Human Resource Management

Chapter 1:
Responsibilities of HR Departments:
· Legal compliance
· Analyzing & designing jobs
· Recruiting & Hiring
· Training & Developing
· Managing Performance
· Total Rewards
· Employee & Labour Relations



HR Responsibilities of Supervisors:
· Help define jobs
· Forecast HR needs
· Interview and select candidates
· Train, coach and develop employees
· Appraise performance
· Recommend pay increases and promotions
· Communicate policies & comply with laws
· Provide motivational environment

Strategic HR Choices:
· Work Flows:		 	Efficiency or Innovation
· Staffing: 			Internal or External
· Employee Separations: 	Voluntary or Layoffs
· Performance Appraisal: 	Custom or Uniform
· Training and Development: 	Individual or Team
· Compensation: 		Fixed or Variable
· Employee Relations: 		Top-down or Bottom-up
· Employee Rights: 		Discipline or Prevention
· International Management: 	Company or Local Culture


Impact of HRM:
· Type of Human Capital: Employees can’t be copied. They add economic value.
· Training
· Experience
· Judgement
· Intelligence
· Relationships
· Insight
· Behaviour of Human Capital:
· Motivation
· Effort
· Organizational Performance:
· Quality
· Profitability
· Customer satisfaction

HR Competitive Challenges:
· Changes in the marketplace and economy
· Total quality management
· Reengineering
· Six Stigma
· Change Management – Reactive & proactive change, downsizing, out-sourcing
· Globalization
· Advancing HRM with Technology
· Collaborative software that allows workers anywhere anytime to interface and share information with one another; it has changed how and where people and companies do business
· Cost containment
· Managing employee benefits, downsizing, outsourcing, offshoring, employee leasing
· Leveraging employee differences
· Setting and Achieving CSR and Sustainability Goals
· CSR – Responsibility of a firm to act in the best interests of the people and communities affected by its activities
· Sustainability – Closely related to CSR. It refers to a company’s ability to produce a good or service without damaging the environment or depleting a resource.
· Responding to the Demographic and Diversity Challenges of the workforce
· Adapting to educational and cultural shifts affecting the workforce
Employee Concerns:
· Job security
· Health care issues
· Age and generational work issues
· Retirement issues
· Gender issues
· Educational levels
· Employee rights
· Privacy issues
· Family concerns
























Chapter 2 – Strategy and Human Resources Planning:

Overview of Human Resource Planning Process:
· Forecasts of labour demand
· Forecasts of labour supply
· Forecasts of labour surplus or shortage
· Goal setting and strategic planning
· Program implementation and evaluation

Human Resource Steps:
· Step 1: Mission, Vision, and Values
· Mission:
· The basic purpose of the organization as well as its scope of operations
· Strategic Vision:
· A statement about where the company is going and what it can become in the future; clarifies the long-term direction of the company and its strategic intent
· Core Values:
· The strong and enduring beliefs and principle that the company uses as a foundation for its decisions
· Step 2: Environmental Analysis
· Rival Firms:
· New entrants
· Suppliers
· Customers
· Substitutes
· Step 3: Internal Analysis
· Culture
· Capabilities
· Composition
· Step 4: Formulating Strategy
· Growth and Diversification
· Mergers and Acquisitions
· Strategic Alliances and Joint Ventures
· Step 5: Strategy Implementation
· Balancing demand and supply considerations
· Organizational downsizing, outsourcing, offshoring
· Making layoff decisions
· Step 6: Evaluation and Assessment
· Benchmarking – comparing organization’s processes to other companies processes’
· Human Capital metrics & HR metrics

Forecasting:
· Forecasting which is a critical element of planning
· Quantitative Approach: Trend Analysis
· Forecasting labour demand based on an organizational index
· Forecasting the supply of employees via;
· Staffing tables
· Skill inventories – files of personnel education, experience, interests, skills etc. that allow managers to quickly match job openings with employee backgrounds
· Replacement charts – listings of current jobholders and people who are potential replacements if an opening occurs
· Succession planning – the process of identifying, developing, and tracking key individuals for executive positions

Business Strategy:
· Value Creation
· What the firm adds to a product or service by virtue of making it; the amount of benefits provided by the product or service once the costs of making it are subtracted (value = benefits – costs)
· Low-cost strategy
· Differentiation strategy
· Functional strategy

Measuring a Firm’s Strategic Alignment:
· Balanced Scorecard
· A measurement framework that helps managers translate strategic goals into operational objectives
· Financial
· Customer
· Processes
· Learning


Chapter 3 – Equity and Diversity in HRM

Legislation in Canada:
· Charter of Rights and Freedoms
· Cornerstone of all rights in Canada
· Freedom of expression, freedom of belief etc.
· Canadian Human Rights Act
· Race or color
· National or ethnic origin
· Religion
· Employment Standards Legislation
· Minimum requirements such as age, wage, overtime pay etc.
· Employment Equity Act
· Proactively hire who are part of the equity group such as minorities, women, people with disabilities etc.
· Fairness between employees
· Pay Equity Act
· Official Languages Act

Equality in Employment Opportunity:
· Discrimination
· Treating people unfairly due to a personal attribute
· Direct Discrimination
· Where your policies directly exclude people
· Indirect Discrimination
· Policies in place that might have an adverse effect on someone

The Enforcement of Provincial Human Right Laws:
· File a written complaint
· Investigation and submission of report
· If complaint is substantiated, settlement
· If no agreement, then a tribunal

Employer’s Role:
· Duty to accommodate
· Preventing harassment
· Valuing diversity
Remedies for Human Rights Violations:
· Compensation for; lost wages, general damages and expenses, pain and humiliation
· Restoration of rights denied
· Written letter of apology
· Mandatory training sessions / workshops
· Required employment equity program

Employment Equity Program Implementation:
· Obtaining senior management commitment and support
· Data collection and analysis
· Employment systems review
· Plan development
· Implementation
· Monitoring, evaluation, revising

Employee Rights:
· Right to know – about known or foreseeable hazards in the work place
· Right to participate – in identifying & resolving job-related safety and health problems
· Right to refuse – dangerous work

Diversity Management:
· Broader/more inclusive than employment equity
· A set of activities designed to;
· Integrate all employees in multicultural workforce
· Use diversity to enhance organization’s effectiveness

Characteristics of Effective Diversity Programs:
· Celebrate diversity
· Diversity training
· Top management commitment
· Diversity audits
· Management responsibility and accountability
· Inclusive and representative communications




Chapter 4 – Analyzing Work and Designing Jobs

Job Analysis:
· Process of getting detailed information about jobs

Gathering Job Information:
· Interviews
· Questionnaires
· Observation
· Diaries

Sources of Job Information:
· Incumbents – people who currently hold that position in the organization; provide accurate estimates of time
· Observers –  supervisors who review the information provided by incumbents; identify importance of job duties
· Government – national occupational classification (NOC) provides standardized information about jobs

Job Analysis Methods:
· Position Analysis Questionnaire 
· One of the broadest and most researched instruments for analyzing jobs
· Information input and mental processes
· Work output
· Relationships with other persons
· Job context and other characteristics
· Task Analysis Inventory
· Focuses on tasks performed in a particular job
· Several variations exists
· Critical Incident Method
· Involves the identification of job tasks that are essential for job success
· Functional Job Analysis 
· Responsibility for people, data, things
· Identifies performance standards and training requirements for a job
· Competency Based Approach
· A job can be meaningful defined in terms of tasks, duties, processes, and skills necessary for job success
Steps in Job Analysis:
1. Identify what the information will be used for
2. Review relevant background information
3. Select representative positions/jobs to be analyzed
4. Analyze the jobs
5. Review analysis with incumbent/supervisor
6. Develop job description/job specification

Uses of Job Analysis Information:
· HR planning, recruitment & selection, job evaluation – wages & salary decisions, performance appraisal, labour relations, training requirements, job design etc.

Approaches to Job Design:
· Design for Efficiency
· Design for Mental Capacity – filtering information, clear instructions, memory aids
· Design for Safety and Health
· Design for Motivation – job enlargement, job enrichment, teamwork, flexibility

Job Description – a list of the tasks, duties, and responsibilities that a particular job entails; focuses on activities
Job Specification – a list of the competencies that an individual must have to perform a particular job; looks at the required qualities of the person who will perform the work

Elements of Job Description:
· Identical Information – job title, location, and source of job analysis information
· Job Summary – short statement summarizing the responsibilities of the position in the organizational structure
· Job Duties and Responsibilities – job’s top 3 or 5 responsibilities in greater detail
· Job Specifications – knowledge and skills required to carry out the job’s duties and responsibilities
· Minimum Qualifications – basic standards to be met in order to be successful in the position; such as education, certification, and years of experience

Writing Job Specifications:
· Human traits, experience, skill, effort, working conditions



Trends in Job Analysis:
· Flexibility, Adaptability, Competency based approaches, De-jobbing,
Team-based/Project-based structures

Problems with Job Descriptions:
· If they are poorly written, using vague rather than specific terms, they provide little guidance to the jobholder
· They are sometimes not updated as job duties or specifications change
· They may violate the law by containing specifications not related to job success
· They can limit the scope of activities of the job holder, reducing organizational flexibility

Job Characteristics Model – Designing Jobs to Motivate Employees:
· Job Characteristics 
· Skill variety, task identity, task significance, autonomy, feedback
· Psychological State
· Meaningfulness of the work performed, responsibility for work outcomes, knowledge of the results  of the work performed
· Job Outcomes
· Improved work performance, increased internal motivation, lower absenteeism

Basis for Job Design:
· Organizational objectives for the job, including tasks, duties, and responsibilities to be performed
· Ergonomic considerations involving human capabilities and limitations
· Behavioural concerns reflected in the different talents, abilities, and skills of employees
· Industrial engineering concerns centring on efficient production processes and work-method improvements

Employee Involvement Groups: (a.k.a. Quality Circles)
· Groups of employees who meet to resolve problems or offer suggestions for organizational improvement
· Success with EIG’s requires:
· Comprehensive training for group members
· Recognition of the group’s contributions
· Continuing input and encouragement by management
· Use of a participative/democratic leadership style


Types of Employee Teams:
· Cross-Functional Teams
· A group staffed with a mix of specialists and formed to accomplish a specific objective 
· They are based on assigned rather than voluntary membership
· Project Teams
· A group formed specifically to design a new product or service
· Members are assigned by management on the basis of their ability to contribute to success
· The group normally disbands after task completion
· Self-Directed Teams
· Group of highly trained individuals performing a set of interdependent job tasks within a natural work unit
· Team members use consensus decision making to perform work duties, solve problems, or deal with internal or external customers

Characteristics of Successful Teams:
· A commitment to shared goals and objectives
· Motivated and energetic team members
· Open and honest communication
· Shared leadership
· Clear role assignments
· A climate of cooperation, collaboration, trust, and accountability
· The recognition of conflict and its positive resolution














Chapter 5– Recruitment and Careers Employee Selection

Recruiting – any practice or activity carried on by the organization with the primary purpose of identifying and attracting potential employees

Overview of Recruitment Process:
· Identify Job Openings  Specify Job Requirements  Select methods of recruitment  Generate pool of qualified candidates

HR Policies:
· Internal vs External Recruiting – promote-from-within policies make an organization more attractive 
· Lead-the-Market Pay Strategies – meeting or exceeding the market rate of pay to compete for applicants
· Recruitment Branding & Image Advertising – using marketing techniques to become an ‘employer of choice’ and generating a favorable image

Recruitment Sources:
· Current employees, direct applicants, employee referrals, former employees, advertisements/job postings, employment agencies etc.

Which Recruitment Method should be used?
· Decisions should be based on;
· How long employees recruited from different sources stay with the organization
· Typically recruits who have the most knowledge about the organization before being hired will stay the longest
· Cost-effectiveness of source (does the quality of the recruits justify the cost?)
Who should do the Recruiting?
· HR recruiters or generalists (large firms)
· Managers/supervisors (smaller firms)
· Work teams
· Recruiting Process Outsourcing (RPO)
· The practice of outsourcing an organization’s recruiting function to an outside firm




Recruiter Traits & Behaviours:
· Characteristics & Behaviour of the Recruiter
· Warm and informative
· Provide the right information
· Realistic job previews
· Enhancing Recruiter’s Impact
· Training – timely feedback and avoid offensive behaviour
· Recruit in teams, i.e. include job experts

Global Labour Markets:
· Why Recruit Globally?
· To develop better products via a global work force
· To attract the best talent wherever it may be
· International Recruiting Issues
· Local, national, and international laws
· Different labour costs
· Different pre-employment and compensation policies
· Cultural differences
· Security
· Visas and work-permits


















Chapter 6 - Careers Employee Selection
The Basic Hiring Process:
· Recruitment – HR planning, job analysis, recruitment policy
· Selection – generalization, practical value
· Socialization of new employee

Typical Steps in Selection Process:
1. Preliminary contact and initial applicant screening
2. Selection testing
3. The selection interview
4. Background investigation and reference checking
5. The supervisory interview and realistic job preview
6. Hiring decision
7. Candidate notification

Guidelines for Avoiding Legal Problems:
· Selection criteria based on the job
· Adequate assessment of applicant ability
· Careful scrutiny of applicant-provided information
· Written authority for reference checking
· Save all records and information
· Reject applicants who make false statements

Criteria for Evaluation Selection Methods:
· Legality
· Reliability
· Validity
· High-Utility
· Generalizable

How can we improve reliability? (of selection)
· Clear, relevant, and focuses questions
· Rater’s credibility; (interviewer)
· The definition of the area of knowledge or soft skill
· Which behaviours exemplify strong and poor demonstrations of a particular soft skill
· What the various rating errors are (leniency, severity, contrast, similar-to-me)

Validity – the extent to which a tool is measuring what it was designed to measure. The more valid a selection tool, the more likely it will predict the candidates’ future performance on the job
Reliability vs Validity:
· A tool can be reliable but invalid
· If a tool is unreliable, it will NEVER be valid
· Thus, a tool’s validity depends upon its reliability

How can we improve Validity?
· Conduct a thorough job analysis to make sure the correct knowledge(K) and skills(S) are to be measured
· Make sure the selection tool covers all aspects of the K or S in question
· When creating or choosing the tool, involve people who are very familiar with the job and ask them if they agree that the tool is measuring the required K or S
· Improve the reliability of the tool

Common Selection Tools:
· Applicant forms, resume, letters of recommendation, ability/personality tests, interviews, reference/background checking, assessment centres etc.

Employment Tests:
· Physical ability
· Cognitive ability
· Work samples
· Personality
· Honesty, Alcohol & Drug
· Medical Examinations

Types of Interviews:
· Degree of Structure (unstructured, structured, semi-structured)
· Content (situational, behavioural)
· Administration
· Face-to-face interview
· Sequential & panel
· Computerized/virtual
· Phone interview

Interviewing Advantages and Disadvantages:
· Advantages
· Can provide evidence of communication and interpersonal skills
· Can gain insight into candidate’s personality and interpersonal style
· Disadvantages
· Can be unreliable
· Low on validity
· Costly
· Can be biased

Selecting Decisions:
· Multiple Hurdle Model – gradually narrowing the pool of candidates for each job, i.e. each stage is a hurdle
· Compensatory Model – a very high score on one type of assessment can make up for a low score on another type
· Who makes these decisions?
· Supervisors
· HR professional
· Work team
· Other panel of decision makers















Chapter 7 – Training & Development

	Benefits of Orientation
	Problems with Orientation

	· Better job performance
· Reduced turnover
· Less disciplinary action
· Fewer grievances
· Reduced number of workplace injuries
	· Too much information in a short time
· Too many forms to fill out
· Little or no orientation
· HR information too broad




Strategic Model of Training:
· Phase 1 - Needs Assessment:
· Organization Analysis – examination of the environment, strategies, and resources of the organization to determine where training emphasis should be placed
· Task Analysis – the process of determining what the content of a training program should be on the basis of a study of the tasks and duties involved in the job
· Competency Assessment – analysis of the sets of skill and knowledge needed for decision-oriented and knowledge-intensive jobs
· Phase 2 - Design:
· Instructional Objectives – describe the skills or knowledge to be acquired and/or the attitudes to be changed
· Trainee Readiness and Motivation:
· Use positive reinforcement
· Eliminate threats and punishment
· Be flexible
· Have participants set personal goals
· Design interesting instructions
· Principles of Learning:
· Goal Setting - Meaningfulness of Presentation -  Modelling -  Individual Differences - Active Practice and Repetition -  Whole-versus-part Learning - Feedback & Reinforcement
· Behaviour Modification – a technique that operates on the principle that behaviour that is rewarded will be exhibited more frequently 
· Characteristics of Instructors:
· Knowledge of Subject -  Adaptability – Sincerity - Sense of Humour -  Interest - Clear Instructions - Individual Assistance - Enthusiasm
· Phase 3 – Implementation:
· Types of Training:
· Apprenticeship Training – a system of training in which a worker entering the skilled trades is given thorough instruction and experience, both on and off the job, in the practical and theoretical aspects of the job
· Cooperative Training – training program that combines practical on-the-job experience with formal education classes
· Internship Programs, Class-room instruction & Programmed instruction, On-the-job Training
· Learning Management System:
· ‘Virtual learning environments’
· Can assess the skills of employees
· Can evaluate and track progress, and determine if employees are ready to be promoted
· Can deliver interactive learning modules directly to desktops when desired
· Choosing the Instructional Method:
· Nature of Training - Type of Trainees - Organizational Extent of Training - Importance of Training Outcomes
· Methods for Management Development:
· Conferences & seminars
· Case studies
· Role-playing
· Behaviour Modelling – an approach that demonstrates the desired behaviour and gives trainees the chance to practice and role-play those behaviours and receive feedback
· Phase 4 – Evaluation
· Measuring Program Effectiveness:
· Reactions
· Learning
· Behaviour
· Results, or ROI


Benchmarking – the process of measuring one’s own services and practices against those of other leading organizations to identify areas for improvement (Plan, do, check, act)


Training vs. Development:
	
	Training
	Development

	Focus
	Current Job
	Current/Future Job

	Scope
	Individual
	Group/Organization

	Time Frame
	Immediate
	Long Term

	Goal
	Fix Skill Deficit
	Prepare for Future



Approaches to Development:
· Formal education
· Assessment
· Job experiences
· Mentoring and Coaching

Career Management Process:
· Self-assessment
· Reality check
· Goal setting
· Action planning

Development-Related Challenges:
· Glass ceiling
· Succession planning
· Dysfunctional managers
· Meeting the needs of a diverse workforce

Executive Development:
· Three Requirements for Successful Leadership:
· Knowledge, competency, character
· Six Categories of Leadership Competency:
· Self-mastery
· Futuring/vision
· Sense-making/thinking
· Design of intelligent action
· Aligning people to action (leading)
· Adaptive Learning



Chapter 8 – Performance Management and the Employee Appraisal Process

Performance Management – the process of creating a work environment in which people perform to the best of their abilities

Performance Appraisals – the result of an annual or biannual process in which a manager evaluates an employee’s performance relative to the requirements of his or her job and uses the information to show the person where improvements are needed and why

Performance Management Process:
· Step 1 – Goals set to align with higher level goals
· Step 2 – Behavioural expectations and standards set and then aligned with employees and organizational goals
· Step 3 – Ongoing performance feedback provided during cycle
· Step 4 – Performance appraised by manager
· Step 5 – Formal review session conducted
· Step 6 – HR decision making (examples; pay, promotion, benefits etc.)

Key Points in Performance Feedback:
· Give specific examples of desirable and undesirable behaviours
· Focus feedback on behaviour, not the person
· Frame the feedback in terms of helping the employee be successful
· Direct the feedback toward behaviour the employee can control
· The feedback should be timely
· Limit feedback to the amount the employee can process

Focal Performance Appraisal – an appraisal system in which all of an organization’s employees are reviewed at the same time of the year rather than on the anniversaries of the individual hire dates








Purposes of Performance Appraisal:
· Strategic Purposes
· Helps organization achieve its objectives
· Links employees’ behaviour with the organization’s goal
· Administrative Purposes
· Provides information for day-to-day decisions
· Can have great impact on employees
· Developmental Purposes
· Basis for developing employees competencies
· Awareness for strengths and areas for improvement

	Developmental
	Administrative

	· Provide performance feedback
· Identify individual strengths and weaknesses
· Recognize individual performance achievements
· Help employees identify goals
· Evaluate goal achievement of employees
· Identify individual training needs
· Determine organizational training needs
· Reinforce authority structure
· Allow employees to discuss concerns
	· Document personnel decisions
· Promote employees
· Determine transfers and assignments
· Identify performance problems and develop ways to correct them
· Make retention, termination, and layoff decisions
· Validate selection criteria
· Meet legal requirements
· Evaluate training programs/progress
· Assist with HR planning
· Make reward and compensation decisions




Measuring Performance:
· Tools can vary in terms of:
· The type of judgement required
· Relative Judgement – compare the employees against each other 
· Absolute Judgement – compare employee performance against your standards
· The focus of measurement
· Trait, Behaviour, or Outcome




Criteria for Effectiveness:
· Fit with Strategy
· Validity
· Reliability
· Acceptability
· Specific feedback

Establishing Performance Standards:
· Strategic Relevance
· Performance standards linked to organizational goals and competencies
· Criterion Contamination 
· Elements that affect the appraisal measures that are not part of the actual performance, that are outside of an employee’s control
· Criterion Deficiency
· Aspects of actual performance that are not measured
· Standards that capture the entire range of an employee’s responsibilities
· Reliability
· Measures that are consistent across raters and over time

Sources of Performance Information:
· Managers
· Peers
· Teams
· Self
· Customers

Training Performance Appraisers:
· Common Rater-Related Errors:
· Error of Central Tendency – error in which all employees are rated about average
· Leniency or Strictness Errors – error in which the appraiser tends to give employees either unusually high or unusually low ratings
· Recency Errors – error in which the appraisal is based  largely on the employee’s most recent behaviour rather than on behaviour throughout the appraisal period
· Contrast Errors – when an employee’s evaluation is biased because of recent comparison with another employee
· Similar-to-me Errors – appraiser inflates evaluation because of a mutual personal connection

Performance Appraisal Methods:
· Trait Methods:
· Graphic Rating Scales – method whereby each employee is rated according to a scale of characteristics, usually on a scale of 1-10
· Mixed Standard Scales – method similar to graphic rating scale but instead based upon comparison with a standard (better than, equal to, or worse than)
· Forced Choice Method – method that requires the rater to choose from statements designed to distinguish between successful and unsuccessful performance
· Essay Method – method that requires the rater to compose a statement describing employee behaviour
· Behavioural Methods:
· Critical Incident Method – an unusual event that denotes superior or inferior employee performance in some part of the job
· Behavioural Checklist Method – has the rater check statements on a list they believe are true of the employee
· Behaviourally Anchored Rating Scale – method that consists of a series of vertical scales, one for each important dimension of job performance
· Behaviour Observation Scale – method that measures frequency of observed behaviour

Measuring Outcomes:
· Balanced Scorecard:
· Four Categories; Financial, Customers, Processes, Learning
· Management by Objectives:
· Philosophy of management that rates performance on the basis of employee achievement of goals set by mutual agreement of employee and manager
· Productivity Measures:
· Results used to evaluate performance, such as salespeople being evaluated based on their sales volume

Appraisal Interviews:
· Tell and Sell Interview – require the ability to persuade an employee to change in a prescribed manner
· Tell and Listen Interview – require the ability to communicate the strong and weak points of an employee’s job performance during the first part of the interview. During the second part, employees’ feelings about the appraisal are explored
· Problem-Solving Interview – listening, accepting, and responding to feelings. Seeks to stimulate growth and development in the employee by discussing problems, needs, and on-the-job satisfactions/dissatisfactions 

Conducting the Appraisal Interview:
· Invite Participation  Ask for a Self-Assessment
· Change Behaviour  Problem-Solving Focus
· Minimize Criticism  Express Appreciation
· Establish Goals  Be Supportive

Challenges to Effective Measurement:
· Lack of top-management information and support
· Unclear performance standards
· Rater bias
· Too many forms to complete
· Use of the appraisal program for conflicting purposes
· Organizational politics

Factors Influencing Performance:
· Poor coordination of work activities among workers
· Inadequate information or instructions to perform a job
· Lack of necessary equipment
· Inability to obtain raw materials, parts, or supplies
· Inadequate financial resources
· Inadequate training
· Insufficient time










Chapter 9 – Managing Compensation

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

Goals of Strategic Compensation:
· To reward employees past performance
· To remain competitive in the labour market
· To maintain salary equity among employees
· To mesh employees future performance with organizational goals
· To control the compensation budget
· To attract new employees

Motivating Employees through Compensation:
· Equity Theory
· A theory that suggests that employees create a metal ledger of the outcomes they receive for their job inputs, relative to some comparison other
· The theory acknowledges that motivation doesn’t just depend on your own beliefs and circumstances
· Three possible outcomes; 
· Equity – Rewarded similarly to someone who exerted same effort 
· Under-reward inequity – Rewarded less than someone who exerted same effort
· Over-reward inequity – Rewarded more than someone who exerted same effort
· Expectancy Theory 
· A theory that describes the cognitive process employees go through to make choices among different voluntary responses
· Three components;
· Expectancy – If I exert a lot of effort, will I perform well?
· Instrumentality – If I perform well, will I receive outcomes?
· Valence – Will the outcomes be satisfying?





Determining Compensation – The Wage Mix:
· Internal Factors:
· Employer’ Compensation Strategy 
· Worth of Job
· Employee’s Relative Worth
· Employer’s Ability to Pay
· External Factors:
· Conditions of the Labour Market
· Area Wage Rates
· Cost of Living
· Consumer Price Index – a measure of the average change in prices over time in a ‘fixed basket’ of goods and services
· Escalator Clauses – chases in collective  agreements that provide for quarterly cost-of-living adjustments in wages, basing the adjustments on changes in the consumer price index
· Collective Bargaining
· Legal Requirements


Job Evaluation – a systematic process of determining the relative worth of jobs to establish which jobs should be paid more than others in the organization

Job Evaluation Systems:
· Job Ranking System – the simplest and oldest system of job evaluation by which jobs are arrayed on the basis of their relative worth
· Job Classification System – a system of job evaluation in which jobs are classified and grouped according to a series of predetermined wage grades
· Point System – a quantitative job evaluation procedure that determines the relative value of a job by the total points assigned to it
· Work Valuation – a job evaluation system that seeks to measure a job’s worth through its value to the organization
· Hay Profile Method – a job evaluation technique using three factors; knowledge, mental activity, and accountability; to evaluate executive and managerial positions





The Compensation Structure: (Determining Wages and Salary)
· Wage and Salary Survey – a survey of the wages paid to employees of other employers in the surveying organizations’ relevant market
· Collecting Survey Data - Salary Surveys,  Employer-Initiated Surveys
· Wage Curve – a curve in a scatter gram representing the relationship between the relative worth of jobs and wage rates
· Pay Grade – groups of jobs within a particular class that are paid the same rate
· Pay Rate Ranges – a range of rates for each pay grade
· Red Circle Rates – payment rates above the max pay range
· Competency-Based Pay – pay based on an employees’ skill level, variety of skills possessed, or increased job knowledge (a.k.a. skill-based pay or knowledge-based pay)

Government Regulation of Compensation:
· The Canada Labour Code – sets minimum labour standards for all employees and employers in works or undertakings that fall within federal jurisdictions (with the exception of federal public service employees)
· Employment Standards Act – sets minimum standards with a view of both protection the employer and employee in certain employment situations. It includes aspects such as overtime pay, minimum wage/age etc.

Significant Compensation Issues:
· Pay Equity – equal pay for work of equal value.
· Measuring Comparability – pay differences between males & females, comparing job pay between wealthier and poorer organizations etc.
· Wage-Rate Compression – compression of differentials between job classes, particularly the different hours between hourly workers and their managers. Most common example: when less experienced junior employees earn as much or more than experienced employees due to high starting salaries.
· Methods to Avoid this Issue:
· Reward high-performing and merit-worthy employees with pay increases
· Design the pay structure to allow a wide spread between hourly and supervisory workers
· Prepare high-performing employees for promotions to jobs with higher salary levels
· Provide equity adjustments for selected employees hardest hit by pay compression



Chapter 10 – Pay for Performance: Incentive Rewards

Individual Focused Incentive Plans:
· Straight Piecework – incentive plan under which employees receive a certain rate for each unit produced
· Differential Piece Rate – a compensation rate under which employees, who’s production exceed the standard amount of output, receive a higher rate for all of their work than the rate paid to those who did not exceed the standard amount
· Standard Hour Plan – an incentive plan that sets rates based on the completion of a job in a pre-determined standard time
· Bonuses – an incentive payment that is supplemental to the base wage
· Merit Pay – An increase to base salary is made in accordance with performance evaluation ratings
· Lump-Sum Bonuses – A bonus is received for meeting individual goals but no change is made to base salary.
· Recognition Awards – Tangible awards (trips, events, time off, merchandise) or intangible awards (praise) are given on impromptu basis to recognize achievement
· Commission Plan – a compensation plan based on a percentage of sales

Group Focused Incentive Plans:
· Team Incentive Plan – compensation plan in which all team members receive an incentive bonus payment when production or service standards are met or exceeded
· Gainsharing – programs under which both employees and the organization share financial gains when they work together to improve performance, usually by reducing costs

Enterprise Incentive Plans:
· Profit Sharing – a bonus is received when the publicly reported earnings of a company exceed some minimum level, with the magnitude of the bonus dependant on the amount of profits
· Employee Stock Option – offering stock shares of the organization for employees to purchase as a part of compensation plans, at a guaranteed price
· Employee Stock Ownership Plan – an organization contributes shares of its stock to an established trust for the purpose of stock purchases by employees; sometimes the plan may even provide employees with shares of stock free of charge



Incentive Plans for Professionals:
· High Base-Salary
· Executive Short-Term Incentives – bonuses at the end of each year (half-year etc.) rewarded based on an individual’s contribution to the organization, in the form of cash or stocks
· Executive Long-Term Incentives – stock options are the primary incentives offered to executives
· Executive Benefits – health insurance, life insurance, retirement plans, vacations etc.
· Executive Perquisites (Perks)  – non monetary rewards given to executives,  that shows a pecking order and conveys authority


Chapter 11 – Employee Benefits

Objectives of Employee Benefit Plans:
· Improve employee work satisfaction
· Meet employee health and security requirements
· Attract and motivate employees
· Retain top-performing employees
· Maintain a favourable competitive position

Flexible Benefits Plan:
· Benefit plans that enable individual employees to choose the benefits that are best suited to their particular needs
· Advantages:
· Employees select benefits to match their individual needs
· Benefit plans adapt to a constantly changing and diversified workforce
· Employees gain greater understanding of the benefits offered to them and the costs incurred
· Employers maximize value of their benefits program by paying for only the highly desirable benefits
· Employers limit benefit costs by defining the max amount of benefits for employees


· Disadvantages:
· Poor employee benefits selection results in unwanted financial costs
· There are certain added costs in maintaining and establishing the flexible plan
· Employees may choose benefits of high use to them that might increase employer premium costs


Employee Benefits Required by Law:
· Canada And Quebec Pension Plans – covers almost all Canadian employees between the age of 18 and 70, and requires that employers match the contributions made by employees
· Employment Insurance – EI benefits are available to claimants who are unemployed and are actively seeking employment.  (Former name of law was unemployment insurance)
· Worker’s Compensation Insurance – insurance provided to workers to defray the loss of income and cost of treatment resulting from work-related injuries or illness
· Provincial Hospital and Medical Services – people who have been in Canada for longer than 3 months are entitled to receive health care benefits

Discretionary Major Employee Benefits:
· Health Care Benefits
· Payment for Time not Worked
· Severance Pay – a lump-sum payment given to terminated employees by an employer at the time of an employer-initiated termination
· Vacations with Pay, Paid Holiday, Sick-Leave
· Life Insurance
· Retirement Programs
· Silver Handshake – an early retirement incentive in the form of increased benefits for several years or a cash bonus
· Pension Plans
· Contributory Plan – a pension plan in which contributions are made jointly by employers and employees
· Non-contributory Plan – a pension plan by which contributions are made by the employer solely
· Defined-Benefit Plan – a pension plan in which the amount an employee is to receive on retirement is specifically set-forth
· Defined-Contribution Plan – a pension plan that establishes the basis on which an employer will contribute to the pension fund


Chapter 12 – Occupational Health & Safety

Safety & Health – It’s the Law:
· The fundamental duty of every employer is to take every reasonable precaution to ensure employee safety
· Occupational Health & Safety is regulated by federal, provincial and territorial governments

Duties and Responsibilities: (Employers, employees, supervisors)
· Joint responsibility for health and safety
· Due diligence responsibility (employer)
· Right to refuse unsafe work (employee)
· Legislation imposes personal duty on supervisors to ensure safety; also requires them to get workers to want to work safely

Employer-Sponsored Health & Safety Programs:
· Identifying & Communicating Job Hazards
· Job hazard analysis technique
· Technic of operations review
· Reinforcing Safe Practices
· Safety incentive programs
· Focus on specific jobs/injuries
· Promoting Safety Internationally 
· Ensure safety
· Cultural differences

Typical Safety Rules:
· Using proper safety devices
· Using proper work procedures
· Following good housekeeping practices
· Complying with accident and injury reporting procedures
· Wearing required safety clothing and equipment




Ways to Involve and Engage Employees in Company Safety Programs:
· Jointly set safety standards with managers
· Participate in safety training
· Help design and implement special safety training programs
· Establish safety incentives and rewards
· Be involved in accident investigations

What Causes Accidents?
· Chance Occurrences (Beyond Control)
· Unsafe Conditions
· Unsafe Acts

Creating a Healthy and Safe Work Environment:
· Ergonomics – focuses on ensuring that jobs are designed for safe and efficient work while improving the safety, comfort, and performance of users. 
· Building better Physical and Emotional Health Among Employees
· Reduce Unsafe Conditions
· Reduce Unsafe Acts

Occupational Safety Hazards and Issues:
· Fatigue
· Workplace Violence
· Workplace Emergencies
· Repetitive Strain Injuries
· Workplace Toxins
· Workplace Smoking
· Substance Abuse
· Job Stress – Main Causes: High effort, high demand, low control, low reward.

Substance Abuse and the Law:
· Alcohol/drug abuse considered a disability (human rights law) vs. employers’ due diligence requirement (occupational health and safety law)
· Substance Abuse testing only legal if;
· Test is rationally connected to performance on the job
· Test is adopted in honest and good-faith belief that it is necessary for fulfillment of work-related purposes

Chapter 13 – Employee Rights & Discipline

Common Law of Employment:
· The body of case law in which courts interpret employment contracts and the legal principals taken from those cases that guide the interpretation of employment contracts

System Fairness:
· Outcome Fairness
· Interactional Justice
· Procedural Justice

Collective Agreement:
· An employment contract between an employer and a union that sets out the terms of employment of a group of employer’s employees represented by the union
Labour Arbitrator:
· A person assigned to interpret and decide disputes about the meaning, interpretation, and application of a collective agreement governing employees in a unionized workplace

Discharging Employees:
· Constructive Dismissal – when an employer commits a fundamental breach of the contract, such as by changing a key term of the contract; the employee can treat the breach as a termination and sue the employer
· Summary Dismissal – when a non-union employer terminates an employee without notice because the employee has committed a serious breach of the contract
· Wrongful Dismissal – a lawsuit filed in a court by an employee alleging that he or she was dismissed without proper contractual or reasonable notice
· Statutory Rights – legal entitlements derived from government legislation

Managing Dismissals:
· Plan the interview carefully
· Get to the point
· Describe the situation
· Listen
· Review severance package
· Identify next step for employee

Approaches to Disciplinary Action:
· Progressive Discipline – application of corrective measures increasing degrees. It is designed to motivate an employee to correct their misconduct voluntarily
· Positive/Nonpunitive Discipline – a system of discipline that focuses on early correction of employee misconduct, with the employee taking total responsibility for correcting the problem 


Alternative Dispute Resolution Procedures:
· Step-Review System – A system for reviewing employee complaints and disputes by successively higher levels of management
· Peer-Review System – A system for reviewing employee complaints that utilizes a group composed of equal numbers of employee representatives and management appointees, which functions as a jury because its members weigh evidence, consider arguments, and after deliberation vote independently to render a final decision
· Open-Door Policy – A policy of settling grievances that identifies various levels of management above the immediate supervisor for employee contact
· Ombudsperson – A designated individual from whom employees may seek counsel for resolution of their complaints
· Mediation – The use of an impartial third-party neutral to reach a compromise decision in employment disputes
· Mediator – A third party in an employment dispute who meets with one party and then the other to suggest compromise solutions 















Chapter 14 – The Dynamics of Labour Relations

Labour Relations Process:
· Workers desire collective representation
· The union begins its organizing campaign, which may lead to certification and recognition
· Collective negotiations lead to a contract
· The contract is administered

Union Shop: Provision of the collective agreement that requires employees to join the union as a condition of their employment

Authorization Card: A statement signed by an employee authorizing a union to act as his/her representative for the purpose of collective bargaining

Types of Unions:
· Craft Unions – unions that represent skilled craft workers
· Industrial Unions – unions that represent all workers employed along industry lines
· Employee Associations – labour organizations that represent various groups of professional and white-collar employees in labour-management relations

Union Steward: Employee who as a nonpaid union official represents the interests of members in their relations with management.
Business Agent: Normally a paid labour official responsible for negotiating and administering the collective agreement and working to resolve union members’ problems

Main Features of Labour Legislation:
· Unfair labour practices
· Methods to certify
· Accept the union
· Bargain in good faith
· Deduct union dues
· Length of agreement
· Strikes & Lockouts



Unfair Labour Practices:
· Management
· Interfering in the formation of a union or contributing financially
· Discriminating based on union membership or because employee exercises rights
· Intimidating or coercing an employee to join/not join
· Cannot threaten to close the business
· Unions
· Trying to bargain when the union is not the certified agent
· Persuading employees during work hours, or at the workplace
· Cannot intimidate or coerce employees to become members of a union
· Illegal strikes
· Failing to represent employees fairly

Resolving Conflicts:
· Mediation 
· Least formal
· Facilitate the negotiation
· No formal authority for resolution
· Conciliation
· Report views of both sides
· May recommend settlement but parties may decline
· Arbitration 
· Determines a binding settlement

Collective Bargaining Process: Process of negotiating a collective agreement, including the use of economic pressures by both parties.
Bargaining Zone: Area within which the union and the employer are willing to concede when bargaining.
Interest-Based Bargaining: Problem-solving bargaining based on a win-win philosophy and the development of a positive long-term relationship.
Interest Arbitrator: Third-party neutral who resolves a labour dispute by issuing a final decision in the disagreement.
[bookmark: _GoBack]Rights Arbitration: Arbitration over interpretation of the meaning of contract terms or employee work grievances.



