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Chapter 1
Human Resource management: The process of managing human talent to achieve an organizations goals.
Human Capital: The knowledge, skills, and capabilities of individuals with economic.
Line Managers: Non-HR managers who are responsible for overseeing the work of other employees

Competitive Challenges – Top 7
1. Respond to changes in marketplace strategically (need to be effective at change management)
· Six Sigma: A set of principles and practices whose core ideas include understanding customer needs, doing things right, and striving for improvement. 
· Reengineering: The fundamental rethinking and radical redesign of business process to achieve dramatic improvements in cost, quality, service and speed.
· Downsizing: Planned elimination of jobs.
· Outsourcing: Contracting out work that was formerly done by employees
· Change management: Systematic way of bringing about and managing both organizational changes and changes on individual level.
· Reactive changes: Changes that occur when external forces have affected performances
· Proactive Changes: Changes that are initiated to take advantage of opportunities

1. Competing, Recruiting, and Staffing globally
· Globalization: Trend to opening up foreign markets to international trade and investment

1. Corporate social responsibility and sustainability goals
· Corporate social responsibility: The responsibility of the firm to act in the best interests of the people and communities affected by its activities

1.  Advancing HRM with technology 
· Collaborative Software: Software that allows workers to interface and share information with one another electronically. 
· Knowledge workers: Workers whose responsibilities extend beyond physical execution of work to include planning, decision making, and problem solving.
· Human resources information systems: Computerized system that provides current and accurate data for purposes of control and decision making.

1. Containing costs while returning top talent and max productivity (furloughing, offshoring, employee leasing, PEO’s)
· Downsizing
· Furloughing: When an organization asks or requires employees to take time off for no pay or very little pay.
· Outsourcing
· Offshoring: The business practice of sending jobs to other countries
· Nearshoring: The Process of moving jobs closer to home
· Employee leasing: Leasing employees 
· Productivity Enhancements is purely improving productivity through cost management


1. Responding to demographic and workforce diversity (Immigration, gender, age, demographic changes)
· Demographic changes 
· Diversity/Immigration Challenge
· Age Distribution of Employees
· Gender Distribution of Workforce

1. Adopting to educational and cultural shifts affecting the workforce (education of workforce, employee rights, cultural voices)
· Education of the Workforce
· Cultural Changes
· Employee rights
· Concern for Privacy
· The changing nature of the job

Chapter 2
Human Resource planning: The process of providing and anticipating for the movement of people in and out of an organization.
Strategic Planning: Procedures for making decisions about organizations long term goals and strategies.
Strategic human resource management: The pattern of human resources deployments and activities that enable an organization to achieve its strategic goals.
Value creation: Cost/benefit scenario 
Attrition: Natural departure from organizations, retirement, deaths, and quits
Hiring Freeze: organization will not hire new workers as planned or will not replace workers who have left.
Termination: To separate employees from an organization permanently.
Severance Pay: Lump sum payment given to terminated employees.
Benchmarking: Process of comparing the organizations processes and practices to other companies.
Balance Scorecard: A way managers translate strategic goals into operational objectives.

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.
· Core values: The strong beliefs and principles the company runs on.

STEP 2. ENVIRONMENTAL ANALYSIS
· Environmental Scanning: Systematic monitoring of the major external forces influencing the organization.
· Competitive environment (customers, firms, substitutes, suppliers and external supply of labour)

STEP 3. INTERNAL ANALYSIS
· Capabilities: People as strategic resources
· Core capabilities: Integrated knowledge sets within an organization that distinguish it from its competitors and deliver value to customers
· Composition: The human capital architecture
· Culture: Values, Assumptions, Beliefs, and Expectations
· Cultural audits: Audits of the culture and quality of work life in an organization.


3 Steps in Human Resource Planning
1. Forecasting demand for labour
· To predict the number and types of employees needed. 
· Quantitative methods use stats or math, trend analysis, done based on an index
· Qualitative methods use approximations and predictions management forecasting, nominal group, Delphi.

1. Forecasting the supply of labour
· To determine whether sufficient numbers and types of employees are available to staff future opening that may occur
· Done through staffing tables, Markov analysis, skills inventory, replacement charts, succession planning  

1. Balancing the supply and demand
· Find the GAP that occur (Demand – Supply = GAP)
· Surplus is when supply is bigger than demand to deal with surplus, layoff, attrition, termination.
· Shortage is when demand is bigger than supply to deal with shortage, hire more, replace jobs, overtime, more work
· Human capital readiness

Chapter 3
Designated groups: applies to 4 groups’ women, visible minorities, aboriginals and people with disabilities who are at disadvantage for employment  
Reasonable accommodations: making changes so no one is denied benefits. Help with religious preferences and disabilities
Undue Hardships: Is an accommodating action that places significant difficulty or expense on the employer.
BFOR: A bona fide occupational requirement. This means that the rule establishes a requirement that is necessary for proper or efficient performance of a job.
Harassment: Aggressive pressure or intimidation.
Sexual Harassment: unwelcome advances and sexual favors in the workplace environment 
Diversity Management: volunteer use multicultural workforce to reach business objectives
Employment equity: The employment of individuals in a fair and non-bias manner 
Underutilization: Term applied to designated groups that are not fully used in the employer’s workforce.
Concentration: Term applied to designated groups whose numbers in a particular occupation or level are up. Relative in their numbers in the labour market.
Reasonable Accommodations: Attempt by employers to adjust the working conditions or schedules of employees with disabilities or religious preferences.

Legal Frame Work
· Constitution law
· Legislation
· Regulation 
· Common
· Contract

Charter of Human rights and freedoms 
· Fundamental freedoms, democratic rights, legal, equality, language rights
· Protects from discrimination 
· Human rights legislation and discrimination 

Systemic discrimination: The exclusion of members of groups of employment or practices based on non-criteria or job related. 
Intentional discrimination: The exclusion of members of groups of employment or practices based a non-valid reason. 

STEP 1. SENIOR MANAGEMENT COMMITMENT
· Assignment of Accountable senior staff

STEP 2. DATA COLLECTION AND ANALYSIS
· Stock data: Data that shows the status of designated groups in occupational categories and compensation levels.
· Flow data: Data that provide a profile of the employment decisions affecting designated groups.

STEP 3. EMPLOYMENT SYSTEMS REVIEW
· Systemic Barriers in Employment Practices
· Systemic discrimination
· Special measures and reasonable accommodation
· Reasonable accommodations

STEP 4. ESTABLISHMENT OF A WORKPLAN
· Numerical goals, explanations about proposed improvements…

STEP 5. IMPLEMENTATION
· No plans are the same and each made to satisfy organization needs

STEP 6. EVALUATION, MONITORING, AND REVISION
· Check strategies and make sure everything is working, make sure the its working hard. Finally check and see the progress made.

Valuing Diversity in the Workplace
· Culture 
· Opportunity
· Leadership

Minimum employee entitlements and standards
· The max amount of hours you can work as part time or full time
· Entitlements like wages and what not

Pay equity: Equal pay for work of equal value. Its goal is to stop discrimination related to the under-valuation of work.








Chapter 4
Job: A group of related activities and duties
Position: The different duties and responsibilities performed by only one employee
Job family: A group of individual jobs with similar characteristics
Job Specification: A statement of the needed knowledge, skills, and abilities of the person who is to perform the job.
Job Analysis: The process of obtaining information about jobs
Job Description: Needs to be specific. Lists job duties or essential functions. Include what skills you will need. Written description of the job with a good title because it weighs psychological importance
Job Design: Improving the job through technology and human consideration to enhance organizations efficiency and employee satisfaction 
Ergonomics: Design equipment and systems that can easily and efficiently used by human beings.
Industrial Engineering: Analyzing work methods and establishing time standards.

RELATIONSHIP OF JOB REQUIREMENTS AND HRM FUNCTIONS
· Strategic HR Planning
· Recruitment
· Selection
· Training and Development
· Performance Appraisal
· Compensation Management
· Legal Compliance

JOB ANALYSIS
· Gathering information is done in several ways
· Interviews, questionnaires, observations
· HR specialists called job analysts enlist help of employees and managers

METHODS OF JOB ANALYSIS
· NOC- national occupation classification 
· Position analysis questionnaire 
· Critical Incident Method
· Task Inventory Analysis
· Competency based analysis
· HRIS 

JOB DESIGN
· Job enrichment: Enhancing  job by adding tasks and duties to make work rewarding
· Job characteristic model: 3 states meaningfulness, responsibilities and knowledge
· Employee empowerment: Initiating change encouraging employees to take power and change what they do.

FLEXIBLE WORK SCHEDULES
· Compressed workweek
· Flex time: Flexible working hours that permit employees the option of choosing daily starting and quitting times. Provided you work the required number of hours.
· Job sharing: Where two part time employees perform the job of one fulltime employee.
· Telecommuting: Use of technology to communicate to do work in the home that is traditionally done.
Chapter 5
Recruitment: The action of finding new people to join an organization or support a cause.
Employee Profile: A profile of a worker developed by studying top performers to recruit similar types

STRATEGIC ASPECTS OF RECRUITING
· Recruiting process outsourcing: The process of outsourcing an organizations recruiting function to an outside firm.
· Internal Labour markets: workers are hired into entry level jobs and higher levels fill from within
· Global sourcing: Business practice of searching for and utilizing goods and services from around the world
· Branding: Company’s effort to help existing and prospective workers understand why it is a desirable work place.

Recruitment Channels
· Recruiting internally
· Internal job postings
· Identifying talent through appraisals
· Skills inventories
· Recruiting Externally
· Advertisements
· Walk-ins
· Social media and internet
· Job fairs
· Employee Referrals
· Re-recruiting
· Executive search Firms
· Educational Institutions
· Agencies
· Employee leasing
· Pros of Recruitment (Internal)
· Can capitalize on investments
· Reward past performance
· Less training needed
· Assessment of employee abilities 
· Cons of Recruitment (Internal)
· Discontent of unsuccessful candidates at the time consuming
· Dissatisfied with insider as boss
· Inbreeding so smaller talent pool
· Pros of Recruitment (External)
· Larger and more diverse pool
· Gaining new skills
· Elimination of internal employee competition 
· Assist in EE goals
· Con of Recruitment (External)
· Not happy with outsider as boss
· Hard to fit in new employees
· Costs more and more training needed


Improving effectiveness 
· Realistic Job Previews
· Surveys 
· Recruitment metrics (quality to fill, time to fill, yield ratio) 
· Applicant tracking system
· Yield Ratios 

Chapter 6
Selection: The process of choosing individuals who have the relevant qualifications to fill existing positions or projected 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.  

OVERVIEW OF THE SELECTION PROCESS
· Start with job analysis
· Selection process
· Obtaining Reliable and Valid information
· Reliability
· Validity

INITIAL SCREENING
· Internet checks and phone screening
· Video Resumes: Short video clip that highlights applicants skills beyond that of a Resume
· Application Forms
· Online Applications

EMPLOYMENT INTERVIEWS
· Nondirective: an interview where an applicant is allowed maximum number of freedom in determining the discussion. While interviewer refrains from influencing applicants remarks.
· Structured: an interview in which a set of standard questions with set answers are asked.
· Situational: an interview in which a hypothetical incident is asked and you say how to respond.
· Behavioural description: applicants are asked question about why they did what they did in given situations.
· Panel: a board of interviewers question and observe a single candidate
· Sequential: candidate is interviews by multiple people, one after another. 

Employment equity 
It’s important because you have to know which questions to ask and if you should ask them. There are thing you can and can’t ask depending on the job.

POST INTERVIEW SCREENING
· Reference Checks
· Background Checks
· Credit checks



PRE-EMPLOYMENT TESTS
Pre-employment tests: is a standardized measure of a sample of behaviour that is used to gauge a person’s skill, knowledge… relative to other people.
· Job knowledge Tests
· Work sample tests 
· Assessment centre: is a process used to evaluate candidates as they participate in a series of situations that resemble what they might due.
· Cognitive tests
· Polygraphs
· Physical ability tests

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. 
· Concurrent validity: the extent to which test scores match criterion data from employees at the same time.
· Predictive validity: extent to which applicant tests scores match criterion data obtained from those applicants that have been on the job for a long period.
· Cross- validation: verifying the results obtained from a study by administering a test
· Content validity: the extent to which an instrument such as a test adequately samples the knowledge and skills needed to perform a particular job. 

REACHING A SELECTION DECISION
· Decision making strategy
· Clinical approach
· Statistical Approach
· Final decision

Chapter 7
Benchmarking: the process of measuring one’s own services and practices against those of recognized leaders to identify areas for improvements

Investments in Training
Revenues and overall productivity are increased by employee training positively. It is an investment to do employee training.  

PHASE 1. Conducting the needs assessment
· Chief learning officer: an officer who is responsible for fostering employee learning and development. 
· Organization analysis: The examination of the environment strategies and resources of the organization to determine where training emphases 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
· Person analysis: determination of the specific individuals who need training 
· Competency assessment: Analysis of sets of skills and knowledge needed for decision making knowledge intensive jobs.



PHASE 2. Designing the training program
· Instructional objectives: are desired outcomes of a training program
· Trainee readiness and motivation 
· Principles of learning 
· Goal setting
· Meaningfulness
· Modeling
· Feedback and reinforcement 

PHASE 3. Implementing the training program
· Training methods for non-managerial employees
· On the job training 
· Apprenticeship training
· Cooperative and internships and governmental training
· E learning 
· On the job experiences 

PHASE 4. Evaluating the training program
· Reactions
· Learning
· Behaviour
· Results or returns on investments

ADDITIONAL TOPICS IN TRAINING AND DEVELOPMENT
· Orientation: formal process of familiarizing new people with the organization, their jobs and work space
· Onboarding: is process of systematically socializing new employees to help them go on board with an organization
· Cross-training: the process of training employees to do multiple job in an organization 
· Basic Skills
· Ethics training

Chapter 8
Performance management: is the process of creating a work environment in which people can perform to the best of their abilities
Performance appraisals: results of an annual or biannual process in which a manager evaluates an employee performance on relative requirements to show where improvements are needed and why
Focal performance appraisal: all organizational employees are reviewed at the same time of the year rather than individual dates.

PERFORMANCE APPRAISAL PROGRAMS
· Focus performance appraisal
· The purpose of performance appraisal
· Administrative purposes
· Developmental purposes
· why appraisal programs sometimes fail 




DEVELOPING AN EFFECTIVE APPRAISAL PROGRAM
· what are performance standards
· strategic relevance
· criterion deficiency
· reliability 
· Legal issues
· Who appraises performance
· Manager supervision
· Self-appraisal
· Subordinate appraisal 
· Peer appraisal 
· Customer appraisal
· Team appraisal

Training appraisals 
· Establish an appraisal plan
· Eliminating rater error
· Feedback training

PERFORMANCE APPRAISAL METHODS
· Trait methods 
· Graphic rating scales
· Mixed standard
· Forced choice
· Essay method
· Behaviour methods
· critical incident
· behavioural checklist
· behavioural anchored 
· behaviour observation scale 
· Results methods
· Productivity measures
· Management by objectives
· Balance score card

APPRAISAL INTERVIEWS
1. Tell and sell
2. Tell and listen 
3. Problem solving

Conducting the appraisal interview
· ask for self-assessment
· invite participation 
· express appreciation
· minimize criticism
· focus on problem solving
· be supportive and establish goals



Improving performance
· identifying sources of ineffective performances
· performance diagnostic
· managing ineffective performance

Chapter 9
Hourly Work: is work paid on an hourly wage
Place work: is work paid according to the number of units produced
Job evaluation system: is a systemic process of determining the relative worth of jobs to establish which jobs should be paid more than others within an organization. 
Job ranking system: the simplest and oldest system of evaluation by which jobs are arrayed on the basis of their relative worth
Job classification system: a system of a 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 jobs 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

STRATEGIC COMPENSATION 
· linking compensation to organizational objectives
· The Bases for compensation
· motivating employees through compensation 
· equity theory
· expectancy theory

DETERMINING COMPENSATION- THE WAGE MIX
· Internal Factors
· Employers compensation strategy
· Worth of a job
· Employees relative worth
· Employers ability to pay
· External factors
· area wages
· cost of living
· collective bargaining

COMPENSATION STRUCTURE
· wage and salary surveys
· collective survey
· HRIS and salary surveys
· Employer initiated surveys
· Wage curve: is a curve in a scattegram representing the relation between the relative worth of jobs and wage rates
· Pay grades: is groups of jobs within a particular class that are paid the same rate
· Competence – based pay: is pay based on an employee’s skill level, variety of skills possessed or increased job knowledge 


GOVERNMENT REGULATIONS OF COMPENSATION 
· Canada labour code
· Employment standards acts
· Other legislations

Significant compensation issues
· Pay equity: is equal pay for equal work
· Wage rate compression: is compression of differentials between job classes, particularly the differential between hourly workers and their managers

Chapter 10
STRATEGIC REASONS FOR INCENTIVE PLANS
· Variable pay: is tying pay to some measure of individual, group, or organizational performance
· Incentive plans as links to organizational objectives

Requirements for a successful incentive plan
· setting performance measures 
· administering incentive plans

INCENTIVE PLANS
· Individual incentive plans
· Straight piecework: is an incentive plan under which employees receive a certain rate for each unit produced 
· Differential piece rate: is a compensation rate under which employees whose production exceeds the standard amount of output receive a higher rate for all of their work than the rate paid to those who do not exceed the standard amount
· Standard hour plan: an incentive plan that sets rates based on the completion of a job in a predetermine standard time
· Bonus: is an incentive payment that is supplemental to the base wage
· Spot bonus: an unplanned bonus given for employee effort unrelated to an established performance measure
· Merit guidelines: guidelines for awarding merit raises that are tied to performance objectives
· Lump sum merit program: Program where employees receive a year end merit payment which is not added to base pay
· Types of sales Incentive plans
· Straight salary plan
· Straight commission plan
· Combined salary and commission plan
· Salary plus bonus plans
· Group Incentive Plans
· Team incentive plans
· Gainsharing plans
· Enterprise Incentive Plans
· Profit sharing
· Employee stock option plans
· Employee stock ownership plans



Chapter 11
MANAGING EMPLOYEE BENEFITS PROGRAMS
· Requirements for an effective benefits program 
· Strategic benefits planning. This includes work satisfaction, health and security requirements. Retain top-performance employees.
· Allowing for employee involvement to help manage and decided benefits 
· Benefits for a diverse workforce. Include a multiple of options for plans.
· Flexible benefits plan: benefit plans that individual employees to choose the benefits that are best suited to their needs
· Communication Employee Benefits information, this is done by In-house publications, group meetings, bulletin boards, payroll inserts. 
· HRIS and Employee benefits, reduce costs, increase effectiveness and accuracy.

CONCERNS OF MANAGEMENT
· Union demands, tax consequences, and other benefits
· Cost of health care
· Ethics, reality and how to implement the plans

DISCRETIONARY MAJOR EMPLOYEE BENEFITS
· Health care benefits
· Cost containment
· Other health benefits that include dental.
· Payment for time not worked
· Vacations with pay
· Paid holidays
· Sick leave
· Severance pay: Lump sum payment given to terminated employees by an employer at the time of termination.
· Life insurance
· Retirement programs
· Retirement policies
· Silver Handshake: Early retirement incentive in the form of increased pension benefits for several years or cash bonus.
· Preretirement Programs
· Pension Plans
· Types of Pension plans
· Contributory plan: A plan in which contributions are made jointly by employees and employers.
· Non-contributory plan: Contributions are made solely by the employer
· Defined benefit plan: A plan where the amount an employee is to receive on retirement is set.
· Defined contribution plan: A plan that establishes the basis on which an employer will contribute to the pension fund.
· Vesting: Benefits to participants at retirement age regardless of their employment status at time.





EMPLOYEE SERVICES: CREATING A WORK-LIFE SETTING
· Creating a family friendly setting
· Employee assistance programs: services provided by employers to help workers cope with a wide variety of problems that interfere with the way they perform their jobs.
· Counselling services
· Childcare and Eldercare
· Other services

Chapter 12
Occupational injury: Any injury that results from a workplace accident or from an exposure involving an accident in the workplace.
Occupational illness: Any abnormal condition or disorder, other than ones resulting from an occupational injury. Caused by exposures due to environmental factors.

SAFETY AND HEALTH: IT’S THE LAW
· Acts and Regulations
· Duties and Responsibilities
· Duties of employers, such as hazard free environments and complying with regulations and laws.
· Duties of workers, workers need to comply with all applicable acts and regulations.
· Duties of supervisors in charge of workplace authority over a worker.
· Duties of joint health and safety committees
· Penalties for employer noncompliance this can be from a fine to even resulting in jail time for criminal charges.

WORKERS’ COMPENSATION
· Injuries can result in extra benefits
· Medical aid
· Money
· Industrial disease: A disease resulting from exposure to a substance relating to a particular process, trade, or occupation in industries.

PROMOTING A SAFE WORK ENVIRONMENT
· Creating a culture of safety 
· Interviewing for safety
· Key role of the supervisor
· Proactive safety training program
· Enforcing safety rules
· Investigating and Recording Accidents

CONTROLLING AND ELIMINATING HEALTH HAZARDS
· Safety hazards and issues
· Fatigue
· Distracted driving
· Workplace violence
· Workplace emergencies
· Emergency action plan: A plan an organization develops that contains step by step procedures for dealing with various situations.
· Crisis Management Team

CREATING A HEALTHY WORK ENVIRONMENT
· Ergonomics
· Cumulative trauma disorders: Injuries involving tendons that become inflamed from repeated stresses and strains.
· Computer workstation issues
· Chemical hazards
· Smoking and tobacco smoke
· Building better physical and emotional health among employees
· Depression in the workplace: negative emotional state marked by feeling low, sad, gloomy, and loss of pleasure in ordinary activities.
· Alcoholism
· Abuse of illegal drugs

JOB STRESS AND BURNOUT
Stress: Any adjustive demand caused by physical, mental or emotional factors that require coping.
Eustress: Positive stress that accompanies achievement and exhilaration.
Distress: Harmful stress characterized by a loss of feelings of security and adequacy
· Job-related stress
· Sources of job-related stress high demand, high effort, low reward, low control
· Burnout: most severe stage of distress manifesting in depression, frustration and loss of productivity. 
· Coping with stress is done by stress management programs, talking to people and other methods

Chapter 13
THREE REGIMES OF EMPLOYMENT LAW
· The common law of employment: body case of law in which court interpret employment contracts and legal principles taken from those cases that guide the interpretations of employment contracts
· Implied contract terms: Terms that judges read into employment contracts when written contract does not expressly deal with the matter.
· Statutory employment regulation
· Collective bargaining legislation and labour arbitration
· Collective agreement: contract between employer and the union that sets out terms of employment of a group of employer’s employees represented by the union.
· Labour arbitrator: person assigned to interpret and decide disputes

UNDERSTANDING THE INDIVIDUAL EMPLOYMENT CONTRACT
· Constructive dismissals: when an employer breaches a contract and then the employee can quit or sure or receive compensation. 

THE RULES GOVERNING DISMISSAL
Summary of dismissals: when a non-union employer terminates an employee without notice because the employee has committed a serious breach of contracts
Wrongful dismissals: an employee alleging that he or she was dismissed without proper contractual or reasonable notice.
Statutory rights: Legal entitlements that derive from government legislation 
· Dismissal of a non-union employee
· Statutory regulation dismissal
· Dismissal of a unionized employee

EMPLOYEE PRIVACY RIGHTS
· Privacy issues at the workplace, these include when it’s okay to monitor people. 
· Employee conduct outside the workplace. Depends on the job such as drinking or crime outside the job hours.

DISCIPLINARY POLICES AND PROCEDURES
· The results of inaction
· Attendance problems
· Dishonesty
· Poor performance problems
· On-job behaviour problems
· Setting organizational rules
· Investigating the disciplinary problem
· Documenting misconduct so that you know what has happened and how to deal with it.
· The investigative interview to make sure employees are aware of the offenses committed 
· Approaches to disciplinary action
· Progressive discipline: application of corrective measures by increasing degrees
· Positive disciple: system where early correction of employee misconduct. With employees taking responsibility of corrections.
· Informing the employee
· Alternative dispute resolution procedures: different types of employee complaint or resolution systems
· Step-review systems: reviewing employee complaints by higher levels of management.
· Peer review systems: Employee representatives of equal status review each other by jury though evidence.
· Open door policy: managers above employees can get in contact easily so that employees can voice concerns
· Ombudsperson system: a set individual who employees can seek for counseling and resolution of their complaints.
· Mediation: use of a third part to reach a neutral compromise
· Arbitration: a judge who decides and you are bound to his choice
· Ethics: A set standard of conduct and moral judgements that help determine right from wrong.

Chapter 14
LABOUR RELATIONS PROCESS
Labour relations process: Workers desire collective representation, union organization, collective negotiations, and finally contract is administered.
· Why employees unionize is to have a union to protect the employees and give them a voice
· Union shop: provision of the collective agreement to join the union as a condition of their employment.
· Economic needs
· Dissatisfaction with management ,Social and leadership concerns
· Organizing campaigns
· Organizing steps, union contact, meeting, contract negotiations.
· Employer tactics make it so some people do not want to join the union
· Union tactics
· Bargaining unit: share common employment interests and conditions and may be grouped together for collective bargaining.
· Unfair labour practices: specify illegal employer and union practices that deny employee rights 
· How employees become unionized
· Voluntary recognition
· Contract negotiation
· Decertification
· Impact of unionized on managers
· Challenges to management decisions
· Loss of supervisory authority

STRUCTURES, FUNCTIONS, AND LEADERSHIP OF LABOUR UNIONS
Craft unions: Unions that represent skilled craft workers
Industrial unions: Unions that represent all workers, skilled, unskilled, employed along industry lines
Employee associations: Labour associations that represent white collar workers in labour management relationships 
· The Canadian labour congress
· International and national unions
· Local unions
· Role of the union steward: employee who is nonpaid union official represents the members in their relation to management.
· Role of the business agent: Normally a paid labour official responsible for negotiating and administering the collective agreement.

LABOUR RELATIONS IN THE PUBLIC SECTOR
· Political nature of labour management relationship
· Strikes in the public sector
· Compulsory binding arbitration: collective barging deadlocks by a third party
· Final offer arbitration: to resolve deadlocks by choosing one of the offers no compromise.

THE BARGAINING PROCESS
Collective bargaining process: process of negotiating a collective agreement including use of economic pressures by both parties.	
· Preparing for negotiations
· Gathering bargaining data
· Bargaining teams
· Developing bargaining strategies and tactics
· Bargaining zone: Area in which the union and employer are willing to concede when bargaining 
· Interested based bargaining: Problem solving bargaining based on a win-win philosophy and developing positive long term relationships 
· Management and union power in collective bargaining
· Bargaining power: The power of labour and management to achieve their goals through economic, social, or political. 

ADMINISTRATION OF COLLECTIVE AGREEMENT
· Grievance procedure: Formal procedure that provides for the union to represent members and non-union members in processing a grievance.
· Rights arbitration: Arbitration over interpretation of the meaning of contract terms or employee work grievances
· Arbitration award: Final award issued by an arbitrator in a labour management disute

Chapter 15
THE GLOBAL ENVIRONMENT
· Global similarities
· Free trade
· Service based business
· Integrated technologies
· Free trade the (NAFTA 1994)
· Global differences
· Cultural environment: the communications, religion, structure, values, education… and social structure of a country.
· Host country: a country where an international corporation operates.

MANAGING ACROSS BORDERS
International Corporation: a domestic firm that uses its existing capabilities to move into overseas markets
Multinational Corporation: Firm with independent business units operating in multiple countries
Global Corporation: firm that is integrated worldwide operations through a centralized office
Transactional Corporation: firm that balances local responsiveness and global scale via a network of specialized operating units
· Domestic versus international HRM
· Staffing internationally
· Recruiting internationally
· Work permit: government document granting a foreign individual the right to seek employment
· Apprenticeships
· Transnational teams: Teams composed of members of multiple nationalities working on projects that span multiple countries
· Selecting employees internationally
· Global managers: A manager equipped to run an international business

TRAINING AND DEVELOPLMENT
· Content of training programs usually need the country where they are going, countries culture, history and values 
· Language training
· Cultural training
· Assessing and tracking
· Managing personal life
· Cultural shock: perpetual stress experienced by people who settle overseas
· Repatriation: Process of employee transition home from an international assignment

COMPENSATION
· Global compensation systems: Centralized pay, where host country are offered programs to domestic programs.  But employees adjust for local differences.
· Compensation of expatriate managers
· Home based pay: pay based on home country’s compensation
· Balance sheet approach: compensation designed to match purchasing power in home country
· Host based pay: pay based on host country
· Localization: adopting pay and compensation benefits to match a particular country
· Split pay: Pay that’s half currency in home country and half in host
PERFORMACE APPRAISAL
· Performance criteria
· ROI, return on investment is calculated to see benefits
· Defining assignment objectives, agreeing quantifiable measurements 
· Providing feedbacks
· Re-establishes old ties with home organizations
· Interview can help assess job so to make further improvements
· 

LABOUR ENVIRONMENT WORLDWIDE
· Collective bargaining other countries
· International labour organizations
· ICFTU, international confederation of free trade unions
· Labour participation in management
· [bookmark: _GoBack]Codetermination: Representation of labour on the board of directors of a company












