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REVIEW QUESTIONS FOR THE FINAL EXAM 
PRE- MID-TERM EXAM 
1. What is the strategic role of Human Resources Management (HRM)? p:2 
- human resource professionals are responsible for ensuring that the organization attracts, retains and engages the diverse talent required to meet operational and performance commitments made to customers and share holders. Their job is to ensure that the organization finds and hires the best individuals available, develops and nurtures their talents, creates a sustaining, productive work environment, and continually builds and monitors these human assets, they have the primary responsibility for managing the workforce that drives organizational performance and success. 
2. What are the HRM responsibilities? (operational & strategic) p: 3-5 
-Operational responsibilities--- analyzing jobs, planning future workforce requirements, selecting employees, orienting and training employees, managing compensation and reward plans, and communicating with employees. Also include ensuring fair treatment, appraising performance, ensuring employee health and safety, managing labour relations and relationships with unions, handling complaints and grievances, and ensuring compliance with legislation affecting the workplace. 
-Strategic responsibilities--- Role in formulating strategy—environmental scanning- identifying and analyzing external opportunities and threats that may be crucial to the organizational success. – Role in Executing Strategy
3. How does the external environment influence HRM? (economy, diversity, technology, globalization) p: 7-14 
- Economic Conditions—affect supply and demand which in turn have an impact on the number and types of employees required, as well as an employers ability to pay wages and provide benefits. Healthy economy= greater demand 
-Labour Market Issues 
-Technology-labour intensive and clerical jobs are decreasing while technical, managerial and professional jobs are increasing. 
Government- 
4. How does the Human Rights legislation affect HRM? p:29 
5. What is the difference between unintentional and intentional discrimination? Give an example. p:30 -31 
unintentional- discrimination that is embedded in policies and practices that appear neutral on the surface, and are implemented impartially, but have an adverse impact on specific groups of people for reasons that are not job related or required for the safe and efficient operation of the business. Height Requirements 
Intentional -    
6. What is systemic discrimination? Example p: 31 
discrimination that is embedded in policies and practices that appear neutral on the surface, and are implemented impartially, but have an adverse impact on specific groups of people for reasons that are not job related or required for the safe and efficient operation of the business. Height Requirements 
7. What does adverse impact mean? Example p: 31 
8. What does reasonable accommodation mean for the employer? Example p: 
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 
9. What does undue hardship mean for the employer? Example p: 31 
-the point  towhich employers are expected to accommodate under human rights legislative requirements.
10. What is a bona fide occupational requirement? p:32 
-a justifiable reason for discrimination based on business necessity or a requirement that can be clearly defended as intrinsically required by the tasks an employee is expected to perform. 

11. Who are the designated groups under the Employment Equity Act? p:38 + 
-woman, aboriginals, people with disabilities, visible minorities 
12. What are the 6 steps required to implement an Employment Equity Program? p: 41+ 
-step1: sr management commitment and support, Step 2: Data collection and analysis, Step 3: Employment systems review, Step 4: Plan development, Step 6: iplementation, Step 6: monitoring, evaluating and revising.
13. How would you define HRM technology? p:53 
-Any technology that is used to attract, hire, retain, and maintain human resources, support hr administration, and optimize hrm. 
14. What objectives would a strong strategic relationship between HR and technology achieve? p: 54 
reduce administration burdon on hr department so its easier to focus on more meaningful hr activities.
15. What is the impact of technology on the role of HR? p: 54 -56 
16. What is HRIS? What are its major components? p: 57 – 62 
-integrated systems used to gather, store and analyze information regarding an arganizations human resources. 

17. How does HRIS support managers and HR professionals in managing effectively the human capital of their organizations? p:63
create and maintain employee records, ensure legal compliance, enable managers to forecast and plan future hr requirements, provide information to managers and hr so they can manage knowledge and manage talent, provide information to enable hr plans and activities to align more effectively with the organizations strategic plans, assist managers with decision making by providing relevant data so they can make more effective and informed decisions.  
18. Explain how Electronic HR improves the overall HR service delivery? p:69 

19. Define job design. p: 86 
- the process of systematically organizing work into tasks that are required to perform a specific job.
20. How does team-based job design work? p: 88 
-job designs that focus on giving team, rather than an individual, a whole meaningful piece of work to do and empowering team members to decide among themselves how to accomplish the work.
21. What is Job Analysis? p: 90 
-the procedure for determining tasks, duties, and responsibilities of each job, and the human attributes required to perform it.
22. What is the relationship between job analysis and job description? p: 90 
 job description is a list of duties, responsibilities, reporting relationships, and working conditions of a job- a product of a job analysis.
23. What HRM activities do job analysis impact? p: 90 – 91 
-Human resource planning, recruitment and selction, compensation, performance appraisal, labour relations, job design. 
24. Described job design, job enlargement & job rotation. 

25. What are the uses of job anlaysis? 90 
26. Describe the 6 steps in job analysis. p: 92-93 
identify the use to which the information will be put, select the representitive positions and jobs to be analyzed, analyze the jobs by collecting data and job activities, review the information with job incubents, develop a job description and job specification
27. Give the job analysis techniques used to gather qualitative information. p: 93+ 
-the interview, questionnaires, observation, participant diary log,
28. Describe two popular methods to gather quantitative information. p: 99 
-position analysis questionnaire- used to collect quantifiable data concerning the duties and responsibilities of various jobs.
functional job analysis- a method for classifying jobs based on types and amounts of responsibility for data, people, and things.
29. Define job specifications? p: 107 
30. When the employer determines the job specifications what pointers should be kept in mind to comply with the human rights legislation? p: 107 
31. What are competencies and how do they fit into job analysis? p: 110 
32. Give 4 examples of general or core competencies. p: 111 

33. Define human resources planning (HRP)? p: 118 
34. What is the relationship between HRP and Strategic Planning? p: 120 

35. What external environmental factors have to be frequently monitored by organizations? p:122 
36. What are the 3 major steps in HRP? Explain p: 123 ,127 & 133 
37. What are the factors to take into consideration when forecasting future human resources needs? p:123 
38. What role does forecasting play in succession planning? p: 123 
39. Explain how employers deal with labour surplus and labour shortage? p: 133 & 135 
40. Give options for flexible work arrangements. p: 136-138 
41. How important is employer branding in recruitment? p:143+ 
42. What constraints must a recruiter be aware of in the recruitment process? p:145 
43. What are the advantages and drawbacks of 1) internal recruitment, 2) external recruitment? p: 145-151 
44. Name and describe 4 external recruitment methods. p: 151-158 
45. What are the significant trends in recruiting a diverse workforce? p: 160-162 
46. Describe the 6 steps in the selection process. p:178 
47. What tests are used to assess candidates’ cognitive abilities? p:181 
48. What abilities do IQ and EI tests test? p: 181 
49. What is the difference between an unstructured and structured interview? p:188 
50. What is a situational interview? p: 189 
51. What kind of questions asked by the interviewer would violate the human rights legislation? Example p:190 
52. What is the use of a background investigation? p:197 

53. What role does the orientation program play in socializing the new candidate? How important is socialization? p: 211 
54. How is training used in organization and how important is it? p:216 
55. What are the three main learning styles? Describe. p: 217 
56. Under the human rights and employment equity legislation, what aspects of employee training must be considered? p: 218 
57. Name and describe the 5 steps of the training process. p: 219 
58. Name and describe 4 traditional training techniques. p: 223-226 
59. Why is it important to evaluate training? p:228+ 
60. Define transfer of training. p:228 
61. What basic categories of training outcomes can be measured? p: 229+ 

Give examples of types of special purposes training given in organizations. p:221-233 

POST MID-TERM 
CHAPTER 9 
1. Why is there increasing need for Career Planning and Development?240 
2. What are the factors that affect career choices? 242 
- identify career stage – growth stage, exploration stage, establishment stage, maintenance stage, decline stage. 
Identify occupational orientation, identify skills and aptitudes, identify career anchor
3. What are career anchors? Name them 243  
-a concern or value that you will not give up if a choice has to be made. 
Technical/functional, managerial competence, creativity, autonomy and independence, security, service/dedication, pure challenge, lifestyle.
4. What are Schein’s 8 career anchors? 245 
5. Define “career planning workshop” and what the workshop contains. 
-a planned learning event in which participants are expected to be actively involved in career-planning exercises and career-skills practice sessions. 
Usually contain- self-assessment, environmental assessment, goal setting and action planning
6. What are the organization’s career management responsibilities? 245
- avoid reality shock, provided challenging initial jobs, provide realistic job previews, be demanding, provide periodic development job rotation and job pathing, provide career-oriented performance appraisals, provide career planning workshops, provide opportunities for mentoring, become a learning organization. 
7. How important is mentoring in career development? 247 

8. What characterizes an organization as a learning organization? 248 
- an organization focused on creating, acquiring, and transferring knowledge, and at modifyinh its behaviour to reflect new knowledge and insights.
9. What decisions must the employer take when making promotions? 249 
is senority or competence the rule?, how is competence measured?, is the process formal or informal?, vertical, horzontal, or other career path?
10. What is succession planning and what are the steps? 251 
- a process through which sr-level openings are planned for and eventually filled
steps 
- establishing a strategic directions for the organization
-identifying core leadership skills and competencies needed to achieve the strategy
- identifying people inside the organization who have, or can acquire, those skills providing them with developmental oppertunities 
-implementing a succession plan
11. Read carefully the box on page 253 “Career development for older workers”. 
12. Name and describe some “on-the-job” management development techniques. 253 
-developmental job rotation- a management-training technique that involves moving a trainee from department to department to broaden his or her experience and identify strong and weak points 
-coaching/understudy approach 
-action learning- a training technique by which management trainees are allowed to work full time, analyzing and solving problems in other departments.

13. When is behaviour modeling used? 257 
-a training technique in which trainees are first shown good management techniques, the asked to play roles in a simulated situation, and finally given feedback regarding their performance. 
-it has been used to train first line supervisors to better handle common supervisor-employee interactions. 

CHAPTER 10 
1. What is performance management? Describe the 5 steps. 265 
- the process encompassing all activities related to improving employee performance productivity, and effectiveness, 
steps, goal setting, pay for performance, training and development, career management, and disciplinary action. 
2. What is management by objectives? 276 
MBO- involves setting specific measurable goals with ech employee and then periodically reviewing the progress made. 
3. Name and explain the performance appraisal problems and solutions. 278 
Validity and reliability-  
Rating scale problems
4. In order to avoid legal & ethical issues what are the guidelines to develop effective appraisal processes? 282 
1- conduct a job analysis to ascertain characteristics required for successful job performance 
2-incorporate these characteristics into a rating instrument 
3- make sure that defininative performance standards are provided to all raters and ratees 
4- use clearly defined individual dimensions of job performance
5- when using graphic rating scale, avoid abstract trait names 
6- employ subjective supervisory ratings 
7- train supervisors to use the rating instument properly 
8- allow appraisers regular contact with the employee being evaluated 
9- have one or more appraiser conduct the appraisal
10- utilize formal appeal mechanisms and a review of ratings by upperlevel managers 
11- document evaluations and reasons for any termination decision 
12- when appropriate, provide corrective guidance to assist poor performers in improving their performance.
5. Who should do the appraising? 283  
supervisor, peers, committees, slef, subordinates


6. Describe the performance appraisal interview and the types of interviews. 
- an interview in which the supervisor and employee review the appraisal and make plans to remedy deficiencies and reinforce strngths. 
Types 
-satisfactory- promotable 
-satisfactory- um promotable 
unsatisfactory- correctable 
7. What are the factors to ensure employees’ satisfaction with their appraisal? 
Be direct and specific, 
Do not get personal 
Engage the person in talk 
Develop and action plan
8. What steps do legal expert suggest to follow in the appraisal process to improve employee performance? 281 
1- let the employee know that his or her performance us unacceptable and explain your minimum expectations 
2- ensure that your expectations are reasonable 
3- let employees know that warnings play a significant role in the process of establishing just cause 
4- ensure that you take prompt corrective measures when required 
5- avoid sending mixed messages- such as a warning letter together with a satisfactory performance review
6- provede the employee with a reasonable amount of time to improve performance 
7- be prepared to provide your employees with the necessary support tp facilitate improvement. 


CHAPTER 11 
1. Describe the 5 components of Total Rewards. 298 
- compensation 
-benefits 
-work/life programs
-performance and recognition 
-development and career opportunities 
2. What are the legal considerations in compensation? 300
- employee/labour standards act
-pay equity acts 
-human rights act 
-canada/quebec pension plans 

3. Name and describe the 3 stages necessary to establish pay rates. 303 
step 1: Determine the worth of each job through job evaluation 
step 2: Group similar jobs into pay grades 
step3:Conduct a wage/salary survey 
step4: price each pay grade by using wage curves 
step 5: fine tune pay rates
4. Where (type of organization) is the classification/grading method widely used? 305
many employers and the federal government of canada 
5. What is the role of wage/salary survey? 
A survey aimed at determining prevailing wage rates, a good salary survey provides specific wage rates for comparable jobs. Formal written questionnaire surveys are the most comrehensive. 
6. How many ways are there to conduct salary surveys? 308 
formal and informal
7. What tools are used to determine Pay for Jpbs? 311 
8. What is broadbanding and what is its basic advantage? 313 
- reducing the number of salary grades and ranges in just a few wide levels or “bands”, each of which then contains a relatively wide range of jobs and salary levels. 
Much more flexibility  to move employees from job to job within bands and less need to promote them to new grades just to get them higher salaries. 
9. How does pay for knowledge determined? 314 
10. What are the 5 elements of an executive/managerial compensation package? 316 
-salary
-benefits 
-short term incentives 
-long term incentives 
perquisites
11. What is pay equity? Why does it exist? 317 
-providing equal pay to male dominated job classes ad female dominated job classes of equal value to the employer. 


CHAPTER 12 
1. Is money the highest motivation factor for employees? Explain. 325 

2. Describe the following and their advantages: piecework plan – standard hour plan – team & group incentive 327 
pieceworkplan- a system of pay based on the number of items processed by each individual worker in a unit of time. ADVANTAGES- simple to calculate and easily understood
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. ADVANTAGE- simple to calculate and easily understood 
team or group incentive plans- a plan in which a production standard is set for a specific group, and its members are paid incentives if the group exceeds the production standard.
3. Name incentives offered to senior managers. 329
the annual bonus, long term incentives, stock options,  
4. Describe incentives for salespeople. 335 
commission plan, salary plan, combination plan. 
5. What is the Scanlon Plan? What are its basic features? 341 
an incentive plan developed in 1937 and designed to encourage cooperation, involvement and sharing benefits.  
Basic features 
-philosophy of cooperation 
identity 
-competence 
-involvement systems 
-sharing of benefits formula. 
6. When should incentives be used? 342 
performance pay cannot replace good management 
firms get what they pay for 
pay is not a motivator 
rewards rupture relationships 
rewards may undermine responsiveness 
7. What are the 7 principles that support effective implementation of incentive plans? Explain 343 
1- pay for performance 
2-link incentives to other activities that engage employees in the business 
3- link incentives to measurable competencies that are valued by the organization 
4- match incentives to the culture of the organization
5- incentives clear and simple
6-overcommunicate 
7- remember the greatest incentive is the work itself. 
CHAPTER 13 
1. What is employment insurance? (EI)? 354 
- a federal program that provides income benefits if a person is unable to work through no fault oh his or her own. 
2. How long must an employee work to receive it (qualifying period)? 
Depends on the company
3. it the same in all provinces & territories? Explain
 no it depends on the unemployment rate in that area. 
4. Is an employee eligible if terminated for just cause? 
no
5. Is an individual allowed to work part-time while on EI? 
yes
6. What is the Canada/Quebec Pension Plan? Who is eligible? 355
 programs that provide three types of benefits: retirement income, survivor or death benefits payable to the employees 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 are available to their family members. 
7. What are the contributions based on? 
Based on  earnings up to the “years maximum pensionable earnings” as defined in the legislation, 
8. What is workers compensation? 356 
- workers compensation provides income and medical benefits to victoms of work related accidents or illnesses and/or their dependants, regardless of fault. 
9. What benefits does workers compensation cover? 
10. What are the labour/employment standards for vacations & holidays? Does it vary across the country? 357 
11. Is unpaid leave of absence provided to employees? When? 359 
12. Pay for termination of employment: describe the differences between pay in lieu of notice, severance pay and pay for mass layoffs. 
13. Describe ways employers can help reduce health-care cost. 360 
14. What is the difference between short-term disability and long-term disability? 363 
15. How does sick leave operate differently from short-term disability plans? 


16. Name and describe 2 categories of pension plans. 365 
defined benefit pension plan 
defined contribution pension plan
17. What are the legal and policy issues to consider when designing a pension plan? 369 
membership requirements, benefit formula, retirement age, funding, vesting, portability 
18. What is phased retirement? 
-an arrangement whereby employees gradually ease into retirement by usinf reduced workdays and or shortened weeks.
19. What is the employee assistance plan (EAP)? 371 
a company-sponsered program to help employees cope with personal problems that are interfering with or have the potential to interfere with their job performance, as well as issues affecting their well-being and or of their families. 
20. What kind of services do the employers offer to help employees perform their jobs? ( 6: describe them) 372 + 
- subsidized childcare 
-eldercare 
-subsidized employee transportation 
-food services 
-educational subsidies 
-family-friendly benefits
21. What are the advantages and disadvantages of flexible benefits programs? 375 

CHAPTER 14 
1. What principle is the occupational health and safety legislation based on? 382 
based on the principle of joint responsibility shared by employees and employers to maintain a hazard-free work environment and to enhance the health and safety of workers.  
2. Under the legislation what are the responsibilities and rights of employers and employees. 383 
- the right to know about workplace safety hazards 
the right to participate in the occupational health and safety process 
the right to refuse unsafe work

3. What is the purpose of the workplace hazardous materials information system (WHMIS)? What are its 3 components? 385 
desiged to protect workers by providing crucial informantion about hazardous materials or substances in the workplace.  
- labeling of hazardous material containers 
-material safety data sheets
-employee training. 
4. What is the supervisor’s role in safety? 
Ensure that workers comply with occupational health and safety regulations.
5. What are the unsafe conditions that can cause accidents? 389 
6. What personal characteristics are linked to accidents? 390 
7. How can accidents be prevented? 392 
8. What is an employee wellness program? 397
a program that takes a proactive approachto employee health and well being.  
9. Name some of the health-related issues that undermine employee’s performance at work. 398 + 
substance abuse, job stress, repetitive strain injuries, workplace toxins, workplace smoking, violence. 
10. How can job stress be reduced? 400 
getting more sleep, eating better, taking vacation time, 
11. What is a burn-out? What can a candidate for burn-out do? 402 
- the total depletion og physical and mental resources caused by excessive striving to reach and unrealistic work related goal. 
12. What is the importance of ergonomics at work? 403 
13. How would employers deal with an influenza pandemic? 406 
14. Is workplace violence legislated? What does the legislation cover? 407 
15. What can be done to prevent workplace violence? 

CHAPTER 15 
1. How would you describe employee engagement? 415 
2. Read p: 416 box “engagement drivers vary around the world”. 
3. What outcomes is employee engagement correlated to? 417 


4. How do suggestion programs work? 418 
develops and implements programs for employee involvement. 
5. What role does communication from management play in engaging employees? 419 

6. Does video surveillance raise privacy concerns? 420 
yes. Employees must be informed if videos are being put in or are in.
7. How does pre-retirement counseling work? 422 
counseling provided to employees some months before retirement, which covers such matters as benefits advice, second careers and so on. 
8. What is the difference between layoff and downsizing? 423 
layoff- the temporary withdrawal of employment to workers for economic or business reasons. 
Downsizing- refers to the process of reducing, usually dramatically, the number of people employed at the firm,
9. What 3 conditions are present in layoff? 
- there is no work available for the employees 
-management expects the no-work situation to be temporary and probably short term 
-management intends to recall employees when work is again available. 
10. What are the alternatives to layoff? 424 
- voluntary reduction in pay plan 
-voluntary time off 
-work sharing programs. 
11. What does the group termination law require of the employer? 424 
12. What is considered just cause? 426 
13. What acts could be considered insubordination and be a form of just cause dismissal? 
14. What is wrongful dismissal? 427 
an employee dismissal that does not comply with the law or does not comply with a written or implied contractual arrangment. 
15. What is considered a reasonable amount of time for dismissal? 427 
16. What are the 7 steps to avoid wrongful dismissal suites? 429 
1- use employment contracts with a termination clasue and with wording clearly permitting the company to dismiss without cause during the probationary period 
2- document all disciplinary action 
3- do not allege ust cause for dismissal unless it can be proven 
4- time the termination so that it does not conflict with special occasions. 
5- use termination letters in all cases 
6- chedule the termination interview in a private location. 
7-inclde 2 members of management in the termination interview. 
17. What is constructive dismissal? 430 
- the employer makes unilateral changes in the emplyment contract that are unacceptable to the employee, even though the employee has not been formally terminated. 
18. The termination interview: what steps should be followed? 431 
- plan the interview carefully 
-get to the point
- describe the situation
-listen 
-review all elements of the severence package 
-identify the next step.

CHAPTER 16 
1. What are the 2 general purposes of the Canadian Labor Laws? 438 
to provide a common set of rules for fair negotiations 
to protect the public interest by preventing the impact of labour disputes from inconvincing the public
2. Describe the characteristics under which labour unions in Canada can be classified. 439 
- procedures for the certification of a union 
- the rquirement that a collective agreement be in force for a minimum of one yeat 
- the prohibition of strikes or lockouts during the life of a collective agreement. 
-prohibition of certain specified unfair practices on the part of labour and management 
3. What are the challenges facing the Canadian labour movement? 441 
Global competition and thecnology change
Technology 
Privitaization and the unionized of white-collar employees 
Innovative workplace pratices 
4. Name the 5 steps in the labour relations process. 443 + 
- employees decide too seek collective representation 
-the union organization campaign begins 
- the union receives official recognition 
- union and management negotiate a collective agreement 
- day-to-day contract administraction begins

5. Name some of the factors that are linked to a desire to unionize 
job dissatisfaction, especially with pay, benefits, and working conditions 
-lack of job security
-infair or biased administration 
-perceived inequities in pay
6. What are the steps in the union organizing campaign? 444 
-employee/union contact 
-initial organizational metting 
-formation of an inhouse organizing committee 
-the organizations campaign 
-the outcome
7. How does the union obtain recognition? 446 
voluntary recognition 
regular certification 
per-hearing votes 
-termination of bargaining rights 
8. What is collective bargaining? 447 
- the process by ehich formal collective agreement is established between labout and management. 
9. Read carefully the rest of the chapter making sure you know the following: conciliation, mediation, lockout, unlawful strikes, wildcat strike, arbitration, interest arbitration and the typical provisions of collective agreement. 
10. What is a grievance and what are the steps in a grievance procedure? 456 
11. What is “rights arbitration”? 456 
the process involved in the settlemtn of a rights dispute.
12. What is the impact of unionization of HRM? 
CHAPTER 17 
1. Who is considered an expatriate? 
Anyone who is working out of country.
2. What are the most pressing challenges of global relocation? 
3. Why do expatriate assignments fail? 
Language/cultural barrier 
4. Do intercountry cultural differences affect HRM? 
5. Define: 1) ethnocentric staffing policy; 2) polycentric staffing policy; 3) geocentric staffing policy. 
6. How successful are Canadian expatriates? 
7. What kind of training should be given to prepare employees for global assignments? 
8. Is repatriation easier or harder than expatriation? 
9. What should employers keep in mind when developing and implementing a more effective global HR System? 
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