ADM2337 Human Resource Management Notes

2017.09.06 / First lecture 
Online self-assessment:
· 8th edition textbook—Mindtap resources
· Complete after reading each chapter –10 questions
· Top mark recorded—3 tries
· Read and complete assessment before class
Read the chapters ahead of the class + take notes in class! 

Chapter 1The world of human resources management
HRM:
· The process of managing human talent to achieve an organization’s objectives 
· Human capital: 
· Bill gates: the inventory, the value of my company walks out the door every evening 
· “The hard stuff is the soft stuff!”
HRM responsibilities
· HR managers perform these functions in 4 ways: advice and counsel, provide services, policy maker and employee advocacy 
Competitive Challenges: top 6
· Responding strategically to changes in the marketplace
· Examples: six Sigma; reengineering; downsizing; outsourcing
· Need to be effective at change management 
· Competing, recruiting, and staffing globally
· Effect on HRM?
· Corporate social responsibility and sustainability goals
· Advancing HRM with technology
· Big data
· Collaborative software
· Internet and social media
· From “touch labour” to “knowledge workers” 
· Effect on HRM? –HRIS(Human Resources Information System); ERP systems (Enterprise Resource Planning) 
· Containing costs while retaining top talent and maximizing productivity
· Downsizing
· Furloughing
· Outsourcing
· Offshoring (also nearshoring and homeshoring): putting your own workers or hire new workers to a low-cost location
· Responding to demographic and workforce diversity challenges
· Immigration/diversity (19% visible minority)
· Age and generational differences 
· Gender
· Adapting to educational and cultural shifts affecting the workforce
· Education of workforce: widening skills gap
· More diversity in cultures
· Employee rights and privacy
· Changing attitudes, changing nature of work

2017. 09.11/Second Lecture 
Mindtap counts at the next class. --Wednesday: Chapter 3; due just before class
CHAPTER 2 STRATEGY AND HUMAN RESOURCES PLANNING
Strategy:
· Michael Porter: unique competitive ADVANTAGE or POSITION  
· Kryscynski: 4 key questions: 
· Where do we compete?
· What unique value do we bring?
· What resources and capabilities do we utilize? 
· How do we sustain our ability to provide that unique value? 
Strategic planning, HR planning, SHRM
SHRM: Strategic human resource management
· Combines strategic planning and human resources planning
· Human resources activities that enable an organization to achieve its strategic goals
Strategic planning
· Procedures for making decisions about the organizations’ long-term goals and strategies
· Linked with HR planning…
· The firm’s HR strategy follows the business strategy and helps implement it
· Strategy formulation
· Strategy implementation
HR planning
· The process of forecasting future HR needs  to ensure that the organization will have the required number and type  of employees to meet its strategic objectives
· Also: the process of anticipating and providing for the movement of people into, within, and out of organization 
· Forecasting involves 3 main steps (page 57-72)
Model of HR forecasting 
1. Forecasting a firm’s demand for employees
· Forecasting demand: quantitative methods and qualitative methods 
· Should include both quantitative and qualitative methods
· Quantitative approach: Trend Analysis
· Forecasting labour demand based on an organizational index: 
· 1. Select factor that is a good predictor of HR needs
· 2. Plot historical trend
· 3. Calculate productivity ratio and multiply by business factor  
· Other methods
· Qualitative approach: Management forecasts
· Experienced personnel making informed forecasts/estimates
· Opinions/judgements of supervisors, department managers, experts or other knowledgeable about the organizations’ future employment needs
· E.g. Nominal Group Technique
· Sample question: what factors are most important in determining the number and type of people needed?
· Delphi Technique
· Soliciting and summarizing the judgements of a preselected group of individuals
· Confidential and anonymous
· Send out surveys and put results together 
2. Forecasting the supply of employees (internal):
· Staffing tables 
· Graphic representations of all organizational jobs, along with the numbers of employees currently occupying the jobs
· Markov Analysis (page 60) 
· Shows the percentage and actual numbers of employees who remain in each of a firm’s jobs from one year to the next, proportions of those who are promoted, demoted, transferred or existed
· Can track the pattern of employee movement
· Skill inventories & management inventories
· Skill inventory: files of personnel education, experience, interests, and skills that allow managers to quickly match job openings with employee backgrounds
· Management inventory: when data are gathered on managers, these inventories are called management inventories
· Both skill and management inventories can be used to develop: Replacement Charts; a visual representation of potential candidates to fill job openings
· Replacement charts can be used to perform: Succession planning: The process of identifying, developing and track talented individuals so that they can eventually assume top-level positions
· To project the supply of outside candidates, employers assess:
· Demographic changes 
· Education of the workforce
· Labour mobility
· Government policies
· Unemployment rate
·  Determine Human Capital Readiness
· Human capital readiness: the process of evaluating the availability of critical talent in a company and comparing it to the firm’s supply 
· Through Gap analysis: demand for employees (quantity & quality)—Supply of employees (quantity & quality) = GAP
· This information feed into/is integrated with the strategic plan
· Strategy Implementation
· Address the gap: (Reconcile supply & demand)
· A labour surplus exists when the internal supply of employees exceeds the organization’s demand
· A labour shortage exits when the internal supply of human resources cannot meet the organization’s needs
·  Labour surplus
· What can employers respond with?
· Reduce employees’ work hours (if people are working overtime; offshoring)
· Hiring freeze 
· Organization will not hire new workers as planned or will hire only in areas critical to the success of the organization
· Layoff employees
· Early retirement buyout programs
· Other alternatives? (strategies mentioned in the textbook)
· Layoff
· Attrition: a natural departure of employees from organizations through quits, retirements and deaths
· Hiring freeze
· Termination 
· Severance pay
· Labour shortage
· Employers might respond with:
· Overtime
· Add full time workers (external recruitment)
· Add part time workers (temporary employees)
· Employ contract workers
· Recall employees
·  Outsource work
· Reduce employee turnover

Third Lecture/2017.09.13 + Fourth lecture/2017.09.18
Case from last lecture: fire 3 employees out of 9
Measurements for employees: (based on ) 
· Performance
· Seniority
· Motivationengagement
· Education level
· Future
· Morale
Measurements for HR to make decisions:
· Salaries
· Costs
· Severance costs

Chapter 3 Equity and Diversity in HRM
Importance of understanding the legal environment: 
· Limit potential liability
· Do the right thing
· Shared responsibility
Multiple Legal Jurisdictions for Employment Law
· Provincial/territorial employment laws govern 90% of Canadian workers
· Federal laws only govern 10% of workers (ex. federal workers, Canada post)
· federal civil service, Crown corporations and federally regulated industries; transportation, banking d communications industries
· Then, how many jurisdictions govern employment law? –14! Much commonality  

Legal Framework for Employment Law in Canada
1. Constitutional Law (the Constitution Act of 1982)
· Charter of Rights and Freedoms
2. Legislated Acts of Parliament (legislation) 
· laws that regulate some areas of HR
· e.g. Canadian Human Rights Act (CHRA), Occupational Health/Safety Acts, Income Tax Act
3. Regulations (for legislated Acts)
· Aid in the interpretation of Laws—e.g. Regulatory bodies like the Human Rights Commissions
4. Common Law
· Judicial precedents
5. Contract Law
· Collective agreements/ employment contracts

Major forms of Employment Legislation
· Human rights codes
· Employment Standards Legislation
· Legislation to Advance the Employment circumstances of Designated groups—Employment Equity, Pay Equity 

Employment Standards Legislation
· Establish minimum employee entitlements pertaining to: 
· Wages, paid holidays, vacation
· Termination notice and overtime pay 
· Set limit on maximum number of work hours permitted
Enforcement is based on complaints—violators can be fired
Example: 
· Ontario—Employment Standard Act (ESA) administered by the Ministry of Labour

Human Rights Codes—Legislation protecting Human Rights 
The Charter of Rights and Freedoms (1982)
· Guarantees fundamental freedoms to all Canadians
· Section 15 guarantees no discrimination based on race, ethnic origin, color, religion, sex, age, sexual orientation, marital status, citizenship, aboriginal residence, or mental and physical ability…(see page 95)
· The Charter forms the foundation of human rights legislation in other jurisdiction 
It takes precedence over all other laws!!!
Example: during a job interview, is it ok to ask if a candidate is married? –NO. Because you might create a systematic discrimination without knowing it 

Canadian Human Rights Act (CHRA)
· Apply to all federally governed departments; agencies and department under federal jurisdiction
· The act prohibits discrimination on the basis of grounds such as race, religion, sex, age, national or ethnic origin, physical handicap and marital status
The Charter of Rights and Freedoms guarantees some fundamental rights to every Canadian, including freedom from discrimination. 
The CHRC enforces the act through a formal complaint procedure. 

The Canadian Charter of Rights and Freedoms, the federal Canadian Human Rights Act (CHRA), and pay equity and employment equity acts are the governing pieces of legislation dealing with employment equity. 

Systematic vs. Intentional Discrimination 
Systematic: 
· Employment criteria that have the effect of discriminating on prohibited grounds but are not used with the intent to discriminate 
· The exclusion of members of certain groups through the application of employment policies or practices based on criteria that are not job related
· Policies or practices (e.g. height requirements) 
· Indirectly? 
Intentional: 
· deliberate use of race, religion or other prohibited criteria in employment decisions 
· Example: I can’t hire you because you are pregnant

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
· Attempt by employers to adjust the working conditions or schedules of employees with disabilities or religious preferences
· Involves adjusting employment policies and practices so that no individual is denied benefits, disadvantaged with respect to employment opportunities, or blocked from carrying out the essential component of a job because of race, color, sex or diability

Undue Hardship
· Human Rights legislation mandates employers must accommodate to point of “undue hardship”
· “under hardship” refers to the point where the financial cost or health and safety risks make accommodation impossible 


Is there any time when discrimination by an employer is permitted under Human Rights? 
Yes!
Bona Fide Occupational Requirement (BFOR)/BFOQ
· A justified business reason for discriminating against a member of a protected class based on business reasons or safety

Harassment
· Unwelcome behavior that demeans, humiliates, or embarrasses a person and that a reasonable person should have known would be unwelcome 
· E.g. bullying-one type-repeated and deliberate incidents of negative behavior
· Supreme court—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
· Ought reasonably to be known to be unwelcome
· It is often has an element of power

Major forms of Employment Legislation
· Human rights codes
· Employment Standards Legislation 
· legislation to Advance the Employment circumstances of Designated groups—Employment Equity, Pay Equity

Sexual Harassment 
· Only 4 out of 10 Canadian women who suffer sexual harassment at work take any formal action
· Why? 
· Job security
· Do not have enough resources

Diversity Management
· The operation of an organization’s multicultural workforce to reach business objectives
· Activities designed to: 
· Integrate all employees in a multicultural workforce
· Enhance the organization’s effectiveness
· Objective of diversity management: to optimize the utilization of an organization’s multicultural workforce with the goal of realizing strategic advantage 
Difference between diversity management and employment equity? 
· Diversity management: is voluntary; have more diverse employees 
· Employment equity: not voluntary; it is a legislation that is passed; (should do) 

Employment Equity
· Definition: the employment of individuals in a fair and nonbiased manner
· Federal Employment Equity Act (1986/1995)
· Based on Charter of Rights and Freedoms
· More proactive approach needed
· HR rights laws focus on prohibiting discrimination—(Based on complaints)
· EE legislation aims to
· Remove employment barriers for disadvantaged groups
· Promote equity 
· The concept of employment equity is rooted in the wording of federal and provincial employment standards legislation, human rights codes, and the Charter. 
· EE involves identifying and removing systematic barriers to employment opportunities that adversely affect women, visible minorities, Aboriginal people, and people with disabilities. 
· Also involves implementing special measures and making reasonable accommodation

Employment Equity Designed Groups
· Women
· Visible minorities
· People with disabilities
· Aboriginal people
Plight of 4 designated groups:
· Occupational Segregation lower pay
· Higher rates of unemployment
· Underemployment
· Glass ceiling

The Employment Equity Act (1995)
· Applies to organizations under federal jurisdiction 
· over 100 employees
· prepare an EE plan and report annually
· oversight shared by CHR Commission & Employment and Social Development Canada (ESDC)—on-site compliance reviews/fines
· under Federal Contractors Program
· Over 100 employees
· $1 million +

The implementation of Employment Equity
1. Senior management Commitment
2. Data Collection and analysis
· Self-identification form—Stock Data and Flow Data
· Stock data: 
· data showing the status of designated groups in occupational categories and compensation levels
· provide a snapshot of the organization; show where members of designated groups are employed in the organization, at what salaries and status, and in what occupations on a particular date
· Flow data:
· Data that provide a profile of the employment decisions affecting designated groups
· Distribution of designated groups in applications, interviews, hiring decisions, training and promotion opportunities, and terminations; provide information on the movement of employees into and through organization
· Underutilization
· Term applied to designated groups that are not utilized or represented in the employer’s workforce proportional to their numbers in the labour market
· Concentration
· Term applied to designated groups whose numbers in a particular occupation or level are high relative to their numbers in the labour market
3. Employment systems review
· Systematic discrimination? Reasonable accommodation? Special measures needed? (e.g. p.109—Federal Public Service) 
4. Establishment of a work plan
5. Implementation
6. Follow up process: Evaluation, monitoring and revision 

Pay Equity
· Amendment to the Canadian Human Rights Act (1978)
· Eliminate wage gap—women making 76 cents while male counterparts made $1 (2011) (in 1987, 64 cents)
· Based on 2 principles—pay equality and  pay equity 
· Pay equality: same pay for same work 
· Employers are required to pay women the same as men doing the same job
· Pay equity: equal pay for the work of equal value
· Equal pay for similar or substantially similar work
· Male and female workers must be paid the same wage rate for jobs of a similar nature that may have different titles
· It is based on comparing the value of the work of female-dominated job classes to the value of work performed in male-dominated job classes 

Fourth lecture/2017.09.18
Chapter 4 Job Analysis and Work Design
Job
· A group of related activities and duties
Position
· Consists of different duties and responsibilities performed by only one employee
· Example: four employees (four positions) may be involved in reference work, but all of them have only one job (reference libertarian)
Job family
· Where different jobs have similar duties and responsibilities, they may be grouped into a job family for the purposes of recruitment, training, compensation, or advancement opportunities
Job specification (requirements) 
· A statement of the needed knowledge, skills, and abilities of the person who is to perform the job
· Establish the qualifications required of applicants for a job opening
· Serve an essential role in the recruiting function
· Provide a basis for attracting qualified applicants and discouraging unqualified ones
Job description (responsibilities) 
· A statement of the tasks, duties, and responsibilities of a job to be performed
Job Analysis
· Process for obtaining info about jobs by determining the tasks, duties or activities
· Identify the human attributes (knowledge, skills and abilities—KSA’s)
· Used to develop job description and job specifications
· The ultimate purpose of job analysis is to improve organizational performance and productivity
· In contract to job design, which reflects subjective opinions about the ideal requirements of a job, job analysis is concerned with objective and verifiable information about the actual requirements of a job

Job analysisJob descriptions and Job specifications Human resources planning
· Recruitment and selection
· Job evaluation—wage and salary decisions (compensation)
· Performance appraisal
· Labour relations
· Training, development
·  Performance appraisal
· Compensation management 

Methods of collecting Job Information
· Interviews (individual, group, supervisory)
· Questionnaires
· Participant diary/log (keep a diary of their work activities) 
· Observation

National Occupational Classification (NOC)
· Reference tool
· Complied by the federal government
· The purpose of NOC is to compile, analyze and communicate information about occupations
· NOC is a composite of the Canadian labour market and has helped bring about a greater degree of uniformity in the job titles and descriptions used by employers in different parts of the country
· Organizes 30,000 job titles into 500 occupational groups (a collection of jobs that share some or all main duties)
· Also, could check the O*NET (US)

Approaches to Job Analysis
Four popular methods:
1. Position analysis questionnaire system
2. Critical incident method
3. Task inventory analysis
4. A competency-based analysis 

1. Position Analysis questionnaire (PAQ)
· Structured job analysis questionnaire which contains 194 items measuring six dimensions on a 5-point scale:
· Information input
· Mental processes
· Work output
· Relationships with others
· Job context
· Other job characteristics
· Quantifiable data collection methods, covering 194 different worker-oriented tasks
· Using a five-point scale
2. Critical Incident Method
· Analyst asks job holder to identify critical job tasks that lead to success on the job: 
· What is done, how it is performed, what tools/equipment are used
· Prepares a list of separate job activities (5-10)
· Objective: identify critical job tasks
· Critical job tasks are those important duties an job responsibilities performed by the jobholder that lead to job success
· Information about critical job tasks can be collected through interviews with employees or managers or through self-report statements written by employees 
· After the job data are collected, the analyst then writes separate task statements that represent important job activities
· Typically 5-10 important task statements for each job under study
3. Task Inventory Analysis
· Develop a comprehensive list of task statements applicable to all jobs
· Listed on task inventory survey—analyst reports the importance an frequency of task
· Specific to organization 
· Can be considered a job-oriented type of job analysis
· The technique is developed by identifying—with the help of employees and managers—a list of tasks and their descriptions that are components of different jobs
· Goal is to produce a comprehensive list of task statements that are applicable to all jobs
· Task statements are then listed on a task inventory survey form to be completed by the person analyzing the job under review 
4. Competency Based Job Analysis
· Describing a job in terms of the measurable, observable behavioral competencies an employee must exhibit to do a job well
· Answers the question “to perform this job competently, the employee should be able to..”
· Focus on the worker, his/her competencies and how he/she does the job well
· Traditional jo descriptions (with their lists of specific duties/tasks) may actually backfire
· Can be too inflexible and hamper innovation and creativity—“that’s not in my job description)
· When organizations operate in a fast-moving environment, managers may adopt a competency-based approach to job analysis
· Relies on building job profiles that look at the responsibilities and activities of jobs and the worker competencies necessary to accomplish them
· Objective: identify “key” competencies for organizational success

Job Description
· A list of the duties, responsibilities, reporting relationships, and working conditions of a job
· Includes: 
· Job tile
· Job identifications section
· Includes items such as the departmental location of the job, the person to whom the jobholder reports, and the date the job description was last revised
· Job duties (or Essential Functions) Section
· Indicate the weight, or value of each duty
· Indicate the tools and equipment used by the employee in performing the job
· Job specification : (e.g. p.139 in textbook) 
· Skills or competencies needed to perform the job (education and experience, specialized training, abilities, manual dexterities) 
· The physical demands of the job and working conditions 
Problems with job descriptions: 
· Provide little guidance if they are poorly written 
· Not undated; not updated
·  Limit the scope of the activities of the jobholder
· Violate the lay by containing specification not related to job success
(notes not finished yet) 









































Fifth Lecture/ 2017.09.25
Chapter 5 Expanding the Talent Pool: Recruitment and Careers
Recruitment—the strategic aspects
· Why is recruitment strategically important to the organization? 
· Want people can fit in the organizational culture
· Human talent is critical to high organizational performance 
· Employer branding
· “the promise made to employees and their perception of how well that promise is delivered” 
The recruitment process
1. Identify job openings
· HR planning/strategic plan
· Employee resignations/terminations
2. Specify job requirements
· From job description/specification
3. Select methods of recruitment
· Internal
· external
4. General pool of qualified applicants 
· Employment equity/diversity goals

Internal Recruitment: advantages
Benefits: 
· Can capitalize on investment made
· Reward employee for past performance
· Increased commitment and performance, morale, engagement
· Decreased turnover
· Less risky
· Less orientation/training needed
Drawbacks: 
· Same mindset: do not get new ideas 
· Do not aware of what happened outside
· Discontent of unsuccessful candidates (unmotivated to employees do not get promotion)
· Dissatisfaction with insider as new boss
· “inbreeding”; existing talent pool may be limited 
Internal Recruitment Methods
· Job posting (company intranet) 
· Performance appraisals
· E.g.  9-Box Grid (GE)—performance and potential
· Skills inventories and replacement charts

External Recruitment: Advantages
Benefits
· Larger, more diverse pool
· Assists in EE goals
· Acquisition of new skills/reduced need for training (“build or buy”?) 
· Reduce (internal) competition 
Scenario: 
· You are starting a new Freshii restaurant near ST Lawrence College campus. You need employees ASAP. What would you do? What are some good sources to use and why? 
External Recruitment: Improving the effectiveness
· Surveys: 
· Manages’ satisfaction—quality, time
· New hires/candidates
· Realistic Job Previews (RJP’)
· Inform the applicants about ALL aspects of the job, including less desirable aspects
· RJP’s—better job satisfaction, lower turnover
· Metrics
· Provides feedback on the effectiveness of the recruiting strategy 

Sixth lecture/2017.10.02 + Seventh lecture/2017.10.11
Chapter 6 Employee Selection
Selection
· Comes after recruiting
· Select among qualified individuals who have been recruited to fill existing or projected job openings
· Why is it important? 
· qualify of human resources determines organizational performance
· high cost of inappropriate selection decisions
· potential legal implications

Begin with a Job Analysis
· job descriptions
· job specifications
· KSAO’s for success

Initial applicant screening/preliminary applicant screening
· Typically performed by HR
· Do candidates meet essential selection criteria?
· Further consideration-those who most closely match the job specifications
· Sometimes a screening interview(phone); internet checks; video resumes
· How to reduce subjectivity?
· E.g., Grid/application form…
· Weighted application blank(WAB)
· responses weighted based on statistical relation to job performance

Types of interview questions
1. Traditional 
· general getting-to-know-you questions
· success depends on your responses as well as on the rapport you build with the interviewer
· What are some sample questions that might be asked? 
2. Situational interview
· the applicant is given a hypothetical incident and asked how he or she would respond
· success depends on:
· the appropriateness of your actions
· your ability express yourself-thought processes& problem solving skills
· You can draw parallels from your past experience
3. Behavioural
· based on the promise that past behavior is the best predictor of future behavior
· need to clearly describe the Situation, Task, Action and Result
· provide a STAR answer
· needs to be specific
	
Pre-employment test
1. Job knowledge test
· e.g. CPA exam
· look at people’s knowledge of a particular area
2. Work sample test
· actual pieces of the job
· doing something which is very similar to the job
· e.g. driving test for truck drivers
3. Assessment Center Tests
· situations similar to job
4. Cognitive ability tests
· e.g. GMAT, SAT
5. Bio data tests
· pattern of responses to questions re: biographical data
· need to be validated
6. Personality and Interest Inventories
7. Polygraph Tests
· lie detector
8. Honesty and Integrity Tests
· e.g. retail—to reduce theft
9. Physical Ability Tests
· Based on job analysis!
10. Medical Examinations
· Only AFTER offer. Can be conditional, based on job
11. Drug Testing
· Not allowed, not supposed to do (?)

Pre-employment test
· Need to be reliable and valid
· Validity: the degree to which a test (or selection procedure) measures what it was intended to measure
· i.e. it should be able to predict how well a person performs on the job
· it should be relevant to the job and do not discriminate anybody
· Reliability: the degree to which tests, (and other selection procedures) yield comparable data over time
· E.g. reliable if interviewers judge capabilities of applicants to be the same today as yesterday; if do it by different interviewers, or do it on another day, it should always get the same results
Determining the Validity of Tests
1. Criterion-Related Validity
· The extent to which a selection tool predicts, or significantly correlates with, important elements of work behavior
· Examples? 
· E.g. In sales jobs, this could be sales figures
· E.g. In production jobs, this could be quality and quantity of production 
· E.g. In management jobs, this could be performance appraisal ratings
Two types of criterion-related validity: 
· Concurrent: the extent to which test scores match criterion data obtained at about the same time from current employees
· E.g. supervisor gives insurance salesmen a test on product knowledge or aptitude and them compare this to ratings on performance (customer service feedback or sales)—SAME time 
· Predictive: the extent to which applicants’ test scores match criterion data obtained from applicants/employees after they have been on the job
· E.g. Test APPLICANTS on product knowledge/aptitude and them compare this to ratings on performance after being on the job
· Question: pre-employment tests need to have _predictive criteria_ validity? 

2. Content Validity
· The extent to which a selection instrument, such as a test, adequately samples the knowledge and skills needed to perform a particular job
· Example: typing tests, driver’s license examinations, accounting test of actual accounting problems on the job
· Can be related to work sample test (high content validity) or job knowledge test
3. Construct Validity
· The extent to which a selection tool measures a theoretical construct or trait (e.g. intelligence, anxiety, mechanical comprehension)
· E.g. Requires showing that the trait is related to satisfactory job performance; and the instrument accurately measures this trait (e.g. Intelligence tests like IQ test, BCMT) 

Can a test be reliable but not valid? –Yes. 
· Reliable: about consistency
· Can be reliable, and low in validity
 

Eighth lecture/2017.10.16
Midterm: Chapter 2 to Chapter 7
Oct 22-28 Reading week
Oct.30 Mon. class—cancelled
Nov.1 Wed. class—virtual midterm review—questions assigned
Nov.5 Sun. class—midterm exam!

Midterm: Sunday, November 5. 13:00-15:00
· 6 short answer questions: 4-6 points each (chapter 2 to 7) 
· Focus on the notes
· Chapter 2-7 inclusive
· Short answer: chapter 2 to 7; multiple choice: chapter 2 to 7
· 10 multiple choice (1-2 per chapter) 
· One per chapter
· Definitions and /or scenarios with application of theory

Chapter 7 Training and Development
The Scope of Training
Training vs. Development?
· Training: 
· tend to be more narrowly focused  and oriented toward short-term performance concerns
· more short-term
· it needs to strategic
· Development: 
· broadening an individual’s skills for future responsibilities
· longer term oriented

Strategic model of Training (See the graph on the textbook) 
Need AssessmentDesignImplementationEvaluation
Phrase 1: Conducting the Needs Assessment
Organization Analysis: 
· Assess the environment, strategies and resources the firm faces (e.g. new products, new skills, too many workplace injuries?) 
Task Analysis: 
· The tasks performed in a job, the steps within each, and the knowledge, skills, abilities required
Personal Analysis: 
· Which employees need training; and their individual learning needs (e.g. areas for development?)
Phrase 2: Designing the Training Program
Instructional Objectives:
· Represent the desired outcomes of a training program
· Should be SMART
· After completing training, participants should be able to: 
· Accurately describe the primary features of all phones that we support (Android, Blackberry, Apple)
· Follow the standard telephone script, without error
· Use active listening techniques to respond to a customer inquiry
· Successfully resolve a basic customer inquiry within 2 minutes
Principles of Leaning (see the chart on textbook) 
· Goal setting
· Meaningfulness of presentation
· Modelling
· Individual differences
· Active practice and repetition
· Feedback and reinforcement
· Massed-versus-distributed learning
· Whole-versus-part learning
Training Methods for Non managerial employees
· On-the-job training
· Apprenticeship training
· Cooperative training, internships
· Classroom instruction
· Programmed instruction (Self-directed learning)
· Audiovisual methods
· Simulation method
· E-learning
Phrase 4: Evaluating the Training Program
Measuring program effectiveness
· Reactions
· Learning
· Behavior
· Results, or return on investment (ROI)
Additional Topics in Training and Development
· Organization-wide training programs
· Orientation training
· Onboarding
· Basic skills training
· Team and cross-training
· Ethic training


2017.11.20
Midterm Review Session
Question 1
1. Human capital readiness: through “GAP Analysis”; to determine the right number and type of employees 
2. Determine if they are more likely to have a labour shortage/surplus
3. To avoid dilemma of the lack of leadership in the company: 
· do Succession Planning: identify and track key people for Exec positions
· use management inventories/replacement charts: they provide a summary of the skills, knowledge and experience of their current (senior) managers so that they can identify those who could best move into leadership roles
Question 2
1. Employment Equity Act: applies to federal jurisdiction
2. Purpose of Employment Equity Act: (check textbook + notes) 
· remove employment barriers
· protects women, visible minorities, persons with disabilities and Aboriginal people
· making employment-related decisions in a fair and non-biased manner
3. Four designated groups (identify)
4. What is Systematic discrimination, and how to make sure that they do not discriminate? 
· recruitment criteria should be based on BFOQ
· BFOQ are developed through job analysis to determine their job requirements/specifications
Question 3
1. What is job analysis, and why is it important
· Definition of job analysis
· Analysis forms the foundation of all HR practices (e.g. recruitment, selection)
· Through job analysis can identify the KSAO’s required for jobs
2. Position Analysis Questionnaire (PAQ) System and Critical Incident Method of Job Analysis 
· PAQ: very structure job analysis, contains 194 items measuring six dimensions on a 5-point scale; measures different dimensions of the job
· Critical: identifies critical job tasks lead to the success of the job
3. Main Advantage of PAQ compared with Critical
· Provide quantitative data, therefore: 
· More easily used to subject to statistical analysis
· Permit comparison across different groups; different dimensions 
Question 4
1. Two recruiting sources for passive job seekers
· Define passive job seekers
· Any sources are fine, but you have to give good rationale
2. Benefits of internal recruitment:
· Less risky, as you have already know their ability 
· Less orientation/training needed
· Reward employees for past performance
3. Why is recruitment strategically important to the org.? 
· Human talent is critical to high org. performance
· Also important for employer branding, and then define employer branding 
Question 5
1. Define reliability and validity
2. Methods to improve reliability of hiring decisions: 
· Interviews
· Use of application forms
· Interview or hiring decisions—add structure and /or standardization to the process or to the forms
3. Behavioral description interview
· Definition of Behavioral description Interview
· Sample question of BDI: tell me of a time when you had to manage a conflict between two colleagues (NOTE: this needs to be in the past)
· Answer: describe the Situation, Task, Action, Results (STAR) 
· Aimed to ask the candidate to be very specific in describing a similar situation that they have encountered in the past
Question 6
1. Four phrases of Strategic approach to training 
· Need assessments
· Design
· Implementation
· Evaluation
2. You are conducting an implementation plan to make the company up and running in 1 month: 
· Conduct a need assessments
· Organization analysis
· Task analysis
· And lastly, how you evaluate your training; choose one type of evaluation methods you would use
· E.g. learning level
· Reaction level

























[bookmark: _GoBack]For Final Exam
2017.11.06/Ninth lecture (after midterm; missed) 
We don’t really cover Chapter 8—but it is on the final exam. 
Chapter 8 Performance Management (Outline) 
Performance Management Systems
· Performance management:
·  the process of creating a work environment in which people can perform to the best of their abilities, in order to meet a company’s goals
· Performance evaluations: 
· Also called performance appraisals, performance reviews
· An Annual/biannual process
· Manager evaluates an employee’s performance relative to the requirements of his/her job, and use this information to show where improvements are needed and why
· A tool that organizations can use to maintain and enhance their productivity and facilitate progress toward their strategic goals 

Performance management process
1. Goals set to align with higher level goals
2. Behavioral expectations and standards set and then aligned with employee and organizational goals
3. Ongoing performance feedback provided during cycle
4. Performance appraised by manager
5. Formal review session conducted
6. HR decision making (e.g. promotion, pay) 

The purposes of performance management
1. Improve a firm’s overall performance and profitability
2. Administrative purposes
3. Developmental purposes

Developing an Effective Performance Management System
HR’s primary responsibility: oversee and coordinate its performance management system.
What are the performance standards? 
· Performance standard: should be based on job-related requirements derived from a job analysis, and reflected in an employee’s job description and job specifications
· Strategic relevance
· Criterion deficiency 
· Criterion contamination
· Reliability 

Who should appraise an employee’s performance? 
· Manager/supervisor evaluations
· Self-evaluations
· Subordinate evaluations
· Peer evaluations
· Team evaluations
· Customer evaluations
· 360-degree evaluations: putting all together 

Training Appraisers
· Establishing an evaluation plan
· Eliminating rating errors
· Feedback training 

Performance Evaluation Methods 
These methods can be classified as measuring: traits, behaviors, results. 
· Trait methods: look at whether an employee possess certain characteristics: e.g. dependability, leadership, reactivity
· Behavioral methods: provide action-oriented info to employees; describes what actions should/should not be exhibited in the job
· Result methods: evaluate employees’ accomplishments—the results they achieved through their work
Trait Methods
· Graphic Rating Scales
· Mixed-standard Scales
· Forced-choice Method
· Essay Method
Behavioral Methods
· Critical Incident Method
· Behavioral Checklist Method
· Behaviorally Anchored Rating Scale (BARS) 
· Behavior Observation Scale (BOS)
Results Methods
· Productivity Measures
· Management by Objectives
· The Balanced Scorecard (BSC)
Which method should you use? —Depends on the purpose!! (See P311: Advantages & Disadvantages)


Performance Evaluation Meetings and Feedback Sessions
Divide the meeting into two sessions: performance review + employee’s growth plans
Types of Performance Evaluation Meetings and Feedback Sessions
· Tell-and-sell
· Tell-and-listen
· Problem solving

Conducting the Performance Evaluation Meeting or Feedback Session
· Ask for a self-evaluation
· Invite participation
· Express appreciation
· Be supportive and demonstrate that you care
· Minimize criticism
· Establish goals
· Follow-up day to day

Improving Performance
· Identifying the sources of ineffective performance
· Performance diagnosis
· Managing ineffective performance
· Focus on changing the behavior, not the person








2017.11.08/Tenth lecture
Review from Chapter 9: 
Determining the Wage Mix
· Stage 1: Job Evaluation
· Job evaluation: Systematic comparison to determine relative worth of jobs within a firm—compared using its rank, class, monetary worth or points, based on a “compensable factor” 
· Stage 2: conduct a wage/salary survey
· To determine prevailing wage rates for comparable jobs
· Stage 3: determine pay for jobs
· Develop a wage curve—assign pay rates to each pay grade

Chapter 10 Pay for Performance
Money and Motivation: the use of financial incentives to motivate employees 
· Variable pay/incentive pay
· Any plan that ties pay to some measure of individual, group, or organizational performance
· Incentives rewards are based entirely on a pay-for-performance philosophy
Successful incentive plans
· Clear connection between the incentive payments they receive and their job performance
· Employees have a desire for/understand the plan
· Employees are committed to meeting the standards—mutual trust
· Standards are challenging but achievable—not an entitlement; seen as a reward

Types of incentive plans
	Individual
	Group
	Enterprise/organization

	Piecework
	Team compensation
	Profits sharing

	standard hour plan
	Scanlon plan
	Stock options

	Bonuses
	Improshare
	Employee stock ownership plans (ESOPs) 

	Merit pay
	
	

	Lump-sum merit pay
	
	

	Incentive awards
	
	

	Sales incentives
	
	

	Incentives for professional employees
	
	

	Executive incentives
	
	



Individual Incentive Plans
· Straight piecework
· Employees receive a certain rate for each unit produced
· It is determined by number of units they produce during a pay period
· Differential piece rate
· 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
· Pros or cons? 
· Quality issues
· May be ineffective if employees value peer approval more than money they can earn 
· 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
· Still incentives for trying to complete things quickly
· Bonus
· Incentive payment that is supplemental to the base wage
· Related to organizational objectives
· E.g. cost reduction, quality improvement, or other performance criteria
· Commonly at the end of the year, and does not become part of the base pay
· Spot bonus
· Unplanned bonus given for employee effort unrelated to an establishment performance measure
· One thing about bonus: it is not tied to your base pay
· Merit pay program (merit raise)
· Links an increase in base pay to how successfully an employee achieved an objective performance standard
· Challenges with merit pay? 
· Perceptions of bias
· Create feelings of inequity
· Need to differentiate between individuals’ performance levels
· Should be distinguishable from cost-of-living or other general increases
· Research shows: 
· To serve as a motivator, need to have merit in the range of 7—9%
· Some companies are using lump-sum merit increases instead!
· Lump-sum merit pay
· To make merit increases more flexible and visible, some organizations have implemented a lump-sum merit program
· Employees receive a single lump-sum increase at the time of their review, an increase that is not added to their base salary
· Incentive Awards and Recognition
· Awards
· Often used to recognize productivity gains, special contributions or achievements
· Noncash incentive rewards
· Are most effective as motivators when the ward is combined with a meaningful employee recognition program
· Includes merchandise, personalized gifts, theatre or sports tickets, vacations, dining out, gift certificates or gift cards, and personalized clothing
Sales incentives 
Types of sales incentives plans: 
· Straight salary plan
· Permits salesperson to be paid for performing various duties that are not reflected immediately in their sales volume
· Straight commission plan 
· A compensation plan based on a percentage of sales
· Combined salary and commission plan
· Most widely used
· Combines a straight salary and commission

Incentives for professional employees
· Are professional employees incented in the same way as other salaried employees…(e.g. lawyers, musicians, IT professionals, scientists)? 
· Base salaries
· Short-term incentives or bonuses
· Long-term incentives or stock plans
· Benefits
· Perquisites
Base salaries
· Represent between 30-40% of total annual compensation
· Largest portion of executive pay is received in long-term incentive rewards and bonuses
Short-term incentives or bonuses
· Cash or stock
· Pay their short-term incentives in cash
· Or cash bonuses 
· Based on the contribution  on the individuals make to the organization 
Long-term incentives or stock plans
· Stock options
Benefits 
· Health insurance, life insurance, retirement plans, and vacations
Perquisites
· Perquisites: nonmonetary rewards given to executives
· Also called perks
· A means of demonstrating the executives’ importance to the organization 
· A “badge of merit” 

Group incentive plans
· Team incentive plans
· All team members receive an incentive bonus payment when production or service standards are met or exceeded
· Gainsharing plan
· Programs under which both employees and the organization share the financial gains according to a predetermined formula that reflects improved productivity and profitability
· The Scanlon Plan: emphasizes participative management and encourages cost reductions  by sharing with employees any savings resulting from those reductions
· Improshare: based on the number of finished goods that the employee work teams complete in an established period

Enterprise incentive plans
· Difference from individual/group incentive plans: all organizational members participate in the plan’s compensation payout. 
· It seeks to create a “culture of ownership”
· Profit-sharing plans 
· Stock option plans
· Employee stock ownership plans (ESOPS)
Profit-sharing plans
· An employer pays, or makes available to all regular employee, special current or deferred sums based on the organization’s profits
· E.g. cash payments
· Increase employees’ earning by contributing to the growth of their organization’s profits 
· Purpose: motivate a total commitment form employees
Stock options plans
· Grands employees the right to purchase a specific number of shares of the company’s stock at a guaranteed price (the option price) during a designated time period
· Sometimes implemented as part of an employee benefit plan 
Employee stock ownership plans (ESOPS)
· Employees can acquire shares in the firm that employs them
· an employee stock bonus plan: provide company shares to employees, with no cost, but granting them or linking the granting to some kind of performance pay plan
· an employee stock purchase plan: employees can purchase shares below full market prices
· an employee stock option plan: employees are given the options to purchase shares at some future date/price, which will be exercised when market price is higher than the given price
· the organization contributes stock/cash to buy stock, which is them placed in an ESOP trust
· the ESOP holds the stock for organizational improvement
· employees might lose their retirement income if the company/stock prices fall


2017.11.13/eleventh lecture
Today: finish chapter 10&11
Chapter 12: Health and Safety
Wednesday: see the movie and do case study—on chapter 12 only
Next Monday: midterm feedback session

How should we motivate employees? 
· Rewarding employees does not always mean spending money
· Example: vacation, recognition, rewards through points
· McKinsey global survey found: 
· Three noncash motivations: praise from immediate managers, leadership attention (for example, one-on-one conversation) and a chance to lead projects or task forces—as no less or even more effective motivators than the three highest-rated financial incentives: cash bonuses, increased base pay, and stock or stock options
· However, they still have to get pay properly to get these motivators going

Chapter 11 Employee Benefits
Government-sponsored benefits
· Employment insurance (EI)
· Canada/Quebec Pension Plan (C/QPP)
· Workers’ Compensation
· Vacations and Holidays
· Leaves of Absence
· Pay on Termination of Employment

Voluntary Employer-Sponsored Benefits
· Life insurance
· Supplementary health care/medical insurance
· Short-term disability and stick leave
· Long term disability
· Additional leaves of absence
· Additional paid vacations and holidays
· Retirement benefits—2 major types
· Registered Retirement savings plans (RRSPs)
· Defined benefit Plan: usually employees have to work in the company for a very long time to get it; reflect on longevity; so many employers have move to defined contributory plan

Flexible Benefit Programs
· Individualized benefit plans to accommodate employee needs and preferences
· Also known as cafeteria plans
· Advantage and disadvantages: see the Figure 13.6 
	
Chapter 12 Promoting Health and Safety
Why do we care about workplace health and safety?
· It is the law!
· The fundamental duty of every employer is to take every reasonable precaution to ensure that employees are safe
· It’s cost effective
· Make business sense: if you have injuries, that cause you money
· Prevention results in bottom line returns
· It is the right thing to do
· People are the firms’ most strategic asset; 
· Possibility of losing workforce

How big a problem is this? 
· It is huge!
· 939 deaths and 260.000 work-related injuries reported in 2009
· Almost 4 Canadians die each working day
· For young Canadians, the rates are even higher
· 6 times more likely to be killed or have a workplace injury
· Average 36 young Ontario workers are injured, made ill or killed on the job everyday (between the age of 15 to 24) 
· 95% men, 1/11 will suffer a workplace injury

Why? 
· Lack experience; feel 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 the law, their rights, hazards on the job, of safety management
· Feel that they must do what their employers tell them;  it is not their own responsibility

Young Worker Safety Programs
· Many provinces, recognizing these risks, have added health and safety programs to the high school curriculum
· Alberta—75 hours of instruction
· Ontario (2007) introduced the young worker safety program, funded by the WSIB (Workplace Safety and Insurance Board) 
· Available, free of charge, to high schools
· Prevent-it. Ca—Public service announcements-hard-hitting campaign to raise awareness

Occupational Health and Safety Legislation
· Occupational Health and Safety (OHS) is regulated by federal, provincial and territorial governments
· See figure 12.1—responsibility in each province
· OHS laws are intended to protect the health and safety of workers by minimizing work-related accidents and illnesses
· Include: 
· General health and safety rules
· Rules for specific industries (e.g. mining) 
· Rules related to specific hazard (e.g. asbestos) 

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 & potential hazards
· Report to the Worker’s Compensation Board all accidents that cause injuries
· Safety training—e.g., see text for an employee orientation checklist (Highlights 12.1) 
· Employees
· are responsible for taking reasonable care to protect their own and their co-worker’s health and safety
· have the right to:
· know about workplace safety hazards
· participate in the OHS process
· refuse unsafe work—without reprisal
· also be aware of the co-workers you are working with
· Any exceptions? 
· Certain jobs that are inherently unsafe
· Ex. police officers refuse to go to a crime scene
· Supervisors
· Advice 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, sanitation, etc. 

Worker’s compensation
· Form of insurance—Provincial Insurance boards collect premiums, (from employers) assess, and pay out to injured workers (in Ontario: WSIB)
· Benefits include: 
· Cash or wage loss payments
· Medical aid
· Vocational rehabilitation—physical, social and psychological services
· GOAL—return employees to work

Creating a culture of Safety
· Beyond compliance!
· Promoting safety awareness
· Interviewing for safety
· The Key Role of the Supervisor
· Proactive safety training program:
· Legally required in certain occupations
· Accurate records kept
· Criminal penalties 
· Involve employees

2017.11.22/twelfth lecture
Chapter 13 Employee Rights & Discipline
Employee Rights
The 3 main sources of Employment Law: 
· The Common Law of employment:
· Common law is based on precedent setting; look at the cases and their decisions
· The judge’s decisions are recorded and considered in future disputes involving similar issues
· Implied contract terms: you don’t actually sign a contract; can be described verbally
· Implied contract terms: teams judges read into employment contracts, when the written contract does not expressly deal with the matter
· Legislation—statutory employment regulations
· Government employment legislation works alongside common law, usually as a default minimum
· E.g. Employment Standard Act (ESA) regulations: imposes an minimum amount of reasonable notice of termination required 
· Collective bargaining legislation and labour arbitration (in the next chapter) 
· Govern unionized employees
· E.g. Ontario Labour Relations Act—rights of employees to organize into unions, bargain collectively with the employer, and strike under certain situations
· Collective agreement: the contract that is bargained in a unionized workplace, between an employee and union that employment of employee is represented by the union; enforced by labour arbitrators rather than courts

The difference between unionized and nonunionized employees: 
· A nonunionized employer can terminate an employee for any reason or no reason at all, by simply giving the proper notice—either the required contractual notice, or implied reasonable notice; as long as the reason for the dismissal is not prohibited by a statute; can also dismiss an employee with no notice if the employee has committed a serious breach of contract
· A unionized employer usually needs just cause to dismiss a worker, unless the dismissal is due to purely economic reason (a permanent layoff) ; it needs a valid reason
· A nonunionized employee must sue the employer in a court for breach of the employment contract; which is costly and time consuming 
· A unionized employee, on the other hand, must file a grievance alleging that the collective agreement has been violated, and that grievance, if not settled or resolved, may be referred to a labour arbitrator 
· Labour arbitrator: a person assigned to interpret and decide disputes (“grievances”) about the collective agreement governing employees in a unionized workplace 

Understanding the Individual Employment Contract
· General rules of contract law developed in the Common Law apply
· “mutual consideration”: both parties to the contract must receive some benefit in the exchange
· Implications? 
· The employers cannot unilaterally change the conditions of employment
· Employee can treat this as a breach of contract
· E.g. “this is not my responsibility.” 
· Can claim constructive dismissal 
Constructive Dismissal
· Definition: when an employer, without the consent of the employee, changes a fundamental term of employment such as wages and then forces the employee to either accept this change or quit; this is a fundamental breach of the contract
· As the employer, how do you avoid this? 
· Terminate the contract, write a new contract
· As the employee, you can:
· Can treat the contract has been terminated by the employer; quit, and sue the employer to recover either contractual notice/implied reasonable notice

Termination of employment defined
· Termination: the employees are no longer employed; the practice by an employer to separate an employee from the organization permanently
· A person’s employment is terminated if the employer: 
· Dismisses or stops employing an employee
· “constructive dismisses” an employee (and the employee resigns, in response)
· Lays an employee off for a period that is longer than a “temporary layoff” 
· Layoff: stop for a period and bring the person back after a while; it is originally means “temporarily leave”, but this term sometimes means “termination” right now 
· These are apply to non-unionized situation

The Rules Governing Dismissal (“termination without causes”)
Non-unionized employees: 
· An employer is not required to give an employee a reason why his or her employment is being terminated 
· E.g. employee’s services are no longer needed 
· Must provide notices
Written notice of Termination
· Statutory notice according to the Employment Standards Act (ESA) Ontario
· In the first three months: no notice required
· 3 months but less than 1 year: 1 week
· 1 year but less than 3 years: 2 weeks
· 3 years but less than 4 years: 3 weeks

The Rules Governing Dismissal
Non-unionized employees: 
· Employer does not need to provide notice if the employee has seriously breached the contract
· Can dismiss the employee for Just Cause
· Called a Summary dismissal
· Definition: a nonunion employee terminates an employee without notice, because the employee has committed a serious breach of the contract 
· Beware “poor performance”—employers only won 25% of time!
· But also make sure that employer has well-documented their performances

 Just Cause Reasons
· These are some but not all of the reasons which courts have accepted as just cause for dismissal: 
· Sexual harassment
· Conflict of interest
· misrepresenting qualifications
· Willful disobedience
· Theft
· Fraud and dishonesty
· Absenteeism or lateness
· Intoxication
· Breach of rules or company policies
· incompetence
Not “Just Cease” Reasons
· Normally, an employee cannot be terminated/disciplined for any of the following reasons (employers cannot dismiss employees for these reasons) : 
· conditions of Human Rights legislation
· prohibits dismissal based on discriminatory reasons
· lawful union activities
· Labour relations legislation: prohibits an employer from dismissing an employee involved in organizing an union
· reporting occupational safety and health violations
· prohibits employer from punishing employee in any way as reprisal for the employee making claim under the statute
· refusing to perform an illegal act
· exercising rights under various employment laws

Wrongful dismissal
· IF an employee feels that he/she was “wronged”: 
· insufficient notice of the termination
· there is not “just cause” 
· Definition: a lawsuit filed in a court by an employee alleging that he/she was dismissed without proper contractual or reasonable notice 

Unionized employees
· collective agreements confer different rights and obligations for employers:
· e.g. right to lay off workers for economic reasons
· right to discipline (e.g. unpaid suspensions) 
· Due to the collective agreement, a unionized employer usually needs a reason to dismiss an employee—Just Cause. 
· May be challenged through the grievance procedure
· E.g. complaints
· A labour arbitrator has the statutory power to substitute a lesser penalty than the one imposed by the employer; arbitrators can (and often do) reinstate employees, when they rule that employer did not have just cause to dismiss the employee
· Implications for HR? 
· Make sure you have good documentations of the employee’s misconduct: e.g. conversations, actions, practices

Employee Privacy Rights
Privacy issues at the workplace
· Arbitration law
· requires employers to establish both that there is a pressing need for surveillance and that the surveillance is conducted in a reasonable manner that balance the employee’s interest in a reasonable amount of privacy with the employer’s business concerns
· Federal Personal Information Protection and Electronic Documents Act (PIPEDA)
· Regulates an employee’s collection and dissemination of info about employees, and the rights of employees to access their personal files in some circumstances
· Applies to federally regulated workplaces; also some “commercial activities” engaged in by provincially regulated companies
· Organizations covered by PIPEDA must obtain an individual’s consent, when they collect, use, or disclose the individual’s personal info; the individual has a right to access their personal info held by an organization and challenge its accuracy; an organization must obtain an individual’s consent if it wants to use info for other purposes
Employee conduct outside the workplace
· An employer normally do not have the control over the private lives of its employees
· Thus, both union and nonunion employers have been found to have lacked proper cause to dismiss employees who are arrested for activities unrelated to the workplace
· Unless their off-duty conducts adversely impacts the economic interests of the employer; such as business reputation
· An employee who writes damaging comments about the employer on social networks will usually be subject to summary dismissal by a nonunion employer

Disciplinary Policies and Procedures
Setting organizational rules
· Setting of organization rules is the foundation for an effective disciplinary system
· Before initiating any disciplinary action: it is important to give employees enough orientations in the rules and regulations relating to their jobs
· “neglect in communicating rules”
1. Investigating the problem
· Documenting misconduct
· Accurate and complete work records
· 8 items for documentation (check P470)
· The investigate interview
· before any disciplinary action is initiated, an investigation interview should be conducted to make sure employee are fully aware of the offence
2. 2 Approaches to disciplinary action
· Progressive discipline
· the application of corrective measures by increasing degrees
· designed to motivate an employee to correct his/her conduct voluntarily
· from oral warning (or counselling)written warningsuspension with paydischarge
· Positive/non-punitive discipline
· Focus on early correction of employee misconduct
· The employee take total responsibility for correcting the problem
· in cooperative environment: employee and supervisor engage in joint discussion and problem solving to resolve misconduct
· all solutions and affirmations are jointly reached
· first conference between supervisor and employee to find a solutionsecond conference to determine why the solution in the first conference did not work, discuss new solutions, and give written reminderone day decision making leave (a paid leave)is given to employee to determine whether he/she wants to stay in the organization
3. Informing the employee
4. Alternative dispute resolution procedures
Alternative dispute resolution (ADR): 
In nonunionized organizations, applied to different types of employees, to address employee complaint or dispute; 
It present ways by which employees exercise their due process rights. 
· Step review systems
· The review of an employee complaint by successively higher levels of management
· Employeesupervisordepartment headHR departmentTop management
· Peer-review systems
· Also called complaint committee
· Composed of equal number of employee representatives and management appointees, which functions as a jury and then weigh evidence, consider arguments, and after deliberation, vote to render a final decision 
· Open-door policy
· Identifies various levels of management above the immediate supervisor for employee contact
· Ombudsperson system
· Ombudsperson: a designated individual from whom employee may seek counsel for the resolution of their complaints 
· Mediation
· The use of an impartial third-party neutral to reach a compromise decision
· Help employees and employers to reach voluntary agreement
· Mediator: Unlike arbitrators, mediators have no power or authority to force either side toward an agreement 
· Arbitration
· Employees and employers present their cases to an arbitrator, who is typically a retired judge

When delivering Bad News
Be clear and comfortable about the reasons: 
· If termination is beyond the individual’s fault or control
· Explain why termination was the only choice
· Explain how the person was chosen
· If termination is for cause
· Explain company policy
· Bring documentation 
Also, pick an appropriate time and place. 
Consider timing (e.g. is it a Friday? Rush hour? ) 
Plan your opening 

When terminating for Just Cause
· Try to give the real reason
· Be clam, controlled and respectful
· Do not respond in kind when employee is angry/abusive
· Maintain meeting as downward communication and not a counseling session
· Make terms specific
· Witness/protection at hand

Anticipate the Employee’s Reaction
· Shocked silence
· Denial
· Anger
· Dissuasion

2017.11.27/thirteenth lecture
Chapter 14 Labour Relations
Wednesday: --Case 5: on Chapter 13
Next Monday: Chapter 15 (it is going to be on final; focus on the materials highlighted on the lecture for this chapter) 
Final: 85 multiple choices: Chapter 2-7 (4 questions per chapter--24); Chapter 8-15 (6-8 questions--61) 

HR in the news
· La Cite suspends professors over fall semester dispute…
· The suspended professors were asked to guarantee that respiratory therapy students would be fully prepared for the workforce—while also teaching a fall term that was suddenly three weeks shorter
· Faculty union viewpoint: the sticking point for the four profs was a demand that students would graduate without facing “restrictions” on their licences

Government Legislation of Labour Relations
Key legislation: 
· The Industrial Relations Disputes and Investigation Act (IRDIA)—1948
· Canada Labour Code
· Incorporated rights from IRDIA, but more comprehensive
· Canada Industrial Relations Board also established to administer and enforce the Code
· Provincial labour law statutes (e.g. Ontario Labour Relation Act) 
· 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 do employees unionized? 
· Gives them rights, protections and more bargaining power
· Economic needs
· Wages, benefits, and working conditions 
· Dissatisfaction with management
· E.g. favourtism/unfair HR practices (e.g. promotions, and shifts can be explicit) 
· Social and leadership concerns
· Seek a voice; represent employees, get involved 
· Conditions of employment 
· No choice—“Union shop” 

Organizing Steps: (See the 6 steps in the textbook)
1. Employee/union contact
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)
a. Card check: you have already got the majority of people who signed
b. Mandatory ballot: if you do not have the majority, the board will come back to make sure you have the majority of  people (not just represent the minority) 
6. When 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: in wages, benefits, or working conditions the employees may enjoy (but cannot promise better conditions—e.g. more benefits—if they don’t vote for a union)
· Try to influence employees’ opinions—e.g. can emphasize that employees can speak directly with management about issues 
· What CAN’T they do? (prohibited by law)
· Cannot interfere with the labour relations process or certification
· Cannot threaten to close the business
· Cannot dismiss, discipline or threaten employee who wish to join the union
What some employers will do…
· In 2005, a case involving a Wal-Mart Canada decision to close a store in Quebec and fire all of the employees after they joined a union and the union requested first contract arbitration (to settle a dispute). One employee appealed (took them to court) 
· The Supreme Court confirmed that a Quebec employer cannot be forced to continue to operate its business—or to reopen—as a result of unfair practices
Why don’t employers—like Walmart—do not want a union for their company?

Impact of Unionization
· Cost (e.g. $26.40 vs. $21.49 non-unionized) 
· Challenges to management decisions
· Unions can restrict the rights that management has to make decisions about employees
· E.g. issues as the subcontracting of work, productivity standards, and job content
· Less of Supervisory Authority 
· The terms of the collective agreement impact the way in which supervisors do their jobs on a daily basis
· E.g. les authority and flexibility in certain areas (e.g. scheduling, performance evaluation and promotions) (e.g. seniority rather than merit)—U of Ottawa

4 Types of Unions 
· National/international Unions
· Differentiated by geographic scope
· Often affiliated with one or another
· E.g. central labour organization—seek to advance the shared interests of members. E.g. CLC(Canadian Labour Congress—3.3 M/36 M population;) AFL-CIO(12.5 M/360M)
· Craft Unions
· Members all have a particular skill or occupation 
· E.g. electricians, carpenters 
· Local Unions
· “the local” –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
· Specific to an industry
· E.g. United Steelworkers, CUOW, CAW 

Labour Relations in the Public Sector
Political nature of the labour—management relationship
Strikes in the public sector?  
· Not allow certain groups to strike because they are “essential”; e.g. police officers
· If the strike is too long in public sector
· they have compulsory binding arbitration (neutral 3rd party) 
· or Back-to-work legislation
· if the strike is too long in private sector: they gone out of business

The collective Bargaining process (check in textbook)
· the process is a circle (pay attention)
· 1. Prepare for negotiations
· Gather data 
· Form bargaining teams
· 2. Develop strategies 
· Develop management proposals and limits of concession
· Consider opponents’ goals
…

The Bargaining zone (check textbook)

The Bargaining Process
· Interest-based bargaining (IBB)
· Problem-solving bargaining
· Based on a win-win philosophy
· Use techniques such as brainstorming, consensus decision-making, active listening, etc.
· Goal—to base a longer term relationship based on trust
· Also called Integrative bargaining 

Management and Union Power in Collective 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
· Boycott: stop purchasing/using services
Management bargaining power
· Continuing operations staffed by management 
· Locking out employees 
· Lock out: management don’t let employees work
Resolving deadlocks? 

Resolving Conflicts—what if there is an impasse? 
· 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
· MADATORY 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

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—what 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
· If a grievance cannot be settled, then arbitration…
· The arbitration process—3rd party arbitrator ensures a fair hearing, with all facts presented on both slides. He/she renders an award
· The arbitration award—a formal document that outlines the decision and the rationale
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Chapter 15 International HR
Pest Analysis
· Conduct a PEST analysis (figure 15.1)
· Determine what environmental factors affect HRM: 
· Political
· Economic
· Sociocultural
· Technological

Analyzing your international operations (figure 15.2)
International Corporation (low efficiency; low responsive) 
· Domestic firm that uses its existing capabilities to move into overseas markets (e.g. P &G, Honda, GE)
Multidomestic Corporation (MDC) (low/high) 
· Firm with independent business units operating in multiple countries (e.g. Shell). Stand-alone foreign subsidiaries 
Global Corporation (high; low)
· Firm that has integrated worldwide operations through a centralized home office. See the whole world as their market. 
Transnational Corporation
· Firm that attempts to balance local responsiveness and global scale via a network of specialized operating units
· King of an ideal one

Managing your International Operations
Staffing Internationally: 
1. Expatriates, or home-country nationals
a. Employees from the home country who are on international assignment 
2. Host-country nationals
a. Employees who are natives of the host country
b. Host-country nationals have networks, resources,  cultural backgrounds of the host country; and maybe lower costs
3. Third-country nationals
a. Employees who are natives of a country other than the home country or the host country

Managing your International Operations
· Recruitment
· Selection
· Training and Development
· Compensation
Training and Development
· 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
Compensation
· Different countries have different norms for employee compensation:
· General Rule: Match the rewards to the values of the local culture
· Pay plan should support the overall strategy of the organization, but provide 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 benefits and pay comparable to a firm’s domestic employees
· Adjusted for local differences
Compensation of Expatriate Managers
· Home-based pay
· Based on an expatriate’s home country’s compensation practices
· Balanced-sheet approach
· Designed to match the purchasing power in a person’s home country
· Calculate the base pay
· Figure cost-of-living allowance (COLA)
· Add incentive premiums 
· Add assistance programs
· Split pay
· Expatriates are given a portion of their pay in the local currency to cover their day-to-day expenses
· A portion of their pay in their home currency to safeguard their earnings from changes in inflation or foreign exchange rates
· Host-based pay (localization) 
· Expat pay is comparable to that earned by employees in a host country to which the expatriate is assigned

Review: 
Chapter 8—go to Brightspace; see the materials and video

Chapter 9: Managing Compensation
Total Rewards
· Total rewards: an integrated package of all rewards
· MIX: financial and non-financial
· To attract/retain/engage employees
· Aligned to company strategy 
· Non-financial components of total rewards? 
· Employee benefits
· Incentive pay
· Pay for performance
· Recognition program
·  Bonuses 
Pay fairness
· Equity theory: compare inputs ratios to the comparable others (outcomes) 
· Determining Compensation –The Wage Mix (figure 9.2—important) 
Determine the worth of the job
· Job evaluation 
· 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
· Ensures internal equity
· 4 methods: 
· Job ranking system
· Job classification system: e.g. federal government 
· Point system: e.g. some public sectors and private sectors as well
· Basis of factors of  elements—compensation factors 
· (The point manual) 
· work valuation
Stage 2: Conduct a wage/salary survey
· a survey aimed at determining prevailing wage rates for comparable jobs
· used to: 	
· determine pay rates for beacnmark 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: 
· A graph depicting the relationship between the value (e.g. job evaluation points) and average wage paid for a job
· Plot these
· Assign pay rates
·  
The Wage curve
· Rate ranges
· Red circle rates
· Broadbanding 
Which of the following is an internal factor can influence the wage mix? 
· Labour market conditions
· Collective bargaining
· The employee’s relative worth
· The cost of living
· Area wage rates
What is a pay grade? 
· A grouping of jobs which are similar
· Payment rates above the maximum of the pay range: red circles
· A graph of the relationship between the value and average wage paid to the job: wage curve 

Chapter 10
Variable pay/incentive plans 
Types: 
· For operations employees
· Piecework: straight or differential; standard hour plan
· Senior managers/executives
· Annual bonus, spot bonus, stock options
· Salespeople
· Salary vs. commissions. Vs combination
· Professional 
· Merit pay, intrinsic, rewards
· Team incentives
· Organization
· Profit sharing, stock ownership, gainsharing
Q: What is a merit pay? –links an increase in base pay to how successfully an employee achieved some objective performance standard. 
Q: which of the following is a pay plan that compensates sale employees based on a percentage of sale? –straight commission plan
Q: Most widely used sales incentive program? –combined salary and commission plan 

Chapter 11 
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