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Human Resources Management- the process of managing HUMAN TALENT to achieve an 						organization’s objectives

Responsibilities: 	HR planning
			Recruitment/selection
			Orientation/ training 
			Performance management 
			Compensation and benefits
			HR managers perform these functions in 4 ways:
1. Advice and council
2. Services
3. Policy maker
4. Employee advocacy

Competitive challenges (top six)
1. Responding strategically to changes in the marketplaces
a. Six sigma, reengineering, downsizing, outsourcing 
Need to be effective at change management –for proactive and reactive change

Competing, recruiting, and staffing globally 
2. Corporate social responsibility and sustainability goals
3. Advancing HRM with technology 
a. Big data enabled through cloud computing 
b. Collaborative software, internet and social media
c. Advanced technology- from “touch labour” to “knowledge workers”
4. Containing costs while retaining top talent and maximizing productivity
a. Downsizing, furloughing, outsourcing, offshoring, employee leasing
5. Responding to demographic and workforce diversity challenges
a. Immigration/diversity
b. Age and generational differences 
c. Gender
6. Adapting to educational and cultural shifts affecting the workforce
a. Education of workforce-widening skills gap
b. More diversity in cultural values – needs to be reflected in policies
c. Increase in employee rights and privacy
d. Changing nature of work; changing attitudes

Chapter 2 

Strategic planning- procedure for making decisions about the organization’s long-term 				goals and strategies
Human resource planning- anticipation and providing for the movement of people into,						 within and out of an organization (deploying human 						resources as effectively as possible.
·  the process to ensure that the organization will have the required number and type of employees to meet its strategic objectives

Strategic human resources management- the combination of the above, thought of as the	pattern of human resources deployments and activities that lead the company to achieve its goals

Its easier for companies to duplicate the things you do rather than the talents of your employees

Strategic planning:

Step1: Mission, Vision, and Values 

Mission- the basic purpose of the organization as well as its scope of operations.
Strategic vision- provides a perspective on where the organization is headed and what it can become.
Core values- strong, enduring beliefs and principles that the company uses as a foundation for its decisions.

HR managers help the firm embody the mission, vision and values by:
· Communicating them
· Recruiting and hiring employees whose profiles match the ones of the company
· Translating mission, vision and values into specific on-the-job behaviours and rewarding employees based on them

Chapter 2-strategy and HR planning 

Strategy: unique competitive advantage or position (Michael Porter-guru of strategy) 
Kryscynski- 4 key questions: 
Where do we compete? 
What unique value do we bring in those markets? 
What resources and capabilities do we utilize?
 How do we sustain our ability to provide that unique value? 

Strategic planning: procedures for making decisions about the organization’s long-term goals and strategies Needs to be linked with HR planning…integrated into the strategic planning process 


Step one: forecasting the supply

Quantitative approach to forecasting:
Trend analysis- forecasting labour demand based on an organizational index:
· Select factor that is a good predictor? (mall traffic, sales)
· Plot historical trend
· Calculate productivity ratio (per employee)
· Multiply productivity ratio by business factor to determine HR demand (sales/employee --- estimated sales for next year)

Qualitative approach to forecasting:
Management forecasts: experienced personnel making informed forecasts/estimates
· Nominal group technique
· Delphi technique (confidential)

Step two: forecasting the supply of employees
(internally)
Core capabilities- bundles of people, processes and systems that distinguish an organization from its competitors and deliver value to customers
· Processes 
· Systems
· People

Sustaining competitive advantage through people
· Resources must be valuable
· Resources must be rare
· Resources must be difficult to imitate
· Resources must be organized

Four general kind of employees:
· Strategic knowledge workers
· Core employees
· Supporting workers
· External partners

Cultural audits- examine the values, assumptions, beliefs and expectations of their workforces as well

1. Staffing tables
2. Markov analysis (looking at the progression of people through the ranks) used to forecast the supply of labour
3. Skills inventories and management inventories (look at competencies and skills of employees, accountability, achieved goals)

Used to develop replacement charts- a visual representation of potential candidates to fill job 	openings
Used to perform succession planning- the process of identifying, developing and track key people for exec positions


(externally)
Environmental scanning- systematic monitoring of the major external forces influencing the organization.

employers asses: (FORECASTING EXTERNAL SUPPLY)
Remote environment- forces that generally affect all firms, over which they have no control 
1. Demographic changes
2. Education of the workforce
3. Labour mobility
4. Government policies 
5. Unemployment rate

Competitive environment- narrower than the remote environment and firms have greater control over it.
· Customers
· Rival firms 
· New entrants
· Substitutes
· Suppliers

Determine human capital readiness 
	Gap analysis:
		- demand for employees (-) supply of employees (=) GAP

this is integrated with the strategic plan 

assessing the gap:
1. A labour surplus exists when the internal supply exceed the organization’s demand
a. Reduce employees work hours
b. Hiring freeze
c. Lay off employees
d. Early retirement
e. Attrition
f. Job sharing or part time work
g. Reduced work week
h. Alternative jobs in the organization
i. Supplemental unemployment benefits 
2. A labour shortage exists when the internal supply cannot meet the organization’s needs
a. Overtime
b. Add full time workers (external recruitment)
c. Add part time workers (temporary employees)
d. Contract workers
e. Recall employees
f. Outsource work
g. Reduce employee turnover

Chapter 3 equity and diversity in HRM

Importance of understanding the legal environment
· Do the right thing
· Shared responsibility
· Limit potential liability

Employment equity- employment of individuals in a fair and nonbiased manner
Designated groups- women, visible minorities, aboriginal people and persons with disabilities who have been disadvantaged in employment

Multiple legal jurisdiction for employment law
· Provincial/ territorial (90% of workers)
· Federal laws (10% of workers)
· Federal civil services (transportation, banking, and communication industries)

Legal framework for employment law in Canada
1. Constitutional law
a. Charter of rights and freedoms
2. Legislated acts of parliament
a. Laws regulating some parts of HR (CHRA, health and safety acts)
3. Regulations (for legislative acts)—(Aid in the interpretation of laws)
4. Common law
a. Judicial precedents (the past actions will predict the future actions)
5. Contract law
a. Collective agreements/employment contracts

Bona fide occupational qualification- a justifiable reason for discrimination based on business reasons of safety or effectiveness

Major forms of employment legislation:

Employment standards legislation
· Establish minimum employee entitlements pertaining to:
· Wages, paid holidays and vacations 
· Maternity, parenting and adoption leave
· Bereavement and compassionate care leave
· Termination notice and overtime pay
· Sets limit on maximum hours worked per week
· Equal pay for equal work – applies to gender discrimination
· All of this is enforced based on complaints
Example:
	Hired as a landscaper, employer doesn’t want to pay you overtime… check out the act, do research and see what you’re entitled to 

Human rights code
· Charter of rights and freedoms (guarantees fundamental freedoms to all)
· Section 15 ensures you are not discriminated upon
· The charter forms the foundation of human rights legislation in other juridictions
· Every employer is affected by HR legislation- prohibits discrimination:
· (distinction exclusion or preference based on a prohibited ground)
· very broad application
· Federal employees: CHRA
· Other employees: provincial and territorial HR acts/codes- most very similar to federal

Underutilization- applied to designated groups that are not utilized or represented in the employer’s workforce proportional to their numbers in the labour market (concentration is the opposite)

Systemic VS. intentional discrimination 
Systemic (or unintentional): employment criteria that have the effect of discriminating on prohibited grounds but are not used with the intent to discriminate
· Minimum height and weight requirements
· Word-of-mouth hiring
· Mobility limitations for people with disabilities
· Non-bias employment tests
· Job evaluations

Intentional: deliberate use of race, religion or other prohibited criteria in employment decisions

Reasonable accommodation: adjustments in job content and working conditions that an employer may be expected to make in order to accommodate a person protected by human rights provisions (disabilities, or religion)

Undue hardship- human rights legislation mandates employers must accommodate to point of “undue hardship” (the point where the financial cost or health and safety risks make accommodation impossible)

Bona fide occupational requirement (BFOR)
Justified business reason for discriminating against a member of a protected class based on business reasons or safety

Harassment- unwelcome behaviour that demands humiliates or embarrasses a person and that a reasonable person should have known would be unwelcome 
· It’s the employer’s responsibility to protect employees from harassment
Sexual harassment- unwelcome sexual advances, requests for sexual favours and other physical and verbal contact of a sexual nature in the workplace

To encourage a respectful workplace and reduce liability employers should:
· Establish organization-wide anti-harassment policy- communicate
· Hold training session for all supervisors
· Establish a formal complain procedure
· Act immediately on complaints and discipline
To succeed: needs to be confidential, need to have zero tolerance 

Employment equity 
Federal employment equity act 
· Based on the charter of rights and freedoms
More proactive approach needed 
· HRights laws focus on prohibiting discrimination-(reactive)

Employment equity legislation aims to:
· Remove employment barriers for disadvantaged groups
· Promote equity
Different approach than the USA (affirmative action)

Designated groups:
- women
- aboriginals
- visible minorities
- people with disabilities
· lower pay
· higher rates of unemployment
· underemployment
· glass ceiling

employment equity act
· applies to organizations under the federal jurisdiction (regulated under the Canadian labour code)
· over 100 employees
· prepare an EE plan and report annually
· oversight shared by CHR commission and employment and Social Development Canada (ESDC)- on-site compliance reviews/fines
· federal contractors program
· over 100 employees
· $1 million+

the implementation of employment equity
1. senior management commitment
2. data collection and analysis:
a. self-identification form- stock data and flow data
3. employment systems review:
a. systemic discrimination? Reasonable accommodation? Special measures needed?
4. Establish a work plan
5. Implementation
6. Evaluation, monitoring and revision

Pay equity
Amendment to the Canadian Human Rights Act (1978)
· Illegal to discriminate on the basis of job content – federal jurisdiction only
· Eliminate wage gap- woman making 76 cents for every $1 males made
· Based on 2 principles – pay equality and pay equity, what is the difference?
· Equality same pay for same work
· Equity equal pay for work of equal value

Diversity management- the optimization of an organization’s multicultural workforce to reach business objectives

Chapter 4: job analysis and work design

Job- a group of related activities and duties
Position- the collection of tasks performed by one person	
The job could also belong to a job family
Job analysis:
· process for obtaining info about jobs by determining the tasks, duties and activities
· Identify the human attributes
· Used to develop job descriptions and jobs specifications
Job specification- a statement of the needed knowledge, skills and abilities of the person who is to perform the job 

Job description- a statement of the tasks, duties, and responsibilities of a job to be performed.

Job analysis- the process of obtaining information about jobs by determining the duties, tasks or activities of jobs

Methods of collecting job information
· Interviews (individual, groups)
· Questionnaires
· Participant diary/log
· Observation (most useful for jobs where you’re actually physically doing things)

NOC (national occupational classification)
· Reference tool for writing job descriptions and specifications 
· Compiled by the federal government 
· Organizes 40,000 job titles into 500 occupational groups 

Positional analysis questionnaire system (PAQ)
· Very structured questionnaire which contains 194 items measuring 6 dimensions on a 5-point scale:
· Information input
· Mental processes
· Work output
· Relationships with others
· Job context 
· Other job characteristics

Critical incident method
· Analyst asks jobholder to identify critical job tasks that lead to success on the job:
· What is done, how it’s done, what tool/equipment used
· Prepares a list of separate job activities (5-10)

Task inventory analysis
· Develop a comprehensive list of task statements applicable to all jobs
· Listed on task inventory survey- analyst reports the importance and frequency of task

Competency based job analysis
· Describing a job in term of the measurable, observable behavioural competencies an employee must exhibit to do a job well 
· Benefits?
· Focus on the worker, his/her competencies and HOW they do the job well
· Traditional job descriptions may actually backfire if a high-performance work system is your goal 
· Can be too inflexible and hamper innovation and creativity

Products of job analyses 
Job description
· A list of the job duties, responsibilities, reporting relationships and working conditions of a job 
· Includes:
· Job title – provides status to employee
· Job identification section-departmental location of job, manager and date description was last looked over
· Job duties section- job duties usually in order of importance should include value of each duty. Should stress responsibilities.
· Job specification (skills or competencies needed to perform to job, the physical demands of the job and working conditions)

Job design- outgrowth of job analysis that improves jobs through technical and human considerations to enhance efficiency and job satisfaction
1. Organizational objectives
2. Behavioural concerns in regard to employee satisfaction
3. Industrial engineering concerns; making the job more efficient 
4. Ergonomic concerns; 

Job enrichment- enhancing a job by adding more meaningful tasks and duties to make the work more rewarding or satisfying

Job characteristics model-  a job design theory that purports that three psychological states of a job holder result in improved work performance, motivation and less turnover/absenteeism 

Employee empowerment- granting employees power to initiate change, thereby encouraging them ton take charge of what they do.

Industrial engineering- a field of study concerned with analyzing work methods and establishing time standards

Employee involvement groups (quality circles) – groups of employees who meet to resolve problems or offer suggestions for organizational improvement

Employee teams – work functions are structured around a team rather than an individual and team members are given discretion to empower them
	Virtual teams 

Flextime- flexible working hours that permit employees the option of choosing daily starting and quitting times, provided that they work a certain number of hours

Job sharing- two part time employees perform a job that would otherwise be held by a one full-time employee

Telecommuting- use of personal electronics to do work at home 


Chapter 5   Recruitment- the strategic aspects 

Employee profiles- profiles of a workers developed by studying an organization’s top performers to recruit similar types of people

Recruiting process outsourcing- the practice of outsourcing an organization’s recruiting function to an outside firm

Global sourcing- business practice of searching for and utulizing goods and services from around the world

Branding- a company’s efforts to help existing and prospective workers understand why it is a desirable place to work

Recruitment- the process of searching out and attracting qualified job applicants 
	Why is it strategically important?—
· Human talent (critical to high org. performance)
· Employer branding (the promise made to the employees and their perceptions of how well that promise is delivered)

Recruitment process :
Identify job openings
· Employee resignations
· Balancing supply and demand 
Specify job requirements 
· Job description/specification 
Select methods of recruitment 
· Internal/external
Generate pool of qualified applicants 
· Employment equity/diversity goals 

Internal labour markets- labour markets in which workers are hired into entry-level jobs and higher levels are filled from within

Benefits of recruiting internally
· Company capitalizes on investment made (lower costs)
· Rewards employees on past performances (increased commitment, morale, and engagement, decreases turnover)
· More accurate assessment of employee ability
· Less orientation/training needed

Disadvantages:
· Discontent of unsuccessful candidates; time consuming 
· Dissatisfaction with insider as new boss
· “inbreeding”; existing talent pool might be limited

methods:
· job posting (company intranet)
· performance appraisals 
· skills inventories and replacement charts

9-box grid- allows managers to easily see and employee’s actual potential performance

external recruitment benefits:
· larger, more diverse pool
· assist in EE goals 
· acquisition of new skills/ reduces need for training (“build of buy”?)
· elimination of internal employee rivalry and competition

methods: 
· social media (passive job seekers, digital divide)
· advertising
· walk-ins and unsolicited application and resumes 
· open houses and job fairs 
· employee referals 
· re-recruiting – keeping track of former employees to see if they would be willing to return
· executive search firms “headhunters”
· private employment/staffing agencies and temporary agencies
· public employment agencies
· educational institutions
· professional associations
· labour unions 
· employee leasing 

passive job seekers- people who are not looking for jobs but could be persuaded to take new ones given the right opportunity

Neopotism- preference in hiring relatives of an existing employee

Realistic job previews- informing applicants about all aspects of the job, including both desirable and undesirable factors 

improving effectiveness 
· surveys (managers, satisfaction- quality, time) new hires/ candidates
· realistic job previews (inform the applicants about all aspects of the job, including less desirable aspects, better job satisfaction, lower turnover)
· metrics (provides feedback on the effectiveness of the recruiting strategy)

metrics:

quality-of-fill  determine the quality of the recruits, helps increase the effectiveness of recruitment 

quality= (PR+HP+HR)/n
PR= average performance rating of new hires (%)
HP= % of new hires reaching acceptable productivity within the acceptable time frame (%)
HR= % of new hired retained agter one year
N= the number of indicators (3)

Yield ratio- the percentage of employees from a recruitment source that make it to the next stage of selection process

Applicant tracking system- applications recruiters use to post jobs, screen resumes, contact candidates, and track time and cost related to hiring people

Job progression- hierarchy of jobs new employees might experience, ranging from starter jobs to greater more important roles

Career development- a dynamic process that matches individual and organizational needs (employee and the organization both have responsibility in this)

Identifying career opportunities and requirements 
· begin with a job/competency analysis
· identify job progression and career path 

different career paths – lines of advancement in an occupational field within an organization
· promotion – a change of assignment to a job at a higher level in the organization (merit, seniority, potential)
· transfer- placement of an employee in another position that similarly resembles their current one.
· Relocation services- services provided to an employee that has just relocated, help in moving, cultural adjustment, and learning a new language
· Outplacement services- help terminated employees find new placements 

consider boundary-less career 

career plateau- due to personal or organizational reasons, chance of moving up in the organization is low 

sabbatical- an extended period of time in which an employee leaves an organization to pursues activities but comes back.

flexibility through:
helping employees progress beyond career plateaus
transfers
dual career paths
career development initiatives
· career planning workbooks and workshops 
· career counseling -
· mentoring/sponsorship
· networking 
· careers self-management training

fast track program- encourages new managers with high potential to remain with an organization by enabling them to advance more quickly than those with less potential

Chapter 6- employee selection 

Selection:
-  comes after recruiting
-  Select among qualified individuals who have been recruited to fill existing or 			projected job openings 
Important because: quality of HR determines organizational performance, high cost of inappropriate selection decisions (100,000 cost for senior manager hiring mistakes- SHRM) Potential legal implications 

Typical steps in the selection process: 
Job analysis 
Job description 
Job specifications 

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

KSAO’s for success 
1. Initial applicant screening Typically performed by HR
a.  Candidates not meeting essential selection criteria are eliminated first 
b. Further consideration for those who most closely match the job specification 
i. Use of tech- to assist with initial screening Sometimes a screening interview (phone); internet checks; videos resumes 
ii. How to reduce subjectivity? → multiple methods, establish criteria beforehand, multiple people, doing the same test, walk-ins (application form) → all standardized 

2. Selection testing: predicting job performance Weighted application blank (WAB) -Responses weighted based on statistical relation to job performance Biographical information blank (BIB/ biodata test) -Biographical data predictive of job success is scored 

3. *Marion Lajoie video 

types of interviews:
Nondirective- applicant is allowed the maximum amount of freedom to determine the course of the discussion.
Structured- a set of standardized question with an established set of answers is used 
Panel interview- board of interviewers question and observe a single candidate
Sequential interview- candidate is questioned by multiple interviewers one right after another.
Situational (see below)
Behavioural (see below)


Types of interview question: 
Traditional- generally getting to know you questions, icebreakers, understanding your personality. Success depends on your responses as well as on the rapport you build with the interviewer 
Situational interview- the applicant is given a hypothetical incident and asked how he or she would respond to. Success depends on: the appropriateness of your anticipated actions, your ability to articulate your thought processes and problem solving skills. You can draw parallels from your past. 
Behavioural- based on the premise that past behaviour is the best practice of future behaviour. Need to clearly describe the Situation, Task, Action and Result (needs to be specific)

Post interview screening:
- reference checks 
- background checks 
- 90% of employers – previous employment history, academic qualifications, criminal record and credit ranking
- credit check
- the reason for conducting a consumer credit report must be job related; need permission from applicant and they have the right to review it

pre-employment tests
· job knowledge test
· work sample test 
· assessment center tests 
· situations similar to job
· cognitive ability tests
· bio data tests 
· pattern of responses to questions re: biographical data
· personality tests 
· polygraph tests 
· lie detectors
· honesty and integrity tests 
· physical ability tests
· Medical examinations 
· Drug testing 

These tests need to be reliable and valid:

Validity: the degree to which a test (or selection procedure) measures what it was intended to measure 

Reliability: the degree to which tests (and other selection procedures) yield comparable data over time

Criterion-related validity 
· The extent to which a selection tool predicts, or significantly corresponds with, important elements of work behaviour
· Sales job  sales figures 
· Production jobs quantity and quality of production
· Managerial jobs performance appraisal ratings 

Concurrent: the extent to which tests scored (or other predictor information) match criterion data obtained at about the same time from current employees.

Predictive: the extent to which applicant’s test scores match criterion data obtained from those applicants/employees after they have been on the job for an indefinite period

Cross-validation- verifying the results from one study by administering a test to a different sample

Content validity- extent to which a selection instrument adequately samples the knowledge and skills needed to perform a particular job
Construct validity- extent to which a selection tool measures a theoretical construct or trait

Pre-employment tests need to have predictive validity 

Chapter 7

Chief learning officer- high-ranking manager directly responsible for fostering employee learning and development in the firm

Strategic model: 
1. Needs assessment- 
a. Organization analysis- examination of the environment, strategies and resources of the organization to determine where training emphasis should be places
b. task analysis- determining what the content of a training program should be on the basis of a study of the tasks and duties involved with the job
i. COMPETENCY assessment- analysis of skills and knowledge needed for decision-oriented and knowledge intensive jobs
c. person analysis- determinations of the specific individuals who need training 
2. Development 
3. Design
a. Objectives 
i. Instructional objectives- desired outcomes of a training program
b. Trainee readiness
c. Principles of learning
i. Behaviour modification- behaviour that is positively enforced will be exhibited more frequently in the future, and the opposite for negative behaviour that is penalized
ii. Spot rewards- programs that award employees on when they do something particularly well during training or on the job
4. Implementation
a. Methods 
i. On the job training- given hands on experience by supervisor or other trainer (most common, informal)
ii. Apprenticeship training
iii. Cooperative training- combines practical on- the-job experience with formal educational classes 
iv. E-learning 
v. Learning management systems- online system that provides a variation of assessment, communication, teaching and learning opportunities
vi. Just in time training- training delivered to trainees when and where they need it to do their jobs usually via computer or the internet
vii. Behaviour modeling 
viii. Blended learning- multiple training methods to achieve optimal learning
b. Learning outcomes
5. Evaluation
a. Reactions 
b. Learning 
c. Behaviour
i. Transfer of training- the effective application of principles learned to what is required on the job 
d. Results
i. Benchmarking- process of measuring one’s own services and practices against the recognized leaders in order to identify areas for improvement 

Additional forms of training- 
Orientation- formal process of familiarizing new employees with the organization, their job and their work units 
Onboarding- systematically socializing new employees to help them get “on board” with an organization
Cross training- training employees to do multiple jobs within an organization

Chapter8

Performance management: the process of creating a work environment in which people can perform to the best of their abilities

Performance evaluations (appraisals/reviews): the result of an annual or biannual process in which a manager evaluates an employee’s performance relative to the requirements of his or her job… and uses this info to show the person where improvements are needed and why

Calibration – process whereby managers meet to discuss the performance of individual employees to ensure that their employee evaluations are in line with one another

Performance appraisals 

Developmental and administrative 

Managers: dislike having to give negative feedback 
· Poorly trained 
· Fear of confrontation 
· May not have all the info 
· Time span too ling (yr)
· Time consuming 
· Too many forms to complete


Common problems: 
·  feedback is infrequent 
· Feedback is often one-way and negative 
· Content of formal appraisals comes as a surprise to employees 
· Performance goals are lacking, unclear or unrelated to the job description 
· Use of appraisal program for conflicting purposes

Constructive feedback :
· Be specific
· Focus on behaviour, not personality traits 
· Focuses on controllable behaviour
· Focus on success- direct employee development 
· Timely
· Don’t pile too much feedback at once 
· Is active- practice active communication; ensure the employee is engaged

Who?
- manager/supervisor
- self
-subordinate
-peers
- teams
- customers
- 360 evaluation (everyone)

common rater-related errors:
· error of central tendency – all employees rated about average
· lenience or strictness errors- unusually high or low ratings
· forced distribution- raters require to place certain # or employees into various performance categories 
· recency error
· contrast error- comparison of one to another
· similar-to-me error

trait methods:
· graphic rating scales – the degree to which an employee possess that trait
· mixed standard scales- based on comparison with a standard
· forced choice method – requires rater to choose from statements designed to distinguish between successful and unsuccessful performance
· essay methods

behavioural methods:
· critical incident method 
· behavioural checklist method 
· behaviourally anchored rating scale – series of vertical scales, one for each important dimension of job performance
· behavioural observation scale- measures frequency of observed behaviour

result methods:
· productivity methods- appraisals based on quantitative measures ,management by objectives
· management by objectives

three types of interviews:
· tell and sell interview only affective when people have specific job issues
· tell and listen interview
· problem solving interview most effective at promoting discussion


Chapter 9- Managing compensation

Total rewards: an integrated package of all rewards (intrinsic, extrinsic, monetary and non-monetary)
· we want to attract, retain and engage employees 
· has to be aligned to company’s strategy; provide value
· financial:
· direct: wages and salaries, incentives, bonuses, commissions  
· indirect: employee benefits
· Non- financial
· Employee recognition 
· Work-life balance programs; flexible work arrangements
· Career development opportunities 

Legal requirements
· Human rights 
· Pay equity 
· Employment/labour standards 

Pay fairness:
My outcomes/my inputs= others outcomes/others inputs

Expectancy theory: 
Employees should exert greater work effort if they have a reason to expect that It will result in a reward that they values 

Wage mix: internal VS  external factors that influence pay

Hourly work – payed by hour
Piece work – payed by # of units

Internal: 
· Compensation strategy of organization 
· Worth of a job 
· Employees relative worth 
· Employers ability to pay 

External: 
· Conditions of the labour market 
· Supply and demands for labour within an area
· Government regulations, collective agreements 
· Area wage rates 
· Wage structures need to be in line with local wages 
· Cost of living 
· Based on consumer price index – stats Canada
· “escalator clauses”? COLAs?

Consumer price index- a measure of the average change in prices over time in a fixed “market basket” of goods and services

Escalator clauses – clauses in collective agreements that provide quarterly cost-of-living adjustment in wages, basing the adjustments on changes in the CPI


· Collective bargaining 
· Unions bargain collectively to achieve increases in REAL WAGES

Real wages-  wages increases larger than rises in the CPI

· Legal requirements

Determining the worth of a job: 
· Job evalutation
· The systematic process of determining the relative worth of jobs in order to  establish which jobs should be paid more than others within an organization

1. Job ranking system
a. Jobs are ranked on the basis of their relative worth
b. Wouldn’t be used in larger organizations 
i. Simplest and oldest system of job evaluation
2. Job classification system 
a. Jobs are classified and grouped according to a series of predetermined wage grades 
b. Wage grades have increasing amounts of skill, knowledge , ability, or other factors 
c. All jobs are then compared to description of job classes
d. Each job is slotted into the appropriate grade
3. Point system 
a. Permits jobs to be evaluated quantitatively on the basis of factors or elements- compensable factors- that constitute the job 
b. Factors would be skills, experience, effort, responsibility, job conditions, supervisory responsibility.. 

Point Manual 
· Contains a description of the compensable factors and the degrees to which these factors may exist within the jobs
· Points are allocated for each degree 
· 5 factors are skill, effort, responsibility, job conditions, client service

4. work valuation
a. a job evaluation system that seeks to measure a job’s worth through its value to the organization 
b. valued relative to standards associates with financial, operational, or customer service objectives of the organization, rather than internally applied points 
c. end up with hierarchy 



Management and executive positions :
	Often difficult to evaluate 
May use different method than hourly :

Hay profile method: uses 3 factors; knowledge, mental activity, and accountability

Step 2: conduct a wage/ salary survey 
· a survey aimed at determining prevailing wage rates for comparable jobs 
· used to
· determine pay rates for benchmark jobs 
· gather info on total rewards 
· ensure external equity 
· Methods? 
· Salary surveys- employer initiated; or external

Step 3: determine pay for jobs 
· Develop a wage curve- assign pay rates to each pay grade
Wage curve- a graph depicting the relationship between the value and average wage paid for a job 

Pay grades- groups of jobs within a particular class that are paid in the same rate

Rate ranges 
· Range rates for each type of pay grade 
· Typically greater for each successive grade 

Red circle rates- payment rates above the max for the pay range

Competency based pay – pay based on an employee’s skill level, variety of skills possessed or increased job knowledge

Broadbanding- collapses many traditional salary grade into a few wide salary bands

Wage rate compression- compression of differentials between job classes, particularly the differential between hourly workers and their managers


Recruitment:

1) Work readiness program (for entry level positions) 
2) Orientation week (shown the mines, talked to, explained jobs)
3) Entry level positions (dish washing, cooks )
4) Upward mobility opportunities (training in the trades )

Chapter 12
Why do we care about health and safety?
· It’s the law  the fundamental duty of every employer is to take every reasonable precaution to ensure employee safety
· It’s cost effective prevention results in bottom line returns
· It’s the right thing to do 
· People are the firms most strategic asset

It’s a huge problem (2009 almost 4 worker deaths a day) young people are 6 times more likely of sustaining a work injury and 95% are young men 

Why? 
· Lack of experience; feeling invincible 
· Less than half receive job training:
· Only about 30% receive instruction in first aid or CPR in their safety training 
· Most learn nothing about law, their rights, hazards on the job or safety management 
· Feels like they must do what their employer tells them; it’s not their own responsibility
· Afraid of losing job

Young worker safety programs 
· Many provinces recognize these risks, have added health and safety programs to the highschool curriculum 


Occupational health and safety is regulated by federal, provincial and territorial governments
	Intended to protect the health and safety of workers by minimizing or preventing work related accidents and illnesses 
· Include general health and safety rules 
· Rules for specific industries 
· Rules related to specific hazards

Duties and responsibilities 
· Employers due diligence – employers are responsible for taking every reasonable precaution to ensure safety:
· Inform employees
· Keep records 
· Competent supervisors- familiar with the work and potential hazards 
· Report the workers compensation board all accidents that cause injuries
· Safety training
Employees- are responsible for taking reasonable care to protect their own and their coworkers’ health and safety they have a right to:
· Know about workplace safety hazards
· Participate in the OHS process
· Refuse unsafe work-without reprisal

Supervisors:
· Advise employees of potential hazards
· Ensure workers use safety equipment
· Provide written instructions where applicable
· Take every reasonable precaution to guarantee safety 
Joint Health and safety committees:
· Management and union reps
· Certification- safety laws, satisfaction, etc

Movie notes:
· Globalization can create economic growth in even the poorest of places
· Gap between poor and rich has never been greater
· 918 million people experience starvation every day
· Almost half the population lives in, what the UN likes to call, extreme poverty
· Most live on under 1$ a day
· 2 scandinavian companies produce in Bangladesh: sweden’s Ericsson, and Norway’s telenor
· Buying from bangladesh because it’s the cheapest 
· Telenor says they have ethical and responsible practices
· Chemicals from production are ruining crops
· Manufacture telephone towers
· Mobile phone market has exploded in bangladesh
· No protection or ventilation for workers
· Globalization allows market access for poorer places, but this access must give people of bangladesh enough to eat and survive in a western market
· Polluted water from confidence steel is put into the canals, against the law in bangladesh
· Galvanizers
· grameenphone 
· 

Chapter 10- pay for performance

Money and motivation

Variable play/incentive plans – any plan that ties pay to some measure of individual, group or organizational performance

Effective plans:
· Performance measures should be linked to organization’s goals 
· Employees should believe they can meet performance standards 
· Organization must give employee resources needed to meet goals 
· Employees should value rewards 
· Employees should believe reward system is fair
· Plan should take into account that employees may ignore goals that are not rewarded

Individual incentive plans :

Straight piecework – employees receive a certain rate for each unit produced

Differential piece rate- a compensation rate under which employees whose production exceeds the standard amount of output receives a higher rate for all their work than the rate paid to those who do not exceed the standard amount

Pros and cons?- quality drop because they’re paid for quantity 

Standard hour plan- pay rates are based on the completion of a job in a predetermined “standard time”. If the employees finish in less time, then their pay is still calculated on the hourly rate

Bonus – incentive payment that is supplemental to the base wage
Related to org. objectives (cost reduction, quality improvement, or other performance criteria

Spot bonus- unplanned bonus given for employee effort unrelated to an established 				performance measure 

Merit pay program (merit raise)- links an increase in base pay to how successful an employee achieved some objective performance standard
	Challenges?
· Perception of bias; creating feelings of inequity
· Need to differentiate between individuals’ performance levels 
· Should be distinguishable from cost-of-living or other general increases
· Banding: exercise that determines merit pay
· 3 components of pay: COLA, company performance, merit


-research shows that to serve as a motivator, need to have a merit in the range of 7-9%
-sometimes companies use lump-sum merit increases instead 

lump sum merit- employees receive year-end merit payment, which is not added to base pay

awards and recognitions:

awards- often used to recognize productivity gains, special contributions or achievements 

non-cash incentive award- are most effective as motivators when the award is combined with a meaningful employee recognition program 

sales incentives- straight salary, straight commission or combined

salary plus bonus plans = a compensation plan that pays a salary plus a bonus achieved by reaching targeted sales goals 

perquisites- nonmonetary benefits given to execs (perks)

Operations employees piecework planes, standard hour plan 
Senior managers and execs annual bonus, spot bonus, stock options 
Salespeople  salary, commissions, mix 
Other managers and professional employees merit pay, intrinsic rewards

Team incentive plans- compensation plan in which all team members receive an incentive bonus payment when production or service standards are met or exceeded

Gainsharing plans- both employees and the organization share financial gains according to a predetermined formula that reflects productivity and profitability

Profit sharing- procedure by which employers pay special current or deferred sums based on the profit of the enterprise



Chapter 11
Elements of a successful benefits program (pentagon) 
Benefits strategy
	Flexible benefits plans – enables employees to choose the benefits that are best suited to their particular needs 
 
· A basic or core benefits package – ensures that employees have a minimum level of coverage
· Employees use credits to :buy: whatever other benefits they need- up to an overall maximum (points or costs) 
(know figure 13.6)

employee benefits required by law: 
· Canada and Quebec pension plans
· Employment insurance 
· Workers compensation insurance  - defray loss of income due to injury or illness
· Provincial hospital and medical services

Discretionary major employee benefits 
· Medical benefits
· Dental, optical and mental health 
· Wellness programs
· Employee assistance programs 

Severance pay – lump-sum payment given to employee after being let go by employer

Allowing for employee involvement 
Flexible benefits for a diverse workforcedisadvantages is poor selection by employees
Administering benefits
Communication employee benefits information

Silver handshake- early retirement incentive in the form of increased pension benefits for several years or a cash bonus

Contributory plan- contributions are made by both employees and employers 

Non-contributory plan- only employers contribute 

Defined benefit plan-  amount to be received is specifically set forth 

Defined contribution- defined basis on which an employer will contribute to pension fund


EAP- employee assistance program – services provided by employers to help workers cope with a wide variety of problems that interfere with the way they perform their jobs 

Chapter 13- employee rights & discipline
the 3 main sources of employment law: 
· The common law of employment (implied contract terms)
· Legislation – statutory employment regulations
· Government employment legislation works alongside common law, usually as a default minimum 
· Collective bargaining legislation and labour arbitration
· Ontario labour relations act ; rights of employees to organise into unions

Individual employment contract 
· General rules of contract law apply 
· “mutual consideration”
· implications?
· The employer cannot unilaterally change the conditions of employment 
· Employees can treat this as a breach of contract
· Can claim constructive dismissal : when an employer, without consent of an employee changes a fundamental term of employment such as wages and then forces the employee to either accept this change or quit

Termination of employment defined
· A person’s employment is terminated if employer:
· Employer dismisses or stops employing an employee
· “constructively dismisses” an employee (employee resigns in response)
· lays an employee off for a period that is longer than a “temporary layoff”

The rules governing dismissal:
· non-unionized employee:
· employer is not required to give an employee a reason why his or her employment is being terminated (employees services are no longer needed)
· Must provide notice (as specified in the contract or “reasonable Notice” determined by ESA and common law)
· Can dismiss the employee just cause 
Summary dismissal – when a non-union employer terminates an employee without notice because of a serious breach of the contract

Wrongful dismissal – employee dismissed without proper contractual or reasonable notice 

Statutory rights- legal entitlements that derive from government legislation

Just cause reasons:
· Sexual harassment 
· Conflict of interest
· Misrepresenting qualifications 
· Willful disobedience 
· Theft
· Fraud and dishonesty 
· Absenteeism or lateness 
· Intoxication   but alcoholism is considered a disability
· Breach of rules or company policies 
· incompetence

Not “just cause”
· conditions of human rights legislation 
· lawful union activities
· reporting occupational health and safety violations 
· refusing to perform an illegal act 
· exercising rights under various employment laws

wrongful dismissal; if an employee feels that he or she was “wronged: 
· insufficient notice of the termination
· there is not just cause 

def: a lawsuit filed in a court by an employee alleging that he or she was dismissed without proper contractual or reasonable notice

unionized employees
· collective agreements confer different rights and obligations for employers:
· right to lay off workers for economic reasons 
· right to discipline
· due to the content of collective agreements, unlike a non-union employer, a unionized employer usually needs a reason to dismiss an employee- just cause
· may be challenged through the grievance procedure
· a labour arbitraitor has the statutory power to substitute a lesser penalty than the one imposed by the employer

before terminating an employee:
· consult with HR 
· Tell your boss 

Delivering bad news:
Be clear and comfortable around the reasons:
· If termination is beyond the individual’s fault or control emplain why termination was the only choice, explain how the person was chosen
· If termination is for cause explain company policy and bring documentation

Plan your sequence:
· Explain situation instigating the termination
· Explain what the company has done to avoid the termination
· State the decision to terminate
· Express confidence in the employee
· Advice of benefits and assistance that will be offered
· Allow employee to react
· Agree on next step


When terminating for just cause
· Try to give the real reason
· Be calms, controlled and respectful 
· Do not respond in kind when employee is angry or abusive 
· Maintain meeting as downward communication and not a counselling session 
· Make terms specific
· Witness/protection at hand 
· 
People will be:
· Shocked silence 
· Denial 
· Anger 
· Dissuasion

Plan for exit for both yourself and the employee
Communicating the termination to others

Disciplinary action:

Progressive discipline- application of corrective measures by increasing degrees
Positive/nonpunitive discipline – system that focuses on early correction

Alternative dispute resolution- diff types of employee complaint or dispute resolution procedures

Step-review system – system for reviewing employee complaints and disputes by successively higher levels of management 

Pier review system- reviews complaints with a group of equal number of employee representatives

Open door policy


Chapter 14- labour relations

Key legislation:
· The industrial relations disputes and investigation act (IRDIA)- 1948 (right to collectively bargain)
· Canada labour code- incorporated right from IRDIA, but more comprehensive. Canada Industrial Relations Board also established to administer and enforce the Code
· Provincial labour law statutes: each province has a labour relations board that administers labour law (except Quebec- labour court and commissioners). Labour boards have representatives from both labour and management (appointed).

Why employees unionize
· Economic needs- wages, benefits, and working conditions
· Dissatisfaction with management- favouritism/ unfair HR practices
· Social and leadership concerns- seek a voice, represent employees, get involved
· Conditions of employment- no choice: union shop

Organizing steps
1. employee/union contract
2. Initial organizational meeting
3. Formation of in-house organizing committee: authorization cards
4. Application to labour relations board
5. Receipt of certificate: card check or mandatory ballot
6. Certified- elect bargaining committee and negotiations for collective agreement

Employer tactics
What can employers do if they want to avoid a union from organizing?
· Emphasize current advantages (but cannot promise better conditions)
· Try to influence employee’s opinions – employees can speak directly with managers about issues 
They cannot:
· Interfere with the labour relations process or certification
· Threaten to close the business 
· Dismiss, discipline or threaten employees who wish to join the union
Impact of unionization
· Cost 
· Challenges to management decisions 
· Unions can restrict the rights that management has to make decisonins about employees 
· Loss of supervisory authority
· The terms of the collective agreement impact the way in which supervisors do their jobs on a daily basis 

Types of unions:
· Local unions: basic unit where most day-to-day interaction between labour and management occurs
· Industrial unions: members are linked by their work in a particular industry-eg: united steelworkers, CUPW,CAW
· Craft unions: members all have a particular skill or occupation-eg: electricians, carpenters
· national/ international unions: differentiated by geographic scope, often affiliated with one or another eg: central labour org- seek to advance the shared interests of members eg: CLC, AFL-CIO

Labour relations in the public sector
Political nature of the labour-management relationship
Strikes in the public sector?
· Compulsory binding arbitration (neutral 3rd party)
· Back to work legislation

Bargaining process:
Prepare for negotiations
Develop strategies
Conduct negotiation
Formalize agreements 

Interest-based bargaining 
· Problem solving bargaining 
· Based on a win-win philosophy and developing a positive long-term relationship
Rather than proposals and counterproposals, use techniques such as brainstorming, consensus decision-making, active listening…

Goal is to base a longer term relationship based on trust 
Integrative bargaining 

Bargaining power – the power of labour and management to achieve their goals through economic, social or political influence 
Union bargaining power – strikes, pickets and boycotts

Management bargaining power
· Continuing operations staffed by management 
· Locking out employees

Mediation – least formal
· Facilitate the negotiation 
· No formal authority for resolution 
· Voluntary process

Conciliation – neutral 3rd party to keep them talking, may recommend settlement but parties may decline. Mandatory in Canada before a legal strike or walkout

Arbitration- outside 3rd party to investigate a dispute and imposes a binding settlement. Could 	be a sole party or arbitration board. 
Interest arbitration – public sector

The collective agreement 
	A binding document listing the terms, conditions and rules under which employees and managers agree to operate 

2 key items: 
	the issue of management rights: conditions of employment over which management has exclusive rights 
	union security agreements: unions try to negotiate some type of compulsory 					membership- want to have all employees as dues-paying members

administration of the collective agreement 
the grievance procedure – considered to be the heart of the collective agreement 

rights arbitration:
	the decision to arbitrate – each side must weigh the cost and benefits (and the expected outcome)
	the arbitration process- arbitrator ensures a fair hearing, with all facts presents on both sides. He/she renders an award after all facts are heard. 
	The arbitration award- a formal document that outlines the decision and the rationale

Final offer arbitration – 3rd party cannot bargain but must choose an outcome

Chapter 15
PEST analysis (figure 15.1)
Environmental factors that affect HR :
	-political
	-economic
	-sociocultural
	-Technological 

International corporation – primarily domestic that uses existing capabilities to move into overseas markets
Multinational corporations – independent business units operating in multiple countries 

Global corporation- Integrated worldwide operations through a centralized home office

Transnational corporation-  attempts to balance local responsiveness and global scale via a network of specialized operating units 

Staffing internationally:
Expatriates or home-country nationals – employees from the home country who are on 								international assignment
Host- country nationals: employees who are natives of the host country 

Third-country nationals: employees who are natives of a country other than the home or host country

Recruiting internationally: 
· Work permit/visa
· Guest workers
· Apprenticeships 
· Transnational teams

Selecting employees in a foreign country environment can be difficult
· Get to know the local market and customs in hiring 
· To better understand the local market, there are a few things firms can do 
· Get to know the universities, technical schools and primary schools
· Develop networks in the business and government communities
· Understand the employees of the firm’s competitors.

Essential training program content to prepare employees for working internationally:
· Language training 
· Cultural training 
· Assessing and tracking career development 
· Managing personal and family life
· Repatriation

Different countries have different norms for employee compensation
· General rule: match the rewards to the values of the local culture 
· Create a pay plan that supports the overall strategic intent of the organization but provides enough flexibility to customize particular policies and programs to meet the needs of employees in specific locations

Compensation of host-country employees: 
Global compensation system:
· A centralized pay system whereby host-country employees are offered a full range of training programs, benefits and pay comparable with a firm’s domestic employees but adjusted for local differences

Expatriates:
Home-based pay:
· Pay based on an expatriate’s home country’s compensation practices 

Balance sheet approach:
· A compensation system designed to match the purchasing power in a person’s home country
· Calculate bae pay 
· Figure cost-of-living allowance (COLA)
· Add incentive premiums 
· Add assistance programs
Split pay
· A system whereby expatriates are given a portion of their pay in the local currency to cover day-to-day expenses 
· Apportion of their pay in their home currency to safeguard their earning from changes in inflation or foreign exchange fees

Host based pay
· Expatriate pay is comparable to that earned by employees in host country

Ch9,10,11 
Total rewards 
An integrated package of all rewards 
Mic- financial and non-financial  to attract, retain and engage employees 
Aligned to a company’s strategy

Determing worth of the job
Job evaluation- systematic process of determining the relative woth of jobs in order to establish which jobs should be paid more than others within an organization 
 ensure internal equity

4 methods: 
· Job ranking  ranked on basis of relative worth 
· Job classification classified and grouped according to a series of predetermined wage grades 
 wage grades have increasing amounts of skill, knowledge, ability, or other factors 
 all jobs are then compared to descriptions of classes 
· Point system  evaluation on basis of factors or elemetns
· Work valuation  seeks to measure a job;s worth through its value to the organization 

Conduct a wage/salary surver
Wage curve
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