers’ due diligence requirement (occupational health and safety law)
· substance abuse testing only legal if:
1. test is rationally connected to performance of the job
2. test is adopted in honest and good-faith belief that it is necessary for fulfillment of work-related purpose
3. test is reasonably necessary to the accomplishment of the work-related purpose 
Substance Abuse Testing

· random substance abuse testing is illegal
· employers can:
· forbid drugs/alcohol in workplace
· require random drug testing only for  “safety-sensitive” jobs
· require mandatory drug testing “for cause” or “post-incident” in certain circumstances
· positive test results must result in accommodation of the employee’s disability 
Job Stress: Causes

Environmental Factors
· work schedule
· pace of work
· lack of job security 
Personal Factors
· Type A personality
· work/family conflict
· family problems etc. 
Reducing Job Stress

· supervisory monitoring
· job transfer
· EAP counseling
· fair treatment
· control over one’s job 
Burnout

· total depletion of physical and mental resources
· caused by excessive striving to meet unrealistic goals
· Avoiding Burnout: 
· break patterns
· get away from it all periodically
· reassess goals
· think about work
· reduce stress 
Repetitive Strain Injuries

· activity-related soft-tissue injuries of the neck, shoulders, arms, wrists, hands, back and legs 
· e.g. carpal tunnel syndrome
· preventable through ergonomically-designed workstations 
Other Workplace Health Issues

Workplace Toxins
· leading cause of work-related deaths around the world is cancer
Workplace Smoking
· increased risks of cancer when exposed to other carcinogens 
Violence at Work

· mostly arises from customers or strangers rather than coworkers; particularly prevalent in health care
· Prevention/Control of Workplace Violence
· institute workplace violence policy
· identify jobs with high risk of violence
· heighten security measures
· improve employee screening
· provide workplace violence training 
Responsibility- Admiral  Hyman Rickover


•    Responsibility is a unique concept


•    It can only reside and inhere in a single individual 


•    You may share it with others, but your portion is not diminished


•    You may delegate it, but it is still with you


•    You may disclaim it, but you cannot divest yourself of it
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CHAPTER FIFTEEN
Strategic Importance of Effective Employee Relations

· for competitive advantage, employees must be motivated and engaged in pursuing organizational goals
· establish programs to foster commitment
· ensure employees are treated ethically, fairly, and legally 
Building Two-Way Communication

· suggestion programs
· employee opinion surveys
· top-down communication programs i.e. bulletin boards, newsletters
· fair treatment programs 
Fair Treatment Programs

· employer programs aimed at fair treatment of employees
· formal, highly publicized vehicles 
· employees can appeal any eligible issue 
· distributive justice: fairness of a decision outcome
· procedural justice: fairness of the process used to make a decision
· interactional justice: fairness in interpersonal interactions by treating others with dignity and respect
· neutral 3rd part ombudsperson; i.e. T.D. Canada Trust’s “open door”
Electronic Trespassing and Employee Privacy

· employee right to privacy vs. employer right to know
· employers concerned with abuse of company property for possible illegal use
· electronic monitoring easy, inexpensive; legal if balanced with employee rights under privacy legislation (Personal Information Protection and Electronic Documents Act - PIPEDA) 
· PIPEDA = Personal Information Protection and Electronic Document Act; i.e. name, weight, age, income, race, blood type, marital status, education
Electronic Monitoring Policy

· company email/Internet for business use only
· no improper/illegal use of computer system
· deleted messages may still be in the system
· violation of policy will result in discipline
· written acknowledgement of policy by employees 
Employee Discipline

· Fairness in Discipline – Three Foundations
· Rules and regulations 
· System of progressive penalties
· An appeals process
Fairness in Disciplinary Discussions

· take a counseling approach
· exhibit positive non-verbal demeanor 
· provide employee some process/outcome control 
· provide a clear explanation of the problem
· ensure discussion is held in private
· ensure that discipline is non-arbitrary/consistent 
· Due Process – employee must know the job expectations of not fulfilling those expectations; having consistent + predictable management action for the violation of rules; fair discipline based on facts + opportunity to question those facts + right to present a defense; opportunity to appeal disciplinary action; having a progressive discipline approach; i.e. a process vs an event
Discipline Without Punishment

1. Issue oral reminder – remind employee of rule and fact that he has responsibility to meet standards
2. Issue formal written reminder and have another private discussion (memo or email)
3. Provide one-day paid decision leave – they should think about if job is right for them or if they want to abide by rules
4. Purge suspension from file if no further incidents for one year
· Dismissal if behavior is repeated 
· First “mention” the issue + expected standard; next time use direct verbal reminder

Managing Dismissals: Grounds for Dismissal

Unsatisfactory performance 
· persistent failure to perform job duties
Misconduct
· insubordination, stealing, fighting
Lack of qualifications for the job 
· after attempts to train have been made
Changed requirements of/elimination of the job
· if employee cannot be transferred 
Managing Dismissals: Insubordination

· direct disregard for superior’s authority
· refusal to obey orders
· deliberate defiance of company rules
· public criticism of superior
· blatant disregard for reasonable instructions
· contemptuous display of disrespect
· disregard for chain of command
· action to undermine superior 
Managing Dismissals: Employment Contract

· in writing or implied
· employment for indefinite period unless otherwise stated
· termination requires reasonable notice (covered via ESA legislation)
· termination for just cause does not require notice 
Autonomy of a Progressive Discipline Memo:

· state the memo’s purpose
· refer to previous verbal discussions regarding performance 
· for each area of sub-standard performance, state the problem and support with specific examples, dates, etc.

· ask the employee if they understand + agree with the facts; then ask them to verbally explain their sub-standard performance

· restate in writing the expected performance standards for each problem are and offer additional training / support if applicable

· outline a regular meeting schedule (perhaps weekly) to discuss employee’s progress against the expected performance standards including a ‘final review + decision date.”

· At the end of the memo, set a reasonable deadline by which the employee’s performance must meet fully competent standards

· Offer your encouragement and coaching support to assist the employee in achieving the expected standards

Just Causes for Dismissal:

· Theft

· Breach of trust

· “Gross” negligence 

· Criminal behaviour

· “gross” insubordination (verbal or physical assault)

· “gross” incompetence 

· Inappropriate behaviour

Managing Dismissals: Wrongful Dismissal

· employee can allege wrongful dismissal if:
· notice is not provided 
· notice is not considered reasonable 
Managing Dismissals: Avoiding Wrongful Dismissal Suits

· avoid inducements to lure prospective employees
· use employment contracts with a termination clause
· document all disciplinary action
· do not allege just cause unless it can be proven
· do not terminate on employee’s birthday, holidays
· use termination letters in all cases
· schedule termination meeting in a private area
· have two managers at the termination meeting 
Managing Dismissals: Constructive Dismissal

· unilateral changes in employment contract, unacceptable to employee
· demotion
· forced early retirement
· forced transfer
· reduction in pay/benefits
· changes in job duties/responsibilities 
Managing Dismissals: Dismissal Procedures

· provide warnings before termination (final warning with consequences in writing)
· prepare a checklist of company property to be accounted for
· change security codes and locks
· for mass dismissal, prepare news release
· decide beforehand how to inform coworkers 
Managing Dismissals: Termination Interviews

· Step 1. Plan the interview carefully i.e. on a day early in week; use neutral site (not your office)
· Step 2. Get to the point                                 
· Step 3. Describe the situation                 
· Step 4. Listen                                  
· Step 5. Review severance package        
· Step 6. Identify next step for employee
· No more than three minutes total
Managing Dismissals: Outplacement Counseling

· training and counseling for a terminated employee 
· includes self-appraisal and job search skills 
· Self Assessment 
· Resume + Cover Letter
· Market research and job targeting skills
· Networking and approach skill building
· Interviewing skills & follow up 
Layoffs
· Temporary withdrawal of employment

· 3 conditions:

· There is no work for employees

· Management expects no-work situation to be temporary and short term

· Management intends to recall the employees when work is available again

Managing Separations: Bumping/Layoff Procedures

· seniority usually used to decide layoffs
· can also use merit or ability
· seniority based on original employment date (not date started in current job)
· employee with more seniority can bump less senior employee in another job (if the more senior employee is qualified) 
· domino effect; who has bumping rights in downsizing
· sometimes based on who is getting paid more

Managing Separations:  Alternatives to Layoffs

· voluntary reduction in pay plan
· voluntary time off
· contingent employees – hire these instead of full time to avoid laying off full time employees
· Work Sharing Program (Human Resources and Social Development Canada - HRSDC) – reduce workweek by a couple days and receive employment insurance
Downsizing in a Merger/Acquisition

· avoid appearance of power/domination
· avoid win/lose behaviour 
· remain businesslike/professional at all times
· maintain positive regard for acquired company
· treat acquired group with care and dignity 
Managing Retirement

· as Baby Boomers retire, it is expected that:
· longstanding trend to early retirement will change
· late retirement will be promoted to help ease labour shortage
· joint retirement issues for dual-career couples will increase
· flexibility in retirement arrangements will increase dramatically 
Managing Retirement: Pre-retirement Counseling

· Lifestyle goals
· Financial planning
· Relationship issues
· Health issues
CHAPTER SIXTEEN
1. What is Labour Relations

Labour-Management Relations: ongoing interactions between:
· labour unions
· management
Labour Union (Union): officially recognized association of employees:
· in similar trade
· employed in same company/industry
· joined together to present united front and collective voice in dealings with management 
2. Management’s Labour Relations Strategy

· Union acceptance strategy: view union as legitimate representative of firm’s employees

· Union avoidance strategy: managers think it’s preferable to operate in a non-unionized environment

· Union substitution: become so responsive to employees’ needs that there is no incentive for them to unionize

· Union suppression: desire to avoid a union at all costs
Canada’s Labour Laws: Objectives

· To provide a common set of rules for fair negotiations
· To ensure protection of the public interest by preventing the impact of labour disputes from inconveniencing the public
Canada’s Labour Laws: Jurisdiction

· Provincial/Territorial (13 jurisdictions) 90% of labour-management relations
· Federal (1 jurisdiction) 10% of labour-management relations
Labour Legislation – Common Characteristics

· certification procedures
· minimum one year collective agreements
· procedures preceding legal strike/lockout
· no strikes/lockouts during life of contract
· interpretation disputes settle by binding arbitration
· prohibition of unfair labour practices
· labour relations boards to enforce legislation 
The Labour Movement in Canada Today

Types of Unions:
Type of Worker Eligible for Membership
· craft union: workers practicing the same trade i.e. carpentry
· industrial union: workers in same industry 
· association … essentially a union i.e. staff at Waterloo
Geographic Scope
· international
· national
· local 
Labour Congress Affiliation: Central organizations
· Canadian Labour Congress (CLC)
· Confederation des Syndicats Nationaux (CSN)
· American Federation of Labor – Congress of Industrial Organizations (AFL-CIO)
Labour Movement: Current Challenges

· global competition and technological change i.e. work sent offshore, unions are shrinking
· privatization and unionization of white-collar employees
· innovative workplace practices 
The Labour Relations Process

1. Employees seek collective representation
2. Union organizing campaign begins
3. Official recognition of union
4. Collective bargaining – union and management negotiate a collective agreement
5. Day to day contract administration begins
1. Reasons for Desire to Unionize

· job dissatisfaction
· lack of job security
· perceived inequities in pay
· unfair administration of policies
· lack of opportunity for advancement
· lack of influence on work-related decisions
· belief that unions can improve working conditions 
Len’s Big Four As to Why People Unionize
· Dissatisfaction with managerial practices (the historical genesis)

· As a result of economic needs and wants (i.e. wages and benefits)

· To fulfill social and status needs (affiliation needs)

· Unionism is viewed as a way to achieve results they cannot achieve acting individually

Employer Tactics Opposing Unionization
· Stressing favourable employer-employee relationship experienced without a union

· Emphasize current advantages in wages, benefits, or working conditions the employees may enjoy

· Emphasize unfavourable aspects of unionism: strikes, union dues

· Initiate legal action when union members and leaders engage in unfair labour policies

2. Union Organizing Process

· Step 1. Employee-union contact
· Step 2. Initial organization meeting
· Step 3. Formation of in-house committee
· Step 4. Organizing campaign / Application to LRB
· Step 5. Outcome / Issue of Certificate and election of committee
Union Organizing: Employer Response to an Organizing Campaign 

· express views on unions
· state position on remaining non-union
· prohibit union activity on company property/time
· increase wages in normal course of business
· gather employees to state company’s position if:
· purpose stated in advance
· attendance optional
· no threats/promises 
Union Tactics
· discuss advantages of union representation

· point out favourable benefits of joining a union

3. Union Recognition

Voluntary Recognition
· by employer
Regular Certification
· Automatic certification
· representative vote
Pre-hearing Vote
· if evidence of irregularities
4. Collective Bargaining

· process by which a formal collective agreement is established between labour and management
· union and management must bargain in good faith
· three steps:
· preparation for bargaining
· face-to-face negotiations
· obtaining approval for proposed contract 
Collective Bargaining Process

· prepare for negotiations

· gather data

· form bargaining terms

· develop strategies

· develop management proposals and limits of concessions

· consider opponents’ goals

· make strike plans

· conduct negotiations

· bargain in good faith

· analyze proposals

· resolve proposals

· stay within bargaining zone

· formalize agreement

· clarify contract language

· ratify agreement

Preparation for Negotiations

· gather economic data
· analyze other collective agreements
· audit/analysis of grievances
· review existing contract/union promises
· conduct wage/benefit surveys; prepare costing
· contingency planning
· Management only: obtain input from supervisors
· Union only: obtain company financial information, input from union stewards and members; gather demographic data on members 
Negotiation Influences
· Bargaining history between parties

· Laws and administrative rulings

· Other negotiated outcomes

· Public opinion

· Personalities of negotiators

· Economic influences

Negotiation

· Distributive bargaining: win-lose approach
· Integrative bargaining: win-win approach
· interest-based/mutual gains takes interests of all stakeholders into account
Approving Proposed Contract

· Memorandum of Agreement
· summary of terms and conditions agreed to by negotiators that is submitted to management and union membership for approval
· Ratification
· formal approval of agreement by union members
· secret ballot 
Third Party Assistance in Negotiation

Conciliation
· assistance of neutral outside third party
· required prior to strike/lockout 
Mediation 
· assistance of neutral outside third party
· usually voluntary 
Bargaining Impasses in Negotiation

· strikes (union action)
· strike vote
· picketing
· boycott
· wildcat strikes: spontaneous walkout… can be illegal
· lockout (management action)
· interest arbitration (both together sides with a final agreement imposed) 
Collective Agreement: Typical Clauses

· union recognition
· union security/checkoff: contract provisions for protecting labour union i.e. membership requirements, payment of dues
· no strikes or lockout: not allowed while CA is in effect
· management rights: areas in which management may exercise rights without agreement from union
· arbitration 
Other CA Clauses

· Progressive clauses will cover:

· Employee access to records

· Limitations on use of performance evaluation

· Elder care leave

· Flexible medical spending accounts

· Protection against hazards of technology equipment (VDTs)

· Limitations against electronic monitoring

Union Security Clause

· closed shop: only union members in good standing can be hired by employer to perform bargaining unit work
  
· union shop: once you are hired, you must join union




· modified union shop: employees at unionization do not have to join, but must pay dues; later employees must do both
· maintenance-of-membership: if you voluntarily join union, you must remain a member for entire contract


· Rand formula (dues/agency shop): all members of bargaining unit must pay union dues
· open shop: union membership is voluntary and nonmembers are not required to pay dues


5. Contract Administration: Seniority

· seniority refers to length of service in the bargaining unit
· basis for transfer, layoff, promotion decisions when two candidates have relatively equal skill/ability 
Contract Administration: Discipline

· employee has right to grieve disciplinary action considered:
· too harsh 
· without just cause
· burden of proof on employer
· must strike a delicate balance between fairness and consistency 
Grievance Arbitration

· rights arbitration

· arbitration over interpretations of the collective agreement

· final and binding decision given

Contract Administration: Grievances

· Typical Grievance Procedure
· Stage 1. Employee gives written grievance to supervisor
· Stage 2. Discussion by grievor, HR, union steward
· Stage 3. Discussion by senior management and top union officials
· Stage 4. Rights arbitration: arbitrator gives decision
Types of Arbitration

· Compulsory binding arbitration

· A process for employees such as police officers, firefighters, and other in jobs where strikes cannot be tolerated to reach agreement

· Final-offer arbitration

· The arbitrator must select one or the other of the final offers submitted by the disputing parties with the award likely to go to the party whose final bargaining offer has moved the closest toward a reasonable settlement

The Arbitration Process

· Arbitrator declares the hearing open and obtains the submission agreement

· Parties present opening statements
· Each side presents its case using witnesses and evidence; witnesses can be cross examined

· Parties make closing statements ....

The Arbitration Decision

· Four factors arbitrators use to decide cases:

· The wording of the collective agreement (for employment policy in non-union organizations)

· The submission agreement ….

The Future of Unions
· Originally to protect workers and their interests... do workers need that protection now?
· more case law and legislation now that we didn’t have before… don’t need unions anymore
· Do workers today view unions as something “outdated” and “unnecessary”
· Does today’s well-educated knowledge worker fit with the union mentality and approach?
 Impact of Unionization on HRM

· changes to organizational structure and management decision making, formulation of policies and procedures
· centralization of record keeping
· building effective labour-management relations
· institute open-door policy
· extend courtesy of prior consultation
· demonstrate genuine concern for employee well-being
· form joint committees 
CHAPTER SEVENTEEN

Globalization of Business and Strategic HR

· globalization means that companies must be managed globally
· HR is one of the top three most important business functions in executing global strategy (#1 sales, #2 customer service/support, #3 is HR – look at graph in textbook)
· relocation specialists a strategic partner, as family issues have resulted in move to short-term relocations 

Three Broad Global HR Challenges

· Deployment of skills where needed
· Knowledge and innovation dissemination – spreading knowledge throughout organization regardless of origin
· Identifying and developing talent on a global basis
Practical Issues for Global Employees

· candidate identification, assessment, selection
· global assignment cost projections
· specific assignment letters which is basically a contract
· compensation, benefits, and tax programs
· relocation assistance
· family support 
Inter-country Differences Affect HRM

· Cultural factors
· Economic systems
· Labour cost factors
· Industrial relations factors
· The European Union
Selection for Global Assignments

· expatriate selection process must consider:
· family/personal issues
· level of cultural skills
· global assignments vary:
· full family relocation
· short-term assignments with home leave
· dual households home and abroad
· extended business travel 
International Staffing: Sources of Managers

· locals: citizen of country where working
· expatriates: non-citizen of country where working
· home-country nationals: citizens of home/parent country i.e. hire Canadian to go work in branch in U.S
· third-country nationals: non-citizen of parent or host country 
International Staffing Policy

· ethnocentric: home country management style superior to host country – we know best
· polycentric: host country management style most appropriate for host country – they know best
· geocentric: best managers may be found anywhere – just get the best
Five Important Factors for International Assignee Success

· job knowledge and motivation  (managerial and organizational ability and creativity)
· relational skills (respect, courtesy, and tact)
· flexibility/adaptability (emotional stability)
· extra-cultural openness (outside interests i.e. interest in foreign countries)
· family situation (children, partner and marriage stability)
Adaptability Screening

· past experience
· realistic job previews
· paper and pencil tests, e.g. Overseas Assignment Inventory 
Maintaining Global Employees: Orientation and Training

· raise awareness of cultural differences and their impact (i.e. wearing a burqa)
· understand our attitudes and their effects on our behaviour 
· factual knowledge about target country
· language skills, adjustment and adaptation 
Maintaining International Employees: International Compensation

Balance Sheet Approach: maintain same standard of living as at home
· base salary
· overseas/foreign service premium
· allowances (housing, education) 
Maintaining International Employees: Incentives

· not stock-based as currency fluctuations may impact stock price more than managerial action
· tied to performance of foreign subsidiary
· builds a sense of ownership among local managers
· attracts and retains overseas managers 
Maintaining International Employees: International EAPs

· help with stress of relocation
· reactions to culture shock include:
· homesickness
· boredom
· depression
· family tension/conflict 
Maintaining International Employees: Performance Appraisal

· stipulate difficulty level of assignment
· weight on-site managers’ appraisal higher than home-site manager
· advice to home-country manager from former expatriate
· modify performance criteria for overseas situation
· use qualitative as well as quantitative criteria 
Maintaining International Employees: International Labour Relations

· industry/regionally oriented
· locals less autonomous
· employer associations negotiate (overseas employers get together like unions do over here)
· union recognition less formal
· union security less formal
· some collective agreements outside the law
· brevity of agreements (usually short overseas)
· grievances less frequent
· strikes less frequent
· less government regulation, more direct intervention
· more worker participation
· works councils
· codetermination 
Maintaining International Employees: Safety and Fair Treatment

· kidnapping “way of life” in many areas; kidnap and ransom insurance is available
· arrive close to airport departure time
· home and car security systems
· vary departure and arrival times for work
· keep up to date on crime
· project confident body language (i.e. New York City)
Maintaining International Employees: Repatriation(bringing ‘em back)
· write repatriation agreements
· assign a sponsor/mentor
· provide career counseling
· keep communication open
· offer financial support
· develop reorientation programs
· build in return trips 
Global HR Systems

· apply various international HR best practices
· to be globally acceptable 
· easier in truly global organizations 
· investigate requests to differentiate, determine legitimacy 
· work within context of strong corporate culture
· to develop more effectively 
· form global HR networks 
· standardize competencies, not specific methods
· to implement more effectively 
· communicate (more is always better than less)
· dedicate adequate resources
Putting HRM all Together

· From a “people (HR) perspective”, you need to:

· Get the right people

· Doing the right things

· In the right way

· At the right time

· For the right reasons

