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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
The process: 
1) Mission, Vision, Values: 
a) Mission: the basic purpose of the organization as well as its scope of operations
b) Strategic Vision: a statement about where the company is going and what it can become in the future 
c) Core Values: the strong and enduring beliefs and principles that the company uses as a foundation for its decisions
2) Environmental Analysis
a) Environmental Scanning: systematic monitoring of the major external forces influencing the organization
b) Competitive Environment:
-Customers
-Substitutes
-Suppliers
-New Entrants
-Rival firms

3) Internal Analysis
a) Capabilities
-core capabilities: intergrated knowledge sets within a organization that distinguish it from its competitors and deliver value to customers
b) Composition
-Strategic Knowledge Workers: the group of workers who tend to have unique skills that are directly linked to the company’s strategy and are difficult to replace (useful and unique)
-Core Employees: this group of employees has skills that are quite valuable to a company but are not particularly unique or difficult to replace (useful and common)
-Supporting workers: group of workers with skills that are of less strategic value to the firm and are generally available  in the labour market  (tend to by hired from external agencies, on a contract basis) (not useful, common)
-Partners and complementary skills: group of individuals has skills that are unique but frequently are not directly relate to the company’s strategy (not useful, unique)
c) Culture
-cultural audits: audits of the culture and quality of work life in an organization
-Value-based hiring: the process of outlining the behaviours that exemplify a firm’s corporate culture and then hiring people who are a fit  for them
	 d) Forecasting: a critical element planning
	-Forecasting demand: 
Considerations: Product/service demand; economics; technology; financial resources;  absenteeism/turnover; organizational group; management philisophy
Techniques
		Quantitative Approaches: 
			-trend analysis: based on an organizationa index such as sales
		Qualitative Approaches
-management forecasts: opinions/judgements of supervisors, department managers, experts, or others knowlegable about the organizations future employment need
	-Forecasting supply:
External Considerations: demographic changes; education of workforce; labour mobility; governement policies; unemployment rate
Techniques: staffing tables; markov analysis; skills inventories; management inventories; replacement charts; sucession planning
-Staffing tables: graphic representations of all organizational jobs, along with the numbers of employees currently occupying those jobs and future requirements
-Markov analysis: a method for tracking the pattern of employee movements through various jobs
-Quality of fill: metric designed to measure how well new hires are performing on the job
-Skills inventories: files of personnel education, experience, interests, and skills that allow managers to quickly match job openings with employee backgrounds (there can also be management inventories, which tracks the data about managers)
-replacement charts: listings of current jobholders and people who are potential replacements if an opening occurs
-sucession planning: the process of identifying, developing, and tracking key individuals for executive positions
	Gap Analysis
-Human capital readiness: the process of evaluating the availability of critical talent in a company and comparing it to the firms supply
4) Formulating Strategy
a) SWOT analysis: a comparison of strengths, weaknesses, opportunities, and threats for strategy formulation purposes
b) Corporate Strategy:
-Growth and Diversification
-Mergers and Acquisitions
-Strategic Alliances and Joint Ventures
c) 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
-Low cost strategy: compete on productivity and efficiency
-Differentiation strategy: compete on value added
d) Functional Strategy : 
-Vertical Fit/Alignment: focuses on  the connection between business objectivies and the major initiatives of the HR department
-Horizontal Fit/Alignment: alignement of HR policies with one another
	5) Strategy Implementation: 
	a) Reconcile Supply and Demand: if we have a surplus : 
	-Attrition : natural departure of employees through quits, retirements, deaths
-Hiring Freeze: practice whereby new workers are not hired as planned, and people who have left are not replaced
-Termination: practice initiated by an employer to separate an employee from the organization permenantly (we know this as a layoff)
-Severance pay: lump sum payment given to terminated employees
6) Evaluation and assessment: 
a) Benchmarking: process of comparing the organizations proceses and practices to those of other companies
b)Balanced Scorecard (BSC): measurement framework that helps managers translate goals into operational objectives. 
c) Organizational capabilities: the capability of an org to act and change in pursuit of sustainable competitive advantage
Chapter 3: Equity and Diversity in Human Resources 
Employment Equity: employement of individuals in a fair and nonbiased manner
Designated groups: women, visible minorities, aboriginal people, and persons with disabilities, who have been disadvantaged in employement
Canadian Charter of Rights and Freedoms, Human Rights Act
*Employement equity laws fall under the jurisdiction of the province, unless the job falls under a federally regulated industry such as banking, or the job is for the government.
The CHRA deals with complaints, which is found to be true, can have expensive repurcussions (up to 50,000) Provincial laws also deal with complaints, which are filed to the Human Rights Tribunal.
Pay Equality: (in which employers are required to pay women the same as men doing the same job) is required by law in every jurisdiction in Canada. Focuses on fair pay for women. 
Pay Equity: is about fair pay for entire occupations, which are dissimilar, within an organization, such as comparing nurses, to electricians. Pay equity is required of all federally regulated employers. Some provinces have pay equity legislation (Ontario for example)
Employment Equity Act means that employers must: 
· Provide employees with a questionnaire that allows them to indicate whether they belong to one of the four designated groups (Women, people with disabilities, minorities, aboriginal)
· Identify jobs where the percentage of members of designated groups falls below their availability in the job market. 
· Communicate the information on employment equity with its employees an consult and collaborate with employee reps
· Identify possible barriers in existing employment systems that may be limiting the employment opportunities of members in designated groups
· Develop an employment equity plan
· Make reasonable efforts to implement the plan
· Monitor, review, revise
· Prepare an annual report on data and activities related to employment equity

	-
Implementation of employment equity in the organization:
1) Step 1: Senior Management Commitment
-Someone should be put in charge of this function
2) Data Collection and Analysis
-Stock data: data showing the status of designated groups in occupational categories and compensation levels
-Flow data: data that provides a profile of the employment decisions affecting designated groups
-underutilization: term applied to designated groups that are not utilized or represented in the employer’s workforce proportional to their numbers in the labour market
-Concentration: term applied to designated groups whose numbers in a particular occupation or leve are high relative to their numbers in the labour market
3) Employment System review
-Systemic Discrimination: the exclusion of members of certain groups through the application of employement policies or practices based on criteria that are not job related
-Reasonable Accomodation: attempt by employers to adjust the working conditiond or schedules of employees with disabilities or religious preferences
4) Establish a Workplan
5) Implementation
6) Evaluation, Monitoring, and Revision
-Sexual Harassment: unwelcome advances, requests for sexual favours, and other verbal or physical conduct of a sexual nature in the working environment
Diversity Management:  Optimization of an organizations multicultural workforce to reach business objectives
Creating an environment for success by transforming the org. culture. : 
1) Culture: 
a) Org. Wide Image:
-Org fosters mutual respect
-Org fosters feeling of belonging
-Corporate wide diversity training
-Differences are respected
b) Concern for Equality
-Equal respect for miniorities and majority
-Equal performance expectations
-Equal rewards
-Equal pay and income
2) Opportunity
a) Career dev. 
-promotion of multicultural employees
-Opportunity for dev for new skills
-Preference to minorities for promotion
-Access to top management positions
b) Hiring Practices
-Active recruitment and hiring of multicultural employees
-Equal Opportunities for minorities
-Employment equity program 
3) Leadership
a) Management Practices
-Take all employees seriously 
-recognize the capabilities of all employees
-Communicate effectively with all employees
-Value a diverse work group
-Respect cultural beliefs and needs
-Accept non-english-speaking employees
Why Diversity :
1) Better Utilization of Talent
2) Increased Marketplace Understanding
3) Enhanced creativity
4) Increased quality of team problem solllk,
5) 
Job: group of related activities and duties 
Position: different duties and responsibilities performed by only one employee
Job family: group of individual jobs with similar characteristics
Job specification: statement of the needed knowledge, skills, and abilities of the person who is able to perform the job (part of recruitment)
Job description: a statement of the tasks, duties, and responsibilities of a job to be performed (part of selection)
Other functions: training and development, performance appraisal, compensation management, legal compliance
Job Analysis: the processs of obtaining information about jobs by determining the duties, tasks, or activities of the job
-Gathering job information:
1) Interviews
2) Questionnaires
3) Observation
4) Diaries
-Controlling the accuracy of job information:
1) NOC: national occupational classification is compiled by the federal government, with the purpose of complilining, analysing, and communicating information about occupations. This information can be used for employment equity, HR planning, as well as occupational supply/demand forecasts
Approaches to JA:
1) Position Analysis Questionnaire (PAQ): questionnaire covering 194 different tasks that, by means of a five-point scale, seeks to determine the degree to which different tasks are involved in performing a particular job
2) Critical Incident Method: JA method by which important job tasks are identified for job success
3) Task inventory analysis: an organization specific list of tasks and their descriptions used as a basis to identify components of a job
4) Competency based appraoch: relies on building job profiles that look at the responsibilities and activities of jobs, as well as the competencies necessary to perform well. 
5) HRIS and Job analysis: an HR information system can aid JA. The system will contain tasks, and can be used to aid job appraisal, as well as compensation analysis
Job descriptions: 
1) Job titles (should indicate duties, level in hierachy)
2) Job indentification Section (department, reporting, date of last revision
3) Job duties/Essential function section (statements typically organized by importance)
4) Job specification Section (skills required to perform the job and physical demands)
Job Design : an outgrow of job analysis that improves jobs through technological and human considerations to enhance organization efficiency and employee job satisfaction. 
Basis for job design: 
1) Organizational objectives for the job, including tasks, duties, and responsibilities to be performed 
2) Ergonomic considerations involving human capabilities and limitations
3) Behavioural concerns reflected in the different talents, abilities, and skills of employees
4) Industrial engineering concerns centring on efficient production processes and work-method improvements
Job enrichment: enhancing a job by adding more meaningful tasks and duties to make the work more satisfying or rewarding
Job Characteristics Model JCM: job design theory that purpots that three psychological states, (experiencing meaningfulness of the work performed, responsibility for the work outcomes, and knowledge of the work performed) of a jobholder result in improved work performance, internal motivation, and lower absenteeism and turnover
1) Variety
2) Identity
3) Significance
4) Autonomy
5) Feedback
Employee empowerement: granting employees power to initiate change, thereby encouraging them to take charge of what they do.
Industrial Engineering: field of study concerned with analyzing work methods and establishing time standards
Ergonomics: interdisciplinary approach to designing equipment and systems that can be easily and efficiently used by human beings
Employeee Involvement groups: groups of employees who meet to resolve problems or offer suggestions for organizational improvement
Employee teams: an employee contribution technique whereby work functions are structured for groups rather than individuals and team members are given discretion in matters traditionally considered management perogatives, such as process improvements, product or service development, and individual work assignments
Virtual Team: A team with widely dispersed members linked together through computer and telecommunications technology
Flextime : flexible working hours that permit employees the option of choosing daily starting and quitting times provided that they work a set number of hours per day or week
Job Sharing: the arrangement whereby two part time employees perform a job that otherwise would be held by one fulltime employee
Telecommuting : use of personal computers, networks, and other communications technology to do work in the home that is traditionally done in the workplace
Chapter 5: Branding the Talent Pool: Recruitment and Careers: 
Employee Profile: a profile of a worker developed by studying an organizations top performers to recruit similar people
Recruiting Process Outsourcing (RPO): The practice of outsourcing an organization’s recruiting function to an outside firm
Internal: Labour Market in which workers are hired into entry-level jobs and higher levels are filled from within 
Global Sourcing : business practice of searching for and utilizing goods and services from around the world
Branding: a company efforts to help existing and prospective workers understand why it is desirable place to work
9-box grid: comparative diagram that includes appraisal and assessment data to allow managers to easily see an employees actual and potential performance
Passive Job Seekers: people who are not looking for jobs but could be persuaded to take new ones given the right opportunity
Nepotism: preference of hiring relatives of current employees
Rerecruiting: process of keeping track of and maintaining relationships with former employees to see if they would be willing to return to the firm
Employee Leasing: the process of dismissing employees who are then hired by a leasing company (which handles all HR related activities) and contracting with that company to lease back the employees
Realistic Job Preview: informing applicants about all aspects of the job, including desirable and undesirable facets
Quality of fill: quality of hire: [PR(average job performance rating) + HP(percentage of new hires reaching acceptable productivity within an acceptable time frame) + HR(percentage of new hires retained for one year)]/N(number of indicators)
Time-to-fill metric: the number of days from when a job opening is approved to the date the candidate Is selected
Yield Ratio: the percentage of applicants from a recruitment source that make it to the next stage of the selection process
Applicant Tracking System (ATS): software application recruiters use to post job openings, screen resumes, contact potential employees via email, and track the time and costs related to hiring people
Job Progression: Hierarchy of jobs a new employee might experience, ranging from a starting a job to jobs that sucessfully require more knowledge and or/skill
Career paths: lines of advancement in an occupational field within an organization
Promotion: change of assignment to a job at a higher level in the organization
Transfer: placement of an individual in another job for which the duties, responsibilities, status and remuneration are approximatly equal to that of the previous job
Relocation services: services provided to an employee who is transferred to a new location, which might include help moving, selling a home, orienting to a new culture, and/or learning a new language
Outplacement services: services provided by organizations to help terminated employees to find a new job
Career Plateau: situation in which, for either organizational or personal reasons, the probability of moving up the career ladder is low
Sabbatical: an extended period of time in which an employee leaves an organization to pursue other activities, and later returns to his or her job
Career Counselling: Process of discussing with employees their current job activities and performance, personal and career interests and goals, personal skills, and suitable career development objectives
Fast-Track Program: a program that encourages new managers with high potential to remain with the organization by enabling them to advance more rapidly then those with less potential 
Mentors: individuals who coach, advise, and encourage individuals of lesser rank
Career Networking: the process of establishing mutually beneficial relationships with other business people including potential clients 
Chapter 6 : Employee Selection :
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
Validity: the degree to which a test or selection procedure measures a person’s attributes
Selection Process :
1) Completion of application 
2) Initial interview in HR department
3) Employement Testing (aptitude, achievement)
4) Background investigation
5) Preliminary Selection in HR department
6) Supervisor/Team interview
7) Hiring Decision
Video resumes: short video clips that highlight applicants qualifications beyond what they can communicate on their resume
Application forms usually include: date, educational background, experience, arrests and criminal convictions, country of citizenship, references, disabilities
Nondirective interviews: interview in which the applicant is allowed the maximum amount of freedom in determining the course of the discussion, while the interviewer carefully refrains from influencing the applicants remarks
Structured interview: interview in which a set of standardized questions with an established set of answers is used
Situational interview: in which an applicant is given a hypothetical incident and asked how he or she would respond to it
Behavioural description interview (BDI): in which an applicant is asked questions about what he or she did in a given situation
Interviewer training:
1) Understand the job
2) Establish an interview plan
3) Establish and maintain rapport, and listen actively
4) Pay attention to non verbal cues
5) Use questions effectively
6) Separate facts from inferences
7) Recognize biases and stereotypes
8) Proivde information freely and honestly
9) Avoid the “halo” error (judging based on one single point)
10) Control the course of the interview
11) Standardize the questions asked
What are some subjects to be careful about?
1) Name  (changes)
2) Address (outside of country)
3) Sex
4) Marital Status
5) Age
6) Family Status
7) National or Ethnic Origin
8) Military service
9) Language
10) Race or colour
11) Photographs
12) Religion
13) Height or Weight
14) Disability
15) Medical Information
16) Pardoned Convicction
17) Sexual orientation
18) References
Pre-employement test: objective and standardized measure of a sample behaviour that is used to gauge a persons knowledge, skills, abilities, or other characteristics, relative to others
Assessment centre:  process by which individuals are evaluated as they participate in a series of situations that ressemble what they might need to handle the job
1) In-Basket exercises: method used to simulate a problem situation. Participants are given several documents, each describing a problem or situation requiring immediate response. They are thus foreced to make decisions under pressure, and prioritize
2) Leaderless group discussions: with this activity, trainees are gathered in a conerence setting to discuss an assigned topic, wither with or without designated team roles. Participants are given little to no instruction. This evaluates leadership skills, initiative, and ability to work in a group setting
3) Role-playing: exercise might involve preparing for and engaging in a customer meeting, or a team leader meeting with ones subordinates. A trained assessor assesses participant using a structured rating scale. 
4) Behavioural interviews: what would you do in certain situations.
Cognitive Ability Test: measure the mental capabilities (general intelligence, verbal fluency, numerical ability, reasoning ability)
Biodata tests: collect biographical information about candidates
Personality and interest inventories: (CANOE)
Determining the validity of tests:
1) Criterion related validity: the extent to which a selection tool predicts, or significantly correlates with, important elements of work behaviour
2) Concurrent validity: the extent to which test scores, match criterion data obtained at about the same time from current employees
3) Predictive Validity: extent to which applicants test scores match criterion data obtained from those applicants/employees after they have been on the job for a indefinite period
4) Cross-Validity: verifying the results obtained from a validation study by administerting a test or test battery to a different sample 
5) Content validity: extent to which a selection instrument, such as a test, adequatly samples the knowledge and skills needed to perform a particular job
6) Contruct validity: the extent to which a selectgion tool measuresw the theoretical construct or trait
Decision Making Strategies: 
1) Compensatory Model: selection decision model in which a high score in one area can make up for a low score in another
2) Multiple cutoff model: selection decision model that requires an applicant to achieve a minimum level of proficiency on all selection dimensions
3) Multiple hurdle model: sequential strategy in which only the applicants with the highest scores at an initial test stage go on to subsequent test stages
Selection Ratio: number of applicants compared to the number of people hired. 
Chapter 7 : training and development:
Phase 1 : needs assessment
Phase 2: Design
Phase 3: Implementation
Phase 4: Evaluation
Chief learning officer: high ranking manager directly responsible for fostering employee learning and development within the organization
Organization analysis: examination of the environment, strategies, and resources of the organization to determine where training emphasis should be placed
Task Analysis: process of determining what the content of the training program should be on the basis of a study of the tasks and duties involved
Competency assessement: analysis of the sets of skills and knowledge needed for decision oriented and knowledge intensive jobs
Person Analysis: determination of the specific individuals who need training
Instructional objectives: desired outcomes of a training program
Principles of learning: 
1) Goal Setting
2) Meaningfulness of presentation
3) Modelling
4) Individual differences
5) Active practice and repitition
6) Whole-Versus-Part Learning
7) Massed-versus-distributed learning
8) Feedback and reinforcement
Behaviour modification: a technique that operates on the principle that behaviour that is rewarded, or positively reinforced, will be exhibited more frequently in the future, whereas behaviour that is penalized or unrewarded will decrease in frequency
Spot rewards: programs that award employees  “on the spot” when they do something particularly well during training or on the job
Characteristics of Instructors:
1) Knowledge of the subject
2) Adaptability
3) Sincerity
4) Sense of Humor
5) Interest
6) Clear instructions
7) Individual assistance
8) Enthusiasm
On the job training (OTJ) : method by which employees are given hands on experience with instructions from their supervisor or other trainer (EX an other employee)
Apprenticeship training: system of training in which a worker entering the skilled trades is given thorough instruction and experience, both on and off the job, in practical and theoretical aspects of the job
Cooperative training: traininf program that combines practical on the job experience with formal educational classes
Internship programs: programs that jointly sponsored by colleges, universities, and other organizations that offer students the opportunity to gain real life experience while allowing them to find out how they will perform in work organizations. 
Blended training: use of multiple training methods to achieve optimal learning
Audio-visual method: for example, uses video recordings, teleconferencing, etc
Simulation method: appropriate for situations in which it would be unpractical or unwise to train employees on the actual equipement, ex doctors
e-Learning: learning that takes place via electronic media
Just-in-time training: training delivered to trainees when and where they need it to do their jobs, usually via computer or on the internet. 
Learning management system (LMS):  on-line system that provides a variety of assessment, communicatio, teaching, and learning opportunities
Delivery method of training:  *can be face to face, online, blended*
1) Instructor led
2) Self-paced
3) Collaborative 
On-the job experience:
1) Coaching: involves a continuing flow of instructions, comments, and suggestions from manager to subordinate
2) Understudy assignments: groom an individual to take over a manager’s job by providing experience in handling important functions of the job
3) Job rotation/lateral transfers : provides through a variety of work experiences, the broadened knowledge and understanding required to manage more effectively
4) Special projects/junior boards: provide an opportunity for individuals to study current organizational problems, make decisions, and work on a new initiatives
5) Action Learning: training method whereby trainees work full time on projects with others in the organization, and then discuss with them the aspects that went right and wrong. In some cases, action learning, is combined with classroom instruction, conferences, and other types of blended learning 
6) Managerial staff meeting: enable participants to become more familiar with problems and events occuring outside their immediate areas by exposing them to the ideas and thinking of other managers
7) Planned career progressions: utilize all of these different methods to provide employees with the training and development necessary to progress through a series of jobs requiring higher and higher levels of knowledge/skills
Seminars and conferences: useful for bringing groups of people together for training and development. Communicate ideas, policies, procedures, have debates/discussions
Case studies: useful in classroom learning situations, uses documented examples, allows people to learn how to analyze, improve decision making skills
Management games and simulations: managers make a series of decisions affecting a hypothetical company
Behaviour Modelling: an approach that demonstrates desired behaviour and gives trainees the chance to practice and role-play those behaviours and receive feedback
Criterion for evaluting training programs: 
1) Reactions
2) Learning
3) Behaviour
4) Results (ROI)
Transfer of training: effective application of principles learned to what is required on the job
Benchmarking: the process of measuring ones own services and practices against those of recognized leaders to identify areas for improvement
Orientation: the formal process of familiarizing new employees with the organization, their jobs, and their work units. Leads to: 
1) Lower turnover
2) Increased productivity
3) Improved employee morale
4) Lower recruiting and training costs
5) Facilitation of learning
6) Reduction of the new employees anxiety
Onboarding : process of systemically socializing new employees to help them get on board with an organization 
Basic skill training
Crosstraining: the process of training employees to do multiple jobs within an organization
Chief ethics officer: high ranking manager directly responsible for fostering the ethical climate within a firm
Chapter 8: Performance Management and the Employee Appraisal Process
Performance Management: the process of creating a work environment in which people can perform to the best of their abilities 
Performance Appraisals: 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
Steps:
1) Goals set to align with higher level goals
2) Behavioural expectations and standards set and then aligned with employee and organization goals
3) Ongoing performance feedback provided during cycle
4) Performance appraised by manager
5) Formal review session conducted
6) Hr decision making (promotion, pay, etc.)
Ongoing performance feedback: 
1) Give specific examples of desirable and undesirable behaviours
2) Focus feedback on behaviour, not the person
3) Frame the feedback in turns of helping the employee be successful
4) Direct the feedback towards behaviours the employee can control
5) Feedback should be timely
6) Limit the feedback to the amount the employee can process
7) Use active communication skills and confirm that employee is engaged in conversation
Focal Performance Appraisal: appraisal system in which all of an organization’s employees are reviewed at the same time of the year
Purposes of performance appraisals:
a) Developmental
· Provide feedback
· Identify strengths and weaknesses
· Recognize achievements
· Identify goals
· Evaluate goal achievement
· Indentify training needs
· Determine organization wide training needs
· Reinforce authority structure
· Allow employees to discuss concerns
· Improve communication
· Provide a forum for leaders to help employees
b) Administrative
· Document persona decisions
· Promote employees
· Determine transfers and assignments
· Identify performance problems and develop ways to correct them
· Makes retention, termination, and layoff decisions
· Validate selection criteria
· Meet legal requirements 
· Evaluate training programs/progress
· Assist HR planning 
· Make reward and compensation decisions
Why do performance appraisals fail:
· Inadequate preperation on the part of the manager
· Employee is not given clear objectives at the beginning of the performance period
· Manager may not be able to observe performance or have all the information
· Performance standards may not be clear
· Inconsistency in ratings among supervisors
· Manager rating personality rather than performance
· Halo effect, contrast effect, etc. 
· Innapropriate time span
· Overemphasis on uncharacteristic performance
· Inflated ratings because managers do not want to give bad news
· Organizational politics or personal relationships cloud judgement
· No thourough discussion of causes of performance issues
· Manager may not be trained at evaluating or giving feedback
· No follow-up coaching after the evaluation
Criterion Contamination: elements that affect the appraisal measures that are not part of the actual performance
Strategic Relevance: performance standards linked to organizational goals and competency
Reliability: measures that are consistent across raters over time
Criterion Deficiency: aspects of actual performance that are not measured
Calibration: process whereby managers meet to discuss the performance of individual employees to ensure that their employee appraisals are in line with one another
Sources of appraisal: 
· Superior
· Peers
· Suppliers
· Customers
· Subordinates
· Self
· Vendors
· Team members
Manager and or supervisor appraisal: P.A. done by an employee’s manager and often reviewed by a manager one level higher
Self-Appraisal: P.A. one by the employee being evaluated, generally on an appraisal form completed by the employee, prior to the interview
Subordinate appraisal: P.A. of a superior by an employee, which is more appropriate for developmental than for administrative purposes
Peer Appraisals: P.A. by fellow employees, generally on forms that are compiled into a single profile for use in the perf. Interview, conducted by the manager
Team Appraisal: based on total quality management concepts, that recognizes team accomplishments rather than individual performance
Customer Appraisal: P.A. that is based on total quality management concepts, seeks evaluations from both external and internal customers. 
360 degree appraisal
1) Pros:
· Comprehensive
· High qual. Of information
· Total qual management
· Less bias 
· Feedback from peers = increased development
2) Cons: 
· Complexity
· Intimidating, feeling “ganged up” on
· Conflicting points of view
· Training
· “gaming” (giving invalid evaluations”
· Appraisers may not be accountable (anonymity)
Graphic Rating Scale Method: a trait to performance appraisal whereby each employee is rated according to a scalew of characteristics
Mixed-Standard Scale Method: 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:  a trait approach to performance appraisal that requires the rater to choose from statements designed to distinguish between sucessful and unsuccessful performance. 
Essay Method: a trait approach to performance appraisal that requires that rater to compose a statement describing employee behaviour
Critical Incident: unusual event that denotes superior or inferior employee performance in some part of the job
BARS: behavioural approach to performance appraisal that consists of a series of vertical scales, one for each important dimension of job performance. 
Behaviour Observation Scale (BOS): behaviour approach to performance appraisal that measures the frequency of observed behaviour
Management by Objectives (MBO): a philosophy of management that rates performance on the basis employee achievement of goals  set by mutual agreement of employee and manager 
1) Organization goals and metrics
2) Department goals and metrics
3) A) supervisor lists g and m to subordinate, B) sub. Propose g and m
4) Mutual agreement of g and m 
5) A) inappropriate goals/metrics deleted B) new inputs provided (Interim interview)
6) Final review
7) Review of org. performance
Balanced Scorecard: can be used to appraise individual employees, teams, business units, and the corporation itself
Different kinds of interviews:
1) Tell and sell
2) Tell and listen
3) Problem-solving interview
Chapter 9: Managing Compensation 
Compensation has three main components: 
1) Direct Comp. :
· Wages/salaries
· Incentives
· Bonuses
· Commision
2) Indirect Comp. :
· benefits
3) Non-Financial Comp. :
· Employee recognition programs
· Rewarding jobs
· Organizational support
· Work environment
· Flexible work hours/ accomodation of personal needs
Employment practices are provincial jurisdiction, employments standards act
Goals of strategic compensation policy:
1) To reward employee’s past performance
2) To remain competitive in the labour market
3) To maintain salary equity between employees 
4) To mest employee’s future performance with organizational goals
5) To control compensation budget
6) To attract new employees
7) To reduce uneccessary turnover
Equity theory: Pay constitutes a quantitative measure of an employee’s relative worth, and affects their standard of living, status and level of recognition. According to the theory, pay must be perceived as fairly proportionate to an employees contributions/inputs. (Remember OB), employees compare themselves to others. “referent other” 
Expectancy theory: predicts that ones level of motivation depends on the attractiveness of the rewards sought and the probability of obtaining those rewards.
Hourly work: work paid on an hourly basis
Piecework: work paid according to the number of units produced. 
Over time: in canada, we say supervisory vs nonsupervisory (the second being eligible for over time pay) 
Wage/Pay mix: 
a) Internal factors
· Compensation strategy of org
· Pay policies about internal wage relationships among jobs and skill levels
· Policy about external competition
· Policy about rewarding performance with pay
· Administrative decisions concerning elements such as OT, payment periods
· Worth of job
· Job evaluation
· Employees relative worth
· Employers ability to pay
b) External Factors
· Conditions in the labour market
· Area wage rates
· Cost of living
· Collective bargaining agreements
· Legal requirements
Consumer Price Index (CPI): measure of the average change in prices over time in a fixed “market basket” of goods and services
Escalator Clause: clauses in collective agreements that provide for quarterly cost of living adjustements in wages base on cpi
Real wages: wages increases larger than the rise in the cpi, that is, the real earning power of wages
Job evaluation: systematic process of determining the relative worth of jobs to establish which jobs should be paid more than others within an org. 
Job ranking system: simplest and oldest system of job evaluation in 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.  (uses points manual)
Work valuation: a job evaluation system that seeks to measure a jobs worth through its value to the organization
Hay profile method: a job evaluation technique using three factors (knowledge, mental activity, accountability) to evaluate executive and managerial positions. 
Wage and salary survey: survey of the wages paid to employees of the surveying organization’s relevant labour market
· Collecting survey data
· HRIS and salary surveys
· Employer initiated surveys
 Wage curve: a curve in a scattergram 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
Red circle rates: payment rates above the maximum of the pay range
Broadbanding: collapses many traditional salary grades into a few wide salary bands
Competence based pay: pay based on an employees skill level, variety of skills possessed, and increased job knowledge
Pay Equity: equal pay for work of equal value
Wage-rate compression: compression of differentias between job classes, particularly the differential between management and hourly workers
Chapter 9: Managing Compensation 
Compensation has three main components: 
4) Direct Comp. :
· Wages/salaries
· Incentives
· Bonuses
· Commision
5) Indirect Comp. :
· benefits
6) Non-Financial Comp. :
· Employee recognition programs
· Rewarding jobs
· Organizational support
· Work environment
· Flexible work hours/ accomodation of personal needs
Employment practices are provincial jurisdiction, employments standards act
Goals of strategic compensation policy:
8) To reward employee’s past performance
9) To remain competitive in the labour market
10) To maintain salary equity between employees 
11) To mest employee’s future performance with organizational goals
12) To control compensation budget
13) To attract new employees
14) To reduce uneccessary turnover
Equity theory: Pay constitutes a quantitative measure of an employee’s relative worth, and affects their standard of living, status and level of recognition. According to the theory, pay must be perceived as fairly proportionate to an employees contributions/inputs. (Remember OB), employees compare themselves to others. “referent other” 
Expectancy theory: predicts that ones level of motivation depends on the attractiveness of the rewards sought and the probability of obtaining those rewards.
Hourly work: work paid on an hourly basis
Piecework: work paid according to the number of units produced. 
Over time: in canada, we say supervisory vs nonsupervisory (the second being eligible for over time pay) 
Wage/Pay mix: 
c) Internal factors
· Compensation strategy of org
· Pay policies about internal wage relationships among jobs and skill levels
· Policy about external competition
· Policy about rewarding performance with pay
· Administrative decisions concerning elements such as OT, payment periods
· Worth of job
· Job evaluation
· Employees relative worth
· Employers ability to pay
d) External Factors
· Conditions in the labour market
· Area wage rates
· Cost of living
· Collective bargaining agreements
· Legal requirements
Consumer Price Index (CPI): measure of the average change in prices over time in a fixed “market basket” of goods and services
Escalator Clause: clauses in collective agreements that provide for quarterly cost of living adjustements in wages base on cpi
Real wages: wages increases larger than the rise in the cpi, that is, the real earning power of wages
Job evaluation: systematic process of determining the relative worth of jobs to establish which jobs should be paid more than others within an org. 
Job ranking system: simplest and oldest system of job evaluation in 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.  (uses points manual)
Work valuation: a job evaluation system that seeks to measure a jobs worth through its value to the organization
Hay profile method: a job evaluation technique using three factors (knowledge, mental activity, accountability) to evaluate executive and managerial positions. 
Wage and salary survey: survey of the wages paid to employees of the surveying organization’s relevant labour market
· Collecting survey data
· HRIS and salary surveys
· Employer initiated surveys
 Wage curve: a curve in a scattergram 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
Red circle rates: payment rates above the maximum of the pay range
Broadbanding: collapses many traditional salary grades into a few wide salary bands
Competence based pay: pay based on an employees skill level, variety of skills possessed, and increased job knowledge
Pay Equity: equal pay for work of equal value
Wage-rate compression: compression of differentias between job classes, particularly the differential between management and hourly workers
Chapter 11: Employee Benefits

Requirements for an effective benefits program:

1) Strategic Benefits Planning
· Improve employee work satisfaction 
· Meet employee health and security requirements
· Attract and motivate employees
· Retain top-performing employees
· Maintain a favourable competitve position
2) Allowing for Employee Involvement
· Establish the need for a benefit
3) Benefits for a diverse workforce
· More family oriented
4) Providing for Flexibility
· Flexible benefits plans(cafeteria plans): benefits 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
· Benefits selctions adapt to consistantly changinh (diversified) workforce
· Employees gain greater understanding of the benefits offered to them and the cost incurred
· Employers maximize the psychological value of their benefits program by paying only for the highly desired benefits
· Employers limit benefit costs by allowing employees to “buy” benefits up to a maximum amount
· Employers gain competitive advantage in the recruiting and retention of employees
· Disadvantages: 
· Poor employee benefits selection results in unwanted financial costs
· There are certain added costs to establishing and maintaining the flexible plan
· Employees may choose benefits of high use to them that might increase employer premium costs
Communicating benefits information: 
· It is the employers responsibility to inform the employees
· 
1) In house publications
2) Group meetings, training classes
3) Online modules
4) Bulletin boards 
5) Payroll inserts/pay stub messages
6) Specialty brochures 

Workers compensation insurance: insurance provided to workers to defray the loss of income and cost of treatment resulting from work related injuries or illness
Compensation: base comp. variable comp. benefits, retirement, governement bens
Hris: human resources information system: improve cost, efficiency, accuracy
Severance pay: a lump sum payment given to terminated employees by an employer at the time of an employer initiated termination
Silver Handshake: an early retirement incentive in the form of increased pension benefits for several years or a cash bonus
Payment for time not worked
1) Vacations with pay
2) Paid holidays
3) Sick leave
4) Severance pay
Pension Plans: 
1) Contributory Plan: pension plan in which contributions are made jointly by employer and employee
2) Noncontributory plan: pension in which contributions are made solely by the employer
3) Defined-benefits plan: a pension plan in which the amount an employee is to receive on retirement is specifically set forth
4) Defined contribution plan: a pension plan that established the basis on which an employer will contribute to a pension fund
Vest: a guarantee of accrued benefits to participants in at a retirement age, regardless of their employment status at the time
Pension Portability: basically the ability to either keep funds in the existing pension plan once you leave a job, or move them to a locked rrsp in the new employers plan
Pension Funds:
· Trusted plan: the pension contributions are placed in a trust fund
· Insured plan: contributions are used to purchase insurance annuities

Employee assistance programs (EAPs): services provided by employers to help workers cope with a wide variety of probkems that interfere with the way they perform their jobs
Eldercare: care provided to an elderly relative by an employee who remains actively at work
Chapter 12: Promoting safety and health

Occupational injury: any cut, fracture, sprain, or amputation resulting from a workplace accident or from exposure involving an accident in the work environment
Occupational illness: any abnormal condition or disorder, other than one resulting from an occupational injury, caused by exposure to environmental factors associated with employement
Acts to keep in mind:
1) Canada Labour Code
2) Occupational Health and Safety Act (ontario)

Industrial Disease: a disease resulting from exposure to a substance relating to a particular process, trade, or occupation in the industry
Workers compensation: 
1) If disability is permanent, cash payout
2) If worker can no longer make the same amount of money, wage loss payments
3) Unlimited medical aid is provided, vocational rehabilitation, physical, social, psychological
4) Goal is to return the employee to his or her job as soon as possible
5) Emphasis on safety environment

Penalties for employer noncompliance: fines up to $500,000
Creating a culture of safety: 
· Interviewing for safety
· The key role of the supevisor
· Proactive Safety Training Program
1) First aid
2) Defensive training
3) Accident prevention technique
4) Hazardous materials
5) Emergency procedures
· Enforcing Safety Rules
· Investigating and recording accidents

Steps in a successful safety incentive program
1) Obtain full support and involvement of management by providing cost benefits
2) Review current injury and health statistics to determine where change is needed
3) Decide on a program of action and set an appropriate budget
4) Select a realistic safety goals, such as reducing accidents by a set percentage, improving safety suggestions, or achieving a length of time without lost-time injury. Communicate objectives to everyone involved
5) Select incentive rewards on the basis of their attractiveness to employees and their fit in your budget
6) Develop a program that is both interesting and fun
7) Communicate continually the success of your program 
8) Reward safety gains immediately

Safety hazards and issues: 
· Fatigue
· Distracted driving
· Workplace violence
· Threatening behaviour
· Verbal or written threats
· Harassement 
· Verbal abuse
· Physical attacks
· 
· Workplace emergencies
· Emergency action plan: a plan an organization develops that contains step by step procedures for dealing with various emergency situations
· Crisis management
· Cumulative Trauma Disorders: injuries involving tendons of the fingers, hands, and arms that become inflammed from repeated stresses and strains\
· Computer workstation issues
· Visual difficulties
· Muscular aches and pains
· Job stress
· Chemical Hazards
Depression: negative emotional state marked by feelings of low spirits, gloominess, sadness, and loss of pleasure in ordinary activities
Stress: any adjustive demand caused by physical, mental or emotional factors that require coping behaviour
Eustress: positive stress that accompanies achievement and exhiliration
Distress: harmful stress characterized by a loss of feelings of security and adequacy
Burnout: the most severe stage of distress, manifesting itself in depression, frustration, and loss of productivity
Coping with stress:
1) Relaxation techniques
2) Coping skills
3) Listening skills
Chapter 13: Employee Rights and discipline

Common law of employement: the body of case law in which courts interpret employement contracts and legal principles taken from those cases that guide the interpretation of employment contracts

Implied contract terms: terms judges read into employement contracts when the written contract does not expressly deal with the matter
· Obligation of employer and employee to provide reasonable notice that they are terminating the contract
· Obligation of the employer to maintain a safe workplace
· Obligation of the employer to treat employees with dignity, civility, respect, decency
· Obl. On the employee to serve loyaly and with fidelity
· Obl. On the employee to perform competently
· Obl on the employee to advance the companies interest
· Obl. On the employee to avoid insubordination and insolence

Collective agreement: an employment contract between an employer and a union that sets out the terms of employment of a group of the employers employees, represented by the union

Labour arbitrator: a person assigned to interpret and decide disputes (“grievances”) about the meaning, interpretation, and application of a collective agreement governing employees in a unionized workplace

Constructive dismissal: when an employer commits a fundamental breach of contract, such as unilateraly changing key terms of the contract, the employee can treat the breach as termination

To change terms of contract, employer must: 
1) Obtain the employees agreement to the change an provide the employee with some new consideration/benefit
2) Terminate the employment contract in its entirety by giving the required notice, then offer a new contract with revised terms. 

Summary dismissal: when a nonunion 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 that derive from government legislation

Disciplinary Model: 
1) Organization discipline policy 
2) Definition of discipline
3) Violation of organizational rules
4) Investifation of employee offence
5) Disciplinary interview
6) Progressive discipline
7) Due process
8) Just cause
9) Discharge

Progressive discipline: application of corrective measures by increasing degrees (oral warning, written, suspension, termination). Leads to:
· Employees always knowing where they stand regarding offences
· Employees knowing what improvements are expected
· Employees understanding next steps

Positive, or nonpunitive, discipline: a system of discipline that focuses on early correction of employee misconduct, with the employee taking total responsibility for correcting the problem
· Decision making leave/paid leave

Alternative dispute resolution: a term applied to different types of employee complaint or dispute resolution procedures

Step-review system: a system for reviewing employee complaints and disputes by succesively higher levels of management
1) Employee
2) Supervisot
3) Department head
4) HR department
5) Top management

Peer-review system: system for reviewing employee complaints that utilizes a group composed of equal numbers of employee representatives, and management appointees, which functions as a jury becayse 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: use of an impartial third party neutral to reach a compromise decision in employment disputes
Mediator: third party in an employment dispute who meets with one party and then the other to suggest compromise solutions or to recommend concessions from one sude that will lead to an agreement
Ethics: a set of standards of conduct and moral judgments that help to determine right and wrong behaviour
PIPEDA: personal information protection and electronic documents act
Setting organizational rules: 
1) Rules should be widely disseminated and known to al employees, it should not be assumed that all employees know all rules
2) Rules should be reviewed periodically-perhaps annually- especially those rules critical to work success
3) Reasons for rules should always be explained. This increases the acceptance of the rule
4) Rules should be written, this avoids ambiguity
5) Rules should be reasonable and relate to safe and efficient opertaion
6) If Management has been lax on enforcement of rules, the rule should be restated, along with the consequences
7) Employees should sign a document saying they have read and understand rules
Documenting Misconduct:
1) Date, time, location of incident
2) Behaviour exhibited by employee (problem)
3) Consequences of the action/behaviour on overall work
4)  Prior discussions with employee about problem
5) Disciplinary action to be taken and specific improvement expected
6) Consequences if improvement is not made, follow up date
7) Employees reaction to supervisors attempt to change behaviour
8) Names of witnesses to the incident
Investigative interview
Informing the employee (of termination)
1) Come to the point within the first two or three minutes and list in a logical order all the reasons for termination
2) Be straightforward and firm, yet tactful
3) Make the discussion private, businesslike, brief
4) Do not mix the good with the bad
5) Avoid accusations, and personal feels
6) Avoid discussing personality differences
7) Providing info about severance pay and the status of benefits and coverage
8) Explain how you will handle employment inquiries from future employers

	Chapter 14: The dynamics of labour relations

Industrial Relations Disputes and Investigation Act (1948): specifies the right of workers to join unions, allowed unions to be certified as bargaining agents by a labour relations board, required management to recognize a certified union as the exclusive bargaining agent for a group of employees, required both unions and mgmt to negotiate in good faith, outlines unfair labour practices by both parties, and created a two-stage mandatory conciliation process that is mandatory before strikes/lockouts
Labour Boards: duties:
· Administering the statutory procedures for acquisition, transferm and termination of bargaining rights
· Hearing complaints related to unfair labour practices
· Supervising strikes and lockout votes
· Determining whether bargaining was done in good faith
· Remedying violations of labout legislation

Labour Relations Process: a logical sequence of four events
1) Workers desire collective representation 
2) Union begins its organizing campaign
3) Collective negotiations lead to a contract (by both management and labour)
4) Contract is administered

Union Shop: provision of the collective agreement that requires employees to join the union as a condition of their employment
Why unions?
· Economic need
· Dissatisfaction with management
· Social and leadership concerns

Authorizarion card: a statement signed by an employee authorization a union to act as his or her representative for the purposed of collective bargaining
Organizing Steps: 
1) Employee/union contact
· Employees find out the advantages of representation, unions seek info about employee needs, company policies
2) Initial organizational meeting
-inform employees,
- identify employees who can help organizers direct campaign
- establish communication chains that reach all employees
3) Formation of an in-house organizing committee
· Authorization cards: statement signed by an employee authorizing a union to act as his or her representative for the purposes of collective bargaining
· 40% means there can be a vote (mandatory ballot)
· 50% + 1 means no need for vote
4) Application to a labour relations board
5) Issuance of a certificate by a labour relations board
6) Election of a bargaining committee and contract negotiations

Bargaining unit: group of two or more employees who share common employment interests and conditions and may reasonably be grouped together for the purposes of collective bargaining
Unfair labour practices (ULPs): specific employer and union illegal practices that deny employees their rights and benefits under federal and provincial law. 
Voluntary recognition: employers may voluntarily recognize and accept a union, though this is rare, except in construction. 
Contract negotiation: collective agreements apply between 1 and 3 years
Decertification: if majority of employees do not want to be represented by that union, or wish to be reped by another, OR if union has failed to bargain
Management rights: decisions regarding organizational operations over which management claims exclusive rights
Craft Unions: unions that represent skilled craft workers
Industrial Unions: unions that represent all workers skill, semiskilled, unskilled – employed along industry lines
Employee Associations : labour organizations that represent various groups of professional and white-collar employees in labour – management relations
Union (shop) steward: employee who as a nonpaid union official represents the interest 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 members problems
Compulsory binding arbitration: binding method of resolving collective bargaining deadlocks by a neutral third party
Final offer arbirtation: method of resolving collective bargaining deadlocks whereby the arbitrator has no power to compromise but must select one or another of the final offers submitted by the two parties
Collective bargaining process: process of negotiating a collective agreement including the use of economic pressures by both parties
1) Prepare for negotations 
· Gather data
· Form bargaining teams (4-6)
2) Develop Strategies
· Develop mgmt proposals and limit concession
· Consider opponants goals
· Make strike plans, contigency plan if union strikes
3) Conduct Negotiations
· Bargain in good faith
· Analyze proposals
· Resolve proposals
· Stay within bargaining zone
4) Formalize Agreement
· Clarify contract language
· Ratify agreement

Bargaining zone: area, within which union and the employer are willing to concede when bargaining. Influences include:
1) Bargaining history between parties
2) Laws and administrative rulings
3) Other negotiated outcomes
4) Public Opinion
5) Personalities of negotiators
6) Economic influence
Interest based bargaining (IBB): problem-solving bargaining based on a win-win philosophy and the deveopment of a positive long term relationship 
Bargaining Power: the power of labour and management to achieve their goals through economic, social, or political influence
Interest arbritator: third-party neutral who resolves a labour dispute by issuaing a final decision in the disagreement
Grievance procedure: formal procedure that provides for the union to represent members and nonmembers in processing a grievance
Rights arbitration: arbritation over intepretation of the meaning of the contract terms of employee work grievance
Arbitration award: final and binding award issued by an arbitrator in a labour – management dispute. Contains 5 parts:
1) Submission to arbitrate
2) Facts of the case
3) Positions of the parties
4) Opinion of arbirtator
5) Decision rendored


