CHAPTER SUMMARIES

CHAPTER 1

1. Define human resources management (HRM)
· Integrated set of processes, programs, and systems that focus on effective deployment and development of employees 

2. Identify the processes and practices of HRM
· Organizational, work, and job design
· Planning (e.g. hiring, outsourcing, succession)
· Recruitment and selection
· Training and development
· Performance management
· Rewards and recognition (Total rewards)
· Occupational health and safety
· Employee and labour relations

3. Understand the importance of HRM to the line manager
· Line manager is key link between employee and organization
· Helps you understand roles and responsibilities in managing employees
· People have always been central to organizations, but their strategic importance is growing in today’s knowledge-based industries 

4. Explain the relationship between the line manager and the HR practitioner
· Every manager’s job is managing people
· Successful organizations equip their line managers with a thorough understanding of HRM 
· HR professionals help the line manager be a good people manager by providing advice as well as direct services
· Combining expertise of HR professionals with the experience of line managers can develop and utilize the talents of employees to their greatest potential

5. Appreciate current business issues facing organizations and the impact on people in organizations
· Globalization is creating pressure for managers to effectively manage people
· Survival of firms and business sectors will focus on maximizing utilization of employees
· Technology has enabled organizations to focus on quality and customer
· Environment and climate change is creating both threats and opportunities
· Businesses are concerned about their human capital and talent management

6. Identify key demographic and employee concerns
· Diverse and aging workforce with an increased participation of females
· There are different generations working side-by-side with differing values and expectations
· There will be a shortage of labour in the not too distant future
· The work landscape is changing with more part-time and self-employed people
· Employees have more rights



7. Illustrate the link between business strategy and HRM strategy
· Business strategy involves formulation of company’s mission, goals, and action plans
· Part of any business strategy is to be competitive; to be competitive, an organization needs to thing about its people as part of its “competitive advantage”
· Strategic HRM focuses on linking and aligning the HRM processes to the business strategy
· The HR processes and programs will reflect the particular strategy, such as growth



CHAPTER 2

1. Explain the impact of laws on the behavior and actions of supervisors and managers
· Accepted practices and behaviors of supervisors and managers toward their employees are governed through a variety of employment legislation at both the provincial and federal levels
· Various laws establish certain minimum requirements regarding working conditions as well as providing protection of basic human rights

2. Discuss the legal framework of HRM in Canada
· There are two distinct sets of legislation – federal and provincial
· The Canadian Charter of Rights and Freedoms is the cornerstone of contemporary employment legislation

3. Explain and describe discrimination and harassment in the workplace
· Discrimination is denying someone something because of race, ethnic background marital status, or other prohibited grounds under human rights legislation
· Harassment is any behavior that demeans, humiliates, or embarrasses a person
· Discrimination and harassment are illegal under human rights legislation

4. Describe the line manager’s role in creating a work environment that is free from harassment and discrimination
· Supervisor or manager needs to ensure that unacceptable behaviours are dealt with
· Supervisor is expected to work with employees to ensure that they are behaving and acting in an acceptable fashion
· Line manager is key link in creating an appropriate work environment

5. Describe the difference between employment equity and pay equity; and between diversity and employment equity
· Employment standards legislation describes the basic obligations of employers
· Labour legislation governs both the process by which a trade union acquires bargaining rights and the procedures by which trade unions and employers engage in collective bargaining
· Health, safety, and worker’s compensation legislation describes the expected standards for health and safety in the workplace and the impact if an employee is injured






CHAPTER 3

1. Explain the supervisor’s role in defining and designing work
· Line manager or supervisor is the primary individual who determines what work needs to be done
· Line manger take an active role in determining what skills and abilities are needed to successfully perform the work


2. Discuss the relationship between job requirements and HRM processes
· HRM processes, such as recruitment or training, make use of information about the work or job
· A job consists of a group of related activities and duties
· A position consists of the specific duties and responsibilities performed by only one employee

3. Explain the relationship between job analysis and a job description
· Job analysis is the process of obtaining information about jobs (or work) by determining what the duties, tasks, or activities are
· The outcome is a job description – a written document that contains a number of elements
· A job description is written description listing the types of duties and the skills (job specifications) needed to successfully perform the work

4. Define and describe the sections in a job description
· Job title – indication of what the duties might be or the nature of the work
· Summary of job – two to three sentences describing the overall purpose of the job
· List of duties and responsibilities – statements of the key duties and responsibilities
· Job specifications – statement of the needed knowledge, skills, and abilities or competencies of the person who is to perform the work

5. Describe the uses of information gained from job analysis
· Job specifications establish the qualifications required of applicants for a job opening and play an essential role in the recruiting function 
· Information on the job description is used as a basis for comparing the skills and abilities of each applicant in the selection process
· Managers must be careful to ensure that they do not hire employees on the basis of “individualized” job requirements that satisfy personal whims but bear little relation to successful job performance
· Requirements contained in the job description and specifications provide clues to training needs
· The pay of a job is based on what the job demands in skill, effort, and responsibility ,as well as the conditions and hazards under which the work is performed


6. Define employee contribution and describe the relationship of job design to employee contributions
· Job design is the process of defining and arranging tasks, roles, and other processes to achieve the employee’s goals and organizational effectiveness
· Employee contribution is the degree to which employees are involved in making critical work-process or organizational decisions
· Job design can enhance or take away from the employee’s ability to participate in decision making

7. Discuss the different types of work designs to increase employee contribution
· Employee empowerment is a method of involving employees in their work and encouraging them to take charge of what they do 
· Employee involvement groups are groups of five to ten employees doing similar or related work who meets together regularly to identify, analyze, and suggest solutions to shared problems
· Employee teams are groups of employees who assume a greater role in the production or service process


CHAPTER 4

1. Discuss the steps in human resource planning 
· Forecast demand for labour in the organization
· Determine the supply of labour – both external and internal to the organization
· Identify the gap between demand and supply
· Develop action plans to close or eliminate the gap

2. Describe the relationship between planning, recruiting, and selecting people to work with the organization
· As organizations plan for their future, supervisors and managers at all levels must play an active role in planning for future people requirements 
· It is critical that the organization have the right number and type of employees available to implement a chosen business plan
· Managers play a key role in planning for the human resources necessary to achieve the business plan

3. Explain the advantages and disadvantages of recruiting from within the organization
· By recruiting from within, an organization can capitalize on previous investments made in recruiting, selecting, training and developing its current employees
· Internal promotions can reward employees for past performances and send a signal to other employees that their future efforts will pay off
· A disadvantage can be the inbreeding of ideas and attitudes

4. Explain the advantages and disadvantages of external recruitment
· External recruitment can bring in new ideas and acquire people with specialized skills
· Constraints on the organizations, such as a legislated employment equity plan, may lead to a different pool of applicants than what the manager may want

5. Explain the objectives of the selection process 
· The selection process attempts to get the right person with the right skills at the right time in the right job



6. Describe the typical steps in the selection process
· Typical steps start with the receipt of an application form, then an initial interview, possible employment tests, an interview with the supervisor, reference checks, and then a hiring decision

7. Identify the various sources of information used for selection decisions
· Interviews
· Application forms or resumes
· References
· Employment tests

8. Discuss the different approaches to conducting an employment interview
· Unstructured, wherein the interviewer is free to pursue whatever approach and sequence of topics might seem appropriate
· Structured, wherein each applicant receives the same set of questions, which have pre-established answers
· Situational, in which candidates are asked about hypothetical situations and how they would handle them
· Behavioural descriptions of previous work experiences
· Interviews can be conducted by a single individual, a panel, or via a computer interface

9. Explain the value of different types of employment tests
· More objective than the interview
· Can provide a broader sampling of behaviour and skills



CHAPTER 5

1. Discuss the systems approach to training and development
· Training and development need to be linked to the organization’s goals and objectives
· A Systems approach to training and development creates this link
· A systems approach consists of five phases: needs analysis, training program design, implementation, evaluation, and transfer to work environment

2. Describe the components of a training-needs assessment
· Contributes to the organization’s overall goals
· Involves four phases: needs assessment, program design, implementation, evaluation

3. Identify the principles of learning and how they facilitate training
· Goal setting
· Meaningfulness of presentation
· Modelling
· Individual differences
· Active practice and repetition
· Feedback
· Rewards and reinforcement


4. Identify the types of training and development methods used for all levels of employees
· On-the-job
· Apprenticeship
· Cooperative and internships programs
· Computer-based 
· Seminars and conferences
· Role playing and management games

5. List some of the characteristics of an effective orientation process
· Familiarizing new employees with the organization, their job, and their work unit
· Embedding organizational values, beliefs, and accepted behaviours
· Active involvement and participation from the supervisor

6. Describe the special training programs that are currently popular
· Basic skills training (such as literacy) where people learn basic reading and math
· Team work where people learn new behaviours and skills to work in teams
· Diversity where people develop and appreciation of the benefits of diversity

7. Explain how a career development program integrates individual and organizational needs
· It blends employee effectiveness and satisfaction with the achievement of the organization’s strategic objectives
· HRM practices must fit so that both individual and organization needs can be achieved 

8. Discuss specialized career development needs
· Mentoring programs where more senior individuals coach and encourage more junior staff
· Specialized career programs for diverse workforce where the organization gears the development to special groups, such as women, youth, etc.



CHAPTER 6

1. Define a performance management system
· Set of integrated management practices

2. Explain the purpose of a performance management system
· Allows the organization to get the right things done
· Helps increase employees’ satisfaction with their work and the organization

3. Describe the management practices necessary for a good performance management system
· setting and communicating clear performance expectations
· Clear and specific performance objectives
· Supportive and helpful coaching by the supervisor 
· Focusing on accomplishment of objectives during performance appraisals
· Recognizing and celebrating good performance

4. Identify the steps in an effective performance management system
· Clarifying the work (job) to be done
· Setting goals and establishing a performance plan
· Regular and frequent coaching
· Conducting formal review of performance
· Recognizing and rewarding performance

5. Describe the different sources of performance review information
· Manager or supervisor who is able to provide feedback on contribution
· Self – provides a personal review of accomplishments
· Subordinate – provides a perspective on certain behaviours such as leadership
· Peers and team members – who are able to describe how the person works with others
· Customers – provides input about the quality of service

6. Explain the various methods used for performance reviews
· Trait approaches are designed to measure the extent to which an employee possesses certain  characteristics
· Behavioural methods specifically describe which actions should (or should not) be exhibited on the job
· Productivity measure look at results or outputs
· Management by objectives (MBO) is a philosophy of management that has employees establish objectives (e.g. production costs, sales per product, quality standards, profits), through consultation with their supervisors and then uses those objectives as a basis for appraisal

7. Outline the characteristics of an effective performance review interview
· Ask the employee to review and assess their own performance prior to the interview
· Invite and encourage active participation by employees in the discussion of their performance
· Express appreciation for what the employee has done well
· Minimize criticism 
· Change the behaviour, not the person



CHAPTER 7

1. Explain an organization’s concerns in developing a strategic rewards program
· Companies structure compensation in ways that enhance employee motivation and growth
· Compensation must be tailored to fit the needs of the company and its employees
· Companies are concerned that employees believe the compensation to be equitable

2. Identify the various factors that influence the setting of pay levels
· There are internal and external factors
· Internal factors include the organization’s compensation policy, the perceived worth of the job, the performance of the employee and the employer’s willingness to pay
· The external factors include labour market conditions, cost of living, collective bargaining and legal considerations

3. Describe the major job evaluation systems
· Job ranking system, which groups jobs on the basis of their relative worth
· Job classification system, where jobs are grouped according to a series of predetermined grades based on a number of factors
· Point system, which determines a job’s relative worth by using a quantitative system of points
· Factor comparison system, where a job is evaluated on a factor-by-factor basis; this type of system is typically used for legislated pay equity purposes

4. Describe the compensation structure
· Wage and salary survey, which provides information about average wage rates external to the organization
· Developing a wage curve, which indicates the rates currently paid for jobs within the organization
· Development of pay rates for paying individuals based on the job

5. List the types of incentives plans
· Individual bonus
· Team- or group-based
· Merit raises
· Gainsharing
· Profit-sharing
· Employee stock ownership plan

6. Explain the employee benefits that are required by law
· Canada and Quebec pension plans, which provide for a pension for all employees working in Canada
· Employment insurance, which provides income protection to employees who are between jobs
· Worker’s compensation insurance, which pays people for work-related accidents or illnesses

7. Describe voluntary benefits
· Benefits that are considered indirect compensation
· Benefits an organization chooses to provide
· Can include health and welfare coverage, pay for time not worked (vacation, sick leave) wellness programs, and childcare assistance 



CHAPTER 8

1. Describe the legal responsibilities of supervisors and managers to create a safe and healthy work environment.
· Become familiar with the occupational health and safety legislation governing their operation
· Enforce health and safety standards throughout the organization
· Protect employees form physical hazards, unhealthy conditions, and unsafe acts of other employees 

2. Cite the measures that should be taken to create a safe work environment.
· Take every reasonable precaution to ensure employee safety
· Inform and train employees about safety and health requirements in the organization
· Keep records and investigate any accidents
· Involve employees in identifying and eliminating health and safety problems
· Provide safety training programs and emphasize the importance of health and safety in the workplace
· Enforce safety procedures 

3. Describe current workplace health and safety hazards and controls.
· Indoor air quality, including second-hand smoke
· Cumulative trauma disorders
· Communicable diseases
· Workplace violence

4. Describe the organizational services and programs for building better health. 
· Wellness programs that emphasize regular exercise, proper nutrition, weight control and avoidance of substances harmful to health
· Employee assistance programs
· Programs that deal with substance abuse
· Stress management programs

5. Explain the role of employee assistance programs
· Organizations recognize that personal problems can create organizational problems
· EAPs provide employees in need with appropriate resources
· EAPs typically cover financial, family, and emotional issues

6. Explain the impact of substance abuse and stress in the workplace
· Results in lost productivity
· Creates safety and health issues
· Increases costs of disability
· Creates social costs in the health-care system





CHAPTER 9

1. Explain statutory rights, contractual rights, due process, and legal implications of those rights.
· Statutory rights derive from legislation, such as human rights legislation 
· Contractual rights are derived from contracts, such as an employment contract
· Due process is the employee’s right to be heard through a complaint process
· Legal implications flow from how the employee is treated



2. Identify the job expectancy rights of employees.
· Fair and equitable treatment
· Ensuring that the workplace is safe and drug-free
· Reasonable treatment regarding privacy
· Access to employee’s own personnel file
· Not being subject to discipline for off-duty behaviour
· Being notified of any plant closings

3. Explain the process of establishing disciplinary practices, including the proper implementation of organizational rules.
· The primary purpose of having disciplinary procedures is to prevent or correct discipline problems
· Failure to take disciplinary action only serves to aggravate a problem that eventually must be resolved
· Organizations need to clearly outline rules and expectations regarding performance and behaviour

4. Discuss the meaning of discipline and how to investigate a disciplinary problem.
· Discipline is action that results in desirable conduct or performance
· If a problems occurs, the supervisor needs to determine when the situation occurred and to have a full discussion with the employee to get the employee’s view of the situation

5. Explain the differences between progressive and positive discipline.
· Progressive discipline is the application of corrective measures by increasing degrees
· Progressive discipline is designated to motivate an employee to correct misconduct
· Positive discipline is based on the concept that the employee must assume responsibility for personal conduct and job performance
· Positive discipline requires a co-operative environment for joint discussion and problems solving between the supervisor and the employee

6. Identify the different types of alternative dispute resolution procedures.
· Step-review systems
· Peer-review systems
· Use of hearing officers
· Open-door system
· Ombudsperson system
· Arbitration 

7. Discuss the role of ethics in the management of human resources.
· Ethics in HRM extends beyond the legal requirements of managing employees
· Managers engage in ethical behaviour when employees are treated in a fair and objective ay and when an employee’s personal work-related rights are respected and valued
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CHAPTER 10

1. Explain the federal and provincial legislation that provides the framework for labour relations.
· Laws determine who can unionize
· Laws require that unions and employers bargain in good faith
· Laws provide for unions to strike and for employers to lock out
2. Cite the reasons employees join unions.
· Dissatisfaction with pay and benefits
· Dissatisfaction with managerial practices
· Designation for recognition and status

3. Outline the process by which unions organize employees and gain recognition as their bargaining agent.
· Employees make contact with a union representative
· Union schedules meeting with other employees
· Application is made to labour relations board
· Labour relations board grants bargaining rights

4. Describe the functions labour unions perform at the national and local levels
· National unions help organize local unions
· National unions help train and educate local unions
· Local unions negotiate collective agreement and process member grievances

5. Describe the bargaining process and the bargaining goals and strategies of a union and
an employer
· Each side will prepare a list of goals it wishes to achieve while additionally trying to anticipate the goals desired by the other side
· Both employer and union negotiators will be sensitive to current bargaining patterns within the industry, general cost-of-living trends, and geographical wage differentials
· The collective bargaining process includes not only the actual negotiations but also the power tactics used to support negotiating demands

6. List the forms of bargaining power that a union and an employer may utilize to enforce their bargaining demands.
· The union’s power in collective bargaining comes from its ability to picket, strike, or boycott the employer
· The employer’s power during negotiations comes from its ability to lock out employees or to operate during a strike by using managerial or replacement employees

7. Identify the major provisions of a collective agreement, including the issue of management
rights.
· Typical collective agreements will contain numerous provisions governing the labour – management employment relationship
· Major areas of interest concern wages (rates of pay, overtime differentials, holiday pay), hours (shift times, days of work), and working conditions (safety issues, performance standards, retraining).
· Management rights refers to the supremacy of management’s authority in all issues except those shared with the union through the collective agreement

8. Describe a typical grievance procedure and explain the basis for arbitration awards.
· The procedure will consist of three to five steps – each step having specific filing and reply times
· Higher-level managers and union officials will become involved in disputes at the higher steps of the grievance procedure
· The final step of the grievance procedure may be arbitration
· Arbitrators render a final decision for problems not resolved at lower grievance steps
· Arbitrators consider the wording of the collective agreement, testimony and evidence offered during the hearing, including how the parties have interpreted the collective agreement



CHAPTER 11

1. Identify the types of organizational forms used for competing internationally.
· International – domestic firm that uses existing capabilities to move into global markets
· Multinational – fully autonomous units operating in multiple countries
· Global – multinational firm that maintains control back in the home office
· Transnational – a firm that attempts to balance local responsiveness with efficiencies of global firm

2. Explain the economic, political-legal, and cultural factors in different countries that need
to be considered from an HR perspective.
· Trade agreements can shift jobs from one location to another
· Companies will move or expand operations depending on which country provides best economic return
· Property rights and intellectual property rights will determine which countries companies do business in
· Cultural factors include language, religion, values, education and social structure

3. Illustrate how Canadian and international HRM differ.
· Functions such as relocation, orientation and translation services become more important for global assignments
· Decisions need to be made regarding the currency of compensation
· More attention is paid to the security of international staff, particularly if the geographic area is high-risk

4. Describe the staffing process for individuals working internationally.
· Companies can send people from the home-country (expatriates)
· Firms can hire employees who are natives to the host country
· Employee recruitment in other countries is subject to more government regulation than in Canada

5. Discuss the unique training needs for employees that work internationally.
· Content needs to have information about the country and the country’s culture
· Language training may be necessary
· Special attention needs to be paid to helping the employees manage personal and family life
· Some development programs are designed to facilitate repatriation

6. Outline the characteristics of a good international recognition and rewards program.
· Different cultures value recognition and rewards differently
· Need to determine if employee will be paid through the policies of home or host-country and in what currency

7. Reconcile the difficulties of home- and host country performance management systems.
· Decisions need to be made on who will be involved in performance process
· Domestic managers may not fully understand the expatriate experiences and therefore it is a good idea to involved host-country manager
· Performance criteria need to include more than just financial goals
· It is important to provide feedback on a regular basis to the expatriate

8. Explain how labour relations differ around the world.
· Labour laws are different from one country to another
· Government may be more involved in determining wage rates even with unionized staff 
· Some countries, such as Germany, have a high degree of worker participation

