Scientific management:
-process of scientifically managing processes  
-repetition
-systematic

why HRM is a profession:
-it has a common body of knowlegde
-certifies its members...it has certification
-provides self regulation
-professional code of ethics

A firm has requested your assistance in ensuring that its multigenerational workforce functions effectively as a team. What strategies or programs would you recommend, why?
-we find baby boomers, gen x and y in the workforce today
-brainstorming to promote the understanding and expected values and priorities of each other
-implement activities or programs that enhance teamwork skills



Chart 1-13 in text...

Using your understanding of the diff generational groups that exist in today\s workplaces, discuss how a policy to ban networking sites at work could be favoured by some and not by others.

	-time theft = using employer time for personal use (facebook)
	-face time = physical presence

CHAPTER 2 – LEGAL STUFF

-constitutional law
-legislated acts eg. Workers comp, income tax act
Multiple Legal Jurisdicitons for Employment/Labour Law
· provincial/territorial employment laws govern 90% of Canadian Workers
· federal laws govern 10% of workers in federal civil service, Crown corporations and agencies, transportation, banking and communications
	
	ESL (employment standards legislation)
		-minimum wage
		-overtime
		-termination notice
-pay in lieu of notice (severance pay)
		-maternity
			>paternity leave
		-limit hours
		-holidays
		-vacation pay
	
Human Rights Legislation

-Discrimination
· distinction, exclusion or preference based on a prohibited ground which nullifies or impairs a person's rights to full and equal recognition and exercise of human rights and freedoms
· table 2.1 in text --> prohibited grounds of discrimination in employment by jurisdiction
· gender
· religion
· age
· disabilities (mental/physical)
· marital status
· 2 types of discrimination
· intentional
· direct-deliberately not hiring, promoting etc
· differential/unequal treatment ex. Illegal to request only female applicants to perform physical test
· indirect ex. Getting other ppl to hire for you
· ask someone to discriminate for you
· based on association
· discriminating against someone because of their relationship with someone else
· unintentional (constructive/systematic)
· apparently neutral policies have adverse impact on protected groups ex. Minimum height and weight...figure 2.2

requirement for reasonable accommodation
	-adjustment of employment policies/practises so that no individual is :
		>denied benefits
		>disadvantaged in employment
		>prevented from carrying out a job
	-based on prohibited grounds in human rights legislation

undue hardship
	-human rights legislation mandates that employers must accommodate to point of 'undue hardship'
	-the point where financial cost or health and safety risks make accommodation impossible

Permissible Discrimination
-bona fide occupational requirement
	-justifiable reason for discrimination
	-based on business necessity for safe and efficient operations
	-intrinsically required by job tasks


Sexual Harassment
· Sexual Coercion
· harassment of a sexual nature that results in some direct consequence to the worker's employment status or some gain in or loss of tangible job benefits
· Sexual Annoyance
· sexually related conduct that is hostile, intimidating, or offensive to the employee but has no direct link to tangible job benefits or loss thereof.

Employment Equity Designated Groups
	-Women
	-ppl with disabilities
	-visible minorities
	-aboriginals
-common law
-contract law

Diversity Management
· broader/more inclusive than employment equity
· a set of activities designed to:
· integrate all employees in a multicultural workforce
· use diversity to enhance organizations effectiveness
video case discussion q's
· how does the video illustrate that embracing employee diversity can improve organizational effectiveness?
-monetary gains, a lot of opportunity (different markets)
-synergy
· In what ways does having a diverse staff give jeff an advantage in the advertising business?
· can communicate or reach many different target markets, promotes creativity/ genereates more ideas

if you are what you serve, you will be a better marketer

Chapter 3 - STRATEGIC IMPORTANCE OF TECHNOLOGY IN HRM

· HR technology is any technology that is used to attract, hire and maintain talent, support workforce admin., and optimize workforce management
· can be used in diff types of human resource info systems, used by various stakeholders and accessed in diff ways

Brief history of evolution of HR technology

stage 1: paper-based systems
stage 2: early personal computer technology
stage 3: electronic database systems
stage 4: web-based technology

1 and 2 are tombstone data

The impact of technology on the role of HR
· the traditional HR role has changed in three major ways as a result of the technologically enabled environment
· deceased transactional activities
· technology enables the reduction of the administrative burden, resulting in lowering basic transaction costs.
· increased client / customer focus
· HR deals with internal customers...managers, employees...
· they expect HR to understand and respond to their requests quickly, and provide useful information
· this information can be used as decision support tools to aid managers with their job.
· increased delivery of strategic services
· business strategy that optimizes company's provided services by synchronizing human capital
employee self serve = ESS
	-allow employees to access and manage personal information directly
management self service = MSS
	-allow managers access a range of info. Not only about themselves but also about the employees who report to them.

makes use of inernet/intranet to increase customer focus

Human Resources infromation system (HRIS)
· integrated system used to gather, store, and analyze info regarding an organizations human resources
· HRIS helps HR professionals
· automate and simplify tasks
· reduce administration and record keeping
· provide management with HR related information


What are the 8 generic subsystem components that reside in an HRIS?
· pg. 60

Discuss the 6 key functions of an HRIS system
-pg. 61
-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
	-certain number of certain type of emplyee? Need more..too manyy....
-Provide relevant data for decision making


· 
Large Org. --> ERP (enterprise wide system)
ex. SAP
Medium/small Org. --> Stand alone HRIS
ex. ms access, excel

theres specialty software that can be purchased
	-org plus = creates charts
	-Halogen-e-appraisals
	-ERGO-WATCH

Chapter 4 - JOB DESIGN
· process of systematically organizing work into tasks required to perform a job

Job
· group or related activities/duties for one or more employees
Position
· collection of tasks/responsibilities performed by one person
Job Characteristic Model

Job Design Considerations
· Job Specialization (industrial engineering)
· work simplification
· industrial engineering – making a job more efficient by rearaging or modifying tasks.
· Behavioural Aspects
· job enlargement (giving them more tasks), job rotation (doing diff. Jobs, moving someone around from one job to another, relieves bordom), job enrichment (getting more responsibility, increasing atonomy, greater role to become more involved..), team based job design
· Ergonomic Aspects
· physical needs of workers
· Increasing Job Flexibility
· cognitively complex, more team-based, more dependent on social skills and technological competence, time pressured, mobile, and less dependent on geography




The Nature of Job Analysis
· Job Analysis
· procedure for determining tasks, duties and responsibilities of each job and the human attributes (knowledge, skills, abilities) required to perform it

· Methods of collecting job analysis info. - qualitative
· interviews (individual, group, supervisory)
· questionnaires
· information impact
· mental
· work outputs
· relationships
· context
· job characteristic (ex. pace)
· observation
· participant diary/log

-Writing job descriptions and job specifications
· job description
· a list of duties, responsibilities, reporting relationships, and working conditions of a job – one product of a job analysis
· job specification
· a list of “human requirements”, that is, the requisite knowledge, skills, and abilities, needed to perform the job – another product of a job analysis

· Steps in Job Analysis
· 6 : develop job description/job specification
· 5 : review analysis with incumbent/supervisor
· 4 : analyze the jobs
· 3: select representative positions/jobs to be analyzed
· 2: review relevant backround information
· 1: identify what the information will be used for

-uses of job analysis information
	-HR planning
	-recruitment and selection
	-Job evaluation, wage and salary decision
	-performance appraisal
	-labour relations
	-training, development, and career mngmt
	-job design

	-table 4.3





CASE INCIDENT: the Job Analyst's Dilemma

Assume that you are the job analyst at a bicycle manufacturing company in BC and have been assigned responsibility for preparing job descriptions (including specifications) for all the supervisory and managerial positions. One of the production managers has just indicated that he will not complete the job analysis questionnaire you have developed.

QUESTIONS

· what could be the cause of the productions manager's resistance?
· Keeping in mind that job analysis is the conrnerstone of a wide range of HRM activities, what three arguments could you use to attempt to persuade him to change his mind?
· If your persuasion efforts failed, how would you go about obtaining the job analysis info. You require to develop the job description for his position.


Chapter 5 - Strategic Importance of Human Resources Planning

Human Resources Planning (HRP)
· the process of forecasting future human resources requirements to ensure that the organization will have the required number of employees with the necessary skills to meet its strategic objectives...anticipate shortages/surpluses
· 3 key steps in HRP process include: (was on previous midterm) fig. 5.2
· forecasting demand for labour
· Forecasting availability of internal (ex skills inventories, succession planning) and external candidates (managing supply)
· Planning and implementing HR programs to balance supply and demand (labour shortage or surplus)

Relationship between HRP and Strategic Planning
· interdependant (mutually dependant of each other)
· environmental scanning is essential for both

Forecasting Future HR Needs (demand)
· Quantitative Approaches:
· trend analysis: review past employment levels
· ratio analysis: ratio of business activity (ex. Sales) and number of employees needed
· scatter plot: used to determine whether 2 factors (business activity and staffing levels) are related
· regression analysis: examines the statistical relationship between business activity and employees
· Qualitative Approaches
· Nominal Group Technique (focus group)
· decision making technique that involves a group of experts meeting face to face
· steps include independent idea generation, clarification, and open discussion, and private assessment
· Delphi Technique (anonymous)
· questionnaire of issues, results are compiled and handed back for fine tuning
· judgemental forecasting method used to arrive at a group decision, typically involving outside experts as well as organizational employees
· ideas are exchanged w/o face to face interaction and feedback is provided and used to fine-tune independent judgements until a consensus is reached.
· Managerial judgement

	Staffing Table (figure 5.6)
· a pictorial representation of all jobs within the organization, along with the number of current incumbents and future employment requirements (monthly or yearly) for each

Forecasting Availability of Internal and External Candidates (supply)
· Markov Analysis
· a method of forecasting internal labour supply that involves tracking the pattern of employee movements through various jobs and developing a transitional probability matrix
· skills inventory
· must be updated every 2nd year
· management inventories
· replacement chart (figure 5.8)
· visual representations of employees who are likely to be replaced for each position..age, present performance rating, promotable status
· succession planning
· process of ensuring suitable supply of successors for current and future senior key jobs so that careers of individuals can be effectively planned and managed.

Forecast demand for labour (fig. 5.2)

Flexible Work Arrangements
Flextime
· employees build their workday around a core of midday hours
Compressed Work Week
· an arrangement that most commonly allows employees to work four ten hour days instead of the more usual five eight-hour days
Flexyear
· a work arrangement under which employees can choose (at six-month intervals) the number of hours that they want to work each month over the next year

Video Case: Charlie Catchpaugh and the Outlet

· why does charlie choose to continue to work at the age of 76?
He feels his work has meaning, keeping his community alive, and if he disapears the community will miss out. Its a minority town, not many english speaking ppl, so he's trying to keep them together.

· what are charlies strengths as an older employee?
He's very persuasive by using his charm and age to get business. He has the patience and persistence of going out and getting stories to write about. His experience may give him credibility.

· is charlies business facing any problems because of his age?
· There is no succession, nobody to take over after charlie is gone. Major problem that his business is facing.


Chapter 6 - Strategic Importance of Recruitment

· the quality of an organization's human resources begins with strategic perspective in management of recuritment.
· Staffing= recruitment, selection, placement, orientation
· Recruitment
· the process of searching out and attracting qualified job applicants, which begins with the identification of a position that requires staffing and is completed when resumes and/or completed application forms are received from an adequate number of applicants
· Recruiter
· a specialist in recruitment, whose job it is to find and attract capable candidates.
· The Recruitment Process
· job openings are identified
· job requirements are determined
· appropriate recruitment sources and methods are chose
· a pool of qualified recruits is generated

Review and discussion questions
· discuss the adv. And disadv. Of recruiting within the organization.
Advantages would be knowlege of skills and abilities of the employee, familiar with the culture, know the complanies vision.
Disadvantages would be that you still have to fill that position..promotion=replacement, may be limiting your human capital in terms of acquiring new skill from a new employee. Can cause conflict between employees.

Job posting = means internal job posting
nepotism = preference of hiring family members of current employees

· list the advantages of external recruitment
advantages:
-generation of a larger pool of qualified candidates
-availability of a more diverse applicant pool, which can assist in meeting employment equity goals and timetables
-acquisioton of skills or knowledge not currently available within the organization and/or new ideas and creative problem-solving techniques
-elimination of employee rivalry and competition for transfers and promotions
-potential cost savings resulting from hiring individuals who already have skills, rather than providing extensive training

Recruiting Outside the Organization: Recruiting Yield Pyramid
	-leads generated
	-candidates invited
	-candidates interviewed
	-offers made
	-new hire

Yield Ratio = % of applicants that proceed to the next stage of recruitment process

Recruiting Outside the Organization: online recruiting
-internet job boards
· post a job opening online
· job seekers post resumes
-Corporate career websites
· create a pool of candidates with interest in the organization

External Recruitment Methods
· online recruiting
· social networking sites
· print advertising
· 4 principles – AIDA
· attention
· interest
· desire
· action
· private employment agencies
· don't have HR department
· past dificulties with recruitment
· position must be filled quickly
· executive search firms
· walk-ins and write-ins
· employee referals
· can lead to nepotism (family), cronyism (friends), systemic discrimination (same characteristics)
· former employees
· educational institutions
· HR and Skills development Canada (HRSDC)
· professional and trade associations
· labour organizations
· military personnel
· open houses and job fairs

Human Rights Legislation and Application Forms
· specific gidelines regarding questions that can and cannot be asked on application forms are available through the human rights commissions in each jurisdiction
· figure 6.7, a sample application form developed by the Ontario Human Rights Commission, illustrates the types of info that can legally be requested
question
· Describe the advantages of using application forms as part of the recruitment process.
· All relevant info is provided
· sample of the candidate's work
· simplifies the assessment process

Chapter 7 - Human Resource Selection

Selection: The process of choosing among individuals who have been recruited to fill existing or projected job openings

· important because
· quality of hr determines organizational performance
· high cost of inappropriate selection decisions
· significant legal implications
· human rights – discrimination
· misrepresentation (contents of the job)
· negligent hiring (wrongful hiring) – not properly hiring someone..the steps

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
Typical steps in the selection process (fig. 7.1)
· preliminary applicant screening
· selection testing
· organization to asses specific job-related skills, as well as general intelligence, personality characteristics...doing a general quiz or something
· selection interview
· Applicant Objectives
· present positive image
· sell their skills and make positive attributes
· gather info about job and organization
· background investigation/reference checking
· supervisory interview and realistic job preview pg. 200
· supervisor knows the job the best, so its very important
· best equiped to ask job specific questions
· hiring decision and candidate notification

Importance of Reliability and Validity
Reliability:
· the degree to which interviews, tests, and other selection procedures yield comparable data over time
· in other words, the degree of dependability, consistency, or stability of the measures used
Validity:
· the accuracy with which a predictor measures what it is intended to measure

Content Validity:
· extent to which a selection instrument, such as a test, adequately samples the knowledge and skills needed to perform the job...like secratary position and their typing skills...
Construct Validity:
· extent to which a selection tool measures a theoretical construct or trait deemed necessary to perform the job successfully...leadership, intelligence skilss.....
Differential Validity
· confirmation that the selection tool accurately predicts the performance of all possible employee subgroups, icluding white males, women, visible minorites, persons with disabilities, and aboriginal ppl
Criterion-Related Validity:
· extent to which a selection tool predicts or significantly correlates with important elements of work behaviour...do well on the test or interview do well on the job

Types of Tests Used in Selection
· tests of cognitive abilities (mental)
· intelligence tests
· emotioanl intelligence tests
· aptitude abilities
· Motor/Physical Abilities
· Personality and Interests
· thematic apperception test
· myers-briggs personality inventory (most commonly used)
· minnesota multiphasic personality inventory (tests paranoiac)
· Achievement tests
· work sampling
· Management Assessment centres
· situational testing
· micro-assessments
· physical examination and substance abuse testing

Physical examination and substance abuse testing
· the purpose of pre-employement substance abuse testing is to avoid hiring employees who would pose unnecessary risks to themseleves or others and/or perform below expectations
· in Canada, empoyers are not permitted to screen candidates for substance abuse
· alcohol and drug addiction is considered to be a disability under human rights codes, and an employee cannot be discriminated against during the selection process based on a disabilities
 
Types of Interviews
selection interviews can be classified according to:
· degree of structure – unstructured, structured, mixed (semi-structured)
· content – situational (corresponds to the future, how they will do this and stuff), behavioural (past, how did they react ...)
· way in which interview is administered – one on one or panel of interviewers, sequentially or all at once, face to face or videoconferencing

Common Interviewing Mistakes
· poor planning
· snap judgements (jumping to conclusions/primacy effect)
· negative emphasis (overwheighing something negative)
· halo effect (all subsequent perceptions reflects the initial meeting)
· poor job knowlegde
· contrast error (comparing to other applicants)
· influence of nonverbal behaviour
· telegraphing
· too much/too little talking
· similar-to-me bias

Conducting an Effective Interview
· planning the interview
· establishing rapport (put the interviewer at ease..talk about the weather)
· asking questions...should be written in advance, asked in order
· closing the interview
· evaluating the candidate


page 219-220 steps for training

Chapter 8

Employee Orientation (onboarding)

· A procedure for providing new employees with basic background information about:
· The firm
· The job

· Socialization
· Ongoing process of instilling in all employees the prevailing attitudes, standards, values, and patterns of behavior that are expected by the organization

· Reality Shock
· Discrepancy between what new employee expects from his/her new job and realities of it

Training (learning process of the KSA’s to perform their current job)

Training Process

· Step 1. Training Needs Analysis --> what training is required if any
- Step 2. Instructional Design --> training program is designed based on the required training
· Step 3. Validation --> conduct a “run through” to assess the effectiveness of training
- Step 4. Implementation --> once program is validated, it is ready to be implemented by professional trainers
- Step 5. Evaluation of Training --> assess training by determining if training actually achieved the objectives




Training Needs Analysis

· Task analysis (assess training needs of new employee) Table 8.1(pg. 206)
· Task list
· When and how often performed
· Quantity and quality of performance
· Conditions under which performed
· Competencies and specific knowledge required
· Where best learned

· Performance Analysis (determine training needs of current employees
· Verify performance deficiency and determine whether deficiency should be rectified through training or some other means

Instructional Design

· Prepares curriculum
· Ensure training materials support learning objectives
· Ensure quality and effectiveness of program elements

Traditional Training Techniques

· On-the-job training
· Apprenticeship training
· Informal learning
· Programmed learning
· Vestibule simulated training
· Job instruction training
· Classroom training
· Audiovisual techniques

Validation

· An often-overlooked step in the training process
· Validate training using representative audience
· Make revisions based on pilot results

Implementation

· Once the program has been validated, it is ready to be implemented by professional trainers
· Train-the-trainer workshops may be required
· Focus on presentation as well as content



Evaluation of Training

· Reaction
· Learning  
· Behaviour (transfer of training)
· Results


Training for Special Purposes

· Literacy and essential skill training
· Diversity training
· Customer Service training
· Training for teamwork
· Training for first-time supervisors
· Training for global business
· Cross-cultural communication training
· Cross-cultural sensitivity training

For the employees of the company, why is the cross-cultural communication training important?

Leads to diversity training, trains interpersonal skills, relate to their customers, need to understand American culture

For Todd, cultural training sensitivity works?

Midterm

· Chapter 1
· Chapter 2
· Chapter 3
· Chapter 4
· Chapter 5 (HRP)
· Recruitment
· Selection
· Training



Performance management – CH. 10
· process encompassing all activities related to improving employee performance, productivity, and effectiveness
· includes goal setting, pay for performance, training and development, carreer management, and disciplinary action

Performance appraisal

PM Process:
1. defining performance expectations
2. providing ongoing feedback and coaching
3. conducting performance appraisal and evaluation
4. determining performance rewards/consequences such as promotions, salary, increases and bonuses
5. conducting development and career opportunities discussions

Appraisal methods:
	-alternation ranking scale
	-paired comparison method
	-forced distribution method
· predetermined percentages of ratees are placed in various performance categories
· for example, it may be decided to distribute employees as follows:
· 15% high performers
· 20% high-avg performers
· 30% avg performers
· 20% low-avg performers
· 15% low performers
· critical incident method (qualitative)
· behavioural anchored r. Scale (bars)
· management by objectives (mbo)
· set the organizations goals
· set departmental goals
· discuss departmental goals
· define expected results (individual goals)
· performance reviews: measure the results
· provide feedback

Performance Appraisal Problems
· validity and reliability
· rating scale problems
· unclear performance standards
· halo effect
· central tendency
· leniency or strictness
· appraisal bias
· [bookmark: _GoBack]recency effect
· similar-to-me bias
WHO SHOULD DO THE APPRAISING?
· Supervisor
· peers
· committees
· self
· subordinates
· 360-degree appraisal (all of the above)

HOW TO CONDUCT AN APPRAISAL INTERVIEW
· be direct and specific
· do not 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 persons defenses
· postpone action
· recognize human limitations

CAREER DEVELOPMENT DISCUSION
· manager and employee discuss opportunities for development to strenghten or improve the employees knowlege, skills, and abilities
· business needs must be balanced with the employees preferences
CAREER PLANNING AND DEVELOPMENT
· process through which an employee becomes aware of personal career-related attributes and the lifelong series of activities that contribute to his or her career fulfilment

ROLES IN CAREER DEVELOPMENT
· the individual, the manager and the employer all have roles in the individuals career development
· ultimately, however, it is the individual who must accept responsibility for his own career
FACTORS THAT AFFECT CAREER CHOICES
-->identify career stage
· growth stage (birth to age 14)
· exploration stage (15-24)
· establishment stage (age 24-44)
· maintenance stage (45-65)
· decline stage (retirement age)

-->Identify occupational orientation
· realistic (jobs relating to physical activities requiring skill, strength, coordination
· investigative (cognitive activities rather than affective)
· social 
· conventional (structured, rule-regulated activities…bankers/accountants)
· enterprising (influencing others..managers, lawyers..etc)
· artistic 
--> Identify a career anchor – a concern or value you will not give up if a choice must be made
· technical/functional
· managerial competence
· creativity
· autonomy and independence
· security
· service/dedication
· pure challenge
· lifestyle




Money and Motivation

-variable is any pay that ties pay to productivity

incentives for operations employees- piecework plans
Piecework:
· a system of pay based on the number of items processed by each individual worker in a unit of time,. Such as items per hour or items per day
Straight Piecework Plan
· a set payment for each piece procuded or processed in a factory or shop
Guaranteed piecework plan
· the minimum hourly wage plus an incentive for each piece produced above a set number of pieces per hour

Incentives for operations employees- Standard Hour Plan
· a plan by which a worker is paid a basic hourly rate plus an extra percentage of his or her base rate for production exceeding the standard per hour or per day
· similar to piecework payment but is based on a percentage premium

incentives for senior managers and executives
· short term incentives – annual bonuses
· long term incentives- stock options, share units, relating strategy to executive compensation

Incentives for salespeople
· salary plan
· commission plan
· combination plan

Incentives for other managers and professionals
Merit Pay (merit raise)
· any slalary increase awarded to an employee based on his or her individual performance

organization wide incentive plans
Profit Sharing Plans
· a plan whereby most or all employees share in the company's profits
employee share purchase/stock ownership plan
· 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 as otherwise prescribed by the plan
Scanlon Plan
· an incentive plan developed in 1937 by joseph scanlon and designed to encourage cooperation, involvement, and sharing of benefits
Gainsharing Plan
· an incentive plan that engages employees in a common effort to achieve productivity objectives and share the gains

strategic role of employee benefits
Employee benefits
· indirect financial payments given to employees
· may include supplementary health and life insurance, vacation, pension, education plans, and discounts on company products
· gov't sponsored (cpp/qpp)
· voluntary
Video Case: Pension Promise

· why have the older workers shown in the video not received the full pension they earned over their working life?
Went bankrupt, didn't put enough money in the pension plan. Also pension plan is not a secure creditor so banks get all the money first.
· What laws could be introduced to prevent this
law requirement for the gov't to set up a fund or something else.
· if the workers had been in a defined contribution plan, would they be facidn the same problem?
No because the workers wouldnt be expecting a certain amount, just the amount thats in the fund based on the financial market.

Government Sponesered Benefits
· EI
· 55% of avg earnings between 14-26 weeks
· payable up to 45 weeks
· SUB (suplimental unemployment benefit) toping up the other 45%
· Canada/Quebec Pension Plan
· Workers compensation
· when someone has an accident or illness caused by work than get WC
· vacations and holidays
· leaves of absence
· pay on termination of employment
· severance pay
· pay in lieu of notice

Voluntary Employer-Sponsored Benefits
· life insurance
· supplementary health care/medical insurance
· short-term disability and sick leave
· std= managed by insurance company..employee ill but non work related
· 
· long term disability (not work related)
· additional leaves of absence
· additional too whats govt sponsored
· sabbaticals etc..
· additional paid vacations and holidays
· retirement benefits

Employee services: Personal Services
· credit unions
· seperate businesses that are created with employer
· counselling services
· employee assistance programs (EAPs)
· outsourced
employees are provided with phone number or contact to call and be refered to a counselor
· other (social and recreational)

employee services: job-related services
· subsidized childcare
· eldercare
· subsidized employee transportation
· food services
· educational subsidies
· family-friendly benefits
· flexible hours
· child care
Employee services: Executive Perquisites (perks)
· management loans
· salary guarantees (golden parachutes)
· financial counselling
· relocation benefits
· outplacement assistance
· company cars, chauffeured limousines
· concierge service

Flexible benefit Programs
· individualized benefit plans to accommodate employee needs and preferences
· can be costly
· employees can make poor choices (end up not being covered in unpredictable scenarios)

Benefits Administration
· Use of Software
· Outsourcing
· Benefits Communication


Basic Facts About OHS Legislation CH. 14
OHS Legislation:
· laws intended to protect the health and safety of workers by minimizing work-related accidents and illnesses
Purpose:
· these laws fall into three categories:
· general health and safety rules
· rules for specific industries (mining)
· rules related to specific hazards (asbestos)

Responsibilities and Rights of Employers and Employees:
· Due Diligence- employers are responsible for taking every reasonable precaution to ensure the health and safety of their workers
· Specific duties of the employer include:	
·      filling govt accident reports
· maintaining records
· ensuring that safety rules are enforced
· posting safety notices and legislative information
· employees are responsible for taking reasonable care to protect their own health and safety and, in most cases, that of their co-workers
· specific requirements include wearing protective clothing and equipment and reporting any contravention of the law or regulations
· employees have 3 basic rights:	
· the right to knoow about workplace safety hazards
· the right to participate in the OHS process
· the right to refuse unsafe work
Control of toxic Substances
Workplace hazardous materials information system (WHMIS) legislation has 3 components:
· labelling of hazardous material containers
· material safety data sheets ( outline a product’s potentially hazardous ingredients and the procedures for safe handling of the product 
· employee training
Supervisor's Role in Safety:
· most jurisdictions impose a personal duty on supervisors to ensure that workers comply with occupational health and safety regulations
· specific obligation on supervisors to advise and instruct workers about safety, to ensure that all reasonable precautions have been taken to provide for the safety of all employees, and to minimize risk of injuries or illness
· safety-minded managers must aim to instill in their workers the desire to work safely

WHAT CAUSES ACCIDENTS?
3 basic cause of accidents

· Chance occurrences (beyond control)
· unsafe conditions
· unsafe acts (by employees)
to avoid these accidents you need to train the employees

How to prevent accidents
· reduce unsafe conditions
· reduce unsafe acts
· selection testing
· who your hiring (perceptual vs motor skills....react before perceive)
· top-management commitment (personally involved in OHS on a routine basis..in the culture)
· training and education
· positive reinforcement
Three other work-related accident factors
· job (some inherently dangerous)
· work schedule (fatigue)
· phsychological climate (stress)



Occupational health issues and challenges
· substance abuse
· job stress
· human consequences of job stress include:
· anxiety
· depression
· anger
· various physical consequences (eg. Cardiovascular disease, headaches, and accidents
· mental health issues are the leading cause of both short and longterm disability claims
· Job stress: sources
· environmental factors
· high demand job
· high levels of mental and physical effort
· personal factors
· type A personalities – is competitive, impatient, work centrality
· patience
· tolerance for ambiguity
· self-esteem
· health and exercise
· work and sleep patterns
· non-job-related problems like divorce, depression, work/family time conflict
· repetitive strain injuries
· activity-related soft-tissue injuries of the neck, shoulders, arms, wrists, hands, back and legs
· employers must advise and train workers about the risk of rsi's from workplace activity, identify and asses job-related RSI risk factors, encourage workers to report RSI symptoms early, and use ergonomic interventions
· ergonomics refers to the art of fitting the workstation and work toold to the individual
· workplace toxins
· workplace smoking
· influenza pandemic
· violence at work
Traditional techniques for dealing with substance abuse
· discipline
· discharge
· in house counselling
· referral to outside agency

Burnout
· the total depletion of physical and mental resources cause by excessive striving to reach an unreaslistic work-related goal
avoiding burnout:
· break patterns
· get away from it all periodically
· reassess goals
· think about work
· reduce stress
Dimension of burnout:
· mental and physical exhaustion
· cynicism
· personal efficiency (low personal efficiency)

job characteristics that increase the risk of workplace violence
fig. 14.8

Strategic importance of Effective Employee Relations CH.15
· for competitive advantage, employees must be motivated and engaged in pursuing organizational goals
· involvement
· enthusiasm
· ensure employees are treated ethically, fairly, and legally
· 3 types of perceived justice
· distributive (a fair pay raise, fair grade, related to the outcome)
· procedural (the process)
· interactional (does the manager care about you)

Video Surveillance
· some employers install video surveillance of employees to prevent theft and vandalism and to monitor productivity
· employees must be made aware of the surveillance

Discipline and dismissals
· Discipline
· a procedure intended to correct an employee's behaviour because a rule or procedure has been violated
· discipline w/o punishment – 4steps
· oral reminder
· formal written reminder (if it happens again)
· another incidient...1 day paid decision making leave (think about their behaviour..3 incidents so far)
· if behaviour is corrected, than the previous warnings are purged, if not than dismisal
· Dismissal is a process
· involuntary termination of an employee's employment
· rules and regulations
· system of progressive penalties (verbal, written, suspension, discharge)
· appraisal process
· Insubordination (disobedient) 
· wilful disregard or disobedience of the boss's authority or legitimate orders
· disrespect
· political manoeuvring (playing political games...making the boss look bad)

Layoff : laid off cause there's no work for them..they didnt do anything wrong

Wrongful Dismissal
· an employee dismissal that does not comply with the law or does not comply with a written or implied contractual arrangement
Constructive Dismissal
· the employer makes unilateral changes in the employment contract that are unacceptable to the employee, even though the employee has not been formally terminated
· demotions
· reductions in pay and benefits
· forced early retirement
· forced transfer
termination interview
· the interview in which an employee is informed of the fact that he or she has been dismissed
· guidelines for the termination interview:
· step 1: plan the interview
· step 2: get to the point
· step 3: describe the situation
· step 4: listen
· step 5: review all elements of the severance package
· step 6: identify the next step

outplacement counselling
· a systematic process by which a terminated person is trained and counselled in the techniques of self-appraisal and securing a new position


Introduction to Labour Relations – CH. 16
-Unions are dying down do to progressive HR..takes care of most of the elements unions do, so they become unecessary. As well as the disapearence of uninized jobs such as manufacturing jobs.

Labour Union (union)
· an officially recognized association of employees practising a similar trade or employed in the same company or undustry who have joined together to present a united front and collective voice in dealing with management
Labour-Management Relations
· the ongoing interactions btwn labour unions and mgmt in orgs
Collective Agreement (union contract)
· a formal agreement btwn an employer and the union representing a group of its employees regarding terms and conditions of employment
Collective bargaining
· negotiations btwn a union and an employer to arrive at a mutually acceptable collective agreement

Canada’s Labour Laws: 2 General Purposes   (on exam)
· to provide a common set of rules for fair negotiations
· to protect public interest by preventing impact of labour disputes from inconveniencing the public

Labour Movement in Canada Today
Types of Unions

Type of worker eligible for membership:
· craft
· industrial
Geographic Scope:
· international
· national
· local
Labour congress affiliation:
· CLC
· CSN
· AFL-CIO

Labour Relations Process
· employees decide to seek collective representation
· the union organizing campaign begins
· the union receives official recognition (certification)
· union and management negotiate collective agreement
· day-to-day contract administration begins

Union Organizing: Employer Rights
· 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

Management's labour relations strategy
· union acceptance strategy
· union avoidance strategy
· union substitution
· union suppression
· aggressive approach to avoid unions

Termination of Bargaining Rights
Decertification
· the process whereby a union is legally deprived of its official recognition as the exclusive bargaining agent for a group of employees

Preparation for negotiations
· management negotiators will obtain input from supervisors
· union negotiators will obtain input from union stewards, obtain the company's financial info., gather demographic info on membership, and obtain input from members



Third Party Assistance and Bargaining Impasses
Strike
· the temporary refusal by bargaining unit memebers to continue working for the employer
Strike Vote
· legally required in some jurisdictions, it is a vote seeking authorization from bargaining unit members to strike if necessary
· a favourable vote does not mean that a strike is inevitable
Picket
· stationing groups of striking employees, usually carrying signs, at the entrances and exits of the struck operation to publicize the issues in dispute and discourage ppl from entering or leaving the premises

Case Video
· why are workers striking when they could easily quit and get another job?
Employees are not being treated fairly, if they complain about working conditions they get fired. Want to improve working conditions and believe the union will help with that.
· Why have so many workers decided to cross the picket line as “scabs”?
Their saying that their being treated fairly, and a lot of workers just want a job, and don't think the conditions are that bad.
· Why are the other ppl in Brooks so opposed to the strike?
Because there are so many jobs available that if they dont like that job than they can just quit and go work somewhere else so easily.

Distributive Bargaining
· a win-lose negotiating strategy, such that one party gains at the expense of the oher
Bargaining Zone (area of aggreement)
· the area defined by the bargaining limits (resitence points...the point that results in no resolution cause neither party will agree) of each side, in which compromise is possible, in the attainment of a settlement satisfactory to both parties
· initial point (opening offer) --> target point (best expectation)--> Resistance point
Integrative Bargaining (face to face negotiations)
· a negotiating strategy in hwich the possibility of win-win, lose-win, win-lose, and lose-lose outcomes is recognized
· achnowledgement that achieving a win-win outcome will depend on mutual trust and problem solving

Mutual Gains (interest based) bargaining
· a win-win approach based on training in the fundamentals of effective problem solving and conflict resolution
Contract Approval Process 
Memorandum of settlement
· a summary of the terms and conditions agreed to by the parties that is submitted to the constituent groups for final approval
Ratification
· formal approval by secret-ballot vote of the bargaining unit members of the agreement negotiated btwn uninion and mngmt
Collective Agreement: Typical Provisions
· Union recognition
· union security/checkoff
· membership
· payment of dues
· no strikes or lockout
· management rights
· arbitration
Third Party Assistance and Bargaining Impasses
Conciliation
· the use of a neutral third party to help an org and the union representing a  group of its employees to come to a mutually satisfactory collective agreement
· has little power, cant force the parties to adopt a position, cant intervene
Mediation
· the use (usually voluntary)  of a neutral third party to help an org and the union representing its employees to reach a mutually satisfactory collective agreement.
Grievance Resolution and Rights Arbitration
Grievance
· a written allegation of a contract violation, filed by an individual bargaining unit member, the union, or mngmt.

Termination of Bargaining Rights
Decertification
· the process whereby a union is legally deprived of its official recognition as the exclusive bargaining agent for a group of employees

Globalization of Business and Stretegic HR –CH.17
· Globalization of business is now the norm
Expatriate
· employees who are citizens of the country where the parent company is based, who are sent to work in another country
Global Relocation
Some of the most pressing challenges are techniques used to recruit, select, train, compensate, and provide family support for employees who are based abroad, such as the following:
· candidate identifaction, assessment, and selection
· 3 traits
· cultural sensitivity
· interpersonal skills
· flexibility
· cost projections
· assignment letters
· compensation, benefits, and tax programs
· relocation assistance
· family support

How intercounty differeneces affect HRM
· cultural factors
· economic systems
· legal systems
· labour cost factors
· industrial relations factors
Selection for Global Assignments
selecting global managers
· selecting managers for expatriate assignments means screening them for traits that predict success in adpating to what may be dramatically new environments
adaptability screening
· realistic job preview, pre-assignment visit, paper-and-pencil tests(overseas assignment inventory)
success of Canadian expatriates
· canadian companies have reported low failure rates for expatriates relative to other countries, particulary the U.S, which has a failure rate of 40-50%
· the coutry's diverse ethnic makeup has produced a generation of business leaders who mix easily with different cultures
Maintaining Global Employees
· orienting and training employees for global assignments
· cross-cultural training
· leadership development opportunities
· international compensation
· balance sheet approach (make same level of salary that they would be at home)
· variable pay (base pay with aditional variable pay)
· international EAPs (employee assistance program, offer counceling and stuff for employees..culture shock)
· performance appraisal of global managers
· stipulate the assignments difficulty level
· weight the evaluation more toward the on-site manager's appraisal than toward the home-site manager's distant perceptions of the employee's performance
· modify the normal performance cirteria used for that particular position to fit the overseas position and hcaractersistics of that particular locale
· international labour relations
· firms opening subsidiaries abroad will find substancial differences in labour relations practices among the world's countries and regions
· personal safety abroad
· arrive at airports as close to departure time as possible and wait in areas away from the main flow of traffic where you are not as easily ovserved
· equip car and home with adequate security systems
· vary departure and arrival times and take different routes to and from work
· keep current on crime and other problems by regularly checking travel advisory service
· remain confident at all times; body language can attract perpetrators, and those who look like victims often become victimized
Repatriation
· process of moving the expatriate and his or her family back home from the foreign assignment
· can be more difficult than going abroad





