ADM2337 – Human Resources Management 
Chapter 1: The World of Human Resources Management
Human Resources Management (HRM): Process of managing human talent to achieve an organization’s objectives.
Human Capital: Knowledge, skills, and capabilities of individuals that have economic value to an organization. 
ISSUE 1: Responding Strategically to Changes in the Local and Global Marketplace 
HR Managers and Business Strategy
· Six Sigma: Set of principles and practices whose core ideas include understanding customer needs, doing things right the first time, and striving for continuous improvement.
· Reengineering: Fundamental rethinking and radical redesign of business processes to achieve dramatic improvements in cost, quality, service, and speed
· Downsizing: Planned elimination of jobs
· Outsourcing: Contacting out work that was formerly done by employees
· Change Management: Systematic way of bringing about and managing both organizational change and changes on the individual level
· Reactive Change: Changes that occur after external forces have already affected performance
· Proactive Change: Change initiated to take advantage of targeted opportunities
Competing, Recruiting, and Staffing Globally
· Globalization: Trend to opening up foreign markets to international trade and investment
ISSUE 2: Setting and Achieving CSR and Sustainability Goals
· CSR: Responsibility of the firm to act in the best interest of the people and communities affected by its activities 
ISSUE 3: Advancing HRM with Technology
· Collaborative Software: Software that allows workers to interface and share information with one another electronically 
· Knowledge Workers: Workers whose responsibilities extend beyond the physical execution of work to include planning, decision making, and problem-solving
· Human Resources Information Systems (HRIS): Computerized system that provides current and accurate data for purposed of control and decision making
ISSUE 4: Containing Costs while Retaining Top Talent and Maximizing Profitability
· Furloughing: Situation in which an organization asks or requires employees to take time off for either no pay or reduced pay
· Offshoring: Business practice of sending jobs to other countries
· Nearshoring: Process of moving jobs closer to one’s home country
· Employee Leasing: Process of dismissing employees who’re then hired by a leasing company (which handles all HR-related activities) and contracting with that company to lease back the employees
ISSUE 5: Responding to the Demographic and Diversity Challenges of the Workforce
· Demographic Changes
· Diversity/ Immigration Challenge
· Age Distribution of Employees
· Gender Distribution of the Workforce
ISSUE 6: Adapting to Educational and Cultural Shifts Affecting the Workforce
· Education of the Workforce
· Cultural Changes
· Employee Rights
· Concern for Privacy
· Changing Nature of the Job
· Changing Attitudes Towards Work
· Balancing Work and Family
Partnership of Line Managers and HRM
· Line Managers: Non-HR managers who’re responsible for overseeing the work of other employees
Responsibilities of HR Manager
1. Advice and Counsel
2. Service
3. Policy Information and Implementation
4. Employee Advocacy
Chapter 2: Strategy and HR Planning Focus on HR Component (don’t expect other stuff)
Strategy: Determining the unique competitive advantage or position (this is defined by Michael Porter)
1. Where do we compete?
2. What unique value do we bring?
3. What resources and capabilities do we utilize?
4. How do we sustain out ability to provide that unique value?
Strategic Planning and HR Planning
· Strategic Planning: Process for making decisions about the organization’s long-term goals and strategies
· Linked with HR planning
· HR Planning (HRP): 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
Forecasting 3 Steps (pg 57-72)
1. Forecasting Demand for Labour
2. Forecasting the Supply
3. Balancing Supply and Demand 
· Need to ensure that the organization will have the number and type of employees to meet its strategic objectives 
· Look at Figure 2.4
1- Forecasting a Firm’s Demand for Employees
Quantitative Approach
Trend Analysis: Forecasting labour demand based on an organizational index such as sales:
1. Select factor “index” that’s a good predictor of HR needs
2. Plot historical trend 
3. Calculate ratio and multiply by index
Qualitative Approach
Management Forecasts: Experiences personal making informed estimates
· Ex: Nominal Group technique: group process technique where you invite individuals 
· Sample question: What factors are most important in determining the number and type of people needed?
· Ex: Delphi Technique
2-Forecasting the Supply of Employees (Internal)
· Staffing Tables: Graphic representations of all organizational jobs, along with the numbers of employees currently occupying those jobs and future (monthly/yearly) employment requirements – static 
· Markov Analysis: Method for tracking the pattern of employee movements through various jobs
· Skill Inventories and Management Inventories: Files of personnel education, experience, interests, and skills that allow managers to quickly match job openings with employee backgrounds
· Used to develop replacement charts: visual representation of potential candidates to fill job openings
· Used to develop Succession Planning: Process of identifying, developing, and track key people for executive positions
Forecasting the Supply (External)
· 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: Process of evaluating the availability of critical talent in a company and comparing it to the firm’s supply
· Gap Analysis:
· Demand for employees (quantity and quality)
· minus
· Supply for employees (quantity and quality 
· = GAP
· This information feeds into/is integrated with the strategic plan
Labour Surplus: Exists when the internal supply of employees exceeds the organization’s demand
· What can employees respond with?
· Reduce employee’s work hours
· Hiring freeze
· Lay off employees
· Early retirement buyout programs
Labour Shortage: Exists when the internal of HR can’t meet the organization’s needs
· Employers may respond with:
1. Overtime
2. Add full time workers (external recruitment)
3. Add part time workers (temporary employees)
4. Employ contract workers
5. Recall employees
6. Outsource work
7. Reduce employee turnover
Dealing with Surplus Employees
· Attrition: Natural departure of employees from organizations through quits, retirements, and deaths
· Hiring Freeze: Practice whereby new workers are not hired as planned or workers who have left the organization are not replaced
· Termination: Practice initiated by an employer to separate an employee at the time of an employer-initiated termination
· Benchmarking: Process of measuring one’s own services and practice against the recognized leaders in order to identify areas for improvement 
Balanced Scorecard (BSC): Measurement framework that helps managers translate strategic goals into operational objectives
Organizational Capability: Capacity of an organization to act and change in pursuit of sustainable competitive advantage 
Chapter 3: Equity and Diversity in HRM
Employment Equity: Employment of individuals in a fair and nonbiased manner
· Designated Groups: Women, visible minorities, Aboriginal people, and persons with disabilities who’ve been disadvantaged in employment 
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 govern 10% of workers
· Federal Civil Service, crown corporations and federally regulated services: transportation, banking and communications industries
· 14 jurisdictions govern employment law 
Legal Framework for Employment Law in Canada
1. Constitutional Law (Constitution Act of 1982)
· Charter of Rights and Freedoms
2. Legislated Acts of Parliament (Legislation)
· Laws that regulate some areas of HR
· Ex: Canadian Human Rights Act (CHRA), Occupational Health and Safety Acts, Income Tax Act
3. Regulations (for Legislated Acts)
· Aids in the interpretation of laws 
· Ex: Regulatory bodies like the Human Rights Commissions 
4. Common Law 
· Judicial precedents
5. Contract Law 
· Collective agreements/employment contracts
Major Forms of Employment Legislation
· Employment Standards Legislation
· Establish minimum employee entitlements pertaining to wages, paid holidays, vacation
· Termination notice and overtime pay, etc.
· Set limit on maximum number of work hours permitted
· Enforcement is based on complaints – violators can be fined
· Ex: Ontario – Employment Standards Act (ESA) administered by the Ministry of Labour
· You’re working as a landscaper for the summer and your supervisor tells you that you’re not entitled to overtime pay. You decide to check the Employment Standards Act
· Turns out it’s true but yeah, no overtime pays 
· Human Rights Code
· Charter of Rights and Freedoms (1982): Guarantees fundamental freedoms to all Canadians
· Section 15 guarantees no discrimination based on race, ethnic origin, colour, religion (p. 95)
· Charter forms the foundation of human rights legislation in other jurisdictions
· It takes precedence over all other laws
· Broad application
· Question: During a job interview, is it okay to ask if a candidate is married? 
· Not related to job requirements, and interviewee feels like they’re being discriminated
· Legislation to Advance the Employment Circumstances of Designated Groups 
· Employment Equity
· Pay Equity
HR in the News
· Government is accepting all recommendations from two 2017 reports looking into force’s workplace harassment issues (over 264 harassments complaints filed between 2013 and 2016).
· 13-member civilian management board to improve how the force handles harassment and bullying 
Systematic vs Intentional 
· Systematic Discrimination: Exclusion of members of certain groups through the application of employment policies or practices based on criteria that’re not job related 
· Ex: Height requirements 
· Not intentional; even indirect can be problematic
· Intentional Discrimination:
Reasonable Accommodation: Adjustments in job context and working conditions that an employer may be expected to make in order to accommodate a person protected by human rights provisions
Undue Hardship: Human rights legislation mandates employers must accommodate to point of “undue hardship”
· Refers to the point where the financial cost or health and safety risks make accommodation possible 
· Question: IS there any time when “discrimination” by an employer is permitted under Human Rights legislation?
· Yes
Bona Fide Occupational Requirements (BFOR/BFOQ): Justified business reason for discriminating against a member of a protected class based on business reasons/safety
Harassment: Unwelcome behaviour that demeans, humiliates, or embarrasses a person and that a reasonable person should’ve known would be unwelcome 
· Ex: Bullying (one type) repeated and deliberate incidents of negative behaviour
· 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
· When it affects the terms of employment under one or more of the following conditions:
· Such an activity is a condition for employment
· Such an activity is a condition of employment consequences such as promotion, dismissal, or salary increases
· Such an activity creates a hostile work environment 
· Engaging in a course of vexatious comment or conduct that’s known or ought reasonably to be known to be unwelcome 
· Ex: While teaching Gary how to run the new spreadsheet program on the computer, Lois, his supervisor, puts her hand on his shoulder (No; if he’s uncomfortable, tell her about it)
· Ex: Julie, the new secretary to the VP of manufacturing, frequently has to go out into the plant as part of her job. Several of the machinists have been whistling at her and shouting off-colour remarks as she passes through the shop. One of the other women in the company found Julie crying in the ladies’ room after such an incident (Yes, talk to HR about it)
· Ex: Paul and Cynthia, two sales rep, are both married. However, it is well known that they are dating each other outside the office. (Okay if they’re abiding their relationship rules)
Stock Data: Data showing the status of designated groups in occupational categories and compensation levels
Flow Data: Data that provides a profile of the employment decisions affecting designated groups
Underutilization: Term applied to designated groups that’re not utilized/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/level that’re high relative to their numbers in the labour market
Diversity Management: Optimization 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 
· Ex: Amex 
· AMEX 
· Chief Diversity Officer
· Advertised diversity
· Women comprise of 50% of their global workforce
· 21% of their board of directors are women
· 100% score of human rights 
· 20 weeks for parental leave at 100% base salary for new moms and dads
· 2016 – Named one of Canada’s Best Diversity Employers 
Employment Equity
· Federal Employment Equity Act (1986/1995)
· Based on Charter of Rights and Freedoms
· More proactive approach needed:
· HR Right laws focus on prohibiting discrimination (based on complaints)
· EE aims to:
· Remove employment barriers for disadvantaged groups
· Promotes equity
Employment Equity Designated Groups
· Women
· Visible Minorites
· People with disabilities
· Aboriginal People
· Plight of 4 Designated Groups:
· Occupational segregation; lower pay
· Higher rates of unemployment
· Underemployment
· Glass ceiling
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 and Employment and Social Development Canada (ESDC) – on-site compliance 
· Federal Contractors Program (pg103)
· Over 100 employees
· $1 million +
Implementation of Employment Equity
1. Senior management commitment 
2. Data collection and analysis 
· Self Identification Form – Stock Data and Flow Data
3. Employment Systems Review:
· Systemic Discrimination? Reasonable Accommodation?
· Special measures needed? (Ex: pg.109 – Federal P. Service)
4. Establishment of a Workplan 
5. Implementation
6. Evaluation, Monitoring, and Revision 
Pay Equity
· Amendments to the Canadian Human Rights Act (1978)
· Eliminate wage gap – women making 76 cents while male occupants made $1 (2011) (in 1987, 64 cents)
· Based on two principles – pay equality and pay equity
· Pay Equality: Pay women and men equally, for the same job (Ex: post office, male and women mailmen get paid same amount) – same pay for same work
· Pay Equity: Equal pay for work of equal value (truck drivers vs. nurses)

Chapter 4: Job Analysis and Work Design
Job Analysis: Process for obtaining information about jobs by determining the tasks, duties, or activities
· Identify the human attributes (knowledge, skills, and abilities – KSAs)
· Used to develop job descriptions/specifications 
Methods of Collecting Job Information
· Interviews (individuals, groups, supervisory)
· Questionnaires
· Participant Diary/Log
· Observation
National Occupational Classification (NOC) : Reference tool compiled by the federal government
· Organizes 35000 job titles into 500 occupational groups (collection of jobs that share some or all main duties) (2016)
· Also, could check out O*NET (U.S)
Approaches to Job Analysis 
· Four Popular Methods:
· Position Analysis Questionnaire System (PAQ): Structured job analysis questionnaire which contains 194 items measuring six dimensions on a 5-point scale:
1. Information input
2. Mental processes
3. Work output
4. Relationships with others
5. Job context
6. Other job characteristics
· Critical Incident Method: Analysts asks jobholder to identify critical job tasks that lead to success on the job:
· What is done, how it’s performed, what tools/equipment are used
· Prepares a list of separate job activities (5-10)
· Task Inventory Analysis: Develop a comprehensive list of tasks statements applicable to all jobs 
· Listed on task inventory survey – analyst reports the importance and frequency of task
· Specific to organization 
· Competency Based Job Analysis: Describing a job in terms of the measurable, observable behavioural 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 competencies and how he does the job well
· Traditional job descriptions (with their lists of specific duties/tasks) may actually backfire
· Can be too inflexible and hamper innovation and creativity – “that’s not my job description”
Products of Analyses
· Job Description: List of duties, responsibilities, reporting relationships, and working conditions of a job 
· Includes job title, job identification section, job duties section, job specification (pg. 139)
· Job Specification: Skills or competencies needed to perform the job (education and experience, specialized training, abilities, manual dexterities)
· Physical demands of the job and working conditions 
Job: Group of related activities and duties
Position: Different duties and responsibilities performed by only one employee
Job Family: Group of individual jobs with similar characteristics
Job Design: Outgrowth of job analysis that improves jobs through technological and human considerations to enhance organization efficiency and employee job satisfaction
Practice Case 
Question 1 
According to the textbook, systematic discrimination is defined as: “The exclusion of members of certain groups through the application of employment policies or practices based on criteria that are not job related”.  As well, systematic discrimination may have unintentional and hidden barriers in the rules and procedures. After reading this case study, I believe that the fitness standards do in fact constitute systematic discrimination, since it has unintentional barriers when it comes to the strength of lifting a 23 kg bar, carrying pumps and hoses, performing a shuttle run. Women are just made in a different way than men, which makes it much more challenging and difficult for women to perform to the same ability as men; it is simply not fair for women to have to push much harder than men would ever have to do. The text says that there is only a 35% passing rate for the women, and 70% passing rate for the men, who do not have to try as hard as the women do. Quite frankly, I believe that if the standards were slightly low, I do not think that it would affect their overall performance by too much. 
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Chapter 5 – Recruitment and Careers
Recruitment – The Strategic Aspects
· Why is recruitment strategically important to the organization?
· Human Talent is critical to high organization performance
· Employer Branding: 
· “The promise made to employees and their perception of how well that promise is delivered”
Recruitment Process
· Identify Job Openings:
· HR planning/strategic plan 
· Employee resignations/terminations
· Specify Job Requirements:
· From job description/job specification
· Select Methods of Recruitment 
· Internal vs external
· Generate pool of qualified applicants
· Employment equity/diversity goals
[bookmark: _Hlk536088161]Internal Recruitment – Advantages
· Benefits:
· Can capitalize on investment made
· Reward employees for past performance
· Increased commitment and performance, morale, engagement
· Decreased turnover
· Less orientation/training needed
· Less risky – more accurate predictor 
· Drawbacks:
· Discontent of unsuccessful candidates
· Dissatisfaction with insider as new boss
· “Inbreeding”; existing talent pool may be limited
Internal Recruitment – Methods 
· Methods:
· Job posting (company interest)
· Performance appraisals (Ex: 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
External Recruitment Sources/Channels
1. Advertisements 
2. Walk-ins and unsolicited Applications & Resumes
3. On-line: the internet, social networking and mobile recruiting
4. Job Fairs
5. Employee referrals
6. Recruiting
7. Executive Search firms 
8. Educational Institutions 
9. Professional Associations 
10. Labour Unions 
11. Agencies: Public 
12. Agencies: Private and Temporary 
13. Employee Leasing

External Recruitment: Improving the Effectiveness
1. Surveys for Feedback
· Managers
· New hires/candidates
2. Realistic Job Previews (RJP’s):
· Inform the applicants about ALL aspects of the job, including fewer desirable aspects
· Increased job satisfaction, lower turnover
3. Metrics
· Ex: Yield ratios
Career Management: Developing Talent over Time
· Career Development: Dynamic process that matches individual and organizational needs
· Whose responsibility?
· The employee’s role
· The organization’s role
Identifying Career Opportunities and Requirements
· Begin with a job competency analysis
· Identify job progressions and career paths
· Ex: Accounting, government 
Recognizing Different Career Paths
· Promotion: Change of assignment to a job at a higher level in the organization
· Merit, seniority, potential
· Cheryl Sandberg, COO Facebook
· “It’s a jungle gym, not a ladder!”
· Consider the boundaryless career
· Flexibility through:
· Helping employees progress beyond career plateaux
· Transfers
· Consider Dual Career Paths for employees
Career Development Initiatives
· Career planning workbooks and workshops
· Career counselling
· Mentoring/sponsorship
· Networking
· Career self-management training
Chapter 6: Employee Selection
Job Analysis
· Job description
· Job Specifications
· KSAO’s for success (knowledge skills abilities and other factors)
1. Initial Applicant Screening
· 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?
· Ex: Grid (Figure 6.3)/Application Form
· Benefits of application form :
· Ask for information that you want, instead of applicants give information they want
· Easier for people to compare – you can pluck off the information to interview and screen
· Sign off on the “I hereby declare all this information is true”; if anything is inconsistent, they can decline their offer
· Weighted Application Blank (WAB): Responses weighted based on statistical relation to job performance 
2. Employment Interviews 
· Traditional: Can be structured or non-directive – general getting-to-know-your questions (success depends on your responses and rapport you build)
· Ex: What are your hobbies? What are your strengths/weaknesses? What’s your greatest success? 
· Situational: The applicant is given a hypothetical incident and asked how he or she will respond 
· Success depends on the appropriateness of your actions, and the ability to express yourself 
· You can draw parallels from your past experience 
· Behavioural: Based on the premise that past behaviour is the best predictor of future behaviour 
· “Tell me about a time when you…” 
· Provide STAR answer: Describe the Situation, Task, Action and Result
· Needs to be specific 
· Other?
· Panel Interview
· Sequential Interview
· Video and Phone Interview
· Video and Digitally Recorded Interviews
· Computer-administered (automated) Interviews 
Guidelines for Employment Interviewers
· Interviewer Training
· Practice makes perfect
· Beware of perceptional biases
· Other tips? (See 10 Ground Rules for employer interviews on page 221)
· Employment Equity: Are your questions legal?
· All jurisdictions forbid direct questions about race, sex, age, colour, religion, and national origin
· See page 223 for questions to avoid asking
· General rules: must be job-related, asked to all applicants, doesn’t discriminate against a certain class of applicants 
Post Interview Screening
· Reference Checks: Make sure that you’re a legitimate worker
· Background Checks: 90% of employers – previous employment history, academic qualifications, criminal record and credit ranking
· Credit Checks: The reason for conducting a credit report must be job-related; need permission from applicant and they have the right to review it 
Pre-Employment Tests
· Job Knowledge Tests (Ex: CPA)
· Work Sample Tests (Ex: Driving Test for truck drivers)
· Assessment Centre Tests (Situations similar to job)
· Cognitive Ability Tests (Ex: GMAT, SAT)
· Bio Data Tests (Patter of responses to questions re: biographical data – needs to be validated)
· Personality and Interest Inventories (Ex: Myers Briggs, CANOE)
· Polygraph Tests (Lie detector)
· Honesty and Integrity Tests (Ex: Retail – to reduce theft)
· Physical Ability Tests (Based on job analysis)
· Medical Examination (Only AFTER offer – can be conditional, based on job)
These tests need to be reliable and valid:
· Validity: Degree to which a test (or selection procedure) measures what it was intended to measure
· Reliability: Degree to which tests (and other selection procedures) yield comparable data over time (consistency)
· Ex: Test is reliable if interviewers judge capabilities of applicants to be the same as yesterday
Determining the Validity of Tests
· Criterion Related Validity: Extent to which a selection tool predicts, or significantly correlates with, important elements of work behaviour
· Ex: Sales job – you would look for social/outgoing ness – work sample test example)
· Ex: Production jobs – dexterity 
· Ex: Managerial jobs – performance appraisals 
· Predictive: Extent to which applicant’s test scores match criterion data obtained from those applicants/employees after they have been on the job for an indefinite period
· Ex: Sales 
· Important of criterion related validity 
· Content Validity: Extent to which a selection instrument, such as a test, adequately samples the knowledge and skills needed to perform a particular job
· Ex: Drivers test, typing test
· Construct Validity: Extent to which a selection tool measures a theoretical construct/trait (Ex: intelligence, anxiety, mechanical comprehension)
· Ex: Big 5, GMAT, SAT
· Developed by psychologists 
Can a test be reliable and not valid?
· Yes – you can give the same test to the same people, but it can be like really off and not related to things that they are looking for
How can we increase the reliability of the selection process?
· Same testing for everybody, bring in different people that use the same format, assessment process, application forms (easier to assess because it’s in the same format), anything that makes it more structured 
How can we increase the validity of the selection process?
· Bringing in experts that can develop the tests for you and making sure that they are good, well constructed, relating to the job, follow up with the process (what worked and what didn’t?)
Reaching a Selection Decision 
· Summarizing information about applicants
· Assess the “can do” and the “will do” criteria (KSAO; aptitude)
· Systematic consideration of all relevant information
· Use summary forms/checklists
· Typically, the decision is made by the hiring manager
· Often communicated by the recruiter (HR personnel)

Question 3
According to the lectures, harassment is defined as: “Unwelcome behaviour that demeans, humiliates, or embarrasses a person and that a reasonable person should’ve known would be unwelcome”. This can be in many types of forms, including sexual harassment, as well as workplace bullying. Based on this case, we believe that the “disturbing incident” would be considered harassment. The reason why we believe that this is harassment is because Dan and Alex would use vulgarity when referring to the problems the firm was having with computers, which made Jennifer and Maya very uncomfortable. By using vulgarity, it is very unnecessary, and a reasonable person (Maya and Jennifer, even Dan and Alex) should know that it is not acceptable, especially in a workplace. As an employer, I think that Pierre and Jennifer should start off by dealing with that situation immediately. They should speak to Dan and Alex and talk about how it is not acceptable to use vulgarity in the workplace, since if they speak to them, Dan and Alex will know and be well-aware that using vulgarity will not be tolerated. However, to prevent this from happening in the future, the two main sources of the employer’s duty to prevent harassment in the workplace would be to have the human rights legislation placed, which prevents certain forms of harassment; and the common law obligation, to treat workers with decency and respect. I think that Pierre and Jennifer should implement these legislations because by having rules and policies laid out, the workers (including Dan and Alex) will know for the future as well to not use vulgarity, and to have more respect. 

Chapter 7: Training and Development 
The Scope of Training
· Training: Tends to be more narrowly focused and oriented towards short-term performance concerns
· Development: Broadening an individual’s skills for future responsibilities 
Phase 1: Conducting the Needs Assessment
· Organization Analysis: Assess the environment, strategies, and resources the firm faces (Ex: new products, new skills, too many workplace injuries?)
· Task Analysis: Tasks performed in a job, the steps within each, and the knowledge, skills, and abilities required
· Person Analysis: Which employees need training; and their individual learning needs (Ex: areas for development)
Phase 2: Designing the Training Program 
· Instructional Objectives: Represent the desired outcomes of a training program
· Should be SMART:
Principles of Learning
· Goal setting
· Meaningfulness of presentation
· Modelling
· Individual differences
· Active practice and repetition
· Whole versus part-learning
· Massed versus distributed learning
· Feedback and reinforcement 
Phase 3: Implementing the Training Program 
· Choosing the Instructional Method
· Nature of training
· Type of trainees
· Organizational extent of training
· Importance of training outcomes – especially for military forces
Training Methods for Managerial Employees
Phase 4: Evaluating the Training Program 
· Measuring program effectiveness
· Reactions
· Learning
· Behaviour
· Results, or ROI

Chapter 7 – Training and Development 
· Strategic model of training (needs assessment, design, implementation, evaluation)
· Principles of learning – know in general – lots of them, see a list of them and know what it is and recognize it 
· Training methods for non managerial employees – on the job training, special assignments, apprenticeship training, coop training, simulations, e-learning, behaviour modelling, role playing, coaching, case studies, seminars and conferences, blended learning, classroom instruction
· Criteria for evaluating training (reactions, learning, behaviour, results)

Chapter 1
· What’s HRM? 
· Know top 6 competitive challenges and be prepared to discuss
· What they are, little points to write about all of them 
· Read questions well
Chapter 2
· Strategic Planning and HR Planning
· Strategic Planning Definition
· How to develop mission statement
· What’s a swot analysis
· Why is it important that HR is involved with strategic planning?
· Know HR Planning and Forecasting
· Forecasting 3 steps: demand, supply, and balancing it 
· How do we do an analysis for the gap
· Needs to be integrated
· Look at Figure 2.4 Green and orange boxes
· Quantitative approach and qualitative approach – describe it in general, historical trend. 
· How to do learn in motion
· Management Forecasts – experience personnel making informed estimates – people who’re experienced in the business – reduce subjectivity
· Nominal Group Technique – done like a focus group – have everybody in the group make idea generations, put those in, and the facilitator puts all the decisions in
· Delphi Technique 
Chapter 3
· Legal terms know them 
· Why is it important to know the legal environment? Do the right thing, shared responsibility, and limit potential liability
· How many jurisdictions govern Canadian employment law? 14
· Who’s governed by federal employment law? Federal public employees, banking, telecommunications, communications, transportation, financial services, 
· Systematic vs intentional discrimination – ex: height requirements 
· Reasonable accommodation, undue hardship (firefighter thing case, safety reasons), BFOR (Ex: safety, being of Roman Catholic faith in a Roman Catholic school, language requirements like being bilingual)
· Harassment definition + sexual harassment
· FEEA (1995/1986)
Chapter 4
· Job analysis and why is it important
· NOC, helps develop job descriptions
· Four methods to job analysis – classic question – name two and describe, name four, differences between them, just know them 
· products of job analyses – specification and description, problems with job descriptions
Chapter 5
· recruitment strategies
· Why is it important
· Advantages and benefits of internal, disadvantages, know a few of them, brief, 
· Methods of internal recruitment 
· External recruitment sources – make sure it works for that scenario (13 of them)
· How to improve the effectiveness of recruitment 
· Name two methods 
· What are realistic job previews
· Metrics – ask for an example, and how they’re used, name a few, talked about yield ratios, quality of fill, average cost per hire – trying to see how expensive it is per hire
· Career development 
Chapter 6
· Initial applicant screening – what’s the purpose, how do we increase reliability, and reduce subjectivity – software, application forms
· Employment interviews – know all the types – watch the video on effective interviewing 
· Make sure to know all reliability, validity, different types of tests
· Different types of interviews
· Pre-employment tests – lots of them 
· Types of validities – can a test be reliable and not valid?
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Chapter 8: Performance Management 
Performance Management Systems
Performance Management: Creating a work environment in which people can perform to the best of their abilities
Performance Evaluations: Result of an annual/biannual process in which a manager evaluates an employee’s performance relative of his or her job
· Uses the information to show the person where improvements are needed and why
Purposes of Performance Appraisals
· Developmental
· Provide performance feedback
· Identify individuals’ strengths and weaknesses
· Improve communication
· Administrative
· Document personnel decisions 
· Promote employees
Performance Appraisals… Like Them or Not?
· Managers:
· Dislike having to give negative feedback (poorly trained, fear of confrontation, may not have all the info/not observed performance, time span too long)
· Time consuming 
· Too many forms to complete
Common Problems with Performance Appraisals
· Feedback is infrequent
· Feedback is often one-way and negative
· Content of formal appraisals comes as a surprise to employees
· Performance goals are lacking, unclear or unrelated to the job description
· Use of the appraisal program for conflicting purposes 
· Ex: If salary is discussed, it become the focus of the PA
· Ex: the video with girl and manager
· Manager didn’t listen, didn’t respond – “HR will do that” (Does manager even care?)
· HR was the only reason that she was doing this appraisal
· Administrative process, being forced on her
· Feedback was vague, not helpful, useless
· Recency bias – couldn’t remember
· No eye contact with manager
· Manager was distracted – picked up phone
· Stop being emotional – making assumptions, not listening
· Pay being discusses as well as developmental
· Not prepared to address questions 
· Job description – not current, not reviewed by manager, not seen to be important, etc.
Training Performance Appraisals
· Common Rater-Related Errors
· Error of central tendency
· Leniency or strictness error
· Recency error
· Contrast error
· Similar-to-me error
Performance Appraisal Methods
· Trait Methods:
· Graphic Rating Scales
· Mixed Standard Scales
· Forced-Choice Method
· Essay Method
· Behavioral Methods:
· Critical Incident Method
· Behavioural Checklist Method
· Behavioural Anchored Rating Scales (BARS)
· Behaviour Observation Scale (BOS)
Results Methods
· Productivity Measures: Appraisals based on quantitative measures
· Management by Objectives (MBO)
· Balanced Scoreboard
· Financial, customer, process, learning
Constructive Feedback (FACT)
· Future Oriented
· Focus on success
· Direct employee development (goal setting)
· Suggest actions/behaviour that they SHOULD start doing, not what they SHOULDN’T do again
· Be timely 
· Accurate
· Be specific – concrete descriptions of behaviour
· Avoid broad, sweeping statements and absolutes (“You always do…”)
· Focus on the things they can control
· Identify barriers impeding performance
· Caring Tone
· Show that you care
· Be prepared for the appraisal
· Have eye contact
· Schedule uninterrupted time
· Practice active communication; ensure the employees is engaged (and listen)
· Don’t use appraisal to vent
· Target Behaviour
· Focus on behaviour (not personality – remember fundamental attribution error: tend to attribute other people’s behaviour to their personality)
· Can’t always change who we are, but we can change what we do
· Not too much feedback at once
Chapter 8 – Performance Management
· Purposes of performance appraisal – developmental and administrative 
· Common problems with performance appraisals – feedback is infrequent, often one way and negative, some content comes as a surprise to the employees, performance goals are lacking
· Constructive feedback – future oriented, accurate, caring tone, target behaviour 
· Training performance appraisers 
· Common rater-related errors: error of central tendency, leniency or strictness error, recency error, contrast error, similar to me error
· Performance appraisals methods – trait methods: graphic rating scales, mixed standards scales, forced-choice method, essay method
· Results method – productivity measures: appraisals based on quantitative measures, management by objective, balanced scoreboard (financial, customer, process, learning)

Chapter 9: Managing Compensation 
Total Rewards: Integrated package of all rewards
· To attract, retain, and engage employees
· Aligned to company’s strategy; needs to provide value
· Financial:
· Direct: Wages and salaries, incentives, bonuses, commissions
· Indirect: Employee benefits 
· Nonfinancial:
· Employee recognition
· Work-life balance programs 
· Career development opportunities 
Managing Compensation: Legal Requirements for Compensation
· Human Rights Legislation
· Employment/Labour Standards
· Pay Equity
Relationship Between Equity and Motivation
Expectancy Theory: Employees should exert greater work effort if they gave reason to expect that it will result in a reward (outcome) that they value (E -> P -> O)
· Need to see clear links
Determining Compensation – The Wage Mix
· Internal Factors: 
· Compensation strategy of organization
· Worth of job
· Employee’s relative worth
· Employer’s ability to pay
· External Factors:
· Conditions of the labour market:
· Supply and demand for labour within an area
· Other forces to consider (Ex: collective agreement; government regulation)
· Area wage rates
· Wage structure needs to be in line with local wages
· Cost of living
· Based on Consumer Price Index (cost of a basket of goods that a Canadian would use to live; calculate this on monthly and annual basis)
· “Escalator Clauses” for Cost of Living Allowances (COLA)
· Collective bargaining
· Unions bargain collectively to achieve increases in real wages
· Legal requirements
Determining the Worth of the Job
· Stage 1: 
· Job Evaluation: Systematic process of determining the relative worth of jobs
· Ensures internal equity 
· 1) Job Ranking System: Jobs are ranked on the basis of their relative worth
· Ex: Restaurant – cashier/server, cook, manager
· Disadvantages: Manager can do whatever they want when they’re the manager
· 2) Job Classification System: Jobs are classified and grouped according to a series of predetermined wage grades
· Each grade has increasing amounts of skill, knowledge, ability, or other factors
· All positions are compared to each job class
· Each is “slotted” into the appropriate class/grade
· Ex: Federal Government; UBC – classified, based on job evaluation, into job families and levels based on 6 factors
· 3) Point System: Permits jobs to be evaluated quantitatively on the basis of factors or elements – compensable factors – that constitute the job 
· Ex: Government of Alberta, Manitoba
· Factors could be skills, experience, effort, responsibility, job conditions
· Point Manual: Contains a description of the compensable factors and the degrees to which these factors may exist within the jobs
· Points are allocated for each degree – see highlights in HRM 9.2 – 5 factors are skill, effort, responsibility, job conditions, customer/client service
· 4) Work Valuation: Job evaluation system that seeks to measure a job’s worth through its value to the organization 
· Valued relative to standards associated with financial, operational, or customer service objectives of the organization – rather than internally applied points
· End up with hierarchy 
· Management and Executive Positions
· Often difficult to evaluate 
· May use a different method than hourly 
· Ex: Hay Profile – 3 factors: knowledge, mental activity, accountability
· Stage 2: Conduct a Wage/Salary Survey
· Survey aimed at determining prevailing wage rates for comparable jobs
· Used to:
· Determine pay rates for benchmark jobs – critical to the firm’s operation (used for reference)
· Gather information on total rewards
· Ensure external equity 
· Methods: 
· Salary surveys – employer-initiated; or external (Ex: Watson Hyatt, Hay, Mercer, Hewitt)
· Stage 3: Determining Pay for Jobs
· Develop wage curve to assign pay rates to each pay grade
· Wage Curve: Graph depicting the relationship between the value (Ex: Job evaluation points) and average wage paid for a job
· Ranges:
· Range of rates for each pay grade
· Typically, greater for each successive grade
· Red Circle Rates: Payment rates above the maximum of the pay range
· Broad banding: Collapses many traditional salary grades into a few wide salary bands
· Pay Grades: Groups of jobs within a particular class that are paid the same rate
Chapter 9 – Managing Compensation 
· Total rewards – integrated package of all rewards – MIX of financial and non-financial (to attract, retain and engage employees, and aligned to company’s strategy)
· MC – What’s the non-financial component of total rewards
· A employee benefits 
· B incentive pay
· C Pay for performance
· D Recognition programs
· E Bonuses 
· Pay fairness – equity vs inequity 
· Determining compensation – the wage mix: internal versus external factors 
· Determining worth of job – job evaluation: systematic process of determining the relative worth of jobs in order to establish which jobs should eb paid more than others within an organization – ensures internal equity – 4 methods: job ranking system (jobs are ranked…), job classification system (jobs are classified and grouped according to a series fo predetermined wage grades – wage grades have increasing amounts of skill, knowledge, ability, or other factors – jobs are then compared to descriptions of job classes – each job is “slotted” into the appropriate grade – Ex: fed government), point system (permits job to be evaluated quantitatively on the basis pf factors/elements – compensable factors – factors could be: skills, experience, effort, responsibility, job conditions – point manual used), work valuation (job evaluation system that seeks to measure a job’s worth through its value to the organization – value relative to standards associated with financial, operational, or customer service objectives of the organization rather than points – end up with a hierarchy)
· Stage 2: Conduct a wage/salary survey (survey aimed at determining prevailing wage rates for comparable jobs – used to: determine pay rates for benchmark jobs, gather info on total rewards, ensure external equity – methods?: salary surveys – employer initiated; or external (Ex: Watson Wyatt, Hay, Mercer, Hewitt)
· Stage 3: Determine Pay Rate for Jobs
· Wage curve – rate ranges (range of rates for each pay grade – typically greater for each successive grade) red circle rates (payment rates above the max of the pay range) broad banding (collapses many traditional salary grades into a few wide salary bands)
· Which of the following is an internal factor that can influence the wage mix?
· A – labour market conditions
· B – collective bargaining
· C – The employee’s relative worth
· D – cost of living
· E – Area wage rates 
· What is a pay grade?
· A – graph of the relationship between the value (ex; job evaluation points) and average wage paid for a job wage curve 
· B – Payment rates above the max of the pay range – red circle 
· C – range of rates – the range of wage
· D – Grouping of jobs which are similar 
· E – none of the above 
Chapter 10: Pay for Performance – Incentive Programs 
Strategic Reasons for Incentive Plans
· Variable Pay: Tying pay to some measure of individual, group, or organizational performance 
Individual Incentive Plans
· Piecework:
· Straight Piecework: Incentive plan under which employees receive a certain rate for each unit produced
· Differential Piece Rate: 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 don’t exceed the standard amount 
· Standard Hour Plan: Incentive plan that sets rates based on the completion of a job in a predetermined standard time
· Bonus: Incentive payment that’s supplemental to the base wage 
· Spot Bonuses: Unplanned bonus given for employee effort unrelated to an established performance measure 
· Lump-Sum Merit Program: Program under which employees receive a year-end merit payment, which isn’t added to their base pay
· Straight Salary Plan: Compensation plan that permits salespeople to be paid for performing various duties that aren’t reflected immediately in their sales volume 
· Straight Commission Plan: Compensation plan based on percentage of sales
· Combined Salary and Commission Plan: Compensation plan that includes straight salary and commission
· Salary Plus Bonus Plans: Compensation plan that pays salary plus bonus achieved by reaching targeted sales goals
· Prerequisites: Special non-monetary benefits given to executives; often referred to as perks 
· Team Incentive Plans: Compensation plan in which all team members receive an incentive bonus payment when production or service standards are met or exceeded
· Gainsharing Plans: Programs under which both employees and the organization share financial gains according to a predetermined formula that reflects improved productivity and profitability 
· Profit Sharing: Any procedure by which an employer pays, or makes available to all regular employees, in addition to base pay, special current or deferred sums based on the profits of the enterprise 
· Employee Stock Ownership (ESOPs): Stock plan in which an organization contributes shares of its stocks to an established trust for the purpose of stock purchases by employees
Chapter 10 – Pay for Performance Incentive Rewards 
Money and motivation 
· Variable pay/incentive plans: any plan that ties pay to some measure of individual, group, or organizational performance
Types of Incentive Plans
· Incentives for operations employees
· Piecework plans (straight or differential); standard hour plan
· Incentives for senior managers and executives
· Annual bonuses, spot bonuses, stock options
· Incentives for salespeople
·  Salary vs commissions vs combination
· Incentives for other managers and professional employees
· Merit pay, intrinsic rewards
· Team incentives: 
· Organizairon wide incentives: profit sharing, stock ownership, gainsharing
What’s true about merit pay?
· A – links an increase in base pay to show how successfully an employee achieved some objective performance standard
· B  - Pay rates are based on the completion of a job in a predetermined “standard time”
· C – Employee receive a certain rate for each unit produced
· D – employees whose production exceeds the standard amount of output received a higher rate for all of their work rather than the rate paid to whose who don’t exceed the standard amount
· E – Unplanned bonuses given for employee effort unrelated toa n established performance measure 
What is the most widely use sales incentive plan?
· A – Straight ratio plan
· B – Straight salary plan
· C – Straight commission plan
· D – Straight bonus plan
· E – Combined salary and commission plan – more flexible and provides incentive and stability – can be motivated too
Chapter 11: Total Rewards: Benefits
Strategic Roles of Employee Benefits
Employee Benefits
· Indirect Financial Payments: Given to employees
· May include supplementary health and life insurance, vacation, pension, education plans, discounts on company products
Government Sponsored Benefits 
· EI
· Canada/Quebec Pension Plan
· Worker’s Compensation
· Vacations and Holidays
· Leaves of Absence
· Pay on Termination of Employment 
Discretionary (Voluntary) Employer Sponsored Benefits 
· Life insurance
· Supplementary health care/medical insurance
· Short Term disability (STD) and Sick Leave
· Long term disability (LTD)
· Additional leaves of absence
· Vacations (paid) vacations and holidays
· Retirement programs/benefits 
What are the different types of pension plans?
· Benefit – public sector
· Contribution 
Employee Services: Personal and Job-Related Services
· Personal: 
· Employee assistance programs (EAPs)
· Counselling services
· Other (social and recreational)
· Job Related:
· Subsidize daycare
· Eldercare\
· Educational subsidies 
· Other: Ex: Food services, financial, legal 
Flexible Benefits Programs: Individualized benefit plans to accommodate employee needs and preferences
· AKA “Cafeteria plan”
· Benefits:
· Employees choose packages that best satisfy their unique needs
· Flexible benefits help firms meet the changing needs of a changing workforce
· Increased involvement of employees and families improves understanding of benefits
· Flexible plans make introduction of new benefits less costly. The new option is added merely as one among a wide variety of elements from which to choose
· Cost containment – the organization sets the dollar maximum. Employee chooses within that constraints
· Disadvantages
· Employees make bad choices and find themselves not covered for predictable emergencies 
· Administrative burdens and expenses increase
· Adverse selection – employees pick only benefits they will use. The subsequent high benefit utilization increases its costs
· Benefits for diverse workforce: Flexible benefit plans – enable employees to choose the benefits that are best suited to their particular needs (basic or core benefit packages – ensures that employees have a minimum level of coverage) (employees sue credits to buy …)
· Advantages and disadvantages of flexible benefit programs
· Employee benefits required by law – Canadian and Quebec pension plans, EI, workers compensation insurance, provincial hospital and medical services 
· Discretionary major employee benefits 
· Types of pension plans 
· The amount of health/mental expenses an employee must pay before insurance benefits will be paid is called:
· A – deductible
· B – workers compensation
· C – Coinsurance
· D – Dental Coverage
· E – Life insurance
· Disadvantages of flexible benefit programs include the following:
· New benefits are more costly to introduce
· Bad decisions by employers about what to offer
· Increased involvement of employees
· Poor benefit selection by employees
· Formal employee program for providing - EAP

Chapter 12: Health and Safety
Why do we care about workplace health and safety?
· It’s the law
· Employer’s duty: Take every reasonable precaution to ensure employee safety
· Cost effective
· Prevention results in bottom line returns
· It’s the right thing to do
· People are the firm’s most strategic asset
How big of a problem is this?
· It’s huge:
· According to the Association of Workers’ Compensation Boards of Canada, in 2012 there were 977 work-related deaths
Why?
· Lack of experience; feel invincible 
· Less than half receive job training
· Only 30% receive instruction in first aid or CPR in their safety training
· Most learn nothing about the law, their rights, hazards on the job, or safety requirements
· Feel that they must do what their employer tells them; its not their own responsibility
· Afraid of losing their job so they don’t ask for training
Young Worker Safety Programs
· Many provinces have added health and safety programs to 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): Regulated by federal, provincial, and territorial governments
· OHS laws are intended to protect the health and safety of the workers by minimizing work-related accidents and illnesses
· Includes: General health and safety rules, rules for specific industries (ex: mining), rules related to specific hazards (ex: 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 and potential hazards
· Report to the Workers Compensation Board for all accidents th?”at cause injuries
· Safety training 
· Employees:
· Responsible for taking reasonable care to protect their own and their co-worker’s health and safety
· Have the right to:
· Know about their workplace safety hazards
· Participate in the OHS process
· Refuse unsafe work – without reprisal (without any consequences)
· Supervisors:
· Advise employees of potential hazards
· Ensure workers use safety equipment
· Provide written instructions where applicable
· Take every reasonable precaution to guarantee safety
· Joint Health and Safety Committees: Management and union reps (non-adversarial) 
· Certification (safety laws, sanitation, etc). 
Workers’ Compensation: Form of insurance (no fault) provincial insurance boards collect premiums (from employers) assess, and pay and pay out to injured workers (Ont: Workplace Safety and Insurance Board – WSIB)
· Benefits include:
· Cash payout or wage loss payments; survivor benefits
· Medical expenses/aid
· Rehabilitation – physical, social and psychological services
· Goal: Return the employee to work
Creating Culture of Safety
· Promoting safety awareness
· Proactive Safety Training Program:
· Legally required in certain occupations
· Accurate records kept
· Criminal penalties
· Involve employees
· Key role of the supervisor
· Even interviewing for safety
Enforcement of OHS Laws
· Government inspectors carry out safety inspections of workplaces
· Penalties consist of fines and/or jail terms
· The Criminal Code includes criminal offence commonly known as “corporate killing” (Bill C-45)
· Can bring criminal charges against coworkers, supervisor, and executives when a worker is injured or killed
Controlling and Eliminating Safety Hazards
· Fatigue: 30-50% of night-shift workers report falling asleep on the job, at least once per week
· Some industries have regulations, as fatigue could cause life or death (Ex: bus drivers, pilots, etc.)
· Distracted Driving: Motor vehicle crashes are the leading cause of worker fatalities (texting? 3 times more likely)
· Workplace Violence: Comes in many forms – threats, harassment, verbal abuse
· Ergonomics: Workspace design that ensures safety, efficiency and comfort, and performance of workers. Accommodates for differences as well (physical size, strength, etc).
· Health Hazards Issues: Cumulative Trauma Disorder – repetitive strain injuries 
· Computer Workstation Issues: Visual difficulties, muscular aches and pains, job stress
· Chemical Hazards: WHMIS – Workplace Hazardous Material Information System – needs to label, have Material Safety Data Sheets, and training
· Smoking and Tobacco Smoke
Chapter 13: Employee Rights and Discipline
Employee Rights
· 3 main sources of employment law:
· Common Law of Employment: Implied contract terms
· Legislation – Statutory Employment Regulations: Government employment legislation works alongside common law, usually as a default minimum
· Ex: ESA regulations – reasonable notice
· Collective Bargaining Legislation and Labour Arbitration
· Ex: Ontario Labour Relations Act – rights of employees to organize into unions, bargain collectively with the employer, and strike under certain situations
Individual Employment Contract: General rules of contract apply
· “Mutual Consideration”: Employer cannot change basic contract unilaterally 
· Implications?
· Employer cannot unilaterally change the conditions of employment
· Constructive Dismissal: 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
· As the employer, how would you avoid this?
Termination of Employment: A person’s employment is terminated if the employer:
· Dismisses or stops employing an employee
· “Constructively dismisses” an employee (and the employee resigns, in response)
· Lays an employee off for a period that is longer than a “temporary layoff”
Rules Governing Dismissal
· “Non-unionized employee”: Employer isn’t required to give an employee a reason why his or her employment is being terminated
· Ex: Employer’s services are no longer needed
· Must provide notice:
· As specified in the contract OR
· “Reasonable Notice” (determined by ESA, and common law)
· Employer doesn’t need to provide notice if the employee has seriously breached the contact
· Can dismiss the employee for just cause
· Called Summary Dismissal – Beware “poor performance”; employers only won 25% of the time
Just Cause Reasons
· 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 Cause”: Normally, an employee cannot be terminated/disciplined for any of the following reasons:
· Conditions of Human Rights legislation
· Lawful union activities
· Reporting occupational safety and health violations
· Refusing to perform an illegal act
· Exercising rights under various employment laws
Wrongful Dismissal: Lawsuit filed in a court by an employing alleging that he or she was dismissed without proper contractual or reasonable notice
If an employee feels like he or she has been wronged:
· Insufficient notice of the termination;
· There is not “just cause”
Unionized Employees: Collective agreements confer different rights and obligations for employers:
· Ex: Right to lay off workers for economic reasons
· Rights to discipline (Ex: unpaid suspensions)
· Due to the collective agreement, a unionized employee usually needs a reason to dismiss an employee – Just cause
· May be challenged through the grievance procedure
· Labour arbitrator has the statutory power to substitute a lesser penalty than the one imposed by the employer
· Implications for HR?
· Needs to show progressive discipline 
Firing the Downsize Employee: After careful consideration

Chapter 14: The Dynamics of Labour Relations
Government Regulation of Labour Relations
· Industrial Relations Disputes and Investigation Act (IRDIA) – 1948
· Canada Labour Code
· More comprehensive than IRDIA
· Canada Industrial Relations Board – to administer and enforce th Code
· Provincial Labour Law statuses (Ex: Ontario LR Act)
· Each province has a Labour Relations Board – administers labour law (except Quebec – labour court and commissioners)
· Labour boards have representatives from both labour and management (appointed)
Why do Employees Unionize?
· Economic needs:
· Wages, benefits, and working conditions 
· Dissatisfaction with management:
· Ex: Favoritism/unfair HR practices (Ex: promotions, shifts)
· Social and leadership concerns :
· Seek a voice; represent employees, get involved
· Conditions of Employment:
· No choice – “Union Shop”
Organizing Steps
1. Employee/Union contract
2. Initial organizational meeting
3. Formation of in-house organizing committee: Authorization Cards
4. Application to Labour Relations Board
5. Receipt of Certificate (Card-check or mandatory ballot)
6. Certified Elect bargaining committee and negotiations for collective agreement 
Employer Tactics
· What can employers do if they want to avoid a union from organizing?
· Emphasize current advantages in wages, benefits, or working conditions the employees may enjoy
· Try to influence employee’s opinions
· What can’t they do (prohibited by law)?
· Cannot interfere with labour relations process or certification
· Cannot threaten to close the business
· Cannot dismiss, discipline, or threaten employees who wish to join the union
Impact of Unionization
· Cost (Ex: $26.40 vs $21.49 non-unionized)
· Challenged to Management Decisions
· Unions can restrict management decision-making about employees 
· Ex: Issues as: subcontracting of work, productivity standards, and job content
· Loss of Supervisory Authority
· The terms of the collective agreement impact the way in which supervisors do their jobs on a daily basis
· Ex: Less authority and flexibility in certain areas (Ex: scheduling, performance evaluations and promotions) (Ex: seniority rather than merit) – UOttawa 
Types of Unions
· Craft Unions: Members all have a particular skill or occupation (Ex: electricians, carpenters)
· National/International Unions: Differentiated by geographic scope
· Often affiliated with one or another (Ex: central labour organization) seek to advance the shared interest of members (Ex: CLC, AFL-CIO)
· Local Unions: Basic unit where most day-to-day interaction between labour and management occurs
· Industrial Unions: Members are linked by their work in a particular way (Ex: CUPW, CAW)
Labour Relations in the Public Sector
· Political nature of the labour-management relationship
· Strikes in the public sector?
· Compulsory binding arbitration (neutral 3rd party appointed to resolve deadlock)
· Or
· Back to work legislation 
Collective Bargaining Process
1. Prepare for negotiations
· Gather data
· Form bargaining teams
2. Develop Strategies
· Develop management proposals and limits of concession
· Consider opponent’s goals
· Make strike plans
3. Conduct Negotiations 
· Bargain in good faith
· Analyze proposals 
· Resolve proposals
· Stay within bargaining zone
4. Formalize Agreement
· Clarify contract language
· Ratify agreement 
Management and Union Power in Collective Bargaining
· Union Bargaining Power
· Strikes, pickets, boycotts
· Management Bargaining Power
· Continuing operations staffed by management
· Locking out employees
Resolving deadlock
· Mediation: Least formal
· Facilitate the negotiation
· No formal authority for resolution
· Voluntary process
· Conciliation: Neutral 3rd party to keep them talking; may recommend settlement but parties may decline
· Mandatory in Canada before a legal strike or walkout
· Arbitration: Outside 3rd party to investigate a dispute and imposes a binding settlement. Could be a sole party or arbitration board 
Collective Agreement
· Binding document: lists the terms, conditions and rules under which employees and managers agree to operate
· 2 key items:
· 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 – wan tot have all employees as dues-paying members
Exam: 90 questions
Chapters 2-6 (4/Chapter) (20+ questions)
Chapter 7-15 (6/8 chapter) (63+ questions)
5 Class specific (what we covered in class)

Chapter 15: International HR
PEST Analysis: Determine what environmental factors affect HRM (Figure 15.1)
· 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 (Ex: P&G, Honda, GE)
· Multidomestic Corporation (MDC)(Low/high)
· Firm with independent business units operating in multiple countries (Ex: Shell) – stand-alone foreign subsidiaries 
· Global Corporation (High efficiency/low responsiveness)
· Firm that has integrated worldwide operations through a centralized home office – see the whole world as their market
· Transnational Corporation (AKA MNC)
· Firm that attempts to balance local responsiveness and global scale via a network of specialized operating units 
Managing your International Operations
Staffing Internationally:
1. Expatriates, or home-country nationals
· Employees from the home country who are on international assignment 
2. Host-Country nationals
· Employees who are natives of the host country
3. Third-country nationals 
· Employees who are natives of a country other than the home country or the host country 
Need to think about:
· Recruitment
· Selection
· Training and Development 
· Compensation
Training and Development
· Essential training program content to prepare employees for working internationally:
· Cultural training
· Language training
· Assessing and tacking 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 provides flexibility to customize particular policies and programs to meet the needs of employees in specific locations 
Compensation of Host-Country Employees
· Global Compensation System
· 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
· Balance Sheet Approach: Designed the purchasing power in a person’s home country
1. Calculate base pay
2. Figure cost-of-living allowance (COLA)
3. Add incentive premiums
4. 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 to 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 7 – Training and Development 
· Strategic model of training (needs assessment, design, implementation, evaluation)
· Principles of learning – know in general – lots of them, see a list of them and know what it is and recognize it 
· Training methods for non managerial employees – on the job training, special assignments, apprenticeship training, coop training, simulations, e-learning, behaviour modelling, role playing, coaching, case studies, seminars and conferences, blended learning, classroom instruction
· Criteria for evaluating training (reactions, learning, behaviour, results)
Chapter 8 – Performance Management
· Purposes of performance appraisal – developmental and administrative 
· Common problems with performance appraisals – feedback is infrequent, often one way and negative, some content comes as a surprise to the employees, performance goals are lacking
· Constructive feedback – future oriented, accurate, caring tone, target behaviour 
· Training performance appraisers 
· Common rater-related errors: error of central tendency, leniency or strictness error, recency error, contrast error, similar to me error
· Performance appraisals methods – trait methods: graphic rating scales, mixed standards scales, forced-choice method, essay method
· Results method – productivity measures: appraisals based on quantitative measures, management by objective, balanced scoreboard (financial, customer, process, learning)
Chapter 9 – Managing Compensation 
· Total rewards – integrated package of all rewards – MIX of financial and non-financial (to attract, retain and engage employees, and aligned to company’s strategy)
· MC – What’s the non-financial component of total rewards
· A employee benefits 
· B incentive pay
· C Pay for performance
· D Recognition programs
· E Bonuses 
· Pay fairness – equity vs inequity 
· Determining compensation – the wage mix: internal versus external factors 
· Determining worth of job – job evaluation: systematic process of determining the relative worth of jobs in order to establish which jobs should eb paid more than others within an organization – ensures internal equity – 4 methods: job ranking system (jobs are ranked…), job classification system (jobs are classified and grouped according to a series fo predetermined wage grades – wage grades have increasing amounts of skill, knowledge, ability, or other factors – jobs are then compared to descriptions of job classes – each job is “slotted” into the appropriate grade – Ex: fed government), point system (permits job to be evaluated quantitatively on the basis pf factors/elements – compensable factors – factors could be: skills, experience, effort, responsibility, job conditions – point manual used), work valuation (job evaluation system that seeks to measure a job’s worth through its value to the organization – value relative to standards associated with financial, operational, or customer service objectives of the organization rather than points – end up with a hierarchy)
· Stage 2: Conduct a wage/salary survey (survey aimed at determining prevailing wage rates for comparable jobs – used to: determine pay rates for benchmark jobs, gather info on total rewards, ensure external equity – methods?: salary surveys – employer initiated; or external (Ex: Watson Wyatt, Hay, Mercer, Hewitt)
· Stage 3: Determine Pay Rate for Jobs
· Wage curve – rate ranges (range of rates for each pay grade – typically greater for each successive grade) red circle rates (payment rates above the max of the pay range) broa0 dbanding (collapses many traditional salary grades into a few wide salary bands)
· Which of the following is an internal factor that can influence the wage mix?
· A – labour market conditions
· B – collective bargaining
· C – The employee’s relative worth
· D – cost of living
· E – Area wage rates 
· What is a pay grade?
· A – graph of the relationship between the value (ex; job evaluation points) and average wage paid for a job
· B – Payment rates above the max of the pay range – red circle 
· C – range of rates – the range of wage
· D – Grouping of jobs which are similar 
· E – none of the above 
Chapter 10 – Pay for Performance Incentive Rewards 
Money and motivation 
· Variable pay/incentive plans: any plan that ties pay to some measure of individual, group, or organizational performance
Types of Incentive Plans
· Incentives for operations employees
· Piecework plans (straight or differential); standard hour plan
· Incentives for senior managers and executives
· Annual bonuses, spot bonuses, stock options
· Incentives for salespeople
·  Salary vs commissions vs combination
· Incentives for other managers and professional employees
· Merit pay, intrinsic rewards
· Team incentives: 
· Organization wide incentives: profit sharing, stock ownership, gainsharing
What’s true about merit pay?
· A – links an increase in base pay to show how successfully an employee achieved some objective performance standard
· B  - Pay rates are based on the completion of a job in a predetermined “standard time”
· C – Employee receive a certain rate for each unit produced
· D – employees whose production exceeds the standard amount of output received a higher rate for all of their work rather than the rate paid to whose who don’t exceed the standard amount
· E – Unplanned bonuses given for employee effort unrelated to an established performance measure 
Which of the following is a pay plan that compensated sales employees based on a percentage of sales?
· A – Straight ratio plan
· B – Straight salary plan
· C – Straight commission plan
· D – Straight bonus plan
· E – Straight merit pay plan
What is the most widely use sales incentive plan?
· A – Straight ratio plan
· B – Straight salary plan
· C – Straight commission plan
· D – Straight bonus plan
· E – Combined salary and commission plan – more flexible and provides incentive and stability – can be motivated too
Chapter 11 – Employee Benefits 
· Benefits for diverse workforce: Flexible benefit plans – enable employees to choose the benefits that are best suited to their particular needs (basic or core benefit packages – ensures that employees have a minimum level of coverage) (employees sue credits to buy …)
· Advantages and disadvantages of flexible benefit programs
· Employee benefits required by law – Canadian and Quebec pension plans, EI, workers compensation insurance, provincial hospital and medical services 
· Discretionary major employee benefits 
· Types of pension plans 
· The amount of health/dental expenses an employee must pay before insurance benefits will be paid is called:
· A – deductible
· B – workers compensation
· C – Coinsurance
· D – Dental Coverage
· E – Life insurance
· Disadvantages of flexible benefit programs include the following:
· New benefits are more costly to introduce
· Bad decisions by employers about what to offer
· Increased involvement of employees
· Poor benefit selection by employees
· Formal employee program for providing - EAP
Chapter 12 - Promoting Health and Safety 
· Occupational Health and Safety Legislation 
· Duties and responsibilities – employer, employees, supervisors, joint health and safety committees, 
· Workers compensation 
· Occupation health and safety legislations is based on the principle of:
· A – employee rights
· B – Complexity
· C – Education
· D – Joint responsibility
· E – Participation 
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