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Human Resource Management – the management of people in organizations to drive successful organizational performance and achievement of the organization’s strategic goals.
Human Capital – Knowledge, education, training, skills, and expertise of an organization’s workforce.
HRM Responsibilities
· Operational
· HR professionals hire and maintain employees and then manage employee separations.
· Requires administrative expertise and employee champions.
· Strategic
· Focused on ensuring that the organization is staged with the most effective human capital to achieve its strategic goals
· Requires HR staff to be strategic partners and change agents.
Environmental Influences on HRM
· External
· Economic Conditions
· When economy is healthy, companies increase wages and hire more employees.
· When economy is poor, companies downsize, terminate employees, and decrease pay.
· Workforce Issues
· Traditionalists: before 1946, grew up with hardship, quiet, loyal, self-sacrificing.
· Baby Boomers: 1946-1964, grew up with optimism and change, career-focused workaholics, competitive, driven to succeed.
· Sandwich: Responsible for rearing younglings and caring for elderly.
· Generation X: 1965-1980, independent, believe security come skill transfer, not corporate loyalty, provide out-of-box thinking that can help with uncertainty.
· Generation Y: 1980+, reputation for being over-involved parents, techno-savvy, comfortable with diversity, eager to contribute, impatient, action-oriented, change jobs frequently. 
· Technology
· Wide range of technology available for organizations.
· Can make working in and managing a dispersed workforce easier and can enable people to work anywhere and everywhere.
· New concerns between work and family
· Questions with data control, accuracy, the right to privacy, and ethics are at the core of controversy.
· Sophisticated computerized control systems are used to monitor employee speed, accuracy, and efficiency.
· Government
· Various laws enacted by governments have had and will continue to have a dramatic impact on the employer-employee relationship in Canada.
· Globalization
· The emergence of a single global market for most products and services.
· HR professionals need to become familiar with employment legislation in other counties and to manage ethical dilemmas when labour standards are substantially lower than those in Canada.
· Internal
· Organizational Culture: Core values, beliefs and assumptions that are widely shared by members of an organization.
· Organizational Climate: The atmosphere that exists in an organizations and its impact on employees.
· Empowerment: Providing workers with the skills and authority to make decisions that would traditionally be made by managers.
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Employment/ Labour Standards Legislation – Laws present in every Canadian jurisdiction that establish minimum employee entitlements and set a limit on the maximum number of hours work permitted and per day week
Charter of Rights and Freedoms – Federal law enacted in 1982 that guarantees fundamental freedoms to all Canadians
1. Conscience and religion
2. Though, belief, opinion, and expressions, including freedom of the press and other media of communication
3. Peaceful assembly
4. Association
Human Rights Legislation
· Prohibits intentional and unintentional discrimination in policies pertaining to all aspects, terms, and conditions of employment.
· Broad in scope, affecting all HRM aspects.
· Supersedes the terms of any employment contract or collective agreement.
Discrimination
· Intentional Discrimination
· Prohibited
· Employer cannot discriminate directly by deliberately refusing to hire, train, or promote an individual on any of the prohibited grounds.
· Blatant is rare, subtle is difficult to prove.
· Differential/ unequal treatment is prohibited.
· Illegal to engage in indirect intentional discrimination.
· Prohibited to discriminate because of association.
· Unintentional Discrimination
· Discrimination that is embedded in policies and practices that appear neutral on the surface and are implemented impartially by have an adverse impact on the specific groups of people for reasons that are not job related or required for the safe and efficient operation of the business.
· Adverse Impact: preventing success to other groups.
· Ex. Minimum height and weight requirements.
Reasonable Accommodation – The adjustment of employment policies and practices that an employer may be expected to make so that no individual is denied benefits, disadvantaged in employment, or prevented from carrying out the essential components of a job because of grounds prohibited in human rights legislation. Work scheduling adjustments for religious beliefs.
Undue Hardship – The point to which employers are expected to accommodate under human rights legislative requirements. Financial costs for the accommodation.
Bona Fide Occupational Requirement – A justifiable reason for discrimination based on business necessity or requirement that can be clearly defended as intrinsically required by the tasks an employee is expected to perform.
Designated Groups Under Employment Equity Program
· Women
· Teaching, nursing and related health occupations, clerical or other administrative positions, and sales and service occupations
· Aboriginals
· Trades helpers
· People with Disabilities
· Visible Minorities
Employment Equity Programs
· A detailed plan designed to identify and correct existing discrimination, redress past discrimination, and achieve a balanced representation of designated group members in the organization.
1. Senior-Management Commitment and Support
2. Data Collection and Analysis
3. Employment Systems Review
4. Plan Development
5. Implementation
6. Monitoring, Evaluating, and Revising 
Diversity Management – Activities designed to integrate all members of an organization’s multicultural workforce and use their diversity to enhance the firm’s effectiveness.
Creating an Inclusive Environment
· Top Management Commitment
· Integration of Diversity Initiatives and Talent Management
· Diversity Training Programs
· Support Groups
· Critical Relationship Networks
· Open Dialogue
· Management Responsibility and Accountability
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HR Technology – Any technology that is used to attract, hire, retain and maintain talent, support workforce administration, and optimize workforce management.
Objectives for Strong HR/Technology Relationship
· Strategic Alignment
· Business Intelligence
· Effectiveness and Efficiency
Impact of Technology
· Decreased Transactional Activities
· Technology enables the reduction of the administrative burden, resulting in lowering basic transaction costs.
· Increased/ Customer Focus
· HR deals with many internal customers.
· HR is expected to understand and respond to their requests quickly, reduce bureaucracy, and provide information that is meaningful, useful, and accurate.
· Increased Strategic Activities
· HR must understand and respond to changing strategic requirements and effectively use technology to reduce the time and effort spent on maintenance and compliance work in HR so that more effort can be shifted to strategic business needs.
Human Resources Information System – Integrated system used to gather, store, and analyze information regarding an organization’s human resources.
Major Components of HRIS
· HR Administration
· Recruitment and Applicant Tracking
· Time and Attendance
· Training and Development/ Knowledge Management
· Pension Administration
· Employment Equity Information
· Performance Evaluation
· Compensation and Benefits Administration
· Organization Management
· Health and Safety
· Labour Relations
· Payroll Interface
Key Functions of HRIS
· Create and Maintain Employee Records
· Legal Compliance
· Forecasting and Planning HR Requirements
· Talent Management/ Knowledge Management
· Strategic Alignment
Enhancing Decision Making
· Ability to extract data from HRIS and use the data within a meaningful context to improve the quality of decisions made by managers.  
Selecting and Implementing HRIS
· Phase 1: Adoption
· Company Background
· Management Considerations
· Technical Considerations
· HR Considerations
· Cost Considerations
· Phase 2: Implementation
· Privacy and Security
· Phase 3: Integration
· Train users on the systems
Electronic HR
· A form of technology that enables HR professionals to integrate an organization’s HR strategies, processes, and human capital to improve overall HR service delivery.
· HR Tech enables direct employee access to HR applications is the web-based HR portal.
· e-HR and Web-Based Self-Service Trends
· [bookmark: _GoBack]Employee Self-Service: Enables employees to access and manage their personal information directly.
· Management Self-Service: Enables managers to access a range of information about themselves and about employees who report to them and to process HR-related paperwork that pertains to their staff.
· e-HR and Talent Management Systems
· TMS offer HR an integrated approach to managing its talent.
· e-HR Vendors
· Numerous vendors offer products to help HR automate its functions.
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
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Job Design – The process of systematically organizing work into tasks that are required to perform a specific job.
Job Enlargement (Horizontal Loading) – A 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 – Another technique to relieve monotony and employee boredom that involves systematically 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.
How to Enrich a Job
· Increasing the level of difficulty and responsibility of the job
· Assigning workers more authority and control and over outcomes
· Providing Feedback about individual or unit job performance directly to employees
· Adding new tasks requiring training
· Assigning entire tasks for performing a whole job.
Team-Based Job Designs – Job designs that focus on giving a team, rather than an individual, a whole and meaningful piece of work to do and empowering team members to decide among themselves how to accomplish the work.
Job Analysis – The procedure for determining the tasks, duties, and responsibilities of each job, and the human attributes required to perform it.
Uses of Job Analysis
· Human Resources Planning
· Knowing the actual requirements of jobs is essential for planning future staffing needs.
· Recruitment and Selection
· Job description and job specification information should be used to decide what sort of person to recruit and hire.
· Compensation
· Essential for determining the relative value of and appropriate compensation for each job.
· Performance Appraisal
· Performance standards should be based on actual job requirements as identified through job analysis.
· Labour Relations
· Job descriptions developed from the job analysis are generally subject to union approval before being finalized.
· Training, Development, and Career Management
· Job Design
· Job analysis is useful for ensuring that all of the duties having to be done have actually been assigned and for identifying areas of overlap.
Steps in Job Analysis
1. Identify the use to which the information will be put.
2. Review relevant background information.
3. Select the representative positions and jobs to be analyzed.
4. Analyze the jobs by collecting data on job activities, required behaviours, working conditions, and human traits and abilities needed.
5. Review information with job incumbents
6. Develop a job description and job specification.
Methods of Collecting Job Analysis Information
· Qualitative Technique
· Interview
· Individual, group, supervisory
· Most fruitful when following a structured or checklist format
· Questionnaires
· Involve structured checklists.
· Observation
· Direct observation is useful when jobs consist mainly of observable physical activities.
· Not appropriate when job entails immeasurable mental activity or employee engages important activities that occur occasionally.
· Participant Diary/ Log
· Daily listing of every activity engaged along with the time each activity takes.
· Quantitative Techniques
· Position Analysis Questionnaire
· Used to collect quantifiable data concerning the duties and responsibilities of various jobs.
· Functional Job Analysis
· Method for classifying jobs based on types and amounts of responsibility for data, people, and things. Identify performance standards and training requirements.
· National Occupational Classification
· Reference tool for writing job descriptions and job specifications. Compiled by federal government.
Job Description – A list of the duties, responsibilities, reporting relationships, and working conditions of a job.
Components of job Description
· Job Identification
· Job Summary
· Relationships
· Duties and Responsibilities
· Authority
· Performance Standards/ Indicators
· Working Conditions and Physical Environment
· Job Descriptions and Human Rights Legislation
Job Specification – A list of the human requirements, that is, the requisite knowledge, skills, and abilities, needed to perform the job.
Pointers to keep in mind to comply with human rights legislation:
· All listed qualifications are BFORs.
· Unjustifiably high educational and/or lengthy experience requirements can lead to systemic discrimination.
· Qualifications of the current incumbent shouldn’t be confused with minimum requirements.
· For entry-level jobs, identifying the actual physical and mental demands is critical.
Competencies – Demonstrable characteristics of a person that enable performance of the job.
Competency-Based Job Analysis – Describing a job in terms of the measurable, observable behavioural competencies an employee must exhibit to do a job well.
Reasons to Use Competency Analysis
1. Traditional job descriptions may actually backfire if a high-performance work system is your goal.
2. Describing the job
Examples of General Competencies
· Reading
· Writing
· Mathematical Reasoning
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Human Resources Planning – 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.
Relationship between HRP and Strategic Planning
· Determining how many people will be available is a critical element of strategic planning.
· Effective when a reciprocal and interdependent relationship exists
· Failure to integrate HRP and strategic planning can have serious consequences.
External Environmental Factors Monitored
· Economic conditions
· Market and competitive trends
· New or revised laws and the decisions of courts and quasi-judicial bodies
· Social concerns related to health care, childcare, and educational priorities
· Technological changes
· Demographics trends
Steps in HRP
1. Forecasting future human resources needs (demand)
· Factors that should be considered:
· Projected turnover
· Quality and nature of employees
· Decisions to upgrade
· Planned technological and administrative changes aimed at the increasing productivity and reducing employee headcount
· Financial resources
· Quantitative Approaches
· Trend Analysis: The study of a firm’s past employment levels over a period of years to predict future needs.
· Ratio Analysis: A forecasting technique for determining future staff needs by using ratios between some casual factor and the number of employees needed.
· Scatter Plot: A graphical method used to help identify the relationship between two variables
· Regression Analysis: A statistical technique involving the use of a mathematical formula to project future demands based on an established relationship between an organization’s employment level and some measurable factor of output.
· Qualitative Approaches
· Nominal Group Technique: A decision-making technique that involves a group of experts meeting face to face. Steps include:
1) Each member of the group writes down their ideas
2) Each member presents one idea
3) Clarification is then sought
4) Each member is asked to rank the ideas
· Delphi Technique: A judgemental forecasting method used to arrive at a group decision, typically involving outside experts as well as organizational employee.
1) Problem is identified
2) Each member completes questionnaire
3) Each member gets the results
4) If opinion difference, feedback is used
5) Repeat 3 and 4 as often as necessary until consensus is reached.
2. Forecasting the availability of internal and external candidates (supply)
· Internal Source
· 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 Inventories and Management Inventories
· Manual or computerized records summarizing employees’ education, experience, interests, skills, and so on, which are used to identify internal candidates eligible for transfer and/or promotion.
· Records summarizing the qualifications, interests, and skills of management employees, along with the number and types of employees supervised, duties of such employees, total budget managed, previous managerial duties and responsibilities and managerial training received.
· Replacement Charts and Replacement Summaries
· Visual representations of who will replace whom in the event of a job opening.
· Lists of likely replacements for each position and their relative strengths and weaknesses, as well as information about current position, performance, promotability, age, and experience.
· Succession Planning: The process of ensuring a suitable supply of successors for current and future senior or key jobs so that the careers of individuals can be effectively planned and managed.
· Analysis of demand for managers
· Audit or existing executives
· Planning of individual career paths
· Career counselling and performance-related training and development
· Accelerated promotions
· Planned strategic recruitment
· External Source
· General Economic Conditions
· National Labour Market Conditions
· Local Labour Market Conditions
· Occupational Market Conditions
3. Planning and implementing HR programs to balance supply and demand
· Labour Surplus
· Hiring Freeze
· Surplus reduced by attribution
· Early Retirement Buyout Programs
· Job Sharing
· Work Sharing
· Reduced Workweek
· Layoff
· Supplemental Unemployment Benefits
· Termination
· Severance Package
· Survivor Sickness
· Labour Shortage
· Looming Labour Shortage in Canada
· Increase employment of older Canadians and Aboriginals
· Flexible Work Arrangements
· Younger workers want “life” time
· Older workers want less stress and more recreational time
· Flextime
· Telecommuting
· Job sharing
· Reduced workweek
· Compressed workweek
· Flexyear
· Demand Matches Supply
· Organizations replace employees who leave the firm with individuals transferred or promoted from inside or hired from outside.
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Recruitment – 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.
Employer Branding – The image or impression of an organization as an employer based on the benefits of being employed by the organization.
Importance of EB
· Important during recruitment process
· Inconsiderate recruiting practices can be brand suicide
· Branding includes:
· What candidates experience
· Whether HR sends acknowledgement
· How candidates are greeted
· Whether HR professional is a good spokesperson
· Steps of EB
1) Define target audience
2) Develop employee value proposition
3) Communicate the brand by incorporating value proposition into all recruitment efforts.
Recruitment Process
1. Identify Job Openings
2. Specify Job Requirements
3. Select Methods of Recruitment
4. Generate Pool of Qualified Applicants
Constraints Affecting Recruitment Process
· Promote-from-within policies
· Compensation policies
· Employment equity plans
· Monetary and nonmonetary inducements offered by competitors
· Current labour shortage
Recruiting within the Organization
· Advantages
· Employees see that competence is rewarded
· Already in the firm, insiders may be more committed to company goals
· Safer to promote from within
· Less orientation
· Disadvantages
· Employees who apply and don’t receive become discontented
· Managers may be required to post all job openings and interview all inside candidates.
· Employees may be less satisfied with new bosses
· Possibility of inbreeding
· Job Posting
· Human Resources Records
· Skills Inventories
Recruiting Outside the Organization
· Advantages
· Generation of a larger pool of qualified candidates
· Availability of a more diverse applicant pool
· Acquisition of skills or knowledge not currently available within organization
· Elimination of rivalry and competition cause by employees jockeying for transfer s and promotions
· Potential cost savings from not having to provide extensive training
· Yield Ratio: Percentage of applicants that proceed to the next stage of the selection process.
· Online Recruiting
· Internet Job Boards
· Corporate Websites
· Social Networking Sites
· Facebook
· Print Advertising
· Newspapers
· Private Employment Agencies
· Provide assistance to employers seeking clerical staff, functional specialists, and technical employees.
· Executive Search Firms
· Employers retain ESF to fill critical positions in a firm
· Walk-Ins and Write-Ins
· Individuals who go to organizations in person to apply for jobs without referral or invitation
· People who submit unsolicited resumes to organizations
· Employee Referrals
· Encourage applications from friends and relatives of current employees
· Former Employees
· Some organizations make efforts to keep in touch with former employees who may want to rejoin.
· Educational Institutions
· When candidates require formal training but need relatively little full-time work experience.
· CO-OP
· Summer internship program
· Human Resources and Skills Development Canada
· Helps unemployed individuals to find suitable jobs and helps employers to locate qualified candidates to their needs.
· Professional and Trade Associations
· When recruiters are seeking individuals with specialized skills in such fields as IT, engineering. HR, and accounting.
· Labour Organizations
· Obtain recruits through union hiring halls.
· Military Personnel
· CFLC is responsible for promoting the hiring of reservists by civilian employers.
· Open Houses and Job Fairs
· Trying to draw out scarce talent in an ultra-tight job market.
· On site job fairs, recruiters share information about the organization and job opportunities.
Recruiting Non-Permanent Staff
· Temporary Help Agencies
· Contract Workers
Recruiting a More Diverse Workforce
· Trends include:
· Increasing necessity of hiring older employees
· Decrease in the availability of young workers
· Increase in the number of women, visible minorities, aboriginal people, and people with disabilities
· Attracting Older Workers
· Attracting Younger Employees
· Recruiting Designated Group Members
Developing and Using Application Forms
· Human Rights Legislation and Application Form
· Using Application Forms to Predict Job Performance
· Weight application blank
· Biographical information blank


CHAPTER 7
Selection – The process of choosing among individuals who have been recruited to fill existing or projected job openings.
Importance of Selection
· Quality of the company’s human resources is important to determine company survival,
· Individuals selected will implement strategic decisions.
· If individual selected isn’t capable, strategic objectives aren’t met.
Legal Implications
· Human Rights Legislation
· Required by law to implement an EEP
· Employer liability for negligent or wrongful hiring.
Guidelines
1. Ensure all selection criteria are based on job description and specification
2. Assess applicant’s ability to meet performance standards
3. Scrutinize all information supplied
4. Obtain written authorization for reference checking
5. Save all records and information obtained
6. Reject applicants who make false statements
Selection Process
· An approach to selection involving a series of successive steps or hurdles.
1. Preliminary Applicant Screening
· Applications and resumes are reviewed
2. Selection Testing
· Reliability and Validity
· The degree to which interviews, tests, and other selection procedures yield comparable data over time.
· The accuracy with which a predictor measures what it is intended to measure.
· Differential Validity: Confirmation that the selection tool accurately predicts the performance of all possible employee subgroups
· Criterion-Related Validity: Extent to which a selection tool predicts or significantly correlates with important elements of work behaviour.
· Content Validity: Extent to which a selection instrument samples the knowledge and skills need to perform the job.
· Construct Validity: Extent to which a selection a selection tool measures a construct or trait deemed necessary to perform the job successfully.
· Cognitive Abilities Tests
· Intelligence Tests (IQ): Tests that measure general intellectual abilities, such as verbal comprehension, inductive reasoning, memory, numerical ability, speed of perception, spatial visualization and word fluency.
· Emotional Intelligence Tests (EI): Tests that measure ability to monitor one’s own emotions and the emotions of others and to use that knowledge to guide thoughts and actions.
· Specific Cognitive Abilities
· Aptitude Tests: Tests that measure an individual’s aptitude or potential to perform a job.
· Motor and Physical Abilities Tests
· Finger dexterity, manual dexterity, speed of arm movement, and reaction time.
· Measuring Personality and Interests
· Personality Test: Instruments used to measure basic aspects of personality, such as introversion, stability, motivation, neurotic tendency, self-confidence, self-sufficiency and sociability.
· Achievement Tests
· Tests used to measure knowledge and/or proficiency acquired through education, training, or experience.
· Work Sampling
· Focus on measuring job performance directly
· Management Assessment Centres
· A strategy used to assess candidates’ management potential that uses a combination of realistic exercises, management games, objective testing, presentations, and interviews.
· Situational Testing
· Tests in which candidates are presented with hypothetical situations representative of the job for which they are applying and are evaluated on their responses.
· Micro-Assessments
· A series of verbal, paper-based, or computer-based questions and exercises that candidate is required to complete, covering the range of activities required on the job for which he or she is applying.
· Physical Examination and Substance Abuse Testing
3. Selection Interview
· A procedure designed to predict future job performance on the basis of applicants’ oral responses to oral inquiries.
· Types of interviews:
· Structure of the Interview
· Unstructured: Conversational-style. Interviewer pursues points of interest as they come up in response to questions.
· Structured: Interviewer following a set sequence of questions.
· Mixed: Combines both techniques
· Content of the Interview
· Situational Interview: Series of job-related questions that focus on how the candidate would behave in a given situation
· Behavioural Description Interview: Series of job-related questions that focus on relevant past job-related behaviours.
· Administering the Interview
· 1-on-1
· All at once
· Face-to-face or videoconferencing
· Interviewing and the Law
· Can’t ask questions that violate human rights legislation
· All candidates must be treated in the same manner.
· Cutting short an interview due to discrimination should be avoided
· Interviewers who focus can gather all the information required to assess applicants
· Common Interviewing Mistakes
· Poor Planning
· Snap Judgements
· Negative Emphasis
· Halo Effect
· A positive initial impression that distorts an interviewers rating of a candidate because subsequent information is judged with a positive bias.
· Poor Knowledge of the Job
· Contrast (Candidate-Order) Error
· An error of judgement on the part of the interviewer because of interviewing one or more very good or very bad candidates just before the interview in question.
· Influence of Nonverbal Behaviour
· Telegraphing
· Too Much/Too Little Talking
· Similar-to-Me Bias
· Designing an Effective Interview
· Develop selection criteria
· Specify musts and wants then weigh them
· Develop an evaluation form
· Develop interview questions
· Develop candidate-specific questions 
· Conducting an Effective Interview
· Planning the interview
· Establishing rapport
· Asking questions
· Closing the interview
· Evaluating the candidate
4. Background Investigation/ Reference Checking
· Used to verify the accuracy of the information provided by candidates on their application forms and resumes.
· Information to be verified
· Obtaining written permission
· Making reference checks more effective
· Providing references
5. Supervisory Interview and Realistic Job Preview
· Supervisor knows the technical aspects of the job, is most qualified to assess the applicants’ job knowledge and skills, and is best equipped to answer any job-specific questions from the candidate.
· Realistic job Preview: A strategy used to provide applicants with realistic information about the job demands, the organization’s expectations, and the work environment.
6. Hiring Decision and Candidate Notification
· Information from the multiple selection techniques used must be combined, ideal candidate identified.
· Statistical Strategy: involves the most valid predictors and weighting them through statistical methods, such as multiple regressions.
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Purpose of Orientation Programs
· Employee Orientation (onboarding): The procedure for providing new employees with basic background information about the firm and the job.
· Introduce people to the culture, give them a common bond, teach the importance of teamwork in the workplace, and provide the tools and information to be successful at the Law Society.
· Socialization: The ongoing process of instilling in all employees the prevailing attitudes, standards, values, and patterns of behaviour that are expected by the organization.
· Orientation helps the employee to perform better by providing necessary information about company rules and practices.
· Reduces reality shock
Content of Orientation Programs
· Handbook that covers matters like company history and current mission
· Tour of the company facilities and introductions to co-workers
· Explanation of job procedures, duties, and responsibilities
· A summary of training to be received
· Explanation of performance appraisal criteria
Special Orientation Situations
· Diverse Workforce
· Mergers and Acquisitions
· Union Vs. Non-Union Employees
· Multi-Location Organizations
Evaluation of Orientation Programs
· Employee reaction
· Socialization effects
· Cost/benefit analysis
Executive Integration
· Identify position specifications
· Providing realistic information and support
· Assess candidates previous record
· Announcing the hiring
· Stress the importance of listening and demonstrating competency
· Assist new executives
The Training Process
· Process of teaching employees the basic skills/competencies that they need to perform their jobs.
· Ensure business and training goals are aligned and that training is part of an organization’s strategic plan.
· Treat training as a strategic investment.
· Training and development is critical to business.
Training and Learning
· Three learning styles:
· Auditory: learning through talking and listening
· Visual: learning through pictures and print
· Kinesthetic: tactile learning through a whole-body experience
· Training effectiveness can be enhanced by identifying learning styles and personalizing the training accordingly.
· Easier for trainees to understand and remember material that is meaningful.
· Easy to transfer new skills and behaviours from the training to the job.
· Motivate the trainee
· Effectively prepare the trainee.
Five-Step Training Process
1. Needs Analysis
· Task Analysis: Detailed study of a job to identify the skills and competencies it requires so that an appropriate training program can instituted.
· Performance Analysis: Verifying that there is a performance deficiency and determining whether that deficiency should be rectified through training or through some other means.
· Task Analysis Record Form
· Task List
· When and How Often Performed
· Quantity and Quality of Performance
· Competencies and Specific Knowledge Required
· Where Best Learned
2. Instructional Design
· Traditional Training Techniques
· On-the-Job Training
· Apprenticeship Training
· Informal Learning
· Job Instruction Training
· Classroom Training
· Audiovisual Techniques
· Programmed Learning
· Vestibule or Simulated Training
· E-Learning
· Delivery and administration of learning opportunities and support via computer, networked, and web-based technology, to enhance employee performance and development.
· Computer-Based Training
· Online Training
· Electronic Performance Support System
· Computer-based job aids, or sets of computerized tools and displays that automate training, documentation, and phone support.
3. Validation
4. Implementation
5. Evaluation and Follow-Up
· Transfer of Training: Application of the skills acquired during the training program into the work environment, and the maintenance of these skills over time.
· Controlled Experimentation: Formal methods for testing the effectiveness of a training program, preferably with a control group and with tests before and after training.
· Training Effects to Measure
· Reaction
· Learning
· Behaviour
· Results
Training for Special Purpose
· Literacy and Essential Skills Training
· Diversity Training
· Customer-Service Training
· Training for Teamwork
· Training for First-Time Supervisors/Managers
· Training for Global Business
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Career Planning and Development
· Deliberate process through which a person becomes aware of personal career-related attributes and the lifelong series of activities that contribute to his or her career fulfillment.
· Talent shortage has created a sense of urgency
· Help employees maintain commitment
· Plays a role in retaining employees in the organization and reducing turnover
Factors that Affect Career Choices
· Identify Career Stage
· Growth Stage: around age 14
· Exploration Stage: 15-24
· Establishment Stage: 24-44
· Maintenance Stage: 45-65
· Decline Stage: 65+
· Identify Occupational Orientation
· The theory that there are six basic personal orientations that determine the sorts of careers to which people are drawn.
1) Realistic
2) Investigative
3) Social
4) Conventional
5) Enterprising
6) Artistic
· Identify Skills and Aptitudes
· Identify a Career Anchor
· A concern or value that you will not give up if a choice has to be made
· Schein’s 8 Career Anchors
· Technical/functional
· Managerial competence
· Creativity
· Autonomy and independence
· Security
· Service/dedication
· Pure challenge
· Lifestyle
Responsibilities of the Organization
· Provide Realistic Job Previews
· Avoid Reality Shock
· Provide Challenging Initial Jobs
· Be Demanding
· Provide Periodic Developmental Job Rotation
· Provide Career-Oriented Performance Appraisals
· Provide Career-Planning Workshops
· A planned learning event in which participants are expected to be actively involved in career-planning exercises and career-skills practice sessions.
· Contains a self-assessment activity, environmental assessment,  and goal setting and action planning.
· Provide Opportunities in Mentoring
· An experienced individual teaching and training another person who has less knowledge in an area.
· Provides benefits to both mentors and protégés
· Become a Learning Organization
· An organization skilled at creating, acquiring an transferring knowledge and at modifying its behaviour to reflect new knowledge and insights.
Managing Transfers and Promotions
· Managing Transfers
· Employees seek transfers into jobs that offer greater possibility for career advancement or opportunities for personal enrichment or better convenience.
· Making Promotion Decisions
· Decision 1: Is seniority or competence the rule?
· Decision 2: How is competence measured?
· Decision 3: Is the process formal or informal?
· Decision 4: Vertical, horizontal, or other career path?
Management Development
· Any attempt to improve current or future management performance by imparting knowledge, changing attitudes, or increasing skills.
· Succession Planning
· A process through which senior-level and critical strategic job openings are planned for and eventually filled.
1) Establish strategic direction
2) Identify core skills and competencies
3) Identify people inside the organization
Career Development for Older Workers
· Adopt a new attitude
· Provide career counselling
· Invest in training and development
· Honour the need for work/life balance
On-the-Job Management Development Techniques
· Developmental Job Rotation
· Involves moving a trainee around departments to broaden experience
· Coaching/Understudy Approach
· Work directly with person to replace
· Action Learning
· Trainees are allowed to work full-time, analyzing and solving problems in other departments
Off-the-Job Management Development Techniques
· Case Study Method
· Management Games
· Outside Seminars
· College/University Related Programs
· Role-Playing
· Behaviour Modelling
· Used to train first-line supervisors 
· Used to train middle managers
· Used to train employees and supervisors to take and give criticism
1) Modelling
2) Role-playing
3) Social reinforcement
4) Transfer of training
· In-House Development Centres
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Performance Management
· The process encompassing all activities related to improving employee performance, productivity, and effectiveness.
1) Define performance expectations and goals
2) Provide ongoing feedback and coaching
3) Conduct performance appraisal and evaluation
4) Determine performance rewards/consequences
5) Conduct development and career opportunities discussions
Formal Appraisal Methods
· Graphic Rating Scale
· A scale that lists a number of traits and a range of performance for each.
· Alternation Ranking Method
· Ranking employees from best to worst on a particular trait.
· Paired Comparison Method
· Ranking employees by making a chart of all possible pairs of employees for each trait and indicating the better employee of the pair.
· Forced Distribution Method
· Predetermined percentages of ratees are placed in various performance categories.
· Critical Incident Method
· Keeping a record of uncommonly good or undesirable examples of an employee’s work-related behaviour and reviewing the list with the employee at predetermined times.
· Narrative Forms
· Behaviourally Anchored Rating Scales (BARS)
· Aims to combine the benefits of narratives, critical incidents, and quantified ratings by anchoring a quantified scale with specific narrative examples of good and poor performance.
· Management by Objectives (MBOs)
· Involves setting specific measurable goals with each employee and then periodically reviewing the progress made.
· Set organization’s goals
· Set departmental goals
· Discuss departmental goals
· Define expected results
· Performance reviews
· Provide feedback
· Computerized and Web-Based Performance Appraisal
Performance Appraisal Problems and Solutions
· Validity and Reliability
· Based on performance criteria that are valid for the position being rated and must be reliable.
· Rating Scale Problems
· Unclear performance standards
· Halo effect
· Central tendency
· Strictness/leniency
· Appraisal bias
· Recency effect
· Similar-to-me bias
Legal and Ethical Issues in Performance Appraisal
1. Conduct a job analysis to ascertain characteristics
2. Incorporate characteristics into rating instrument
3. Ensure definitive performance standards are provided to all raters and rates
4. Use clearly defined individual dimensions of job performance
5. Avoid abstract trait names when using graphing rating scale
6. Employ subjective supervisory ratings
7. Train supervisors to use the rating instrument properly
8. Allow appraisers regular contact with evaluated employee
9. Have more than one appraiser
10. Utilize formal appeal mechanisms and a review of ratings
11. Document evaluation and reasons for any termination decision.
12. Provide corrective guidance to assist poor performers in improving their performance.
Who Should Do the Appraising?
· Supervisors
· Peers
· Committees
· Self
· Subordinates
· 360-Degree Appraisal
· Uses multiple raters
Appraisal Interviews
· Supervisor and employee review the appraisal and make plans to remedy deficiencies and reinforce strengths.
· Types of Interviews
· Satisfactory – Promotable
· Satisfactory – Not Promotable
· Unsatisfactory – Correctable
How to Conduct the Interview
· Be direct and specific
· Do not get personal
· Encourage the person to talk
· Develop an action plan
· How to Handle Criticism and Defenses
· Recognize defensive behaviour is normal
· Never attack defenses
· Postpone action
· Recognize man limitations
Ensuring That the Appraisal Interview Leads to Improved Performance
· Let employee know that his or her performance is unacceptable and explain your minimum expectations.
· Ensure that your expectations are reasonable.
· Let employees know that warnings play a significant role in the process of establishing just cause employees must be warned and told that discharge will result if they continue to fail to meet minimum standards.
· Ensure that you take prompt corrective measures when required.
· Avoid sending mixed messages.
· Provide the employee with a reasonable amount of time to improve performance.
· Be prepared to provide your employees with the necessary support to facilitate improvement.
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Total Rewards
· An integrated package of all rewards gained by employees arising from their employment.
· Five Components
· Compensation: wages, salaries, incentives, commissions, bonuses.
· Benefits: employer-paid insurance, vacations.
· Work/life programs: flexible scheduling, telecommuting, childcare.
· Performance and recognition: pay-for-performance and recognition programs.
· Development and career opportunities: Tuition assistance, professional development, coaching and mentoring.
Legal Considerations in Compensation
· Employment/Labour Standards Acts (Canada Labour Code)
· Pay Equity Acts
· Human Rights Acts
· Canada/Quebec Pension Plan
· Other Legislation Affecting Compensation
Establishing Pay Rates
1. Job Evaluation
· A systematic comparison to determine the relative worth of jobs within a firm.
· Compensable Factors
· A fundamental, compensable element of a job.
· Job Evaluation Committee
· Classification Method
· A method for categorizing jobs into groups. (classes or grade)
· Used in public sector.
· Point Method
· Method in which a number of compensable factors are identified, the degree to which each of these factors is present in the job is determined, and an overall point value is calculated.
· Preliminary Steps
· Determine factor weights and degrees
· Assign points for each degree of each sub-factor
· Evaluate the jobs
2. Conduct a Wage/Salary Survey
· Aimed at determining prevailing wage rates. A good salary survey provides specific wage rates for comparable jobs. 
· Increase number of positions are paid solely based on the marketplace
· Collect data on employee benefits, work-life programs, pay-for-performance plans, recognition plans, etc.
· Ways to conduct a salary survey:
· Informal communication with other employers
· Reviewing newspaper and internet job ads
· Surveying employment agencies
· Buying commercial or professional surveys
· Reviewing online compensation surveys
· Conducting formal questionnaire-type surveys with other employees.
· Formal and Informal Surveys by the Employer
· Commercial, Professional, and Government Salary Surveys
3. Combine Job Evaluation and Salary Survey to Determine Pay for Jobs
· Developing Rate Ranges
· Broadbanding
· Reducing the number of salary grades and ranges into just a few wide levels or “bands,” each of which then contains a relatively wide range of jobs and salary levels.
· Injects greater flexibility into employee compensation.
· Correcting Out-of-Line Rates
Pay for Knowledge
· Known as competency-based pay and skill-based pay.
· Competencies and skills
· New and different competencies that replace obsolete competencies
· On-the-job training
· Increased workforce flexibility is one of the most important advantages
Compensating Executives and Managers
· Salary
· Benefits
· Short-term incentives
· Long-term incentives
· Prerequisites
 Pay Equity
· Providing equal pay to male-dominated job classes and female-dominated job classes of equal value to the employer.
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Financial Incentives – financial rewards paid to workers whose production exceeds some predetermined standard.
Variable Pay – Any plan that ties pay to productivity or profitability.
Incentives for Operations Employees
· Piecework Plan
· 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.
· Simple to calculate and easy to understand
· Equitable in principle
· Incentive in value
· Straight Piecework Plan: A set payment for each piece produced or processed in a factory or shop.
· Guaranteed Piecework Plan: Minimum hourly wage plus an incentive for each piece produced above a set number of pieces per hour.
· Standard Hour Plan
· 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. Based on percentage premium.
· Similar advantages to piecework plan.
· Team or Group Incentive Plans
· A production standard is set for a specific work group and its members are paid incentives if the group exceeds the production standard.
· Several jobs are interrelated
· Reinforce group planning and problem solving
· Less bickering
· Facilitate on-the-job training
Incentives for Senior Managers and Executives
· Short-term Incentives
· Annual bonuses
· Long-term Incentives
· Increase profitability temporarily
· Capital accumulation programs
· Stock options
· Provide units instead of stocks
Incentives for Salespeople
· Salary Plan
· Fixed salary
· Occasional incentives
· Commission Plan
· Direct proportion to sales
· Pay for results only
· Combination Plan
· Commission and fixed salary
Employee Share Purchase/Stock Ownership Plans (ESOPs) – 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.
· Philosophy of cooperation
· Identity
· Competence
· Involvement System
· Sharing of Benefits Formula
Gainsharing Plans – An incentive plan that engages employees in a common effort to achieve productivity objectives and share the gains.
When to Use Incentives
· Points to Remember:
· Performance pay cannot replace good management
· Firms get what they pay for
· Pay is not a motivator
· Rewards rupture relationships
· Rewards may undermine responsiveness
· Use when units of output can be measured, the job is standardized, the workflow is regular, and delays are few or consistent.
How to Implement incentive Plans
· Pay for performance
· Link incentives to other activities
· Link incentives to measurable competencies
· Keep group incentives clear and simple
· Overcommunicate
· Greatest incentive is the work itself.
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Employee Benefits – Indirect financial payments given to employees.
Employment Insurance
· A federal program that provides income benefits if a person is unable to work through no fault of his or her own.
· Self-employed don’t apply
· EI benefits are not payable when an employee is terminated for just cause.
· To receive EI, work a minimum number of hours during a minimum number of hours during a minimum number of weeks called a qualifying period.
· Depends on regional unemployment
· Claimants are encourage to work part-time as they can earn percentage of EI benefits
· Contributed from eligible employees and employers
· Supplemental unemployment benefit
Canada/Quebec Pension Plan
· Programs that provide three types of benefits: retirement income; survivor or death benefits payable to the employee’s dependants regardless of age at time of death; and disability benefits payable to employees with disabilities and their dependants. Benefits are payable only to those individuals who make contributions to the plans and/or available to their family members.
· Almost all employed Canadians between ages 18-65 are covered, including self-employed.
· Excludes casual and migrant workers.
· Both contributions and benefits are based only on earnings up to the year’s maximum pensionable earnings
Workers’ Compensation
· Provides income and medical benefits to victims of work-related accidents or illnesses and/or their dependants, regardless of fault.
· Benefits include: payment of expenses for medical treatment and rehabilitation and income benefits during the time in which the worker is unable to work because of the disability.
· Survivor benefits are payable if work-related death occurs.
Vacations and Holidays
· Labour/employment standards legislation sets out a minimum amount of paid that must be provided to employees, usually two weeks per year, but the requirements vary by jurisdiction.
Leaves of Absence
· All provinces and territories requires unpaid leaves of absence to be provided to employees in certain circumstances.
· Maternity/parental leave: all, 17-18 weeks, 34-52 weeks
· Bereavement leave: some but not all
Pay on Termination of Employment
· Pay in Lieu of Notice
· Provided with advance written noticed if the employer is going to terminate his or her employment.
· Severance Pay
· Employees in Ontario and the federal jurisdiction may be eligible for severance pay in addition to pay in lieu of notice.
· If five or more years of service:
· Employer’s annual Ontario payroll is $2.5 million+
· Employer is closing down the business and 50+ employees will be losing their jobs within 6 months.
· Pay of Mass Layoffs
-BC, Man., Ont., NB, NFL & Lab. Require additional pay provided when layoff of 50+ occurs.
Life Insurance
· Group life insurance
· Accidental death and dismemberment coverage
· Critical illness insurance
Supplementary Health-Care/Medical Insurance
· Reducing Health Benefit Costs
· Increase the amount of health-care costs paid by employees.
· Publish a restricted list of drugs that will be paid.
· Health promotion
· Risk-assessment
· Health care spending accounts
Short-Term Disability Plans and Sick Leave Plans
· Plans that provide pay to an employee when he or she is unable to work because of a non-work-related illness or injury.
· Most sick leave policies grant full pay for a specified number of permissible sick days.
· Used for legitimate sickness or extended vacation days.
Long-Term Disability
· Aimed at providing income protection or compensation for loss of income because of long-term illness or injury that is not work-related.
· Disability Management
· Include: prevention, early assessment and intervention regarding employee health problems, monitoring and management of employee absences, and early and safe return-to-work policies.
· 3 approaches
· Reduced work hours, reduced work duties, workstation modification
Pension Plans
· Plans that provide income when employees reach a predetermined retirement age
· Defined benefit pension plan: a plan that contains a formula for determining retirement benefits.
· Employee knows ahead of time what benefits will be.
· Defined contribution pension plan: a plan in which the employer’s contribution to the employees’ retirement fund is specified.
· Doesn’t define eventual benefit amount
· Employee doesn’t know what benefits will be.
· Group registered retirement savings plan
· Deferred profit-sharing plan
Legal and Policy Issues
· Membership Requirements
· Benefit Formula
· Retirement Age
· Funding
· Vesting
· Provision that employer money placed in a pension fund cannot be forfeited for any reason.
· Portability
· A provision that employees who change jobs can transfer the lump-sum value of the pension they have earned to a locked-in RRSP or their new employer’s pension plan.
Phased Retirement – an arrangement whereby employees gradually ease into retirement by using reduced workdays and/or shortened workweeks.
Supplemental Employee Retirement Plans – Provide the additional pension benefit required for employees to receive their full pension benefit in cases where their full pension benefit exceeds the maximum allowable benefit under the Income Tax Act.
Personal Services
· Credit Unions
· Counselling Services
· Employee Assistance Plans
· A company-sponsored program to help employees cope with personal problems that are interfering with or have the potential to interfere with their job performance.
Job-Related Services
· Subsidized Childcare
· Eldercare
· Subsidized Employee transportation
· Food Services
· Educational Subsidies
· Family-Friendly Benefits
Flexible Benefits Programs
· Individualized benefit plans to accommodate employee needs and preferences.
· Advantages
· Employees choose packages that best satisfy their unique needs
· Help firms meet the changing needs of a changing workforce
· Increased involvement of employees and families improves understanding benefits.
· Make introduction of new benefits less costly.
· Disadvantages
· Employees make bad choices and find themselves not covered for predictable emergencies.
· Administrative burdens and expenses increase.
· Adverse selection – employees pick only benefits they will use.
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Occupational Health and Safety Legislation
· Laws intended to protect the health and safety of workers by minimizing work-related accidents and illnesses.
· Based on principle of joint responsibility.
· Categories:
· General health and safety rules
· Rules for specific industries
· Rules related to specific hazards
Responsibilities and Rights of Employers and Employees
· Employers are responsible for taking every reasonable precaution to ensure the health and safety of their workers. (Due diligence)
· Duties include filing government accident reports, maintaining records, ensuring that safety rules are enforced, and posting safety notices and legislative information
· Employees are responsible for taking reasonable care to protect their co-workers and their own health and safety.
WHMIS
· A Canada-wide, legally mandated system designed to protect workers by providing information about hazardous materials in the workplace.
· Labelling of hazardous materials
· MSDS
· Employee training
Supervisor’s Role in Safety
· Aim to instill workers the desire to work safely.
What Causes Accidents?
· Change Occurrences
· Unsafe Conditions
· Improperly guarded equipment
· Defective equipment
· Hazardous procedures in, on, or around equipment
· Unsafe storage
· Improper lighting
· Improper ventilation
· Unsafe Acts
· Throwing materials
· Operating at unsafe speeds
· Making safety devices inoperative
· Using unsafe equipment or using them unsafely
· Using unsafe procedures
· Taking unsafe positions under loads
· Lifting improperly
· Horseplay, fooling around
Personal Characteristics
· Personality
· Intelligence
· Motivation
· Sensory skills
· Motor skills
· Experience
Preventing Accidents
· Reducing Unsafe Conditions
· Ensure employees wear personal protective equipment
· Reducing Unsafe Acts
· Selection Testing
· Top-Management Commitment
· Training and Education
· Positive Reinforcement
Employee Wellness Programs
· A program that takes a proactive approach to employee health and well-being
· Productivity
· Cost Reduction
· Recruitment and Retention
· Profit
Occupational Health and Safety issues and Challenges
· Substance Abuse
· Discipline
· Discharge
· In-house counselling
· Outside agency referral
· Job Stress
· Common sense remedies
· Getting more sleep
· Eating better
· Taking vacation time
· More exotic remedies, biofeedback and meditation
· Burnout: Total depletion of physical and mental resources caused by excessive striving to reach an unrealistic work-related goal.
· Break patterns
· Get away from it all periodically
· Reassess goals in terms of their intrinsic worth
· Think about work
· Reduce stress
· Repetitive Strain Injuries
· Activity-related soft-tissue injuries of the neck, shoulders, arms, wrist, hands, back, and legs.
· Ergonomics: Art of fitting the workstation and work tools to the individual.
· Video Display Terminals
· Workplace Toxins
· Cancer
· Workplace Smoking
· Higher costs for health-care and disability insurance
· Influenza Pandemics
· Prevention, containment, response to employee work refusals, creation of a pandemic preparation and response team, viability of continuing operations, etc.
· Workplace Violence
· International Labour Organization
· Identify jobs with high risk of violence
· Institute a workplace violence policy
· Create a healthy work environment
· Heighten security measures
· Provide workplace violence training
· Improve employee screening
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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.
Employment Engagement - A positive, fulfilling, work-related state of mind characterized by vigour, dedication, and absorption.
Top Drivers of Engagement
1. Senior management sincerely interested in employee well-being
2. Improved my skills and capabilities over the last year
3. Organization’s reputation for social responsibility
Outcomes of Engagement
· Correlated to a number of individual, group, and corporate performance outcomes, including improvements in recruiting, retention, turnover, individual productivity, customer service, and customer loyalty.
· Growth in operating margins, profit margins, and revenues.
Effective Employee Communication
· Suggestion Programs
· Employees offer well-informed, thoughtful, and creative suggestions.
· Employees can receive cash awards.
· Employee Opinion Surveys
· Communication devices that use questionnaires to as for employees’ opinions about the company, management, and work life.
· Communication from Management
· Increase employee engagement
Video Surveillance
· Unions often file grievances
· Courts typically assess whether the surveillance was reasonable.
Pre-Retirement Counselling
· Counselling provided to employees some months before retirement, which covers such matters as benefits advice, second careers, and so on.
· Employers provide it to help ease the passage of employees into retirement.
Layoffs
· Temporary withdrawal of employment to workers for economic or business reasons.
1) There is no work available for employees
2) Management expects the no-work situation to be temporary and probably short-term
3) Management intends to recall the employees when work is again available
· Voluntary reduction in pay plans
· Arrange to have all employees accumulate vacation time and use during slow periods.
· Voluntary time off
· Contingent employees with understanding of temporary work
· Work Sharing Program
Downsizing
· Refers to the process of reducing, usually dramatically, the number of people employed by the firm.
· Group Termination Laws: Laws that require an employer to notify employees in the event that an employer decides to terminate a group of employees.
Dismissal for Just Cause
· Dismissal: Involuntary termination of employee’s employment
· Any allegation in cases of disobedience, incompetence, dishonesty, insubordination, fighting, employee misconduct, and persistent absence or lateness.
· Insubordination: Wilful disregard of disobedience of the boss’s authority or legitimate orders.
· Direct disregard of the boss’ authority.
· Deliberate defiance of clearly stated company policies, rules, regulations, and procedures.
· Public criticism of the boss
· Contemptuous display of disrespect
· Disregard for the chain of command
· Participation in an effort to undermine and remove the boss from power.
Dismissal Without Just Cause
· Wrongful Dismissal: An employee dismissal that doesn’t comply with the law or doesn’t comply with a written or implied contractual arrangement.
· Reasonable notice is about 3-4 weeks per year of service.
Avoiding Wrongful Dismissal Suites
1. Use employment contracts with a termination clause
2. Document all disciplinary action
3. Don’t allow allege just cause for dismissal
4. Time the termination so that it doesn’t conflict with special occasions
5. Use termination letters in all cases
6. Schedule the termination interview in a private location at a specific time of day
7. Include two members of management in the termination meeting.
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.
Termination Interview
· Interview in which an employee is informed of the fact that he or she has been dismissed.
1. Plan the interview
2. Get to the point
3. Describe the situation
4. Listen
5. Review all elements of the severance package
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.
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Labour Union – Officially recognized association of employees practising a similar trade or employed in the same company or industry who have joined together to present a united front and collective voice in dealing with management.
Collective Agreement – a formal agreement between an employer and the union.
Purposes of Canadian Labour Laws
1. Provide common set of rules for fair negotiations
2. Protect public interest by preventing the impact of labour disputes from inconveniencing the public.
Characteristics of LR Legislation
· Procedures for the certification of a union
· Requirement that a collective agreement be in for force yearly.
· Procedures that must be followed by one or both parties
· Prohibition of strikes or lockouts during the life of a collective agreement
· Requirement that disputes over matters arising from interpretation of the collective agreement be settled by final and binding arbitration.
· Prohibition of certain specified “unfair practices” on labour and management.
· Establishment of a labour relations board.
Characteristics of Labour Unions
· Type of worker eligible for membership
· Geographical scope
· Labour congress affiliation
· Canadian Labour Congress
· Confederation des syndicats nationaux
· American Federation of Labor
Challenges Facing Canadian Labour Movement
· Global Competition
· Demographics
· Unionization of White-Collar Employees
Labour Relations Process
1. Employees decide to seek collective representation
· Job dissatisfaction
· Lack of job security
· Unfair or biased administration of policies and practices
· Perceived inequities in pay
· Lack of opportunity for advancement
· Lack of a desired amount of influence
· Belief that unions can be effective
2. Union organizing campaign begins
· Employee/union contact
· Initial organizational meeting
· Formation of an in-house organizing committee
· Organizing campaign
· Outcome
3. Union receives official recognition
· Voluntary recognition
· Regular certification
· Pre-hearing votes
· Termination of bargaining rights
4. Union and management negotiate a collective agreement
· Collective Bargaining: Negotiations between a union and an employer to arrive at a mutually acceptable collective agreement.
5. Day-to-day contract administration begins
Conciliation – The use of a neutral third party to help an organization and the union representing a group of its employees to come a mutually satisfactory collective agreement.
Mediation – The voluntary use of a neutral third party to help an organization and the union representing a group of its employees to come a mutually satisfactory collective agreement.
Lockout – Temporary refusal of a company to continue providing work for bargaining unit employees involved in a labour dispute, which may result in a closure of the establishment for a time.
Unlawful Strikes – One that contravenes the relevant LR legislation and lays the union and its members open to charges and possible fines and/or periods of imprisonment if found guilty.
Wildcat Strike – A spontaneous walkout, not officially sanctioned by the union leadership, which may be legal or illegal, depends on timing.
Arbitration – The use of an outside third party to investigate a dispute between an employer and union and impose a settlement.
Interest Arbitration – the imposition of the final terms of a collective agreement.
Typical Provisions of the Collective Agreement
· Union recognition clause
· Union security/checkoff clause
· Closed shop
· Union shop
· Modified union shop
· Maintenance-of-membership arrangement
· Rand formula
· Open shop
· No-strike-or-lockout provision
· Management rights clause
· Arbitration clause
Grievance – Written allegation of a contract violation, filed by an individual bargaining unit member, the union, or management.
Steps of Grievance Procedure
1. Employee prepares written grievance
2. Grievance is discussed by HRM or LR specialist
3. Senior Management, senior LR specialist, and top union officials discuss grievance
4. Grievance is submitted to arbitration
· If agreement occurs during any step, grievance is resolved.
Rights Arbitration – Process involved in the settlement of a rights dispute.
Impact of Unionization on HRM
· Building Effective Labour-Management Relations
· Instituting an Open-Door Policy
· Extending the Courtesy of Prior Consultation
· Demonstrating Genuine Concern for Employee Well-Being
· Forming Joint Committees and Holding joint Training Programs
· Meeting Regularly
· Using Third-Party Assistance
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Expatriate – Employees who are citizens of the country where the parent company is based, who are sent to work in another country.
Challenging of Global Relocation
· Candidate identification, assessment, and selection
· Cost projections
· Assignment letters
· Compensation, benefits, and tax programs
· Relocation assistance
· Family support
Expatriate Assignments Fail
· Early return of an expatriate from a global assignment.
· Personality
· Personal intentions
· Family pressures
· Dissatisfied spouses
Intercountry differences Affecting HRM
· Cultural Factors
· Societies differ in power distance
· Individualism vs. collectivism
· Societies differ in their attitudes to gender.
· Economic Systems
· Legal Systems
· Labour Cost Factors
· Industrial Relation Factors
Ethnocentric Staffing Policy – based on attitude that home-country managers are superior to those in the host country.
Polycentric Staffing Policy – based on belief that only host-country managers can understand the culture and behaviour of the host-country market.
Geocentric Staffing Policy – Assumes that management candidates must be searched for globally.
Success of Canadian Expatriates
· Low failure rates
· Canadian executives are in demand
Training Employees
1. Training focuses on the impact of cultural differences
2. Training focuses on attitudes
3. Training provides factual knowledge about target country.
4. Provides skilling building in areas like language, adjustment, and adaptation.
International Labour Relations
· Centralization
· Employer Organization
· Union Recognition
· Content and Scope of Bargaining
· Worker Participation
Repatriation
· Process of moving the expatriate and their family back home from the foreign assignment.
· More difficult because more than 50% of expatriates leave organization following repatriation.
· Steps to avoid problems:
1) Write repatriation agreements
2) Assign a sponsor
3) Provide career counselling
4) Keep communication open
5) Offer financial support
6) Develop reorientation programs
7) Build in return trips
Global HR System
· A standardized HR system in all company locations around the world.
· Make more acceptable:
· Remember that global systems are more accepted in truly global organizations
· Investigate pressures to differentiate and determine their legitimacy
· Try to work within the context of a strong corporate culture.
· Make more effective:
· Form global HR networks
· Remember that it’s more important to standardize ends and competencies than specific methods
· Implementation:
· Remember, you can’t communicate enough.
· Dedicate adequate resources for the global HR effort.
