Important Stuff For Final – HR

Chapter 1
Human Resources Management (HRM): the process of managing human talent to achieve an organization’s objectives

Human Capital: the knowledge, skills, and capabilities of individuals that have economic value to an organization.

Reactive Change: change that occurs after external forces have already affected performance

Proactive Change: change initiated to take advantage of targeted positions

Globalization: the trend to opening up foreign markets to international trade and investment

Knowledge Workers: workers whose responsibilities extend beyond the physical execution of work to include planning, decision making and problem solving

Furloughing: a situation in which an organization asks or requires employees to take time off for either no pay or reduced pay

Chapter 2
Strategic Planning: procedures for making decisions about the organization’s long-term goals and strategies

Human Resources Planning (HRP): the process of anticipating and providing for the movement of people into, within, and out of an organization

Strategic Human Resources Management (SHRM): the pattern of human resources deployments and activities that enable an organization to achieve its strategic goals

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
· Ideally clarifies the long-term direction of the company and its strategic intent
· Core Values: the strong and enduring beliefs and principles that the company uses as a foundation for its decisions

Step 2: Environmental Analysis: Analysis of External Opportunities and Threats
· Changes in the external environment have a direct impact on the way organizations are run and people are managed***
· Environmental Scanning: systematic monitoring of the major external forces influencing the organization
· The following six external issues are monitored most frequently
1. Economic factors and development information, including general, regional and global conditions 
2. Industry and competitive trends including new processes, services, and innovations
3. Technological changes, including information technology, innovations and automations
4. Government and legislative issues, including laws and administrative rulings
5. Social concerns, including child care, elder car, the environment, and educational priorities
6. Demographic and labour market trends, including age composition and literacy of the labour market and immigration

Step 3: Internal Analysis 3 C’s
· Capabilities
· Core Capabilities: integrated knowledge sets within an organization that distinguish it from its competitors and deliver value to customers
· Ex: McDonalds has developed core capabilities in management efficiency and training
· Core capabilities tend to be limited in number, but they provide a long-term basis for technology innovation, product development, and service delivery
· Organizations can achieve sustainable competitive advantage through people if they are able to meet the criteria:
1. The resources must be valuable
2. The resources must be rare
3. The resources must be difficult to imitate
4. The resources must be organized
· Composition
· Managers need to determine whether people are available internally or externally to execute an organization’s strategy
· There are different types of workers
· Strategic Workers: 
· Tend to have unique skills that are directly linked to the company’s strategy and are difficult to replace.
· Companies tend t make long-term commitments to these employees, investing in their continuous training and development. 
· Ex: computer scientists, pharmaceutical scientists
· Core Employees: 
· have skills that are quite valuable to accompany but are not particularly unique or difficult to replace. 
· They tend to be employed in in traditional types of jobs. 
· Ex: sales people, truck drivers
· Supporting Workers: 
· has skills that are of less strategic value to the firm and are generally available in the labour market
· Focused on rules and procedures
· Ex: clerical workers, maintenance workers, staff workers in accounting and hr
· Partners and Complementary Skills: 
· Skills are unique but frequently are not directly related to a company’s core strategy
· Ex: lawyers, consultants, research lab scientists
· Culture
· Cultural Audits: audits of the culture and quality of work life in an organization. Conducted through surveys and interviews to measure how employees feel on a number of critical issues
· Leaders who target employee’s values, attitudes, beliefs and expectations are more effective than those who simply focus on worker’s behaviors or thought processes
· Values-based hiring: the process of outlining the behaviors that exemplify a firm’s corporate culture and then hiring people who are a fit for them

Step 4: Formulating Strategy
· Corporate Strategy
· Growth and diversification
· Growth hinges on increased employee productivity, a greater number of employees and employees developing or acquiring skills
· Diversifying into new business
· Ex: GE diversified form its original base in electrical and home appliances to industries in health, finance, insurance, truck and air transportation and media
· Mergers and acquisitions
· Strategic alliances and joint ventures
· Some firms do not acquire or merge with another firm but instead persu cooperative strategies such as a strategic alliance or joint venture
· Develops teamwork across the respective work forces
· Business Strategy
· Low cost strategy: Compete on productivity and efficiency
· Differentiation strategy: compete on value added
· Functional Strategy: Ensuring Alignment
· Vertical fit / Alignment
· Connection between the business objectives and the major initiatives in HR
· Ex: If company’s strategy focuses on achieving low cost, its HR policies and pracices need to reinforce this idea by reinforcing efficient and reliable behavior on the part of employees and enhanced productivity
· Horizontal fit / Alignment
· Managers need to ensure that their HR practices are all aligned with one another internally to establish a configuration that is mutally reinforcing

Step 5: Strategy Implementation
· Layoff Strategies
· Reduced workweek (20-30 hours a week) allows to retain a skilled workforce and lesssens the financial and emotional impact of full layoff while reducing the costs of production
· Reduced shifts
· Transfers to related companies
· Layoffs are the fastest way to achieve workforce reduction, attrition is the slowest
· Attrition
· Attrition refers to the natural departure of employees from organizations through quits, retirements and deaths
· Termination Strategies	
· Termination is a practice initiated by an employer to separate an employee from the organization permanently

Step 6: Evaluation and Assessment
· Evaluation and Assessment Issues
· Benchmarking: the process of comparing the organization’s processes and practices to those of other companies
· Balanced Scorecard (BSC): a measurement framework that helps managers translate strategic goals into operational objectives
· Organizational Capability: the capacity of the organization to act and change in pursuit of sustainable competitive advantage









Chapter 3
Canadian Human Rights Act (CHRA)
· Passed by Parliament on July 14, 1977
The Employment Equity Act (1995)
· Employers that have 100 employees or more that are regulated under the Canada Labor Code must implement employment equity and report on their results

Bona Fide Occupational Qualification: a justifiable reason for discrimination based on business reasons of safety or effectiveness

The Implementation of Employment Equity in Organizations
· Step 1: Senior Management Commitment and Assignment of Accountable Senior Staff
· Step 2: Data Collection and Analysis
· Stock Data
· Data showing the status of designated groups in occupational categorise and compensation level
· Snapshot of who is in the organization right now
· Flow Data
· Data that provide a profile of the employment decisions affecting designated groups
· Self Identification Form
· Asks gender, age, ethnicity
· All the things your employer is not allowed to ask you for decision making purposes
· Step 3: Employment Systems Review
· Systematic discrimination
· Unintended means of discrimination that is built into the selection process or the recruiting process
· Special Measures
· Certain people have less training than others
· Offers the extra training required in order to level the playing field
· Reasonable Accommodation: attempt by employers to adjust the working conditions or schedules of employees with disabilities or religious preferences
· Step 4: Establishment of a Workplan
· Step 5: Implementation
· Step 6: Evaluation, Monitoring and Revision

Sexual Harassment
· Unwelcome advances. Requests for sexual favors, and other verbal or physical conduct of a sexual nature in the working environment

Chapter 4
Job Specification: a statement of the needed knowledge, skills, and abilities of the person who is to perform the job

Job Description: a statement of the tasks, duties, and responsibilities of a job 

Job Analysis: the process of obtaining information about jobs by determining the duties, tasks, or activities of jobs. 

Job Enrichment: enhancing a job by adding more meaningful tasks and duties to make work more rewarding and satisfying

Job Characteristic Model: a job design theory that purports that three psychological states (experiencing meaningfulness of the work performed, responsibility for work outcomes, and knowledge of the results of the work performed) of a jobholder result in improved work performance, internal motivation, and lower absenteeism and turnover

Employee Empowerment: granting employees power to initiate change, thereby encouraging them to take charge of what they do

Ergonomics: an interdisciplinary approach to designing equipment and systems that can be easily and efficiently used by human beings

Approaches to Job Analysis
· Positional Analysis Questionnaire (PAQ): a questionnaire covering 194 different tasks that, by means of a five-point scale, to determine the degree to which different tasks are involved in performing a particular job
· Critical Incident Method: important job tasks are identified for job success
· Task Inventory Analysis: an organization-specific list of tasks and their descriptions used as a basis to identify components of jobs
· Competency-Based Analysis: assumes a static job environment in which jobs remain actively stable apart from incumbents who might hold these jobs. Relies on building job profiles that look at the responsibilities and activities of jobs and the worker competencies necessary to accomplish them. 

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

Job Design: an outgrowth of job analysis that improves jobs through technological and human considerations to enhance organization efficiency and employee job satisfaction

Chapter 5
9-Box Grid: a comparative diagram that includes appraisal and assessment data to allow managers to easily see an employees actual and potential performance

Realistic Job Preview (RJP): informing applicants about all aspects of the job, including both its desirable and undesirable facets

Advantages and Dsiadvantages of Recuiting Interal and External

Chapter 6 
· Selection: the process of choosing individuals who have relevant qualifications to fill existing or projected job openings
· Reliability: the degree to which interviews, tests, and other selection procedures yield comparable data over time
· Also refers to the extent to which two or more methods (interview and test_ yield similar results and are consistent. 
· Reliable: Weight stays the same each time you step on the 
· Not Reliable your weight changes depending on where you step
· Validity: the degree to which a test or selection procedure measures a person’s attributes
· First, validity is directly related to increases in employment productivity. 
· Second, employment equity regulations require valid selection processes. 
· Valid: Gives you your true weight
· Not Valid: gives you the same weight but with 2 extra pounds every time

· Assessment Centre Tests
· A process used to evaluate candidates as they participate in a series of situations that resemble what they might be called on to handle on the job









Determining the Validity of Tests
· Criterion-Related Validity: the extent to which a selection tool predicts, or significantly correlates with important elements of work behavior – 2 types:
· Concurrent: the extent to which test scores match criterion data obtained at the same time from current employees
· Predictive: the extent to which applicant’s test scores match criterion data obtained from those applicants/employees after they have been on the job for an indefinite period
· Content Validity
· A selection tool (test) which adequately samples the knowledge and skills needed to perform a job
· Ex: a final exam with questions from the whole term
· Construct Validity
· The extent to which a selection tool measures a theoretical construct or trait
· Cross-validation: a process in which a test or battery of tests is administered to a different sample of people (drawn from the same population) for the purpose of verifying the results obtained from the original validation study

Chapter 7 
Phase 1: Conducting the Needs Assessment
· Organization Analysis
· Examination of the environment, strategies, and resources of the organization to determine where training emphasis should be placed
· What are the goals
· What are the resources it currently has
· Determine where the emphasis of a training program should go 
· Decide how and where we are going to implement a training program
· 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 a job
· Linking the training program to tasks and duties on the job
· What different training opportunities might there be
· Person Analysis
· Determining specific individuals who need training
· Who will qualify for the training
· Who will best benefit and who most need the training
Other
· Competency Assessment:
·  Analysis of the sets of skills and knowledge needed for decision-oriented and knowledge-intensive jobs


Phase 2: Designing the Training Program
· Instruction objectives
· Desired outcomes of a training program
· What are the outcomes you are trying to achieve
· Trainee readiness and motivation
· Strategies for Creating a Motivated Training Environment
1. Use positive reinforcement
2. Eliminate threats and punishment
3. Be flexible 
4. Have participants set personal goals
5. Design interesting instruction
6. Break down physical and psychological obstacles to learning
· Principles of learning
· Goal Setting
· The value of goal setting for focusing and motivating behavior extends into training
· Meaningfulness of presentation
· Trainees will be better able to learn new information if they can connect it with things that are already familiar to them
· Modeling
· Learn by watching
· Individual differences
· Different ways of learning: visual, verbal or tactile learners. Trainers should incorporate all forms into training. 
· Active practice and repetition
· Trainees should be given frequent opportunities to practice their job tasks in the way that they will ultimately be expected to perform them
· Whole-versus-part learning
· Most jobs and tasks can be broken down into parts that lend themselves to further analysis. If the task can be broken down successfully, iy probably shoud be broken down to facilitate learning otherwise, it should be taught as a unit. 
· Massed-versus-distributed learning
· Amount of time devoted to practice in one session
· Feedback and reinforcement
· Some feedback comes from trainees themselves via self-monitoring whereas other feedback comes from trainers and fellow trainees. 






Characteristics of Instructors
· Knowledge of subject
· Adaptability
· Sincerity
· Sense of humor
· Interest
· Clear instructions
· Individual assistance
· Enthusiasm

Phase 3: Implementing the Training Program
Training Methods for Non-managerial Employees
· On the Job Training (OJT)
· A method by which employees are given hands-on-experience with instructions from their supervisor or other trainer
· 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 work
· Cooperative Training
· training program that combines practical on-the-job experience with formal educational classes
· Internship Programs
· Programs jointly sponsored by colleges, universities, and other organizations tht offer students the opportunity to gain rea-life experiences while allowing them to find out how they will perform in work organizations
· Classroom Instructions
· Blended Learning: the use of multiple training methods to achieve the optimal learning on the part of trainees
· Programmed Instruction
· Self directed learning
· Audiovisual Methods
· Teleconfereing and videoconferencing allow an instruction program to be transmitted to many locations simultaneously and trainees to interact with one another
· Simulation Methods
· Allows trainees to practice without endangering the life of a patient (used for nurses and doctors)
· E-Learning
· Learning that takes place via electronic media




Methods for Management Development
· On-the-Job Experiences
· Coaching 
· Job Rotation
· Seminars and Conferences
· Case Studies
· Management Games and Simulations
· Role-Playing
· Behavior Modeling: an approach that demonstrates desired behavior and gives trainees the chance to practices and role-play those behaviours and receive feedback

Phase 4: Evaluating Training Program
· Criterion 1: Reactions
· Evaluating a training program by assessing participant’s reactions
· Tell you what they liked or didn't like, give insights to content and techniques they found most useful, critique instructors or make suggestions
· Criterion 2: Learning
· Testing the knowledge and skills of trainees before and after a training program will help determine their improvement
· Criterion 3: Behavior
· Transfer of Training: effective application of principles learned to what is required on the job
1. Feature identical elements
a. Having conditions in the training program come as close as possible to those on the job
2. Focus on general principles
a. When jobs change or the work environment  cannot be matched exactly, trainers often stress the general principles behind the training rather than focus on rote behaviour
3. Establish a climate for transfer
a. Managers need to support, reinforce and reward raines for applying the new skills or knowledge
4. Give employees transfer strategies
a. Particularly in settings that are not conductive to transfer, managers should also provide trainees with strategies and tactics for dealing with their transfer environment
· Criterion 4: Results, or Return on Investment (ROI)
· A company’s ROI refers to the benefits it derives from training its employees relative to the cost it incurs
· ROI = Results/Training Costs



Additional Topics in Training and Development
· Organization-wide training programs
· Orientation training
· The formal process of familiarizing new employees with the organization, their job and their work units
· Ex: orientation week 
· Onboarding
· The process of systematically socializing new employees to help them go “on board” with an organization
· Orientation with intent on really getting people on board
· Giving them the feeling of belonging
· Basic skills training
· Organization wide and determined where the needs are
· Team and cross-training Ethics Training	
· Cross Training: the process of training employees to do multiple jobs within an organization
· Preparing people to be able to do different jobs within the organization
· Ethical Training
· Becoming more pervasive
· Usually in organizations who have high ethical standards
Chapter 8
· Performance Management: the process of creating a work environment to which people can perform to the best of their abilities to meet a company’s goals
· 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
· Focal Performance Appraisal: an appraisal system in which all of an organization’s employees are reviewed at the same time of the tear rather than on the anniversaries of the individual hire dates

Why Appraisal Programs Sometimes Fail
1. Little face to face discussions between manager and employee
2. Relationship between employee’s job description and the criteria on the appraisal form is not clear
3. Managers feel that little benefit will be derived from the time and energy they spend on the process or are concerned only with bad performances
4. Managers dislike the face to face confrontation of appraisal interviews
5. Managers are not sufficient at rating employees or providing them with appraisal feedback
6. The judgmental role of appraisal conflicts with the helping role of developing employees
7. The appraisal is just a once a year event, there is little follow-up afterwards
Establishing Performance Standards
1. Strategic Relevance: performance standards linked to organizational goals and competencies
2. Criterion Deficiency: aspects of actual performance that are not measured
3. Criterion Contamination: elements that affect the appraisal measures that are not part of the actual performance
4. Reliability: measures that are consistent across raters and over time

Train Performance Appraisers
· Error of central tendency	
· Giving everyone the same rating
· Leniency of strictness errors
· Give A or F to everyone
· Recency errors
· Remember the most recent performance that stick in your mind
· Contrast error
· Similar to me error

Performance Appraisal Methods - Trait Methods
· Graphic Rating Scales: a trait approach to performance appraisal whereby each employee is rated according to a scale of characteristics
· Mixed Standard Scale: a trait approach to performance appraisal similar to other scale methods but based on comparison with (better than, equal to, or worse than) a standard
· Forced-Choice Method: a trait approach to performance appraisal that requires the rater to choose from statements designed to distinguish between successful and unsuccessful performance
· Essay Method: a trait approach to performance appraisal that requires the rater to compose a statement describing employee behavior

Behavioural Methods
· Critical Incident Method: an unusual event that denotes superior or inferior employee performance in some part of the job
· Behavioural Checklist Method: consists of having the rater check the statements on a list that the rater believes are characteristic of the employee’s performance or behavior 
· Behaviorally Anchored Rating Scale (BARS): a behavioural approach to performance appraisal that consists of a series of vertical scales, one for each important dimension of job performance
· Behaviour Observation Scale: a behavioural approach to performance appraisal that measures the frequency of observed behaviour



[bookmark: _GoBack]
Results Methods
· Productivity Measures – good for individual performance ex in sales
· Appraisals based on quantitative measures
· Management by Objectives (MBO): a philosophy of management that rates performance on the basis of employee achievement of goals set by mutual agreement of employee and manager
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