HRM Midterm 2 Study notes (OUTCOMES) 

Ch. 6 

1. explain the objectives of the personal selection process

· selection: the process of choosing individuals who have the relevant qualifications to fill existing projected job openings. 
· This process should start with a job analysis 
· Research shows that complete and clear job specifications help interviewers identify quqified and unqualified applicants and reduces the effect of interviewer bias and prejudices
· The number steps in the selection process will vary


2. explain what is required for an employee selection tool to be reliable and valid
0should provide as much reliable and valid information about the applicants. This ensures that their qualifications can be carefully matched with the job specifications

· reliability refers to the consistency of the test scores over time and across measures. 
· Validity refers to the accuracy of the measurements given 
· content validity- measurements is based on job description 
· predictive validity- test scores correlate to performance criteria 
· construct validity- whether the test accurately measures what it purports to measure 

3. illustrate the different approaches to conducting an employment interview 

used on conjuction with resumes, application forms, biographical information blanks, references, ployment tests. 
Structured interviews have been found to be a better indicator of performance of job applicants  than non-structural interviews 

Nondirective interview – maximum amount of freedom in determining the course of the discussion, while interviewer refrains from influencing the applicants remarks 

Structured interview –set of standard questions with an established set of answers is used 

Situational interview-applicants asked about a hypothetical incident and asked how they would respond to it 

Panel interview 
Sequential interview 

Behavioural description interview – asked questions about what they did in a specific situation 


4. compare the value  of different types of employment tests 
preemployment tests are more objective than interviews and can give managers a fuller sense of the capabilitites of different candidates. Wide range of tests exist
· cognitive ability tests- assessing verbal, quantitative, and reasoning abilities. 
· Personality and interest tests- used for placement or career development 
· Job knowledge and work sample tests- determining whether a candidate can perform the duties of the job without further training 
· Physical ability tests- used to prevent injuries, and accidents 
· Medical examinations and drug tests can be legally administered only after a conditional offer of employment has been made 

5. describe the various decision strategies for selection 

clinical approach- those making the decision selection review all the data on the applicants. Then , on the basis of their understanding of the joba dn the individual, they select. Can be biased because the evaluater assigns different weight to the candidates strengths and weaknesses 

statistical approach – more objective, involves using the most valid predictors and weighing them using statistical methods , such as multiple regression 

Chapter 7 

1. discuss the strategic approach to training and development 

training programs need to be developed systematically. This involved 4 phases. 

a. needs assessment 
i. organization analysis
ii. task analysis
iii. person analysis
b. program design 
i. instructional objectives
ii. trainee readiness
iii. learning principles 
c. implementation 
i. on the job methods
ii. off the job methods
iii. management development 
d. evaluation 
i. reactions
ii. learning
iii. behaviour(transfer)
iv. results


2. describe the components of training needs assessment (phase 1)

organization analysis
· where training is needed
· how it connects with strategic goals
· resources 

task analysis- reviewing the job description and specifications to identify the activities performed in a particular job and KSAO’S needed to perform them
·  knowledge
· skills
· abilities 

person analysis
· which people need training 

3. identify the principles of learning and describe how they facilitate training (phase 2 )

there are two fundamental preconditions for learning
· readiness and motivation of trainees
principles of learning

· goal setting
· when trainers take time to explain trainees goals or the trainee sets goals for themselves, the level of interest, understanding, and effort directed toward the trainee is likely to increase

· meaningfulness of presentation
· the material to be learned should be presented in as meaningful MANNER AS POSIBLE.
· Employees will be better able to learn new information if they can connect It with things that are already familiar to them. 
· Ex; using colourful examples, which make the material meaningful
· Material should be arranged so that each experience builds on preceding ones

· Modelling
· Midelling increases the sailience of behavioural training.
· We learn by watching
· Real life demonstrations
· Dvd’s
· Modelling demonstrates the desires behaviour or method to be learned
· Sometimes modelling the wrong behaviour helps

· individual differences
· different learning styles- visual, verbal, large lectures, small discussion 
· avoid delivering material in only one way
· trainers should incorporate a viariety into their training presentations. 

· active practise and repetition
· the things we do daily become part of our repertoire of skills
· trainees should be given frequent opportunities to practise their job tasks
· an individual who is learning to operate on a machine should be able to practise on it.
· Practising allows behaviour to become second nature (driving a car) 

· whole-versus-part learning
· most jobs and tasks can be broken down into parts that lend themselves to further analysis
· ex: learning to sell a product is made up into 3 skills that are part of a total process.
· If the tasks can be broken down successfully, it should be broken down to facilitate learning 

· massed-versus-disctrubited learning
· amount of time devoted to practise in one session. 5 two hour periods, or 10 1 hour periods?
· Has been found in most cases that spacing out raining will result in faster learning and longer retention
· This is the principle of distribution learning 

· feedback and reinforcement 
· can help trainees focus on what they are doing right and wrong
· play a motivational role aswell
· behaviour modification- behaviour rewarded or enforced. Incorrect behaviour will be penilized
· spot rewards- reward employees on the spot

4. identify the types of training methods used for managers and nonmanagers (phase 3, implementing the training program)

nonmanagerial training methods
· OJT(on the job training) most commonly used
· Provides trainees with hands on experience and an opportunity to build relationship with their supervisorand coworkers
· Apprentiship training and internshipds
· Provide both on and off the job experiences
· Off-the job mothods
· Classroom training
· Programmed instruction
· Computer based training
· E-learning
· Teleconferencing
· Video- conferenceing
· Using multiple mthods (blended learning, has been found to be the most effective)

Managerial traning methods 
· On the job experiences
· Coaching
· Understudy assessment
· Job rotation
· Lateral trasnfers
· Project/committee assignments
· Staff meetings
· Off the job experiences
· Analysis of case studies
· Role playing
· Behaviour modelling
· Management games and simulations 

5. discuss the advantages and disadvantages of various evaluation criteria (phase 4) 

evaluation of the training program should focus on several criteria:
· participant reactions
· learning
· behaviour change on the job
· bottom line results such as ROI

Transfer of training- measured via the examination of the degree to which trained skills are demonstrated back on the job

benchmarking and utility analysis- help evaluate the impact of training and provide information for further needs assessment 

6. describe additional training programs 
· orientation training- the formal process of familiarizing new employees with the organization, their jobs, and their work units 
· onboarding- the process of systematically socializing new employees to help them go “on board” with an organization 
· basic skills training
· team and cross-training- training employees to do multiple jobs within an organization
· ethics training-requires top management support


Chapter 8 performance management and the employee appraisal process 

1. explain what performance management is and how the establishment of goals, ongoing performance feedback, and the appraisal process are part of it 

Performance management is the process of creating a work environment in which people can perform to the best of their abilities to meet a company’s goals

Performance appraisals are the result of an annual, biannual, or quarterly process in which a manager evaluates an employees performance relative to the requirements of the job and uses the information to show the person where improvements are needed and why 
Aligning the goals of employees with that of the firm and providing employees with continual on the job feedback, and rewarding them are critical as well 

2. explain the purpose of performance appraisals and the reasons why they can sometimes fail

the purposes can be clustered into two categories

administrative and developmental

administrative
· decisions about who will be promoted, transferred, laid off.
· Compensation decisions

Developmental
· Decisions related to improving and enhancing an individuals capabilities
· Identifying a persons strengths and weaknesses
· Eliminating external performance obstacles
· Establishing training needs 

The ultimate success or fail
3. The success of failure of a performance appraisal programs depends on the philosophy underlying it, is connections with the firms business goals, and the attitudes and skills of those responsible for its administration. 
· if the support of a firms top managers is lacking, the program wont be successful. 
· Unclear performance standards
· Rater bias
· Too many forms to complete
· Use of the appraisal program for conflicting purposes 

4. describe the different sources of appraisal information 

performance standards characteristics
· strategic relevance
· criterion deficiency
· criterion contamination 
· reliability

who should appraise performance…
· manager/supervisor appraisal
· self-appraisal
· subordinate appraisal 
· peer appraisal
· team appraisal
· customer appraisal 
put it all together for a 360-degree appraisal 
5. explain the various methods used for performance evaluation

trait methods (characteristics of employees) 
· graphic rating scales-scale of characteristics 
· mixed standard scales-based on a comparison, better, equal, worse
· forced-choice method-choosed to distinguish between successful/unsuccessful performance 
· essay method – compose a statement describing employee behaviour 

behavioural methods 
· critical incident-unusual event that denotes superior or inferior employee performance 
· behavioural checklist
· behaviourally anchored rating scale (BARS)- series of vertical scales, one for each important dimension of job performance 
· behaviour observation scale (BOS) – measures frequency of  observed behaviour 

6. outline the characteristics of  an effective performance appraisal interview 

· ask for self-assessment
· invite participation
· express appreciateion
· minimize criticism
· change the behaviour, not the person
· focus on solving problems
· be supportive
· establish goals
· follow up day to day 

an appraisal program benefits an organization depending on the quality if its appraisal interviews that are conducted.

Interviewing skills are best developed through instruction and supervised practise

Research suggests that employee participation and goal setting lead to higher satisfaction and improved performance
· discussing problems
· showing support
· minimizing criticism
· rewarding effective performance

types of appraisal interviews

tell-and-sell interview- persuade an employee to change in a prescribed manner
tell-and-listen interview- communicate strong and weak points of an employees job performance in first part, second part is when employee expresses feelings 
[bookmark: _GoBack]problem-solving interview-listening, accepting, and responding to feelings-stimulating growth and development in the employee by discussing the problems, needs, and on the job satisfactions and dissatisfactions


Chapter 9, managing compensation

1. explain how to develop a strategic compensation system

strategic compensation- the compensation of employees in ways that enhance motivation and growth while at the same time aligning their efforts with objectives, philosophies, and culture of the organization. 

· Reward employees for past performance
· Remain competitive in a labour market
· Maintain salary equity among employees
· Mesh employees future performance with organizational goals
· Control the compensation budget
· Attract new employees
· Reduce unnecessary turnover 

2. indicate the various factors that influence the settling of wages

a combination of internal and external factors can influence, directly, or indirectly, the rates at which employees are paid.

Internal factors
· employers compensation strategy
· worth of the job 
· employees relative worth 
· employers ability to pay 

external factors
· labour market conditions
· area wage rates
· cost of living
· collective bargaining
· legal requirements

3. describe the mechanics of each of the major job evaluation systems

Job ranking system- the simplest and oldest system of job evaluation by which jobs are arrayed on the basis of their relative worth. Disadvantage is that it does not provide a presise measure of the jobs worth, final ranking doesn’t mention difference in degree of importance of each job , used with only a small number of jobs . advantage is that its simplicity allows it to be sued by small employers 

Job classification system- jobs are classified and grouped according to a series of predetermined wage grades. Disadvantage is that the job is evaluated as a whole. Simplicity is an advantage . 

Point system- uses a point scheme based on the compensable job factors of skill, effort, responsibility, and working conditions. Advantage is tha tit provides a more refines basis for making judgements

The work evaluation system- evaluates jobs based on their value relative to organizational goals-financial, customer service, and the jobs contribution to organizational success 

4. discuss how and why wage surveys are done

wage and salary survey- a survey of the wages paid to employees of other employers in the surveying organizations relative labour market 

wage surveys determine the equity of jobs. Data obtained form surveys will facilitate establishing the organizations wage policy while ensuring that the employer does not pay more, or less than needed for jobs in the relevant labour market 

5. define the wage curve, pay grades, and rate ranges as parts of the compensation structure

The wage structure is composed of 
· the wage curve- depics graphically the pay rates assigned to jobs within the pay grade
· pay grades- represent grouping of similar jobs on the basis of their relative worth
· rate ranges- will have a midpoint and a minimum and maximum pay rates for all jobs in the pay grade.

6. identify the major provisions of the laws and regulations affecting compensation

the federal and provincial governments regulate compensation through the 

· Canada labour code, -sets minimum labour standards for employees and employers
· employment standard acts-each province and territory establish minimum standards for protecting both employees and employers in certain situations
· employment equity pay/pay equity legislation-ensure fair employment pracrises are applied to all members of designated groups 

7. discuss the current issues of equal pay for work and equal value and pay compression
jobs performed predominately by women are paid less than those performed by men. Wage rate compression largely affects managerial and senior employees as the pay given to new employees or the wage increased gained through collective agreements erode the pay differences between these groups 

chapter 10 Pay for performance: incentive rewards 

1. discuss the basic requirements for successful implementation incentive programs

· employees must have a desire for the plan
· management needs to be successful in introducing the plan and convicing employees of its benefits 
· employees must be able to see a clear connection between the incentive payments they receive and their job performance 
· must be clear objectives and standards
· commitment by employees to meet these standards
· never allow incentive pay to be seen as an entitlement 
· setting performance measures
· administrating incentive plans 
· suitability to employee and organizational needs

2. identify the types of and reasons for implementing individual incentive plans

piecework plans- pay employees a given rate for each unit satisfactorily completed. Employers implement these plans when output is easily measured and when the production process is fairly standardized

Bonuses- incentive payments above base wages paid on either individual or a team basis. It is offernt to engourage employees to exert greater effort

Standard hour plans- establish a standard time for job completion. An incentive is paid for finishing the job in les than the pre-establshed time. Popular for jobs with a fixed time for completion. 

3. explain why merit raises may fail to motivate employees adequately and discuss ways to increase their motivational value

merit raises will not motivate employees when they are seen as entitlements, which occurs when these raises are given yearly without changes in employee performance , they are not motivational when they are given because of seniority or favouritism or when merit budets cant sufficiently reward employee performance 

to be motivational, merit raises must be seen such that employees see a clear relationship between pay and performance, and the salary increase must be large enough to exceed inflation and higher income taxes. 

4. indicate the advantage of each of the principle methods used to compensate salespeople

· straight salary plan –compensation plan that permists salespeople to be paid for performing various duties that are not reflected immediately in their sales volume – allows them to fucos on other tasks than sales such as service and customer goodwill 

· straight commission plan –based on a percentage of sales-causes employees to emphasize sales goals 


· combines salary and commission plan –most widely used in the incentive program

· salary plus bonus plan- pays salary plus a bonus achieved by reaching targeted sales goals 

5. identify key aspects of each of team and group level pay for performance plans

there are several types of group level incentive plans 

· Scanlon
· Improshare
·  Gainsharing
These plans encourage employees to maximize their performance and cooperation through suggestions offered t improve their performance.

6. differentiate between profit-sharing plans and explain the advantages and disadvantages of these programs

· profit-sharing plans pay to employees sums of money based on the organizations profits
· cash payments are made eligible to employees at specified time, normally yearly.
· Purpose of profit sharing is to provide employees with additional income through their participation in organizational achievement 
· Employee commitment to improved productivity
· Quality
· Customer service
· These all contribute to success and to their compensation
Disadvantages
· Profit sharing plans may not achieve their stated gains when employee performance is unrelated to success or failure. This may occur because of 
· Economic conditions
· Other competition
· Other environmental conditions
· Profit sharing plans can have a negative effect on employee moral when plans fail to consistently reward employees 

7. describe the main types of employee stock ownership plans and discuss their advantages to employers and employees 

employee stock ownership- stock plans in which employees can aquire shares in the firm. There are three main types of employee stock plans

· employee stock bonus plan- employer provides the company shares to employees at no cost to the employee by just granting them or by linking the granting to some kind of performance pay plan

· employee stock purchase plan-employees purchase shares but not pay for full market price

· employee stock option plan – employees are given option to purchase shares in the company at a future date at a set price


Chapter 11 employee benefits 

1. describe key aspects of managing employee benefits and the characteristics of an effective benefits program 

the effectiveness of an employee benefits program depends on two factors 
· selecting benefits that target important employee needs while promoting strategic organizational objectives
· effective administration of benefits programs
· the program must be based on specific objectives that are compatible with the organixatiosn philosophy and policies as well as affordable
· committies and surveys- then enefits package can meet employee needs
· flecible benefits plans- employees can choose the benefits that are best suited for them
· full communication of benefits program through meetings, printed materials and annual personalized statements of benefits 
· reflect soaicl canges that Canada is currently facing- diversity and life styles of the workforce- for shifting needs 

2. indicate management concerns about the costs of employee benefits and discuss ways to control those costs

· the escalating cost of health care benefits
· benefits other employers are offering
· tax consequences
· rising costs

containment strategies
· contribution changes-increasing deductibles
· dollar limits-dollar cap on specific benefits such as eyeglasses
· coverage changes-on dispensing fees
· use of preferred providers and flexible benefits 

3. identify and explain the employee benefits required by law 

· employer contributions to retirement
· employment insurance
· workers compensation insurance 

4. discuss ways to control the cost of health care programs

· reduction in coverage
· increased coordination of benefits
· increased deductibles
· EAP’s and wellness programs 
· Education and motivation
· Change the system

5. describe the benefits that involve payment for time not worked

· vacations with pay-receive 10-15 days vacation leave
· paid holidays
· sick leave-set number of sick leave days
· severance pay- one time payment to terminated employees 

6. discuss recent trends in retirement policies and programs

many privinces have abolished the manadory retirement and employees can choose when to retire .

many employers provide incentives for early retirement including  increased pension plan benefits or cash bonuses 

some organizations have preretirement programs in the form of seminars, workshops, and informational materials 

7. indicate the major factors involved in managing pension plans

two types of plans available 
· defined-benefit
· defned-contribution 
· contribution 
· non-contribution 


8. describe the types of work life benefits employers can provide 

· EAP’s
· Counselling services
· Childcare
· Eldercare
· Prepaid legal services
· Financial planning
· Housing/moving
· Transportation pooling
· Credit unions
· Social/recreational activities 

Chapter 12 
Promoting safety and health 

1. Summarize the common elements of federal and provincial occupational health and safety legislation 

Occupational health and safety legislation is designed to ensure safe and healthful working conditions for workers. In general these acts extend to all employers and employees. The legislation sets standards, ensures employer and employee compliance and procides safety and health consultation and training where needed. 
Both employers and employees have certain responsibilities under these acts

2. Describe the measures managers and employees can take to create a safe work environment 
-formal safety program 
-create culture of safety 
-interveiwing for safety 
-key role of the supervisor 
-proactive safety training program 
-first aide
defensive driving 
accident prevention techniues 
hazardess materials 
emercency procedures 
enforcing safety rules 

3. Identify ways to control and eliminate various on the job hazards

Ergonomics- ensuring tha jobs are designed for safe and efficient work while improving the safety, comfort, and performance of users

4. Describe the programs organizations utilize to build better health among their workforces

Wellness programs that emphasize excersize and nutrition, weight control, avoidance of harmful substances serve employees at all organizational levels 

5. Indicate the methods for coping with stress 

Develop stress management programs
Redesign and enrich jobs , clarify the work role, correct physical factors in the environment and take any other actions that will help reduce stress on the job 

Managers need to be aware of the signs of disabilities and be prepared to help employees wia EAP’s or counselling and by making reasonable accommodations for employees treatments 


Chapter 13 Employee rights and discipline 

1. Explain the different regimes that cover the employment relationship. 

Three regimes
-The common law-body of rules made by judges in the course of interpreting employment contracts. 

Employment regulation/statutory-legislation enacted by governments to regulate the terms of employment contract and is enforced by an administrative tribunal 

Collective bargaining law-includes the rules that govern unionized employees

2. Explain the difference between expressed and implied terms of employment contracts.
An employment contract between an employee and an employer may comprise expressed, written terms and a series of implied terms imposed by common law judges. Sometimes there are no written terms, in which case the contract is an oral one that includes all of the implied terms judges have created over the years. A written term usually supersedes an implied term provided that the written term does not violate a statutory minimum standard 

3. Explain the rules governing the dismissal of employees.

Progressive discipline- application of corrective measures by increasing degrees

Positive discipline- a system of discipline that focuses on early correction of employee misconduct, with the employee taking total responsibility for correcting the problem 

Informing the employee 

4. Identify and explain the privacy rights of employees.

Personal information protection and electronic documents act (PIEDA) – regulates an employers collection and dissemination of information about employees, as well as the right of employers to access their personal files in come circumstances 

Applies to some federally regulated work places but also to some commercial activities  engaged by commercially regulated companies  (commercial activities include some selling of information, such as employee lists or information about employees) 

Organizations must obtain an individuals consent when they collect, use, or disclose the individuals personal information 

The organization can only use the information for the purpose that it was collected 

Indivduls must be assured byt eh organization that their information is protected by safeguards 

5. Explain the process of establishing disciplinary policies, including the proper implementation of organizational rules.

The HR department along with other managers should establish disciplinary policies. This will achieve acceptance of the policy and its consistent application. 

To reduce the need for discipline, organizational rules and procedures must be widely known, reviewed on a regular basis, and written and explained to employees. The rules must relate to the safe anf efficient operation of the organization. 

When managers overlook the enforcement of rules, they must reemphasize the rule and its enforcement before disciplining an employee 

6. Discuss how to investigate a disciplinary problem.

Proper documentation 

When investigating employee problems, manangers need to know the specific infraction of the employee, whether they knew of the rule violated, and any extenuating circumstances that might justify the employees conduct. 

When employees receive discipline, the rule must be iniformenly enforced and the past work record must be considered 

7. Differentiate between the two approaches to disciplinary action.

Progressive discipline- application of corrective measures by increasing degrees, designed to motivate an employee to correct the misconduct voluntarily. Nips the problem in the bud . 

Depending on the situation, this action can vary with degree and type of effence and circumstances surrounding it. 

Positive/nonmuniplulative discipline- a system of discipline that focuses on early correction of employee misconduct, with the employee taking total responsibility for correcting the problem. 

The employee and supervisor engage in joint discussion and problem solving to resolve incidents of employee irresponsibility

This nonmanipulative action replaces threats and punishment with encouragement 


8. Identify the different types of alternative dispute resolution procedures.

Step-reveiws system: system for reviewing employee complaints and disputes by successively higher levels or management 

Peer review system: a group composed of equal numbers of employee representatives and management appointees. 

Functions as a jurysince its members weigh evidence, consider arguments, and after deliberation, vote independently to render a final decision 


Open door policy- settling greivances that identifies various levels of management above the immediate supervisor for employment contact 

The ombudsperson-designated individual from whom employees may seek counsel fpr resolution of their complaints

Mediation- use of an impartial thirs party neutral to reach a compromise decision in employement disputes 

Arbitration –use of an impartial neautral party as a decision maker to resolve an employment labour dispute by imposing a binding final decision on all parties involved in the dispute 

9. Discuss the role of ethics in the management of human resources.   

Managers engage in ethical behavior when employees are treated in an objective and fair way and when an employees personal and work-related rights are respected and valued 

Chapter 14- the dynamics of labour 

· Identify and explain the federal and provincial legislation that provides the framework for labour relations. 

Labor relations legislation in Canada recognizes the right of employees to form and join unions and prohibits both unions and employers from engaging in unfair labour practices. 

Provincial labour relations are administered and enforced by labor relations board 

The labor relations process 
1. workers desire collective representation 
2. union begins organizing process
3. collective negotiations lead to a contract
4. contract is administered 

· Explain why employees join unions.

They unionize for different economic, social, and phycologic reasons. Although some employees join  unions because most are required to do so, many are convinced that unions help their wages, benefits and various working conditions 

· -economic needs 
· dissatisfaction with management 
· social and leadership concerns 

· Describe the process by which unions organize employees and gain recognition as their bargaining agent.

1. employee/union contact
2. initial organizational meeting 
3. formation of an in-house organizing committee
4. application to a labour relations board 
5. issuance of a certificate by a labour relations board
6. election of a bargaining committee and contract negotiations 


· Discuss the bargaining process and the bargaining goals and strategies of a union and an employer.

1. prepare for negotiations
a. gather data –areas of wages and benefits
b. form bargaining teams –
2. developing bargaining strategies and tactics
a. management proposals and limits of concession 
b. consider opponents goals
c. make strike plans 
3. conduct negotiations
a. bargain in good faith 
b. analyze proposals
c. resolve proposals
d. stay within bargaining zone 
4. formalize agreement 
a. clarify contract language 
b. ratify agreement 

· Differentiate the forms of bargaining power that a union and an employer may utilize to enforce their bargaining demands.

Barganing power- power of labour and management to achieve their goals through economic , social, or political influence 

Union bargaining power- strikes, pickets, boycotts

Management bargaining power- continuing operations staffed by management 
Locking out employees 

· Describe a typical union grievance procedure and explain the basis for arbitration awards. 
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