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CHAPTER 1 

 

 

 

 

 

Every organization, large or small, uses a variety of capital to make the business work. Capital 

includes cash, valuables, or goods used to generate income for a business. For example, a retail 

store uses registers and inventory, while a consulting firm may have proprietary software or 

buildings. No matter the industry, all companies have one thing in common: they must have 

people to make their capital work for them. This will be our focus throughout the text: generation 

of revenue through the use of people’s skills and abilities. 

What is HRM?  

HRM is the most happening function as of now. This is so because people offer competitive 

advantage to a firm and managing people is the domain of HRM.  

Organization requires a number of things to be effective: 

1. Physical resources, including the manufacturing facilities and equipment to produce a 

product or service 

2. Financial resources, including equity, leverage and retained earnings  

3. Marketing capability to connect whatever products or services are created with customers 

4. Human resources, including the experience, skills, knowledge, judgement, and creativity 

belonging to the org, along with the means of organizing, structuring, and rewarding 

these capabilities. 

In all these the important factor that is most likely to provide competitive advantage is human 

resource. 

In recent years, increased attention has devoted to how organization manages human resource.  

This increased attention comes from the realization that organizations employees enable an org 

to achieve its goals and the management of these human resources is critical to the org success. 

 

 

 

Learning Objective 

1. Explain the role of HRM in organizations 

2. Define and discuss some of the major Functions and activities of HRM 



Definition of HRM 

Definition 1 – Integration 

“HRM is a series of integrated decisions that form the employment relationships; their quality 

contributes to the ability of the organizations and the employees to achieve their objectives.” 

Definition 2 – Influencing 

“HRM is concerned with the people dimensions in management. Since every organization is 

made up of people, acquiring their services, developing their skills, motivating them to higher 

levels of performance and ensuring that they continue to maintain their commitment to the 

organization are essential to achieving organizational objectives. This is true, regardless of the 

type of the organization – government, business, education, health, recreational, or social 

action.” 

Definition 3 – Applicability 

“HRM planning, organizing, directing and controlling of the procurement, development, 

compensation, integration, maintenance and separation of human resources to the end those 

individual, organizational and social objectives are accomplished. 

 

HRM involves all management decisions and practices that directly affect or influence the 

people, or human resources, who work for the organization. 

HRM refers to the application of management principles to management of people in an 

organization. 

Nature of Human Resource Management 

Human Resource Management is a process of bringing people and organizations together so that 

the goals of each are met. The various features of HRM include: 

• It is pervasive in nature as it is present in all enterprises. 

• Its focus is on results rather than on rules. 

• It tries to help employees develop their potential fully. 

• It encourages employees to give their best to the organization. 

• It is all about people at work, both as individuals and groups. 

• It tries to put people on assigned jobs in order to produce good results. 

• It helps an organization meet its goals in the future by providing for competent and well-

motivated employees. 



• It tries to build and maintain cordial relations between people working at various levels in 

the organization. 

• It is a multidisciplinary activity, utilizing knowledge and inputs drawn from psychology, 

economics, etc. 

 

Scope of Hrm 

The scope of HRM is very wide 

1. Personnel aspect-This is concerned with manpower planning, recruitment, selection, 

placement, transfer, promotion, training and development, layoff and retrenchment, 

remuneration, incentives, productivity etc. 

2. Welfare aspect-It deals with working conditions and amenities such as canteens, crèches, rest 

and lunch rooms, housing, transport, medical assistance, education, health and safety, recreation 

facilities, etc. 

3. Industrial relations aspect-This covers union-management relations, joint consultation, 

collective bargaining, grievance and disciplinary procedures, settlement of disputes, etc. 

• HRM consists of people related functions as hiring, training and development, 

performance review, compensation, safety and health, welfare, industrial relations. 

• HRM necessitates alignment of HR policies and practices with the organizations 

strategies –both corporate as well as functional. 

• HRM involves the application of management principles, functions and deliverables of 

people management 

• HRM assumes that it is the people who make the difference. They alone are capable of 

generating value and adding to the competitive advantage to org. 

• HR activities are not the sole responsibility of the HR specialists. Line managers are 

equally responsible for carrying out the activities. 

• HR functions are not confined to business establishments only. They are applicable to 

non-business org too, such as education, healthcare, recreation. 

 

 



Evolution of Hrm 

The utilization of people, at least in a rudimentary form, can be traced to ancient times. Efforts to 

best use talents, even though informal in nature, were undertaken whenever people came 

together in a community.  

First as moving through broad phases: the craft system, scientific management, the human 

relations approach, and the current organizational science-human approach. 

The craft system: From the earliest times in Egypt and Babylon, training in craft skills was 

organized to maintain an adequate supply of craft workers. By the 13th century craft training had 

become popular in Western Europe. The craft system was best suited to domestic industry, which 

the master operated on his own premises, with his assistants residing and working in the same 

house. 

Scientific management: the industrial revolution and mass production emerged in the 19th and 

early 20th centuries and led to the deterioration of the craft guilds.  F.W. Taylor became the 

proponent of scientific management. Taylor and his disciples assumed that workers wanted to be 

used efficiently and were motivated by money. This philosophy was proved to be incorrect 

because it ignored feelings and other motives. 

The result was the emergence of welfare secretaries and their programs included recreational 

facilities, employee assistance programs, and medical programs. 

Human relations: Elton Mayo saw that the significant variable was not physical but 

psychological. The reason for the increase in the productivity was the workers attitude toward 

their jobs. Because of their cooperation workers felt themselves as part of an important group 

whose help and advice were being sought by the company. 

The discovery of the “Hawthorne effect” led to further research on the social factors associated 

with the work and led to human relations movement, with its emphasis on the fact that emp need 

to be understood in order to be satisfied and productive. 

Organizational science- human approach: Academic researchers from various behavioral 

disciplines, such as psychology, political science, economics, and sociology, began studying org. 

The organizational science approach focuses on the total organization and less on just the 

individual.  

 



Evolution of HR management 

Time 

Period 

HR Focus HR Activity 

Before 

1890 

Industrial technologies Disciplinary system 

1900-1910 Employee well-being Health and safety programs 

1920’s Task design, efficiency, and 

impact of work groups on 

individual workers 

Time and motion studies 

Employee counseling and testing 

1930’s Union of workers 

Passage of major labor laws 

Communication programs 

Anti-union campaigns 

Personnel becomes staff support to operational 

line units 

1940’s Employee benefits and 

compensation 

Wage increases 

Cost of living adjustments 

Pension, health, and other benefit plans 

1950’s  Employee relations 

Specialized personnel functions 

Training and development 

Separate divisions within personnel established: 

recruitment, labour relations, training and 

benefits. 

1960’s Employee participation Employee involvement 

MBO, quality circles, sensitivity training 

1970’s Government intervention Employee right issues now regulated in the areas 

of discrimination, equal opportunity, safety and 

health, various benefit reforms 

1980’s Employee recognition 

Displacement 

Enrichment of employee knowledge, skill, 

abilities through: job rotation, formation of 

integrated task teams, outplacement 

1990’s  Changing demographics of 

work force 

Technology 

Diversity programs 

Employees rights issues 

Global perspective 

Information technology 

2000 and 

beyond 

Strategic HR planning Transition from service and support to 

consultative and leadership role 

 

Difference between HRM and PM 

HRM differs from PM both in scope and orientation. HRM views people as an important source 

or asset to be used for the benefit of organizations, employees and the society. It is emerging as a 

distant philosophy of management aiming at policies that promise mutuality- mutual goals, 

mutual respect, mutual rewards and mutual responsibilities. HRM is being integrated into the 

overall strategic management of business. 



PM has a limited scope and an inverted orientation. It viewed labour as a tool the behavior of 

which could be manipulated for the benefit of the org and replaced when it was worn out. The 

personnel department itself was not treated with respect. Personnel functions were treated as a 

routine activity meant to hire new employee and to maintain personnel records. It was never 

considered as a part of the strategic management of businesses. 

Dimension Personnel management Human resource management 

Employment 

contract 

Careful delineation of written 

contracts 

Aim to go beyond contract 

Rules Importance of devising clear rules Can do outlook, impatience with rules 

Guide to 

management 

action 

Procedures Business need 

Behavior 

referent 

Norms/customs and practices  Values/mission 

Managerial 

task (labour) 

Monitoring Nurturing  

Key relations Labour management Customer  

Initiatives  Piece meal Integrated  

Speed of 

decision 

Slow  Fast  

Management 

role 

Transactional Transformational 

Communication  Indirect Direct  

Prized 

management 

skills 

Negotiation Facilitation  

Selection Separate, marginal task  Integrated, key task 

Pay  Job evaluation( fixed grades) Performance related 

Conditions  Separately negotiated Harmonization 

Labour 

management 

Collective bargaining contracts Individual contracts 

Job categories 

and grades 

Many  Few 

Job design Division of labour Team work 

Conflict 

handling 

Reach temporary truce Manage climate and culture 

T&D Controlled access to courses Learning companies 

Focus of 

attention for 

interventions 

Personnel procedures Wide ranging cultural, structural and 

personnel strategies 

Respect for 

employees 

Labour is treated as a tool which is 

expandable and replaceable 

People are treated as assets to be used 

for the benefit of an org, its emp and the 



society as a whole 

Shared 

interests 

Interests of the org are uppermost Mutuality of interests 

Evolution Precedes HRM Latest in the evolution of the subject 

Locus of 

control 

External  Internal 

Organising 

principles 

Top-down centralized Decentralized 

      

Features of HRM 

1. HRM as a Process 

HRM is a process of four functions:- 

• Acquisition of human resources: This function includes Human Resource Planning, 

Recruitment, Selection, Placement and Induction of staff. 

• Development of human resources: This function includes Training and Development 

and Career development. The knowledge, skills, attitudes and social behaviors of the staff 

are developed. 

• Motivation of human resources: This function includes giving recognition and rewards 

to the staff. it also includes Performance Appraisal and handling the problems of staff. 

• Maintenance of human resources: This function includes providing the best working 

conditions for employees. It also looks after the health and safety of the staff. 

2. Continuous Process: HRM is not a one-time process. It is a continuous process. It has to 

continuously change and adjust according to the changes in the environment, changes in the 

expectations of the staff, etc. HRM has to give continuous training and development to the staff 

due to changes in technology 

3. Focus on Objectives: HRM gives a lot of importance to achievement of objectives. 

The four main objectives HRM has to achieve are: 

• Individual objectives of the staff. 

• Group or Departmental objectives. 

• Organisational objectives. 

• Societal objectives. 

 



4. Universal Application: HRM has universal application. That is, it can be used for business as 

well as for other organizations such as schools, colleges, hospital, religious organizations, etc. 

5. Integrated use of Subsystems: HRM involves the integrated use of sub-systems such as 

Training and Development, Career Development, Organizational Development, Performance 

Appraisal, Potential Appraisal, etc. All these subsystems increase the efficiency of the staff and 

bring success to the organisation. 

6. Multidisciplinary: HRM is multidisciplinary. That is, it uses many different subjects such as 

Psychology, Communication, Philosophy, Sociology, Management, Education, etc. 

7. Develops Team Spirit: HRM tries to develop the team spirit of the full organisation. Team 

spirit helps the staff to work together for achieving the objectives of the organisation. Now-a-

days more importance is given to team work and not to individuals. 

8. Develops Staff Potentialities: HRM develops the potentialities of the staff by giving them 

training and development. This will make the staff more efficient, and it will give them more job 

satisfaction. 

9. Key Elements for solving problems: Today, we have rapid technological, managerial, 

economic and social changes. These changes bring many problems. HRM continuously tries to 

solve these problems. 

10. Long Term Benefits: HRM brings many long term benefits to the individuals (staff), the 

organisation and the society. It gives many financial and non-financial benefits to the staff. It 

improves the image and profits of the organisation. It also provides a regular supply of good 

quality goods and services at reasonable prices to the society. 

Functions of Human Resource Management 

1. Human resource or manpower planning. 

2. Recruitment, selection and placement of personnel. 

3. Training and development of employees. 

4. Appraisal of performance of employees. 

5. Taking corrective steps such as transfer from one job to another. 

6. Remuneration of employees. 

7. Social security and welfare of employees. 

8. Setting general and specific management policy for organizational relationship. 



9. Collective bargaining, contract negotiation and grievance handling. 

10. Staffing the organization. 

11. Aiding in the self-development of employees at all levels. 

12. Developing and maintaining motivation for workers by providing incentives. 

13. Reviewing and auditing manpower management in the organization 

14. Performance appraisal,  

15. Role Analysis for job occupants. 

16. Job Rotation. 

17. Quality Circle, Organization development and Quality of Working Life. 

Human Resource Management Objectives are four folds- societal, organizational, functional 

and personal. 

Societal objectives: to be ethically and socially responsible to the needs and challenges of the 

society while minimizing the negative impact of such demands upon the org. 

Organisational objectives: to recognize the role of HRM in bringing about organisational 

effectiveness 

Functional objectives: to maintain the departments contribution at a level appropriate to the org 

needs 

Personal objectives: to assist employees in achieving their personal goals, at least in so far as 

these goals enhance the individual’s contribution to the org. 

HRM objectives Supporting functions 

Societal objectives Legal compliance 

Benefits 

Union management relations 

Organizational objectives Human resource planning 

Employee relations 

Selection 

T&D 

Appraisal 

Placement 



Assessment 

Functional objectives Appraisal 

Placement 

Assessment 

Personal objectives T&D 

Appraisal 

Placement 

Compensation 

Assessment 

  

Policies, Procedures and Programmes 

Policies are principles, rules, and guidelines formulated or adopted by an organization to reach 

its long-term goals and typically published in a booklet or other form that is widely accessible. 

Policies and procedures are designed to influence and determine all major decisions and actions, 

and all activities take place within the boundaries set by them.  

E.g. Leave of Absence policy, Recruitment policy, Attendance policy, Compensation of Pay,   

Staff development, vacation of holidays, discipline or termination 

 

Procedures are the specific methods employed to express policies in action in day-to-day 

operations in the organization. 

Together, policies and procedures ensure that a point of view held by the governing body of an 

organization is translated into steps that result in an outcome compatible with that view. 

Exercise: collect HR policies of different org and compare. 

Organization of HRM 

The HR department in the total organisational structure depends on whether a unit is small or 

large. In most of the small org, there is no separate department to coordinate the activities 

relating to personnel. Services of outsiders who specialise in maintaining accounts and records 

relating to PF, pension of other requirements are retained for a fee. 

A large scale unit will have a manager/director heading the HR department. A typical HR 

department is headed by a director, under who are manager-personnel, manager- administration, 



and manager-HRD and manager- industrial relations. The department will grow in size and 

importance when new demands are placed on it by the top management. 

Line and Staff Relationships And Hrm 

Human resource management is a Line responsibility: It is widely felt that “Human resource 

management is a line manager’s responsibility but a staff function. The responsibility of line 

managers is to attain effectively, goals of their respective departments by the proper management 

of materials, machine, money and men. Since management is getting things done through and by 

the people, responsibility of management of these people rests with line managers. Thus, 

personnel management is a responsibility of all line managers. In this sense every manager is a 

HR manager. 

Human resource management is a staff function: HR managers are created for the purpose of 

assistance, advice, information to line managers in order to relieve them from the burden of 

management of personnel and to allow them to concentrate on their technical operations. HR 

managers perform the various functions of personnel management, viz.., employment, training, 

development, wage and salary administration, motivation, grievance redressal, workers 

participation, collective bargaining etc. Thus, personnel managers perform certain staff functions 

relating to management of HR like advising, assisting, guiding, suggesting, counselling and 

providing information to line managers. So personnel management is a staff function. 

Role of Personnel Manager and Hr Manager 

Human resources Managers, nowadays wear many hats. They perform mainly three different 

types of roles while meeting the requirement of employees and customers, namely 

administrative, operational and strategic. 

Administrative Roles: 

The administrative roles of human resources management include policy formulation and 

implementation, housekeeping, records maintenance, welfare, administrative, legal compliance 

etc. 

• Policy maker: The human resource manager helps management in the formation of policies 

governing talent acquisition and retention, wage and salary administrative welfare activities, 



personnel records, working conditions etc. He also helps in interpreting personnel policies in 

an appropriate manner. 

• Administrative expert: The administrative role of an HR Manager is heavily oriented to 

processing and record keeping. Maintaining employees file and HR related databases 

processing employee benefit claims, answering queries regarding leave, transport and 

medical facilities, submitting required reports to regulatory agencies are examples of the 

administrative nature of HR management. These activities must be performed efficiently and 

effectively to meet changing requirements of employees, customers and the government. 

• Advisor: It is said that personnel management is not a line responsibility but a staff function. 

The personnel manager performs his functions by advising suggesting , counseling and 

helping the line managers in discharging their responsibilities relating to grievance redressal, 

conflict resolution, employee selection and training . Personnel advice includes preparation 

of reports, communication of guidelines for the interpretation and implementation of policies, 

providing information regarding labor laws etc. 

• Housekeeper: The administrative roles of a personnel manager in managing the show 

include recruiting pre-employment testing, reference checking employee surveys, time 

keeping, wage and salary administration, benefits and pension administration wellness 

programs, maintenance of records etc. 

• Counselor: The personal manager discusses various problems of the employees relating to 

work, career their supervisors, colleagues, health, family, financial, social etc and advises 

them on minimizing and overcoming problems if any. 

• Welfare officer: Personnel manager is expected to be the Welfare Officer of the company. 

As a Welfare officer he provides and maintains (On behalf of the company) canteens, 

hospitals, crèches, educational institutes, clubs, libraries, conveyance facilities, co-operative 

credit societies and consumer stores. Under the Factories Act, Welfare officers are expected 

to take care of safety health and welfare of employees. The HR managers are often asked to 

oversee if everything is in line with the company legislation and stipulation. 

• Legal consultant: Personnel manager plays a role of grievance handling, settling of disputes, 

handling disciplinary cases, doing collective bargaining, enabling the process of joint 

consultation interpretation and implementation of various labor laws, contacting lawyers 



regarding court cases, filing suits in labor courts, industrial tribunals, civil courts and the 

hike. 

In some organizations the above administrative functions are being outsourced to external 

providers in recent times, with a view to increasing efficiency as also cutting operational 

costs. Technology is being put to good use to automate many of the administrative tasks. 

Operational Roles: 

These roles are tactical in nature and include recruiting, training, and developing employees 

coordinating HR activities with the actions of managers and supervisors throughout the 

organizations and resolving differences between employees. 

• Recruiter: Winning the war for talent has become an important job of HR managers in 

recent times in view of the growing competition for people possessing requisite knowledge 

skills and experience. HR managers have to use their experience to good effect while laying 

down lucrative career paths to new recruits without, increasing the financial burden to the 

company. 

• Trainer developer motivator: Apart from talent acquisition talent retention is also 

important. To this end, HR managers have to find skill deficiencies from time to time, offer 

meaningful training opportunities, and bring out the latent potential of people through 

intrinsic and extrinsic rewards which are valued by employers. 

• Coordinator /linking pin: The HR manager is often deputed to act as a linking pin between 

various divisions / departments of an organization. The whole exercise is meant to develop 

rapport with divisional heads, using PR and communications skills of HR executives to the 

maximum possible extent. 

• Mediator: The personnel manager acts as a mediator in case of friction between two 

employees groups of employees, superiors, and subordinates and employees and 

management with the sole objective of maintaining industrial harmony. 

Strategic Roles: HR Development & Training in Human Resources Series like Effective 

Recruitment & Selection Techniques, Benefits Labor & Employee Relations, Compensation 

Fundamentals Health, Wellness, & Disability Management, HR Development 

 



Qualities of HR: The HR manager must have initiative, resourcefulness, depth of perception, 

maturity in judgement and analytical ability. Freedom from bias would enable the HR manager 

to take an objective view of both management and workers. He must have intellectual integrity. 

The HR manager should be thorough with labour laws. An understanding behaviour of human 

behaviour is essential to the HR manager. The HR manager must be familiar with human needs, 

wants, hopes and desires, values, aspirations without which adequate motivation is impossible. 

The HR manager should also possess other personal attributes like: 

Intelligence: Skills to communicate, articulate, moderate, deal with people, ability to draft 

agreements and policies. 

Educational skills: Hr manager should possess learning and teaching skills as he has to teach 

employee about the org growth. 

Discriminating skills: ability to discriminate b/w right and wrong, the just and unjust, merit and 

demerit. 

Executing skills: to execute the managements decision regarding HR issues with speed, 

accuracy and objectivity 

Experience and training: previous exp is undoubtedly an advantage. Training in psychological 

aspects, labour legislations is an additional benefit.  

Professional attitudes: patience and understanding, and be able to couple his social justice with 

a warm personal interest in people which must be secured by an uncommon degree of common 

sense. 

 

HR manager as a strategic partner: Gone are the days when the primary role of HRM 

Professionals is to ‘hire and fire.’ Today, the corporate world and the work environments take a 

new shape and sound. Cultures and norms meet and mix in the shop floor, so much so that 

human resource, where it used to be viewed as a capital expense, is now considered as the a 

capital investment. Hence, HRM professionals have now a different set of roles. 

The most crucial roles and responsibilities that a HRM Professional should carry on to become 

an effective strategic partner to business owners and decision makers  

 



• Initiates and facilitates the strategic process of crafting the organization’s mission-vision 

and values; 

• Utilizes a planning process to arrive at clear performance indicators and targets aligned to 

business strategies; 

• Continuously acquires a comprehensive and up-to-date understanding of the business and 

its dynamics and environment, as well as identifies the implications of (HRM) human 

resource actions as a result of these; 

• Exercises foresight, courage, and competence for longer-term (organizational) change; 

• Translates business strategies into priorities and programs for human resources 

(employees), thereby aligning them; 

• Communicates business plan impact on human resources practices (HRM), and gets 

others to support the plan and activities; 

• Leads the marketing and communication of human resource (HRM) philosophy, 

principles, and associated platforms with business partners, and the rest of the human 

resources community; 

• Provides ongoing feedback to and consultation with the business partner and the rest of 

the human resources community to keep human resources on track with effective 

programs and services. 

 

HUMAN RESOURCE MANAGEMENT: MAJOR INFLUENCING FACTORS 

In the 21st century HRM will be influenced by following factors, which will work as various 

issues affecting its strategy: 

• Size of the workforce. 

• Rising employees' expectations 

• Drastic changes in the technology as well as Life-style changes. 

• Composition of workforce. New skills required. 

• Environmental challenges. 

• Lean and mean organizations. 

• Impact of new economic policy, Political ideology of the Government. 

• Downsizing and rightsizing of the organizations. 

• Culture prevailing in the organization etc. 



Opportunities of HRM 

The Human Resource Management Department is known to be the heart of an organization. The 

HR manager plays a key role in any well established organization. This field is in the developing 

stage and is still facing challenges for its recognition in contribution to the business. This 

profession like other professions, need to be managed by professionals who play a crucial role in 

the growth of the organization and individuals. 

In the days of financial crisis and tight job market, HR profession is considered an important 

field. It takes responsibility to provide the human resources and becomes the strategic business 

partner in accomplishing the corporate goals. In the era of information technology, public sector 

and private sector companies have been focusing on this discipline and paying more to meet the 

challenges of an open market. 

At the strategic level the main function of HR is to develop the balancing act in the growth of the 

business of the company and its human capital. The HR function works like a catalyst in the 

organization. HR professionals act in the organization as a middleware between the management 

and the employees. The objective of HR professionals is to develop a positive and healthy 

working environment to increase the productivity and job satisfaction among the employees. 

HR positions in organisations can be divided into 3 categories – HR specialist, HR manager, and 

HR executive. 

HR specialist: The HR specialist jobs are usually the entry level positions. 

HR manager: Is a generalist who administers and coordinates programmes cutting across 

functional areas. 

HR Executive: The top-level HR executive, usually the vice president of an organisation, has the 

responsibility of linking the firm’s corporate policy and strategy with HRM. 

The Main Areas Of Work In Hr Function Are: 

Recruitment and Selection: Involves preparing job descriptions, attracting people with right 

qualifications and skills, with right mind set and attitude. 



Manpower Planning: Assessing the present and future manpower requirements in the 

organization, succession planning and career planning. This area is very important in which the 

future strength of the organization lies. 

Human Resource Administration: Defining organization’s HR policies and procedures and 

implementation thereof. 

Compensation and Benefits: Determining salary structures, employee perquisites etc, covers 

health, security, safety, terminal benefits, and employee welfare facilities. This area is very 

important for retaining the talent in organization. 

Industrial Relations: Promoting healthy relationship between management and employees 

associations, addressing employees’ concerns, taking care of legal issues in the labour courts / 

labour commissioners. 

Training and Development: Arranging employee orientation programmes and providing 

technical skills and behavioural training to employees for effective performance. This area is 

very important for career progression of an individual in the organization. 

Performance Appraisal: Reviewing performance appraisal system of the employees from time 

to time using the assessment information for the purpose of trainings, promotions, and incentives 

etc. 

Challenges of HRM 

1. Globalization: Growing internationalization of business has its impact on HRM in terms of 

problems of unfamiliar laws, languages, practices, competitions, attitudes, management styles, 

work ethics and more. HR managers have a challenge to deal with more functions, more 

heterogeneous functions and more involvement in employee’s personal life.  

2. Corporate Re-organizations: Reorganization relates to mergers and acquisitions, joint 

ventures, take over, internal restructuring of organizations. In these situations, it is difficult to 

imagine circumstances that pose a greater challenge for HRM than reorganizations itself. It is a 

challenge to manage employees’ anxiety, uncertainties, insecurities and fears during these 

dynamic trends.  

3. New Organizational forms: The basic challenge to HRM comes from the changing character 

of competitions. The competition is not between individual firms but between constellations of 

firm. Major companies are operating through a complex web of strategic alliances, forgings with 



local suppliers, etc. These relationships give birth to completely new forms of organizational 

structure, which highly depend upon a regular exchange of people and information. The 

challenge for HRM is to cope with the implications of these newly networked relations more and 

more, in place of more comfortable hierarchical relationships that existed within the 

organizations for ages in the past.  

4. Changing Demographics of Workforce: Changes in workforce are largely reflected by dual 

career couples, large chunk of young blood between age old superannuating employees, working 

mothers, more educated and aware workers etc. These dynamic workforces have their own 

implications for HR managers and from HRM point of view is a true challenge to handle.  

5. Changed employee expectations: With the changes in workforce demographics, employee 

expectations and attitudes have also transformed. Traditional allurements like job security, 

house, and remunerations are not much attractive today; rather employees are demanding 

empowerment and equality with management. Hence it is a challenge for HRM to redesign the 

profile of workers, and discover new methods of hiring, training, remunerating and motivating 

employees.  

6. New Industrial Relations Approach: In today’s dynamic world, even unions have 

understood that strikes and militancy have lost their relevance and unions are greatly affected by 

it. The trade union membership has fallen drastically worldwide and the future of labour 

movement is in danger. The challenge before HRM is to adopt a proactive industrial relations 

approach which should enable HR specialist to look into challenges unfolding in the future and 

to be prepared to convert them into opportunities.  

7. Renewed People Focus:  The need of today’s world and business is the people’s approach. 

The structure, strategy, systems approach which worked in post war era is no more relevant in 

today’s economic environment which is characterized by over capacities and intense 

competition. The challenge of HR manager is to focus on people and make them justifiable and 

sustainable.  

8. Managing the Managers: Managers are unique tribe in any society, they believe they are 

class apart. They demand decision-making, bossism, and operational freedom. However in the 

post liberalization era, freedom given to managers is grossly misused to get rid of talented and 

hard working juniors. The challenge of HRM is how to manage this tribe? How to make them 



realize that the freedom given to them is to enable them make quick decisions in the interest of 

the organization and not to resort to witch-hunting.  

9. Weaker Society interests: Another challenge for HRM is to protect the interest of weaker 

sections of society. The dramatic increase of women workers, minorities and other backward 

communities in the workforce has resulted in the need for organizations to re-examine their 

policies, practices and values. In the name of global competition, productivity and quality the 

interests of the society around should not be sacrificed. It is a challenge of today’s HR managers 

to see that these weaker sections are neither denied their rightful jobs nor are discriminated 

against while in service.  

10. Contribution to the success of organizations: The biggest challenge to an HR manager is to 

make all employees contribute to the success of the organization in an ethical and socially 

responsible way. Because society’s well being to a large extent depends on its organizations. 

Case Study 

Changes, Changes 

Jennifer, the owner and manager of a company with ten employees, has hired you to take over 

the HRM function so she can focus on other areas of her business. During your first two weeks, 

you find out that the company has been greatly affected by the up economy and is expected to 

experience overall revenue growth by 10 percent over the next three years, with some quarters 

seeing growth as high as 30 percent. However, five of the ten workers are expected to retire 

within three years. These workers have been with the organization since the beginning and 

provide a unique historical perspective of the company. The other five workers are of diverse 

ages. 

In addition to these changes, Jennifer believes they may be able to save costs by allowing 

employees to telecommute one to two days per week. She has some concerns about productivity 

if she allows employees to work from home. Despite these concerns, Jennifer has even 

considered closing down the physical office and making her company a virtual organization, but 

she wonders how such a major change will affect the ability to communicate and worker 

motivation. 



Jennifer shares with you her thoughts about the costs of health care on the organization. She has 

considered cutting benefits entirely and having her employees work for her on a contract basis, 

instead of being full-time employees. She isn’t sure if this would be a good choice. 

Jennifer schedules a meeting with you to discuss some of her thoughts. To prepare for the 

meeting, you perform research so you can impress your new boss with recommendations on the 

challenges presented. 

1. Point out which changes are occurring in the business that affect HRM. 

2. What are some considerations the company and HR should be aware of when making 

changes related to this case study? 

3. What would the initial steps be to start planning for these changes? 

4. What would your role be in implementing these changes? What would Jennifer’s role be? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Team Activities 

1. In a group of two to three people, research possible career paths in HRM and prepare a 

PowerPoint presentation to discuss your findings. 

2. Interview an HR manager and discuss his or her career path, skills, and daily tasks. 

Present your findings to your class. 

 



CHAPTER 2 

 

 

 

 

Job Design:  The logical sequence of job analysis is job design.  

Job design is the conscious efforts to organize tasks, duties and responsibilities into one unit of 

work. It involves 

– identification of individual tasks 

– specification of methods of performing the tasks 

– combination of tasks into specific jobs to be assigned to individuals 

 

Job Design Approaches 

There are three important approaches to job design namely 

1. Engineering approach 

2. Human approach 

3. The job characteristics approach 

4. Socio Technical approach 

 

Engineering Approach: 

The most prominent single element in the Engineering approach, envisaged by FW Taylor and 

others, was the task idea. The work of every workman is fully planned by the management at 

least one day in advance and each man received in most cases complete written instructions, 

describing in details the task which he is to accomplish. This task specifies not only what is to be 

done but how it is to be done and the exact time allowed for doing it.  

The principles offered by scientific management to job design can be summarized thus: 

*Work should be scientifically studied.  

*Work should be arranged so that workers can be efficient. 

Learning Objective 

1. Explain the role of job Design and HRP 

2. Be able to define the steps in HRP and Job Analysis 



*Employees selected for work should be matched to the demands of the job. 

*Employees should be trained to perform the job. 

*Monetary compensation should be used to reward successful performance of the job. 

 

These principles to job design seem to the quite rational and appealing because they point toward 

increased organizational performance. Specialization and regularization over a period of time 

result in job incumbents becoming experts quickly, leading to higher levels of output. Despite the 

assumed gains in efficiency behavioural scientists have found that some job incumbents dislike 

specialized and routine jobs. 

 

Problems with Engineering Approach: After listening to several complaints from employees 

about their highly specialized jobs, Walker and Guest indicated the problems with job thus: 

 

Repetition: Employees performed a few tasks repeatedly. This quickly led the employee to 

become very bored with the job. There was no challenge to the employee to learn anything new 

or to improve the job. 

 

Mechanical Pacing: Assembly line workers were made to maintain a certain regular pace of 

work. They could not take a break when they needed to, or simply divert their attention to some 

other aspect of the job or another individual. 

 

No End Product: Employees found that they were not turning out any identifiable product, 

consequently, they had little pride and enthusiasm in their work. 

 

Little Social Interaction: Employees complained that because the assembly line demanded 

constant attention, there was very little opportunity to interact on a casual basis with other 

employees and share their work experiences, beliefs and sentiments. 

 

No Input: Employees also complained that they had little chance to choose the methods by 

which they performed their job, the tools which they use, or the work procedures. This created 

little interest in the job because there was nothing which they could improve or change. 

 

Human Approach: 

The human relations approach recognized the need to design jobs which are interesting and 

rewarding. In the past two decades much work has been directed to changing jobs so that 

incumbents can satisfy their needs for growth, recognition and responsibility. 

According to Herzberg, There are two types of factors: 



1. Motivators like achievement, recognition, work itself, responsibility, advancement and growth 

and 

2. Hygienic factors (which merely maintain the employee on the job and in the organization) like 

working conditions, organizational policies, inter-personnel relations, pay and job security. 

 

The Job Characteristics Approach: 

The job Characteristics Theory of Hackman & Oldham states that employees will work hard 

when they are rewarded for the work they do and when the work gives them satisfaction. 

Therefore they suggest that motivation, satisfaction and performance should be integrated in the 

job design. According to this approach, any job can be described in terms of five core job 

dimension which are defined as follows: 

1. Skill Variety: The degree to which a job requires a variety of different activities so that the 

workers can use a number of different skills and talents. 

2. Task Identity: The degree to which the job requires completion of a whole and identifiable 

piece of work. 

3. Task Significance: The degree to which the job has a substantial impact on the lives or work 

of other people. 

4. Autonomy: The degree to which the job provides substantial freedom, independence, and 

discretion to the individual in scheduling the work and in determining the procedures too be used 

in carrying it out. 

5. Feedback: The degree to which an individual requires direct and clear information about the 

effectiveness of his or her performances. 

 

Socio-technical systems: This approach focuses on organisations as being made up of people 

with various competencies (the social systems) who use tools, machines and techniques to create 

goods or services valued by customers and other stake holders. Thus, the social and technical 

systems need to be designed with respect to one another and to the demands of customers, 

suppliers, and other stakeholders in the external environment. 

 

 

 



Job Design Options 

Popular options to job design are job rotation, job enlargement, job enrichment. 

 

Job Rotation: It refers to moving employees from job to job to add variety and reduce boredom 

by allowing them to perform a variety of tasks. Employees with a wider range of skills give the 

management more flexibility in scheduling work, adapting to changes and fulfilling vacancies. 

Job Enlargement: It refers to the expansion of the number of different tasks performed by an 

employee in a single job. Job enlargement attempts to add somewhat similar tasks to the existing 

jobs so that it has more variety and be more interesting 

An enlarged job can motivate an individual for five reasons: Task variety, meaningful work 

modules, ability utilisation, worker paced control, performance feedback. 

Job Enrichment: It means adding a few more motivators to a job to make it more rewarding. 

Job is enriched when the nature of the job is exciting, challenging and creative, or gives the job 

holder more decision making, planning and controlling powers. 

Enriched job had eight characteristics: Direct feedback, client relationship, new learning, 

scheduling own work, unique experience, control over resources, direct communication 

authority, personal accountability. 

 

JOB ANALYSIS: 

A job is a bundle of related tasks. Synonym of job is work. Work is understood as physical and 

mental activities that are carried out at a particular place and time, according to instructions, in 

return for money. 

 

Job Analysis refers to the process of collecting information about a job. It involves collection of 

information that should include knowledge, skill and ability (KSA) the incumbent should possess 

to discharge a job effectively. 

Knowledge may be understood as the extent to which the job holder is familiar with his or her 

job. 

Skill refers to the specific capability to operate a machine/system. 

Abilities refer to the physical and mental capacities needed to perform tasks not requiring the use 

of tools, equipment or machinery. 



The process of job analysis results in 2 sets of data: i) Job description ii) Job specification 

Job description indicates what all a job involves- tasks and responsibilities tagged on to a job 

title, duties, machines, tools and equipment, working conditions and hazard form part of job 

description. 

Job specification specifies the capabilities that the job holder should possess. Education, 

experience, training, judgement, skills, communication skills and the like are a part of job 

specification. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

JOB Analysis 

A process of obtaining all pertinent Job Facts 

Job Description 

Job title 

Location 

Job summary 

Duties 

Machines, tools, and equipment 

Materials and forms used 

Supervision given or received 

Working conditions 

hazards 

Job specification 

Education 

Experience 

Training 

Judgement 

Initiative 

Physical effort 

Physical skills 

Responsibilities 

Emotional characteristics 

Communication skills 

Usual sensory demands such as 

sight, smell, hearing 



PROCESS OF JOB ANALYSIS 

 

 

 

 

 

 

 

 

 

 

 

 

 

STRATEGIC CHOICES:  

With regard to job analysis, an organisation is required to make atleast five choices: 

1. The extent of employee involvement in job analysis 

2. The level of details of job analysis 

3. Timing and frequency of analysis 

4. Past oriented versus future oriented job analysis 

5. Sources of job data. 

 

1. Employee involvement: Job analysis involves collecting job related information duties, 

responsibilities, skills, and knowledge required to perform the jobs. Employees are often 

asked to supply vital information about the contents of job, given their familiarity with it. 

2.  The level of details: the level of analysis may vary from detailed, as in time and motion 

studies, to broad as in analysis jobs based on general duties. The level of analysis affects 

the nature of the data collected. The level of details required in job analysis also depends 

upon the purpose for which job related details are being collected.  

3. Timing and frequency: Job analysis is generally conducted when i) an organization is 

newly established and the analysis is initiated for the first time; ii) a new job is created in 

Strategic Choices 

Gather Information 

Process Information 

Job Description 

Job Specification 

Uses of job description and 

job specification 

Personnel planning 

Performance appraisal 

Hiring 

Training and development 

Job evaluation and 

compensation 

Health and safety 

Employee discipline 

Work scheduling 

Career planning 



an established company; iii) a job is changed significantly due to change in technology, 

methods, procedures or systems; iv) the organization is contemplating a new 

remuneration plan; v) the employees or managers feel that there exist certain inequities 

b/w job demands and the remuneration it carries. 

4. Past oriented versus future: if an organization is changing rapidly due to fast growth or 

technological change, a more future oriented approach to job analysis may be desired. 

Traditional job analysis information describes how the job has been done in the past and 

the manner in which it is being currently done. Future orientation can be given to the job 

analysis and predictions may be made as to how the job will be done in future and the 

way it should be done. 

5. Sources of job data: the most direct source of information about a job is the job holder, a 

number of other human and non human sources are available 

Non human sources Human sources 

Existing job descriptions and specifications Job analysis 

Equipment maintenance records Job incumbents 

Equipment design blueprints Supervisors 

Architectural blueprints of work area Job experts 

Films of employees working  

Training manuals and other job training materials  

Popular literature such as magazines and newspapers  

 

Information gathering 

 This step involves decision on 3 issues, viz. 

1. What type of data is to be collected? 

2. What methods are to be employed for data collection? 

3. Who should collect the data? 

 

With regard to the methods for data collection prominent of them are – observation, interview, 

questionnaires, checklists, and technical conference and diary methods. 

With regard to the persons employed to collect data, they are – trained job analysts, supervisors, 

and job incumbents. 



Information processing 

Once the information has been collected, it needs to be processed, so that it would be useful in 

various personnel functions. Job related data would be useful to prepare job descriptions adn job 

specifications. 

Job description indicates what all a job involves- tasks and responsibilities tagged on to a job 

title, duties, machines, tools and equipment, working conditions and hazard form part of job 

description. 

Job specification specifies the capabilities that the job holder should possess. Education, 

experience, training, judgement, skills, communication skills and the like are a part of job 

specification. 

 

Benefits of Job Analysis 

A comprehensive job analysis program can be used as a foundation and as an essential ingredient 

for all the functions and areas of personnel management and industrial relations. A brief 

description of uses of job analysis is as follows: 

1. Employment 

Job analysis is useful as a guide in every phase of employment process like manpower planning, 

recruitment selections, placement, orientation induction, and in performance appraisal as it gives 

the information about duties, tasks and responsibilities etc. 

 

2. Organization Audit 

Job information obtained by job analysis often reveals instances of poor organization in terms of 

the factors affecting job design. The analysis process, therefore, constitutes a kind of 

organization audit. 

3. Training and Development Program 

Description of duties and equipment used is of great help in developing the content of training 

and development programs. Needs of training and developing are identified with the help of job 

description. Further the training programs are also evaluated with the standards of job analysis. 

4. Performance Appraisal 

Instead of rating an employee on characteristics such as dependability there is now a tendency 

towards establishing job goals and appraising the work done toward those goals. In this type of 

appraisal, a job description is useful in defining the areas in which job goals should be 

established. 



5. Promotion and Transfer 

Job information helps in charting the channel of promotion and in showing lateral lines of 

transfer. 

6. Preventing dissatisfaction and settling Complaints: 

Job information can be used as a standard in preventing and settling complaints related to work 

load, nature of work, work procedure, alteration or revisions of job description etc. 

7. Discipline 

Job information can be used as a standard when discipline is being considered for standard 

performance. 

8. Restriction of Employment Activity for Health Reasons and early Retirement 

When employees are unable to maintain the standard job performances due to old age or health 

hazard they may opt for early retirement or the organization mat retrench their services. In such 

cases, job information is helpful to the employee and their supervisors to think objectively. In 

some other cases some mutually satisfactory rearrangements of subsidiary duties might make it 

possible to retain older employees whose intelligence, general experience, reliability make them 

valuable assets. Job information becomes as standard in this situation also. 

9. Wage and Salary Administration 

Job analysis is the basis for job evaluation. Basically wage and salary levels are fixed on the 

basis of job evaluation which takes into consideration the content of the job in terms of tasks, 

duties, responsibilities, risks, hazards etc. 

10. Health and Safety 

Job Description provides the information about hazardous and unhealthy conditions, accident 

prone areas etc. 

11. Induction 

Job description is a standard function as the employee is provided with the information about the 

job. 

12. Industrial Relations 

A job description is a standard function to solve industrial disputes and to maintain sound 

industrial relations. If any employee attempts to add or to delete some duties from the ones listed 

in job description, the standard has been violated. The labour union as well as management is 

interested in such violation. Controversies often result, and a written record of the standard job 



description is valuable in resolving such disputes. Despite these uses, job analysis is also a target 

of criticism. 

 

Human Resources Planning 

Planning for human resource is more important than planning for any other resource as demand 

for the later depends upon the size and structure of the former whether it is in a country or in an 

industry. Further, management of human resources hardly begins from human resources 

planning .In fact it is the basis for most of the other functions. 

 

Objectives of Human Resources Planning 

The important objectives of manpower planning in an organization are 

1. To recruit and retain the human resources of required quantity and quality. 

2. To foresee the employee turnover and make the arrangements for minimizing turnover and 

filling up of consequent vacancies 

3. To meet the needs of the program of expansion, diversification etc., 

4. To foresee the impact of technology on work, existing employees and future human resources 

requirements  

5. To improve the standards skill .knowledge,, ability, discipline etc.,  

6. To assess the surplus or shortage of human resources and take measures accordingly., 

7. To maintain congenial industrial relations by maintaining optimum level and structure of 

human resources; 

8. To minimize imbalances caused due to non-availability of human resources of right kind ,right 

number in right time and right place; 

9. To make the best use of its human resources; and 

10. To estimate the cost of human resources. 

 

Human Resources Planning Definition 

E.W Vetter viewed human resources planning as “a process by which an organization should 

move from its current manpower position to its desired manpower position. Through planning 

management strives to have the right number and right kind of people at the right places at the 



right time, doing things which result in both the organization and the individual receiving 

maximum long-run benefit”. 

 

According to Leon C Megginson human resources planning is an integrated approach to 

performing the planning aspects of the personnel function in order to have a sufficient supply of 

adequately developed and motivated people to perform the duties and tasks required to meet 

organizational objectives and satisfy the individual needs and goals of organizational members. 

 

Human resources planning may be viewed as foreseeing the human resource requirements of an 

organization and the future supply of human resources and  

 

1. Making necessary adjustments between these two and organizational plans 

2. Foreseeing the possibility of developing the supply of human resources in order to match it 

with requirements by introducing necessary changes in the functions of human resources  

Management .In this definition, human resource means skill knowledge, values, ability, 

commitment, motivation etc., in addition to the number of employees. 

 

Need for HRP 

Every organization has to plan for Human resource due to: 

1. The shortage of certain categories of employees and/or variety of skills despite the problem of 

unemployment. 

2. The rapid changes in technology, marketing, management and the consequent need for new 

skills and new categories of employees. 

3. The changes in organization design and structure affecting manpower demand. 

4. The demographic changes like the changing profile of the workforce in terms of age, sex, 

education etc. 

5. The Government policies in respect to reservation, child labour, working conditions etc. 

6. The labour laws affecting the demand for and supply of labour. 

7. Pressure from trade unions, politicians, sons of the soil etc. 

8. Introduction of lead time in manning the job with most suitable candidate. 

 



Benefits of Human Resource Planning 

Human Resources Planning (HRP) anticipates not only the required kind and number of 

employees but also determine the action plan for all the functions of personnel management .The 

major benefits of Human resource planning are: 

1. It checks the corporate plan of the organization 

2. It offsets uncertainly and change .But the HRP offsets uncertainties and changes bto the 

maximum extent possible and enables the organization yo have right men at right time and in 

right place. 

3. It provides scope for advancement and development of employees through training, 

development etc. 

4. It helps to anticipate the cost of salary enhancement, better benefits etc. 

5. It helps to anticipate the cost of salary , benefits and all the cost of human resources 

facilitating the formulation of budgets in an organization. 

6. To foresee the need for redundancy and plan to check it or to provide alternative employment 

in consultation with trade unions, other organizations and government through remodelling 

organizational, industrial and economic plans. 

7. To foresee the changes in values, aptitude and attitude of human resources and to change the 

techniques of interpersonal, management etc. 

8. To plan for physical facilities, working conditions and the volume of fringe benefits like 

canteen, schools, hospitals, conveyance, child care centres. quarters, company stores etc. 

9. It gives an idea of type of tests to be used and interview techniques in selection based on the 

level of skills, qualifications, intelligence, values etc., of future human resources. 

10. It causes the development of various sources of human resources to meet the organizational 

needs. 

 

Factors Influencing HRP 

Factors can be classified into external factors and internal factors: 

External Factors 

• Government policies: policies of the government like labour policy, industrial relations 

policy, policy towards reserving certain job for different communities and sons of the 

soil, etc affect the HRP. 



• Level of economic development: it determines the level of HRD in the country and 

thereby the supply of HR in the future in the country. 

• Business environment: external business environmental factors influences the volume 

and mix of production and thereby the future demand for HR 

• Level of technology: it determines the kind of HR required. 

• International factors: Like the demand for resources and supply of HR in various 

countries. 

• Outsourcing: availability of outsourcing facilities with required skills and knowledge 

reduces the dependency on HRP and vice versa. 

Internal factors 

• Company policies and strategies: Relating to expansion, diversification, alliances etc.   

• HR policies: Regarding the quality of HR, compensation level, quality of work life 

• Job Analysis: HRP is based on job analysis. Job description and job specification 

determines the kind of employees required. 

• Time Horizons: companies with stable competitive environment can plan for the long 

run whereas the firms with unstable competitive environment can plan for only short term 

range 

• Type and quality of information: HRP needs qualitative and accurate information. It 

helps in HR planning for all the 3 levels strategic, operational and functional level. 

• Company’s production operations policy: Policy regarding how much to produce and 

how much to buy from outside to prepare final product influence the number and kind of 

people required. 

• Trade unions: influence of trade unions regarding of working hours per week, 

recruitment sources affects the HRP. 

 

 

 

 



HRP Process 

  

Organizational Objectives & Policies 

The objectives of HR plan must be derived from organizational objectives like specific 

requirements of numbers and characteristics of employees etc. HRP needs to sub-serve the 

overall objectives by ensuring availability and utilization of human resources. Specific policies 

need to be formulated to address the following decisions.  

• Internal Hiring or External Hiring? 

• Training & Development plans 

• Union Constraints 

• Job enrichment issues 

• Rightsizing organization 

• Automation needs  

• Continuous availability of adaptive and flexible workforce 

 

HR Demand Forecast 

It is the process of estimating the future quantity and quality of people required. 

Demand forecasting should be based on following factors. 



Internal Factors:  

• Budget constraints 

• Production levels 

• New products and services 

• Organizational structure 

• Employee separation 

External Factors:  

• Competition environment 

• Economic climate 

• Laws and regulatory bodies 

• Technology changes 

• Social Factors 

Manpower Forecasting Techniques 

Management Judgment: In these techniques managers across all the levels decide the forecast 

on their own judgment. This can be bottom-up or top-down approach and judgments can be 

reviewed across departments, divisions and top management can conclude on final numbers of 

manpower required.  

Ration-Trend Analysis: This technique involves studying past ratios, and forecasting future 

ratios making some allowance for changes in the organization or its methods.  

Work Study Techniques: It is possible when work measurement to calculate the length of 

operations and the amount of manpower required. The starting point can be production budget, 

followed by standard hours, output per hour; man-hours required etc could be computed.  

Delphi Techniques: This technique solicits estimates from a group of experts, and HRP experts 

normally act as intermediaries, summarizes various responses and report the findings back to 

experts.  

Flow Models: This technique involves the flow of following components. Determine the time 

required, Establish categories, Count annual movements, Estimate probable transitions. Here 

demand is a function of replacing those who make a transition.  

HR Supply Forecasting 



This process measures the number of people likely to be available from within and outside the 

organization after making allowance for absenteeism, internal movements and promotions, 

wastages, changes in hours and other conditions of work.  

Supply Analysis covers: 

Existing Human Resources: HR Audits facilitate analysis of existing employees with skills and 

abilities. The existing employees can be categorized as skills inventories (non-managers) and 

managerial inventories (managers) 

Skill inventory would include the following; 

• Personal data 

• Skills 

• Special Qualifications 

• Salary  

• Job History 

• Company data 

• Capabilities 

• Special preferences 

Management inventories would include the following 

• Work History 

• Strengths 

• Weaknesses 

• Promotion Potential 

• Career Goals 

• Personal Data 

• Number and Types of 

Subordinates  

• Total Budget Managed 

• Previous Management Duties 

Internal Supply:  

Internal supply techniques help to assess the following 

• Inflows and outflows (transfers, promotions, separations, resignations, retirements etc.) 

• Turnover rate (No. Of separations p.a. / Average employees p.a. X 100) 

• Conditions of work (working hours, overtime, etc.) 

• Absenteeism (leaves, absences)  

• Productivity level  

• Job movements (Job rotations or cross functional utilizations) 

 

External Supply:  

External sources are required for following reasons 

• New blood,  



 

 

• New experiences 

• Replenish lost personnel 

• Organizational growth 

• Diversification  

HR Programming:  

Once an organizations personnel demand and supply are forecast, the two must be reconciled or 

balanced in order that vacancies can be filled by the right employees at the right time. 

HR plan implementation 

Implementation requires converting an HR plan into action. A series of action programmes are 

initiated as a part of HR plan implementation. Some programmes are recruitment, selection and 

placement, training and development, retraining and redeployment, the retention plan, the 

redundance plan, and the succession plan. 

Recruitment & Selection: Employees are hired against the job vacancies. Based on the 

manpower demand and supply forecasts made, hiring of employees is initiated based on supply 

forecasts. For this internal and external sources of manpower are utilized. A formal selection 

board is established to interview and select the best of the candidates for the required vacancies. 

Finally the selected employees also need to be placed on proper jobs.  

Training and Development: The training and development program is charted out to cover the 

number of trainees, existing staff etc. The programs also cover the identification of resource 

personnel for conducting development program, frequency of training and development 

programs and budget allocation.  

Retraining and Redeployment; New skills are to be imparted to existing staff when technology 

changes or product line discontinued. Employees need to be redeployed to other departments 

where they could be gainfully employed.  

Retention Plan: Retention plans cover actions, which would reduce avoidable separations of 

employees. Using compensation plans, performance appraisals, avoiding conflicts, providing 

green pastures etc, can do this.  



 

 

Downsizing plans: Where there is surplus workforce trimming of labor force will be necessary. 

For these identifying and managing redundancies is very essential.  

Managerial Succession Planning; Methods of managerial succession plans may vary. Most 

successful programs seem to include top managements involvement and commitment, high-level 

review of succession plans, formal performance assessment and potential assessment and written 

development plans for individuals. A typical succession planning involves following activities.  

• Analysis of demand for managers and professionals 

• Audit of existing executives  

• Projection of future likely supply from internal and external sources 

• Individual career path planning 

• Career counseling 

• Accelerated promotions 

• Performance related training and development 

• Strategic recruitment 

Control & Evaluation of HRP: 

HR Plan must also clarify responsibilities for control and establish reporting procedures, which 

will enable achievements to be monitored against the plan. The HR Plan should include budgets, 

targets and standards. These plans may simply be reports on the numbers employed, recruited 

against targets etc.  

 

Problems and Limitations of HRP 

HRP is a very advantageous method it has some limitations which can be explained as follows 

1. The future is uncertain:- 

The future in any country is uncertain i.e. there are political, cultural, technological changes 

taking place every day. This effects the employment situation. Accordingly the company may 

have to appoint or remove people. Therefore HRP can only be a guiding factor. We cannot rely 

too much on it and do every action according to it. 

2. Conservative attitude of top management:- 

Much top management adopts a conservative attitude and is not ready to make changes.. 



 

 

Therefore it becomes very difficult to implement HRP in organization because top management 

does not support the decisions of other department. 

3. Problem of surplus staff:- 

HRP gives a clear out solution for excess staff i.e. Termination, layoff, VRS,. However when 

certain employees are removed from company it mostly affects the psyche of the existing 

employee, and they start feeling insecure, stressed out and do not believe in the company. This is 

a limitation of HRP i.e. it does not provide alternative solution like re-training so that employee 

need not be removed from the company. 

4. Time consuming activity:- 

HRP collects information from all departments, regarding demand and supply of personnel. This 

information is collected in detail and each and every job is considered. Therefore the activity 

takes up a lot of time. 

5. Expensive process:- 

The solution provided by process of HRP incurs expense. E.g. VRS, overtime, etc. company has 

to spend a lot of money in carrying out the activity. Hence we can say the process is expensive. 

Case Study 

We Merged…Now What? 

Earlier this month, your company, a running equipment designer and manufacturer called 

Runners Paradise, merged with a smaller clothing design company called ActiveLeak. Your 

company initiated the buyout because of the excellent design team at ActiveLeak and their brand 

recognition, specifically for their MP3-integrated running shorts. Runners Paradise has thirty-

five employees and ActiveLeak has ten employees. At ActiveLeak, the owner, who often was 

too busy doing other tasks, handled the HRM roles. As a result, ActiveLeak has no strategic plan, 

and you are wondering if you should develop a strategic plan, given this change. Here are the 

things you have accomplished so far: 

• Reviewed compensation and adjusted salaries for the sake of fairness. Communicated this 

to all affected employees. 

• Developed job requirements for current and new jobs. 



 

 

• Had each old and new employee fill out a skills inventory Excel document, which has 

been merged into a database. 

From this point, you are not sure what to do to fully integrate the new organization. 

• Why should you develop an HRM strategic plan? 

• Which components of your HR plan will you have to change? 

• What additional information would you need to create an action plan for these changes? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Team Activities 

1. Work in a group of three to five people. Choose a company and perform a SWOT analysis on 

that organization and be prepared to present it to the class. 

2. Based on the SWOT analysis you performed in the first question, develop new objectives for 

the organization. 

 



CHAPTER 3 

 

 

 

 

 

 

Definition: Recruitment is defined as, “a process to discover the sources of manpower to meet 

the requirements of the staffing schedule and to employ effective measures for attracting the 

manpower in adequate numbers to facilitate effective selection of an efficient workforce” 

 

Edwin B. Flippo defines recruitment as “the process of searching for prospective employees and 

stimulating them to apply for jobs in the organization” 

Objectives of Recruitment: 

• To attract people with multi-dimensional skills and experiences that suits the present and 

future organisational strategies; 

• To induct outsiders with a new perspective to lead the company, 

• To infuse fresh blood at all levels of the organisation, 

• To develop an organisational culture that attracts competent people to the company, 

• To search or head hunt/head pouch people whose skills fit the company’s values, 

• To devise methodologies for assessing psychological traits, 

• To seek out non-conventional development grounds of talent, 

• To search for talent globally and not just within the company, 

• To design entry pay that competes on quality but not on quantum, 

• To anticipate and find people for positions that does not exist yet. 

 

 

 

 

Learning Objective 

1. Discuss the factors affecting Recruitment and selection 

2. Be able to explain the steps to an effective recruitment strategy. 

3. Understand the selection process  



Factors affecting Recruitment Policy 

 

 

 

 

 

 

 

 

 

 

 

 

Centralized and Decentralized recruitment 

Centralized: All function of recruitment is performed at central office. 

Decentralized: Recruitment function is divided unit/zonal level etc. 

Recruitment practices vary from one organization to another. Some organizations like 

commercial banks resort to centralized recruitment while some organizations like the Indian 

Railway resort to decentralized recruitment practices. Personnel department at the central office 

performs all the functions of recruitment in case of centralized recruitment and personnel 

departments at unit level/zonal level perform all the functions of recruitment concerning to the 

jobs of the respective unit or zone. 

Merits of centralized recruitment 

• Average cost of recruitment per candidate/unit will be relatively less due to economies of 

scale. 

• It would have more expertise available to it 

• It can ensure broad uniformity among human resources of various units/zones in respect 

of education, skill, knowledge, talent. 

• It would be generally above malpractices, abuse of powers, favoritism, and bias. 

Internal Factors 

Employer’s Brand 

Company’s pay package 

Quality of work life 

Organisational culture 

Career planning and growth 

Company’s size 

Company’s product /services 

Geographical spread of the 

company’s operations 

Company’s growth rate 

Role of trade unions 

Cost of recruitment 

Company’s name and fame 
 

External Factors 

Socio-economic factors 

Supply and demand forecasts 

Employment rate 

Labour market conditions 

Political, legal and governmental 

factors like reservations for SC/ST 

Information system like employment 

exchanges/ Internet. 



• It would facilitate interchangeability of staff among various units/zones. 

• It enables the organisation to have centralized selection procedure, promotional and 

transfer procedure. 

• It ensures the most effective and suitable placement of candidates 

• It enables centralized training programmes which further brings uniformity and 

minimizes average cost of staff. 

Merits of decentralized recruitment 

• The unit concerned concentrates only on those sources/places where it normally gets 

suitable candidates. As such the cost of recruitment cost would be relatively less. 

• The unit gets most suitable candidates as it is well aware of the requirements of the jobs 

regarding cultural, traditional, family background aspects, local factors, and social 

factors. 

• Units can recruit candidates as and when they are required without any delay. 

• The units would enjoy freedom in finding out, developing the sources, in selecting and 

employing the techniques to stimulate the candidates. 

• The unit would relatively enjoy advantage about the availability of information, control, 

and feedback and various functions/processes of recruitment. 

• The unit would enjoy better familiarity and control over the employees it recruits rather 

than on employees selected by the central recruitment agency. 

Internal Sources of Recruitment: The internal sources of recruitment are: 

• Promotions: Promotion means to give a higher position, status, salary and responsibility 

to the employee. So, the vacancy can be filled by promoting a suitable candidate from the 

same organisation. 

• Transfers: Transfer means a change in the place of employment without any change in 

the position, status, salary and responsibility of the employee. So, the vacancy can be 

filled by transferring a suitable candidate from the same organisation. 

• Internal Advertisements: Here, the vacancy is advertised within the organisation. The 

existing employees are asked to apply for the vacancy. So, recruitment is done from 

within the organisation. 

• Retired Managers: Sometimes, retired managers may be recalled for a short period. This 

is done when the organisation cannot find a suitable candidate. 



• Recall from Long Leave: The organisation may recall a manager who has gone on a 

long leave. This is done when the organisation faces a problem which can only be solved 

by that particular manager. After he solves the problem, his leave is extended. 

Merits of Internal Sources 

• The benefits / advantages / merits of using internal sources of recruitment:- 

• It is time saving, economical, simple and reliable. 

• There is no need of induction training because the candidate already knows everything 

about the organisation, the work, the employee, the rules and regulations, etc. 

• It motivates the employees of work hard in order to get higher jobs in the same 

organisation. 

• It increases the morale of the employees and it improves the relations in the organisation. 

• It reduce executive turnover. 

• It develops loyalty and a sense of responsibility. 

Demerits of Internal Sources 

• The limitations / demerits of using internal sources of recruitment:- 

• It prevents new blood from entering the organisation. New blood brings innovative ideas, 

fresh thinking and dynamism into the organisation. 

• It has limited scope because it is not possible to fill up all types of vacancies from within 

the organisation. 

• The position of the person who is promoted or transferred will be vacant. 

• There may be bias or partiality in promoting or transferring persons from within the 

organisation. 

• Those who are not promoted will be unhappy. 

• The right person may be promoted or transferred only if proper confidential reports of all 

employees are maintained. This involves a lot of time, money and energy. 

External Sources of Recruitment: The external sources of recruitment are:  

• Advertising: There is a trend toward more selective recruitment in advertising. This can 

be affected in at least two ways. First, advertisements can be placed in media read only 

by particular groups. Secondly, more information about the company, the job, and the job 

specification can be included in the ad to permit some self-screening. 



• Employment Agencies: Additional screening can be affected through the utilization of 

employment agencies, both public and private. Today, in contrast to their former 

unsavoury reputation, the public employment agencies in several States are well-

regarded, particularly in the fields of unskilled semi-skilled and skilled operative jobs. In 

the technical and professional areas, however, the private agencies appear to be doing 

most of the work. Many private agencies tend to specialize in a particular type of worker 

and job, such as sales, office, executive or engineer. 

• Employee Referrals: Friends and relatives of present employees are also a good source 

from which employees may be drawn. When the labour market is very tight, large 

employers frequently offer their employees bonus or prizes for any referrals that are hired 

and stay with the company for a specific length of time. Some companies maintain a 

register of former employees whose record was good to contact them when there are new 

job openings for which they are qualified. This method of recruitment, however, suffers 

from a serious defect that it encourages nepotism, i.e. persons of one’s community or 

caste are employed, who may or may not be fit for the job. 

• Schools, Colleges and Professional Institutions: Offer opportunities for recruiting their 

students. They operate placement services where complete bio-data and other particulars 

of the students are available. The companies that need employees maintain contact with 

Guidance Counsellors of Employment Bureaus and teachers of business and vocational 

subjects. The prospective employers can review Credentials and interview candidates for 

management trainees or probationers. Whether the education sought involves a higher 

secondary certificate, specific vocational training, or a college background with a 

bachelor’s, masters’ or doctoral degree, educational institutions provide an excellent 

source of potential employees for entry-level positions in organizations. These general 

and technical/ professional institutions provide blue-collar applicants, white-collar and 

managerial personnel. 

• Labour unions: Firms with closed or union shops must look to the union in their 

recruitment efforts. Disadvantages of a monopolistically controlled labour source are 

offset, at least particularly, by savings in recruitment costs. With one-fifth of the labour 

force organized into unions, organized labour constitutes an important source of 

personnel. 



• Casual applicants: Unsolicited applications, both at the gate and through the mail, 

constitute a much-used source of personnel. These can be developed through provision of 

attractive employment office facilities and prompt and courteous replies to unsolicited 

letters. 

• Professional organizations or recruiting firms or executive recruiters: maintain 

complete information records about employed executives. These firms are looked upon as 

‘head hunters’, ‘raiders’ and ‘pirates’ by organizations which lose personnel through their 

efforts. However, these same organizations may employ “executive search firms” to help 

them find talent. These consulting firms recommend persons of high calibre for 

managerial, marketing and production engineers’ posts. 

• Indoctrination seminars for colleges professors: are arranged to discuss the problem of 

companies and employees. Professors are invited to take part in these seminars. Visits to 

plants and banquets are arranged so that the participant professors may be favourably 

impressed. They may later speak well of a company and help it in getting the required 

personnel. 

• Unconsolidated applications: For positions in which large numbers of candidates are 

not available from other sources, the companies may gain keeping files of applications 

received from candidates who make direct enquiries about possible vacancies on their 

own, or may send unconsolidated applications. The information may be indexed and filed 

for future use when there are openings in these jobs. 

• Nepotism: The hiring of relatives will be an inevitable component of recruitment 

programmes in family-owned firms, such a policy does not necessarily coincide with 

hiring on the basis of merit, but interest and loyalty to the enterprise are offsetting 

advantages. 

• Leasing: To adjust to short-term fluctuations in personnel needs, the possibility of 

leasing personnel by the hour or day should be considered. This practice has been 

particularly well-developed in the office administration field. The firm not only obtains 

well-trained and selected personnel but avoids any obligation in pensions, insurance, and 

other fringe benefits. 



• Voluntary organizations: such as private clubs, social organizations might also provide 

employees – handicaps, widowed or married women, old persons, retired hands, etc., in 

response to advertisements. 

• Computer data banks: When a company desires a particular type of employee, job 

specifications and requirements are fed into a computer, where they are matched against 

the resume data stored therein. The output is a set of resumes for individuals who meet 

the requirements. This method is very useful for identifying candidates for hard-to-fill 

positions which call for an unusual combination of skills. 

Advantages of External Sources 

• The benefits / merits / advantages of using external sources of recruitment:- 

• It encourages young blood with new ideas to enter the organisation. 

• It offers wide scope for selection. This is because a large number of suitable candidates 

will come for the selection process. 

• There are less chances of bias or partiality. 

• Here there is no need to maintain confidential records. 

Limitations of External Sources 

• The demerits / limitations of using external sources of recruitment:- 

• It is very costly. This is because advertisements, test, medical examination etc., has to be 

conducted. 

• It is very time consuming. This is because the selection process is very lengthy. 

• It may not develop loyalty among the existing managers. 

• The existing managers may leave the organisation if outsiders are given higher post. 

Modern techniques of recruitment 

A number of modern recruitment sources and techniques are being used by the corporate sector 

in addition to traditional sources and techniques. 

• Walk In: Busy org and rapid changes do not find time to perform various functions of 

recruitment. So walk in is the advise for the potential candidate to attend for an interview 

directly and without a prior application on a specified date, time and at a specific place. 

The suitable candidates from among the interviewees will be selected for appointment 

after screening the candidates through tests and interviews.  



• Consult In: The dynamic companies encourage the potential job seekers to approach 

them personally and consult them regarding the jobs. The companies select the suitable 

candidates from among such candidates through the selection process.  

• Head Hunting: Companies request the professional org to search for the best candidates 

particularly for the senior executive positions. The professional org search for the most 

suitable candidates and advise the company regarding the filling up of the positions. Head 

hunters are also called search consultants.  

• Body shopping: Professional org and the hi-tech training institutes develop a pool of 

human resources for the possible employment. The professional employers contact these 

organizations to recruit the candidates. These professional and training institutions are 

called body shoppers and these activities are known as body shopping. The body 

shopping is used mostly for computer professionals. 

• Business alliances: Business alliances like acquisitions, mergers, and takeovers help in 

getting human resources. In addition, the companies do also have alliances in sharing 

their human resources on ad-hoc basis.  

• E-Recruitment: The technological revolution in telecommunication helped the org to 

use internet as a source of recruitment. Org advertise the job vacancies through the 

internet. The job seekers send their applications through e-mail or internet.  

Recruitment Process 

 

Recruitment refers to the process of identifying and attracting job seekers so as to build a pool of 

qualified job applicants. 



 

The process comprises 5 interrelated stages 

• Planning: Planning involves the translation of likely job vacancies and information about 

the nature of these jobs into a set of objectives or targets that specify the Number and 

type of applicants to be contacted  

• Strategy development: Once it is known how many and what type of recruits are 

required, serious considerations needs to be given to: 

– Make( hire less skilled workers) or buy ( hire skilled workers and professionals) 

employees 

– Technological sophistication of recruitment and selection devices 

– Geographical distribution of labor markets comprising job seekers 

– Sources of recruitment 

– Sequencing the activities in the recruitment process  

• Searching: The search process begins with 2 steps: 

– Source activation : factors affecting recruitment 

– Sources : internal and external sources of recruitment  

• Screening: Screening of applicants can be regarded as an integral part of the recruiting 

process, though many view it as the first step in the selection process. 

– In the selection process applications will be scrutinized and shortlisted. 

– Interview will be conducted by a selection committee. 

– Effective screening can save a great deal of time and money. 

– The techniques used to screen applicants vary depending on the candidate sources 

and recruiting methods used.  

• Evaluation and control: Evaluation and control is necessary as considerable costs are 

incurred in the recruitment process the costs generally included are: 

– Salaries for recruiters 

– Management and professional time spent on preparing job description, job 

specifications, advertisements, agency liaison 

– Cost of advertisements or other recruitment methods i.e., agency fees 

– Cost of producing supporting literature 

– Recruitment overheads and administrative expenses 



– Costs of overtime and outsourcing while the vacancies remain unfilled 

– Cost of recruiting suitable candidates for the selection process 

Cost Benefit analysis of recruitment: 

• Quantity/quality of applicants 

• Time to fill 

• Yield ratio 

• Cost of recruitment or hire and 

• Selection rates 

• Acceptance rates 

Many aspects of recruiting can be evaluated- the effectiveness of recruiters- organization sets 

goals to recruiting by types of employees. For ex-a goal to a recruiter may be to hire 350 

unskilled and semi skilled employees, or 100 techs, or 100 machinists or 100 managers per year. 

Then the organization decides who the best recruiters are. They may be those who meet or 

exceed quotas and those whose recruits who stay with the organization and are evaluated well by 

their superiors.   

Sources of recruits can also be evaluated. For ex in a college campus recruiting the organization 

can divide the number of job acceptances by the number of campus interviews to compute the 

cost per hire at each college 

The methods of recruiting that are used by a company can be evaluated along various 

dimensions. 

In addition the organization can calculate the cost of each method (like advertising) and divide it 

by the benefits it yields (acceptance of offers). 

The organization can also examine how much accurate job information was provided during the 

recruitment process   

    

Selection: Choosing the most appropriate candidates and offering them jobs. 

Selection is the process of obtaining and using information about job applicants in order to 

determine who should be hired for long- or short- term positions. 

Meaning of selection: Selection is the process of picking up individuals (out of the pool of job 

applicants) with requisite qualifications and competence to fill jobs in the organization.  

 



Definition of Selection: Process of differentiating  

 

“Selection is the process of differentiating between applicants in order to identify and hire those 

with a greater likelihood of success in a job.” 

  

Significance of selection procedure 

• Selection is significant because it determines work performance, heavy costs are 

incurred, false negatives and false positives can be avoided 

• Organizational goals largely depend on selection program. 

• It is crucial, complex, and continuing process. 

• The employee contribution and commitment. 

• Employee-employer relations will be congenial (friendly). 

• Valuable assets to the organization. 

 

Selection Procedure 

 



Selection is a long process, commencing from the preliminary interview of the applicants and 

ending with the contract of employment. The process differs among org and b/w 2 different jobs 

within the same company. 

 

Environmental factors affecting selection 

• External factors 

– Supply and demand of specific skills in the labor market 

– Unemployment rate 

– Labour market conditions 

– Legal and political considerations 

– Company’s image 

• Internal Factors 

– Company’s policy 

– HRP 

– Cost of hiring  

Preliminary Interview: The purpose of preliminary interviews is basically to eliminate 

unqualified applications based on information supplied in application forms. The basic objective 

is to reject misfits.  On the other hands preliminary interviews is often called a courtesy 

interview and is a good public relations exercise. 

Selection Tests: Jobseekers who pass the preliminary interviews are called for tests. There are 

various types of tests conducted depending upon the jobs and the company. These tests can be 

Aptitude Tests, Personality Tests, and Ability Tests and are conducted to judge how well an 

individual can perform tasks related to the job. Besides this there are some other tests also like 

Interest Tests (activity preferences), Graphology Test (Handwriting), Medical Tests, 

Psychometric Tests etc.  

Employment Interview: The next step in selection is employment interview.  

Here interview is a formal and in-depth conversation between applicant’s acceptability.  

It is considered to be an excellent selection device. Interviews can be One-to-One, Panel 

Interview, or Sequential Interviews. Besides there can be Structured and Unstructured 

interviews, Behavioral Interviews, Stress Interviews. 

 



Reference & Background Checks: Reference checks and background checks are conducted to 

verify the information provided by the candidates. Reference checks can be through formal 

letters, telephone conversations. However it is merely a formality and selections decisions are 

seldom affected by it. 

Reference checks cover the foll: 

• Criminal record checks 

• Previous employment checks 

• Educational record checks 

• Credit record checks 

• Civil record checks 

• Union affiliation checks 

• Neighborhood reference checks  

 

Selection Decision: After obtaining all the information, the most critical step is the selection 

decision is to be made. The final decision has to be made out of applicants who have passed 

preliminary interviews, tests, final interviews and reference checks. The views of line managers 

are considered generally because it is the line manager who is responsible for the performance of 

the new employee. The HR manager plays a crucial role in the final selection. 

Physical Examination: After the selection decision is made, the candidate is required to 

undergo a physical fitness test. A job offer is often contingent upon the candidate passing the 

physical examination. The results of the medical fitness test are recorded in a statement and are 

preserved in the personnel records.  

• Reasons behind a physical test 

– To find out whether the individual carries any infectious disease 

– To find the applicant is physically fit to perform the work 

– To determine the physical abilities which differentiate successful and less 

successful employees  

Job Offer: The next step in selection process is job offer to those applicants who have crossed 

all the previous hurdles. It is made by way of letter of appointment. This letter contains a date by 

which the appointee must report on duty. 

 



Contract of Employment: After the job offer is made and candidates accept the offer, certain 

documents need to be executed by the employer and the candidate. Here is a need to prepare a 

formal contract of employment, containing written contractual terms of employment etc.  

Evaluation of selection program: The selection process, if properly done, will ensure 

availability of such employees .To evaluate the effectiveness of a selection programme a periodic 

audit need to be conducted by people who work independent of the HR department  

Various types of tests: 

Tests are classified into five types. They are 

i. Aptitude tests: these tests measure whether an individual has the capacity or latent 

ability to learn a given job if given adequate training. Aptitude can be divided into 

general and mental ability or intelligence and specific aptitudes such as mechanical, 

clerical, manipulative capacity. 

ii. Achievement tests: these tests are conducted when applicants claim to know something 

as these tests are concerned with what one has accomplished. These tests are more useful 

to measure the value of specific achievement when an organization wishes to employ 

experienced candidates. These tests are classified into job knowledge test and work 

sample test. 

iii. Situational test: This test evaluates a candidate in a similar real life situation. In this test 

the candidate is asked either to cope with the situation or solve critical situations of the 

job. It includes group discussion, in basket. 

iv. Interest test: these tests are inventories of the likes and dislikes of candidates in relation 

to work job, occupations, hobbies and recreational activities. The purpose of this testis to 

find out whether a candidate is interested or disinterested in the job. 

v. Personality tests: these tests prove deeply to discover clues to an individual’s value 

system, his emotional reactions and maturity and characteristic mood. They are expressed 

in such traits like self confidence, tact, emotional control, optimism, sociability patience, 

fear, distrust, initiative. It includes objective test, projective test, ink blot test. 

 

Different types of interviews: 

1) Preliminary interview 

2) Core interview 



3) Decision making interview 

 

1) Preliminary interview: 

a)Informal interview: this is the interview which can be conducted at any place by any person. 

b)Unstructured interview: in this interview the candidate is given the freedom to tell about 

himself by revealing his knowledge on various areas, his background, interest. 

2) Core interview: It is normally the interaction between the candidate and the line executive or 

experts on various areas of job knowledge, skill, and talent. 

• Background information interview: this interview is intended to collect the 

information which is not available in application form. 

• Job and probing Interview: this interview aims at testing the candidate’s job 

knowledge about duties, activities, and methods of doing the job. 

• Stress interview: This interview aims at testing the candidate’s behaviour and 

level of withstanding during the period of stress and strain. 

• Group Discussion Interview: 

• Formal and structured interview. 

• Panel Interview. 

• Depth Interview 

3) Decision making Interview: 

After the candidates are examined by the experts in the core areas of the job, head of the 

department conducts interview, mostly through informal discussion. 

 

Appointment Letter: An Appointment letter is usually an official letter written either by the 

immediate superior or by the hierarchical superior to an individual who has been found eligible 

for the job advertised or applied for. 

 

Significance: The document for the creation of Employer & Employee relationship and serves as 

a proof. 

• Appointment letter relates  

– the name of the post at which one is appointed, 

– responsibilities attached to the post,  



– salary, perks and details like possibilities of transfer to other cities/towns,  

– tours required, secrecy policy,  

– notice period, PF & ESIC membership,  

– age for superannuation, probationary/training period etc. 

 

Points to remember while drafting an Appointment Letter 

• The Appointment Letter should clearly give the designation for which the individual is 

being hired 

• The Terms and Conditions under which the hiring has been done should also be clearly 

mentioned.  

– For example, whether the individual is being hired as a ‘confirmed’ employee or 

one on ‘contract’ to be confirmed after a specified period of time 

• The date from which the Appointment Letter is effective should be specified in the letter  

• Things such as the Leave structure also should be specified to avoid any confusion 

• Period of the particular employment status should also be mentioned 

• The letter should be addressed to that one particular individual whose name, address, etc 

should be clearly mentioned to avoid misuse of the document 

• Who will the individual report into and which office base (if multiple locations) will s/he 

operate from should also be a part of the letter 

• Information which needs to be emphasized should be typed in ‘bold’  

• It should not be a hand written letter but a typed one on the company letter head 

• The Appointment Letter should be signed by the highest authority in the organization 

responsible for the decision to hire the concerned individual and should also carry her/his 

designation 

• Date on which the Appointment Letter is being issued should also be clearly mentioned 

• It is the first ever formal document that the individual receives from the company, so it 

should be sensitively yet professionally worded 

• It should be in duplicate – one to be given to the new employee and the second one to be 

signed by the employee and duly returned to then be handed over the HR department 

 

 



Contents of an appointment letter 

• Roles and responsibilities 

• Details about the compensation package,  

• Benefit package,  

• Working hours and days,  

• Discipline matters and separation procedures. 

• Reimbursement policy  

• Probation period,  

• Reporting,  

• Job location,  

• Termination clause,  

• Notice period,  

• Leave policy 

 

Joining day formalities: 

• Fix a joining date 

• Verification and collection of certificate copies 

• Collecting photos 

• PAN number and passport copy 

• Providing access to enter and exit 

• Providing place to work, furniture, stationary, equipment 

• Entering name in the master roll 

• Opening the personal file 

 

Induction: Introducing the new emp who is designated as a probationer to the job, job location, 

surroundings, org and org surroundings, various emp. 

“Induction is the process of receiving and welcoming an emp when he first joins a company and 

giving him the basic information he needs to settle down quickly and happily and start work”  

Lecture, handbook, film, group seminar are used to impart the information to new emp about the 

environment of the job and the org. in order to make the new emp acquaint himself with the foll 

heads: 



About the company: 

• History, growth, org and management, products, market, customers of the company 

• Basic conditions of the employment- hr of work, shift, holidays, retirement benefit 

• Pay, allowances, deductions 

• Sickness rules, sick leave 

• Leave rules- CL, special leave, EL, VL 

• Work rules, work load, use of materials, equipment, machine 

• Disciplinary rules and procedure 

• Grievance procedure 

• Career path, promotion channel 

• Education, T&D facilities 

• Health, safety, medical care arrangements 

• Canteen facilities 

• Social and welfare measures 

• Telephone calls and correspondence 

• Uniforms, clothing 

• Various emp, their designations and position in the org.  

 

About the department: The departmental head concerned introduce the new emp to the 

important emp and describes briefly about the department and the job. Supervisor introduces to 

all emp in the unit and describes in detail the about the job. 

About the supervisors, subordinates: Introduce the new emp to the supervisor  

– Directly report 

– Indirectly related 

– With whom he has to work 

– For whom subordinates will report 

Advantages of induction 

• First impression matters a good deal and result is less turnover 

• Newcomer adjusts to the work quickly and saves time of the supervisor 

• Reduces emp dissatisfaction and grievances 

• Develops a sense of belongingness and commitment 



Case Study 

Recruitment Statistics 

As the assistant to the human resources director at Tally Group, you normally answer phones and 

set appointments for the director. You are interested in developing skills in HRM, and one day, 

your HR director presents you with a great opportunity for you to show what you can do. She 

asks you to analyze last year’s recruitment data to determine which methods have worked best. 

As you look at the data, you aren’t sure how to start, but you remember something on this from 

your HRM class in college. After reviewing the data in your book, you feel confident to analyze 

these numbers. Please go ahead and perform calculations on these numbers, then provide 

answers to the questions that follow. 

Table :Tally Group Recruiting Numbers, 2012 

Method Total Number Recruited Yearly Cost ($) 

Temporary placement firms 8 3,200 

Campus recruiting 2 1,500 

Professional association ads 10 4,500 

Social media/company website 33 300 

Job fair 3 500 

Referrals 26 26,000 

1. Prepare a report summarizing your findings for the recruitment cost per hire and yield ratio for 

each type of recruiting method. 

2. Make a recommendation to your human resource director on where the department should 

spend more of its time recruiting. 

 

 

 

 

CHAPTER 4 

Team Activities 

1. Students should be in teams of four or five. Choose a recruitment method from Table  

“Tally Group Recruiting Numbers, 2012” and perform research on additional 

advantages and disadvantages of that method and then present ideas to the class. 

2. Visit the Dictionary of Occupational Titles (http://www.occupationalinfo.org) and view 

the list of job titles presented on the website. Create a sample job description for a job 

title of your team’s choice. 

https://open.lib.umn.edu/humanresourcemanagement/chapter/4-4-cases-and-problems/#portolesedias_1.0-ch04_s04_t01
https://open.lib.umn.edu/humanresourcemanagement/chapter/4-4-cases-and-problems/#portolesedias_1.0-ch04_s04_t01
http://www.occupationalinfo.org/


Chapter 4 

 

 

 

Training and Development 

Training and development refers to any effort to advance the present or prospected workers' 

performance, by increasing an employee's capability through learning. This process changes the 

employee's mind-set and also boosts his/her skills and knowledge. 

Definition 

The official and ongoing educational activities within an organization designed to enhance the 

fulfillment and performance of employees. Training and development programs offered by a 

business might include a variety of educational techniques and programs that can be attended on 

a compulsory or voluntary basis by staff. 

The Significance of Training and Development  

Training and development hold loads of significance like help in train the employees, help in the 

development of the employees within the organization, enhance the skills of the employees and 

managers, increase organizations productivity and etc.  

In the recent years, to deal with the ever increasing competition and for the organizational 

success, training and development plays a very important role. Be it a general employees of the 

company or a higher positioned managers, training services are required for both. These help 

them grow, deliver more and take the organization at the peak level! 

 

 

Training management and development programs holds lots of significance likes:  

Learning Objective 

1. Explain the steps involved when training an employee. 

2. Understand the types of Training used for an employee 



• Training of Human Resources – Various training services and management programs which 

are offered helps in optimizing the utilization of human resources. These trainings help 

employees to achieve the organization goals as well as their individual goals.  

• Development of Human Resources – Another significant role is played by various career 

development programs. It helps to provide an opportunity and broad structure for the 

development of human resources’ technical and behavioral skills in an organization. It also helps 

the employees in attaining personal growth.  

• Enhancement of Skills of the Employees - Training and development helps in increasing the 

job knowledge and polish the skills of the employees at every level. Also, it allows expanding 

the horizons of human intellect, interpersonal skills and an overall personality of the employees.  

• Increased Productivity – The more the training the more likely is the chances of increasing 

organizations productivity. Training provides employees the detailed information of their jobs 

and hence makes it easy for them to perform. This increasing productivity of the employees 

helps the organization further to achieve its long-term goal.  

• Team Bonding - Training helps to increase the team spirit, team–work and inter team 

collaborations. It helps in inculcating the zeal to learn within the employees. This in turn allows 

employees to deliver best quality work and boost up the success of organization. 

Training process  

1. Needs Analysis  

2. Instructional Design  

3. Validation  

4. Implementation  

5. Evaluation 

1. Needs analysis 

• Identify specific lob performance skills needed to improve performance and productivity.  



• Analyze the audience to ensure that the program will be suited to their specific levels of 

education, experience, and skills, as well as their attitudes and personal motivations.  

• Use research to develop specific measurable knowledge and performance objectives.  

 

2. Instructional design 

• Gather instructional objectives, methods, media, description of and sequence of content, 

examples, exercises, and activities. Organize them into a curriculum that supports adult learning 

theory and provides a blueprint for program development.  

• Make sure all materials, such as video scripts, leaders’ guides, and participants’ workbooks, 

complement each other, are written clearly, and blend into unified training geared directly to the 

stated learning objectives.  

• Carefully and professionally handle all program elements—whether reproduced on paper, film, 

or tape—to guarantee quality and effectiveness.  

 

3. Validation: Introduce and validate the training before a representative audience. Base final 

revisions on pilot results to ensure program effectiveness.  

4. Implementation: When applicable, boost success with a train-the-trainer workshop that 

focuses on presentation knowledge and skills in addition to training content.  

5. Evaluation and follow-up: Assess program success according to:  

Reaction— Document that learners’ immediate reactions to the training.  

Learning— Use feedback devices or pre- and posttests to measure what learners have actually 

learned.  

Behavior— Note supervisors’ reactions to learners’ performance following completion of the 

training. This is one way to measure the degree to which learners apply new skills and 

knowledge to their jobs.  

Results— determine the level of improvement in job performance and assess needed 

maintenance.     

 



Training Methods 

On the job methods 

1.      Job Rotation: 

 Job rotation involves the transfer of trainees from one job to another and sometimes from one 

branch to another. Job assignment under a rotation system may last for a period of 3 months to 2 

years. The trainee is given full duties and responsibilities of the rotated position. It is more 

suitable for lower level executives. 

Advantages: 

• Job rotation promotes creative thinking and enables for executive development. 

• It provides a rich experience to the candidate in a variety of matters. 

• It does away with the monotony of routine duties. 

• It creates a second line of competent executives to meet the problems of transfers, 

turnover, etc. 

• It identifies the most suitable position for an executive. The position in which the trainee 

performs better is generally offered to him. 

2.      Planned Progression: 

It is similar to job rotation, except that every movement from one job to another involves higher 

pay, position and duties. In job rotation, every movement involves more or less same pay and 

position. Planned progression is more likely to occur at higher managerial levels, whereas, job 

rotation occurs mainly at lower level positions. 

3.      Coaching & Counseling: 

• Coaching: In coaching, the superior plays an active role in training the subordinate. The 

superior may assign challenging task to the subordinate for the purpose of training. The 

superior may assist and advice the subordinate to complete the assigned task. In this case, 

the superior acts as a coach in training the subordinate. 



• Counseling: In this case, the superior plays a passive role in training the subordinate. The 

superior may assign challenging task to the subordinate for the purpose of training. The 

superior may provide advice to the subordinate in the completion of task, if so required. 

In this case, the superior acts as a guide rather than a coach n training the subordinate. 

4. Understudy Position: The trainee is given an understudy position. The trainee handles some 

important aspects of his superior’s job. The trainee, at a future date, is likely to assume the duties 

and responsibilities of the position currently held by his immediate superior. 

The understudy technique ensures a company that a fully qualified person will be available to 

take over a present manager’s position whenever he leaves the position through promotion, 

transfer, retirement or resignation. 

The understudy person is generally asked to do the following: 

• He may be asked to investigate and make written recommendations about problems an 

projects related to a unit or department. 

• He may also supervise a small group of employees to experience leadership qualities. 

• He may be called to attend executive meetings either with or in place of the superiors. 

• He may be called to assume superior’s position in his absence. 

5. Junior Boards: In western countries, junior boards are formed. It permits promising young 

middle-level managers to experience problems and responsibilities faced by top-level executives 

in their company. About 10 to 12 executives from diverse functions within the organization serve 

on the board for a term of say 6 months or more. 

The board is allowed to study any problem faced by the organization, in respect of personnel 

policies, organizational design, interdepartmental conflicts, etc, and to make recommendations to 

the senior board of directors. 

Off the Job methods 

1. Classroom Methods: Classroom methods for training managerial personnel include lectures, 

discussion, role playing, and case study. 



  Advantages: 

• Training can be given to a large group of trainees at a time, especially in the case of 

lecture method. 

• Both theoretical and practical aspects are emphasized. 

• Training can be done in a short period of time. 

• It is economical. 

• Senior and qualified expert can train the executives. At times, an outside expert is invited 

to give a lecture or for debate. 

• It generates interaction among different executives belonging to various departments, and 

ranks. 

2. Simulation: A simulated learning situation in an imitation of reality. It is a technique wherein 

the trainee is trained in an environment that closely reflects and represents actual work place. It 

tries to duplicate actual conditions encountered on a job. Simulation is a very expensive training 

technique, but it is useful or even necessary, where actual on-the-job practice could result in a 

serious injury, a costly error, or the destruction of valuable company materials or resources. 

3. Business or Management Games: Business games are classroom simulation exercises in 

which teams of individuals compete against each other to achieve given objectives. 

For instance, teams may be asked to make decisions concerning pricing, production volumes, 

research expenditures, advertising and sales promotion plans, channels of distribution etc. Team 

actions and decisions are fed into a computer that has been programmed according to a particular 

model of the market. Business game participants learn by analyzing problems and by making 

trial-and-error decisions. 

4. Committees and Conferences: 

• Committee: A committee can be a method of training. The junior members of the 

committee can learn from the discussions and interaction with the senior members of the 

committee. The senior members also can learn from the opinions and views expressed by 

the junior members. 



• Conferences: In the case of conferences, group discussion and meetings are held to 

discuss various issues and to provide solutions to various problems. The chairperson 

leads the discussion and then the participants attempt to provide solutions. The 

conference acts as a group interaction and exchange of views and ideas. It reshapes 

thinking of attitudes of the participants. 

5. Readings, Television and Video Instructions: Planned reading of relevant and current 

management literature is one of the best methods of management development. It is essentially a 

self-development programme. A manager may be aided by training department, which often 

provides a list of valuable books. The manager can discuss the relevant articles with the senior 

manger and get necessary clarifications. 

6. Seminar and Workshops: Management employees can be trained with the help of seminars 

and workshops. In seminars, trainees present their papers on work related developments. The 

paper presentations are reviewed by experts. The experts may give their insights on the topic 

presented y the trainee. In workshops there is a good interaction between the trainer and the 

trainees. The trainer may present his views on certain developments and then initiate interactive 

discussion. The trainees can get insights due to the views expressed by the trainer and other 

trainees. 

Case Study 

New on the Job 

JoAnn Michaels just started her job as human resources manager at In the Dog House, a retail 

chain specializing in dog apparel and accessories. She is a good friend of yours you met in 

college. 

The organization has 35 stores with 250 employees in Washington, Idaho, and Oregon. As the 

chain has grown, the training programs have been conducted somewhat piecemeal. Upon visiting 

some of the stores in a three-week tour, JoAnn has realized that all the stores seem to have 

different ways of training their in-store employees. 



When she digs further, she realizes even the corporate offices, which employ seventy-five 

people, have no formal training program. In the past, they have done informal and optional 

brown bag lunch training to keep employees up to date. As a result, JoAnn develops a survey 

using SurveyMonkey and sends it to all seventy-five corporate employees. She created a rating 

system, with 1 meaning strongly disagree and 5 meaning strongly agree. Employees were not 

required to answer all questions, hence the variation in the number of responses column. After 

this task, JoAnn creates a slightly different survey and sends it to all store managers, asking them 

to encourage their retail employees to take the survey. The results are shown here. 

In the Dog House Corporate Employee Survey Results 

Question 
Number of 

Responses 

Average 

Rating 

I am paid fairly. 73 3.9 

I feel my group works well as a team. 69 2.63 

I appreciate the amount of soft skills training offered at In the Dog 

House. 
74 2.1 

I can see myself growing professionally here. 69 1.95 

I feel I am paid fairly. 74 3.8 

I have all the tools and equipment I need to do my job. 67 4.2 

I feel confident if there were an emergency at the office, I would 

know what to do and could help others. 
73 2.67 

I think my direct supervisor is an excellent manager. 55 2.41 

The orientation training I received was helpful in understanding the 

expectations of the job. 
75 3.1 

I would take training related to my job knowing there would be a 

reward offered for doing so. 
71 4.24 

 

In the Dog House Retail Employee Survey Results 

Question 
Number of 

Responses 

Average 

Rating 

I am content with the benefits I am receiving. 143 1.2 



In the Dog House Retail Employee Survey Results 

I feel my store works well as a team. 190 4.1 

I appreciate the amount of product training and information 

offered at In the Dog House. 
182 2.34 

I can see myself growing professionally here. 158 1.99 

I feel I am paid fairly. 182 3.2 

My supervisor works with my schedule, so I work at times 

that are convenient for me. 
172 3.67 

I feel confident if I had to evacuate the store, I would know 

what to do and could help customers. 
179 2.88 

I think my store manager is a great manager. 139 3.34 

The orientation training I received was helpful in 

understanding the expectations of the job. 
183 4.3 

I am interested in developing my career at In the Dog House. 174 1.69 

Based on the information JoAnn received from her survey, she decided some changes need to be 

made. JoAnn asks you to meet for coffee and take a look at the results. After you review them, 

JoAnn asks you the following questions. How would you respond to each? 

1. “Obviously, I need to start working on some training programs. Which topics do you think I 

should start with?” 

2. “How do I go about developing a training program that will be really useful and make people 

excited? What are the steps I need to take?” 

3. “How should I communicate the training program to the corporate and retail employees? 

Should the new training I develop be communicated in the same way?” 

4. “Do you think that we should look at changing pay and benefits? Why or why not?” 

5. “Can you please help me draft a training program framework for what we have discussed? Do 

you think I should design one for both the corporate offices and one for the retail stores?”  

  

 

 

 

 

 

Team Activity 

1. In teams of three to four, outline a two-hour training program for managers to 

better understand motivation for their employees. Use the training development 

model discussed in this chapter. Your training should address learning 

objectives, delivery modes, budget, delivery style, time line, communication, 

and measurement. Prepare a five-minute presentation to present in class. 

2. Using the same plan above, plan and deliver the content to the rest of the class. 

 



CHAPTER 5 

Performance Management 

Definition 1: Systematic Evaluation 

“It is a systematic evaluation of an individual with respect to performance on the job and 

individual’s potential for development.” 

Definition 2: Formal System, Reasons and Measures of future performance 

“It is formal, structured system of measuring, evaluating job related behaviors and outcomes to 

discover reasons of performance and how to perform effectively in future so that employee, 

organization and society all benefits.” 

Meaning of Performance Appraisals 

Performance Appraisals is the assessment of individual’s performance in a systematic way. It is a 

developmental tool used for all round development of the employee and the organization. The 

performance is measured against such factors as job knowledge, quality and quantity of output, 

initiative, leadership abilities, supervision, dependability, co-operation, judgment, versatility and 

health. Assessment should be confined to past as well as potential performance also. The second 

definition is more focused on behaviors as a part of assessment because behaviors do affect job 

results 

Objectives of Performance Appraisals 

Use of Performance Appraisals 

1. Promotions 

2. Confirmations 

3. Training and Development 

4. Compensation reviews 

5. Competency building 

6. Improve communication 

7. Evaluation of HR Programs 

8. Feedback & Grievances 



Techniques / Methods of Performance Appraisals 

Numerous methods have been devised to measure the quantity and quality of performance 

appraisals. Each of the methods is effective for some purposes for some organizations only. 

None should be dismissed or accepted as appropriate except as they relate to the particular needs 

of the organization or an employee. Broadly all methods of appraisals can be divided into two 

different categories.  

• Past Oriented Methods 

• Future Oriented Methods 

Past Oriented Methods 

1. Rating Scales: Rating scales consists of several numerical scales representing job related 

performance criterions such as dependability, initiative, output, attendance, attitude etc. Each 

scales ranges from excellent to poor. The total numerical scores are computed and final 

conclusions are derived. Advantages – Adaptability, easy to use, low cost, every type of job 

can be evaluated, large number of employees covered, no formal training required. 

Disadvantages – Rater’s biases 

2. Checklist: Under this method, checklist of statements of traits of employee in the form of Yes 

or No based questions is prepared. Here the rater only does the reporting or checking and HR 

department does the actual evaluation. Advantages – economy, ease of administration, limited 

training required, standardization. Disadvantages – Raters biases, use of improper weighs by 

HR, does not allow rater to give relative ratings 

3. Forced Choice Method: The series of statements arranged in the blocks of two or more are 

given and the rater indicates which statement is true or false. The rater is forced to make a 

choice. HR department does actual assessment. Advantages – Absence of personal biases 

because of forced choice. Disadvantages – Statements may be wrongly framed.  

4. Forced Distribution Method: here employees are clustered around a high point on a rating 

scale. Rater is compelled to distribute the employees on all points on the scale. It is assumed 

that the performance is conformed to normal distribution. Advantages – Eliminates 

Disadvantages – Assumption of normal distribution, unrealistic, errors of central tendency. 



5. Critical Incidents Method: The approach is focused on certain critical behaviors of 

employee that makes all the difference in the performance. Supervisors as and when they 

occur record such incidents. Advantages – Evaluations are based on actual job behaviors, 

ratings are supported by descriptions, feedback is easy, reduces recency biases, chances of 

subordinate improvement are high. Disadvantages – Negative incidents can be prioritized, 

forgetting incidents, overly close supervision; feedback may be too much and may appear to 

be punishment.  

6. Behaviorally Anchored Rating Scales: statements of effective and ineffective behaviors 

determine the points. They are said to be behaviorally anchored. The rater is supposed to say, 

which behavior describes the employee performance. Advantages – helps overcome rating 

errors. Disadvantages – Suffers from distortions inherent in most rating techniques.  

7. Field Review Method: This is an appraisal done by someone outside employees’ own 

department usually from corporate or HR department. Advantages – Useful for managerial 

level promotions, when comparable information is needed, Disadvantages – Outsider is 

generally not familiar with employees work environment, Observation of actual behaviors not 

possible.  

8. Performance Tests & Observations: This is based on the test of knowledge or skills. The 

tests may be written or an actual presentation of skills. Tests must be reliable and validated to 

be useful. Advantage – Tests may be apt to measure potential more than actual performance. 

Disadvantages – Tests may suffer if costs of test development or administration are high.  

9. Confidential Records: Mostly used by government departments, however its application in 

industry is not ruled out. Here the report is given in the form of Annual Confidentiality Report 

(ACR) and may record ratings with respect to following items; attendance, self expression, 

team work, leadership, initiative, technical ability, reasoning ability, originality and 

resourcefulness etc. The system is highly secretive and confidential. Feedback to the assessee 

is given only in case of an adverse entry. Disadvantage is that it is highly subjective and 

ratings can be manipulated because the evaluations are linked to HR actions like promotions 

etc.  

10. Essay Method: In this method the rater writes down the employee description in detail within 

a number of broad categories like, overall impression of performance, promoteability of 

employee, existing capabilities and qualifications of performing jobs, strengths and 



weaknesses and training needs of the employee. Advantage – It is extremely useful in filing 

information gaps about the employees that often occur in a better-structured checklist. 

Disadvantages – It its highly dependent upon the writing skills of rater and most of them are 

not good writers. They may get confused success depends on the memory power of raters.  

11. Cost Accounting Method: Here performance is evaluated from the monetary returns yields 

to his or her organization. Cost to keep employee, and benefit the organization derives is 

ascertained. Hence it is more dependent upon cost and benefit analysis. 

12. Comparative Evaluation Method (Ranking & Paired Comparisons): These are collection 

of different methods that compare performance with that of other co-workers. The usual 

techniques used may be ranking methods and paired comparison method. 

Ranking Methods: Superior ranks his worker based on merit, from best to worst. However 

how best and why best are not elaborated in this method. It is easy to administer and 

explanation.  

Paired Comparison Methods: In this method each employee is rated with another employee 

in the form of pairs. The number of comparisons may be calculated with the help of a formula 

as under. N x (N-1) / 2 

Future Oriented Methods 

Management by Objectives: It means management by objectives and the performance is rated 

against the achievement of objectives stated by the management. MBO process goes as under.  

• Establish goals and desired outcomes for each subordinate  

• Setting performance standards  

• Comparison of actual goals with goals attained by the employee 

• Establish new goals and new strategies for goals not achieved in previous year.  

Advantage – It is more useful for managerial positions. 

Disadvantages – Not applicable to all jobs, allocation of merit pay may result in setting short-

term goals rather than important and long-term goals etc.  



Psychological Appraisals: These appraisals are more directed to assess employees potential for 

future performance rather than the past one. It is done in the form of in-depth interviews, 

psychological tests, and discussion with supervisors and review of other evaluations 

 

Assessment Centers: Assessees are requested to participate in in-basket exercises, work groups, 

computer simulations, role playing and other similar activities which require same attributes for 

successful performance in actual job. The characteristics assessed in assessment center can be 

assertiveness, persuasive ability, communicating ability, planning and organizational ability, self 

confidence, resistance to stress, energy level, decision making, sensitivity to feelings, 

administrative ability, creativity and mental alertness etc.  

Disadvantages – Costs of employees traveling and lodging, psychologists, ratings strongly 

influenced by assessee’s inter-personal skills. Solid performers may feel suffocated in simulated 

situations. Those who are not selected for this also may get affected.  

Advantages – well-conducted assessment center can achieve better forecasts of future 

performance and progress than other methods of appraisals. Also reliability, content validity and 

predictive ability are said to be high in assessment centers. The tests also make sure that the 

wrong people are not hired or promoted. Finally it clearly defines the criteria for selection and 

promotion. 

 

360-Degree Feedback: It is a technique which is systematic collection of performance data on 

an individual group, derived from a number of stakeholders like immediate supervisors, team 

members, customers, peers and self. In fact anyone who has useful information on how an 

employee does a job may be one of the appraisers.. 

Uses of performance appraisal 

Performance appraisal is crucial tool in the hands of the management to bring about greater 

agility and responsiveness in human resources of an organization. Performance appraisal is the 

foundation of much human resource decision. Therefore, it has multifarious uses as depicted 

below: 

 

• Performance Improvement: Performance feedback allows the employee, manager and 

personnel specialists to intervene with appropriate actions to improve performance. 



• Compensation Adjustments: Performance evaluations help decision-makers determine 

who should receive pay raises. Many firms grant part or all pay increases and bonuses 

based upon merit, which is determined mostly through performance appraisals. 

• Placement Decisions: Promotions, transfers and demotions are usually based on past or 

anticipated performance. Often promotions are a reward for past performance. 

• Training and Development Needs: Poor performance may indicate the need for 

retraining. Likewise, good performance may indicate untapped potential that should be 

developed. 

• Career Planning and Development: Performance feedback guides career decisions 

about specific career paths one should investigate. 

• Staffing Process Deficiencies: Good or bad performance implies strengths or weakness 

in the personnel department’s staffing procedures. 

• Informational Inaccuracies: Poor performance may indicate errors in job analysis 

information, human resource plans, or other parts of the personnel management 

information system. Reliance on inaccurate information may have led to inappropriate 

hiring, training, or counselling decisions. 

• Job Design Errors: Poor performance may be a symptom of ill-conceived job designs. 

Appraisals help diagnose these errors. 

• Equal Employment Opportunity: Accurate performance appraisals that actually 

measure job related performance ensure that internal placement decisions are not 

discriminatory. 

• External Challenges: Sometimes performance is influenced by factors outside the work 

environment such as family, financial, health or other personal matters. If uncovered 

through appraisals, the human resource department may be able to provide assistance. 

• Feedback to Human Resources: Good/bad performance throughout the organization 

indicates how well the human resource function is performing. 

 

 

 

 

 



Problem in Performance Appraisal 

The problem with subjective measure is the rating which is not verifiable by others and has the 

opportunity for bias.  

• Halo Effect: It is the tendency of the raters to depend excessively on the rating of one 

trait or behavioural consideration in rating all others traits or behavioural considerations. 

One way of minimizing the halo effect is appraising all the employees by one trait before 

going to rate on the basis of another trait. 

• The error of Central Tendency: Some raters follow play safe policy in rating by rating 

all the employees around the middle point of the rating scale and they avoid rating the 

people at both the extremes of the scale. They follow play safe policy because of 

answerability to management or lack of knowledge about the job and person he is rating 

or least interest in his job. 

• The Leniency and Strictness: The leniency bias crops when some raters have a 

tendency to be liberal in their rating by assigning higher rates consistently. Such ratings 

do not serve any purpose. Equally damaging one is assigning consistently low rates. 

• Personal Prejudice: If the rater dislikes any employee or any group, he may rate them 

at the lower end, which may distort the rating purpose and affect the career of these 

employees. 

• The Recent performance Effect: The raters generally remember the recent actions, of 

the employee at the time of rating and rate on the basis of these recent actions favourable 

or unfavourable than on the whole activities. 

 

Other factors that are considered as problems are 

• Failure of the superiors in conducting performance appraisal and post performance 

appraisal interview. 

• Most part of the appraisal is based on subjectivity. 

• Less reliability and validity of the performance appraisal techniques. 

• Negative ratings affect interpersonal relations and industrial relations system. 

• Influence of external environmental factors and uncontrollable internal factors. 

• Feedback and post appraisal interview may have a setback on production. 



• Management emphasizes on punishment rather than development of an employee in 

performance appraisal. 

• Some ratings particularly about the potential appraisal are purely based on guess work.  

Case Study 

Who Goes, Who Stays? 

The consulting firm you have worked for over the last year is having some financial troubles. 

The large contracts it once had are slowly going away, and as your company struggles to make 

payroll, it is clear that layoffs must occur. The sales staff has not been meeting the sales goals set 

for them, resulting in incorrect budgets. 

It has been decided that at least three people in the sales department should be laid off. You 

create a spreadsheet with pertinent sales employee data: 

Name Title 

Years 

with the 

compan

y 

Last overall rating 

on performance 

evaluation (1–5 

scale, 5 being 

highest) 

Last year’s sales goal met? 

Deb Waters Sales Manager 1 3 
N/A as her position is 

managerial 

Jeff Spirits Account Manager 5 3 Yes, 1% over 

Orlando Chang Account Manager 3 4 Yes, 10% over goal 

Jake Toolmeyer Account Manager 2 4 No, 2% under goal 

Audrey Barnes Account Manager 5 5 Yes, 15% over goal 

Kelly Andrews Account Manager 1 2 No, 20% under goal 

Amir Saied Account Manager 8 5 Yes, 5% over goal 

Winfrey Jones Account Manager 4 2 No, 10% under goal 

1. Making reasonable assumptions, develop criteria for the layoffs in the sales department. 



2. Develop a plan as to how layoffs will be communicated with the individual as well as within 

the company. 

3. Discuss strategies to motivate those sales employees who stay with the organization. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Team Activities 

1. In a team of three to four people, discuss each of the situations and determine if 

you think the employee should receive immediate termination or a progressive 

discipline process, and provide justification for your responses: 

• The employee stole one pack of office paper, stating he would be using it at 

home to perform his job. 

• An employee posted how boring her job is on a Face book status update. You 

know she is Face book friends with several clients. 

• The employee groped a colleague in the break room. 

• You saw the employee’s résumé posted on LinkedIn, stating she was looking 

for a new job. 

• The manager has told you the employee is difficult to work with and not liked 

by his colleagues. 

2. In teams of three to four, discuss the following situation: Your marketing 

manager has just told you she plans to dismiss her administrative assistant for 

non-performance and needs help designing a severance package. The 

administrative assistant was with the organization for two-and-a-half years and 

his current salary is $35,670. What would you suggest he be offered? Discuss and 

be prepared to share your ideas with the class. 

 



Chapter 6 

Employee Relations 

Meaning 

Employee Relations is a discipline which deals with maintaining employer-employee 

relationships which contribute to efficient productivity, motivation, and morale. It is also 

concerned with the prevention of and resolution of problems which involve individuals and arise 

out of or affect work situations. 

Definition 

• Employee relations defined as a relationship between management and employees or 

among employees and their organizations that characterize and grow out of employment - 

Dale Yoder 

• According to ILO it deals with the relationships between the state and the employers and 

the workers organization or the relation between the occupational organisations 

themselves.  

Significance 

• Good employee relations contribute to industrial peace 

• Good cooperation between labour and management to fulfil individual, org and national 

goals. 

• Social justice and employee welfare 

• Redressal of grievance  

• To protect workers interests and improve their economic conditions 

• Reduce conflicts b/w management and labour 

• To enhance communication b/w employer and employee 

Employee relations in unionized org. 

• When you get a new job, you may have the option to join voluntarily join a labor union, 

an organization that protects the interest of its members 

• Unions have positive impact of high performance work practices when employee 

relations are good. 

•  A workforce can bargain or negotiate its salary and wage rates through a union, as well 

as employee benefits, complaint procedures, workplace safety and policy and procedures.  



Employee relations in non-unionized organization 

• Non-unionized workers are those who are not members of a union and do not have union 

representation at the workplace. 

• This is due to decline of union memberships. 

• Collectively negotiated agreements can have knock-off effect for those employees whose 

terms and conditions are unilaterally determined by the management.  

Employee grievance 

Grievance is any dissatisfaction or feeling of injustice in connection with one’s employment 

situation that is brought to the attention of management. 

• Causes for grievance 

– Employment conditions, demand for wage adjustments 

– Complaints concerning disciplinary measures and procedures 

– Undesirable conditions of work, violation of employment contract 

– Method of supervision, inadequacy of safety and health services 

– Social injustice 

Employee Grievance procedure 

 

 



STEP 1: In the first step the grievance is to be submitted to departmental representative, who is a 

representative of management. He has to give his answer within 48 hours.   

STEP 2: If the departmental representative fails to provide a solution, the aggrieved employee 

can take his grievance to head of the department, who has to give his decision within 3 days. 

STEP 3: If the aggrieved employee is not satisfied with the decision of departmental head, he 

can take the grievance to Grievance Committee. 

– The Grievance Committee makes its recommendations to the manager within 7 

days in the form of a report.  

– The final decision of the management on the report of Grievance Committee must 

be communicated to the aggrieved employee within three days of the receipt of 

report.  

– An appeal for revision of final decision can be made by the worker if he is not 

satisfied with it. The management must communicate its decision to the worker 

within 7 days. 

STEP 4: If the grievance still remains unsettled, the case may be referred to voluntary 

arbitration. 

 

Employee Discipline 

Discipline in the workplace is the means by which supervisory personnel correct behavioural 

deficiencies and ensure adherence to established company rules. The purpose of discipline is 

correct behaviour. It is not designed to punish or embarrass an employee 

 

Objectives of maintaining discipline 

• To obtain a willing acceptance of rules, regulations and procedures of an org. 

• To develop a spirit of tolerance among the employees 

• To give and seek direction and responsibility 

• To create an environment of respect for employee relations 

• To increase the working efficiency and morale of employees  

 

 

 



Red hot stove rule 

• Douglas McGregor came with a concept Red hot stove rule to impose discipline without 

generating resentment. 

• He draw a analogy between touching a stove and undergoing discipline,  

• when one touches a hot stove- 

– The burn is immediate 

– He had warning.  

• When the stove was red hot, he knew what would happen if he touched it 

– The effect is consistent.  

• Everyone who touches the red hot stove gets burned 

– The effect is impersonal.  

• A person is burned not because of who he is but he touched it  

Disciplinary procedure 

• Issuing notice (letter of charge):Management should issue notice when it has discovered 

that an employee’s action constitutes misconduct 

• Consideration of the explanation :If the employer is satisfied with the explanation given 

by the employee, there is no need of conducting further enquiry 

• Show-cause notice: If the management is not satisfied with the explanation they can issue 

show cause notice to the employee to provide an opportunity for rebuttal 

• Enquiry: The enquiry in the matter should be based on principles of natural justice. The 

employee should be given opportunity to defend himself against the said charges 

• Finding from the enquiry proceedings and order of punishment: When the misconduct of 

the employee is proved, management should take action against the employee. The 

employee should be allowed to make an appeal in relation to the decision of management 

• Follow up: After taking disciplinary action, there should be proper follow up whereby the 

employee should not repeat the mistake or the act of discipline  

 

Domestic enquiry 

An enquiry conducted by the internal employees of a company is termed as domestic enquiry. 

Management appoints the company officers as domestic enquiry officers. In certain situations the 

immediate superior of the employee is appointed as the enquiry officer of the personnel manager.  



The domestic enquiry officer enquires into the issue by: 

• Calling the employee for explanation 

• Issuing a show-cause notice 

• Holding a full fledged enquiry 

• Examining the witness reports, documents 

• Preparing the report to be submitted to the management  

 

Trade Unions are voluntary organization of Workers as well as Employers formed to protect 

and promote the interest of their members. They are the most suitable organizations for 

balancing and improving the relations between the employer and the employees. Trade Unions 

have made headway due to rapid industrial development. The workers come together to maintain 

and improve their bargaining power on wages and working conditions.  

Trade Unions Act, 1926 it extends to the whole of India.  

 

Objectives of Trade union  

• To improve the economic lot of employees by securing for them better wages. 

• To secure better working condition for the workers. 

• To secure bonus for the employees from the profit concern. 

• To resists schemes of the management which reduce employment.(rationalization and 

automated) 

• To secure welfare of employees through group schemes which give benefit to every 

employee 

• To protect interests of employees by taking active participation in the management. 

• To secure social welfare of the employees. 

• To secure organizational stability, growth and leadership. 

The main provisions made in this Act are as under:  

• Trade Union: Trade Union means any combination, whether temporary or permanent, 

formed primarily for the purpose of regulating the relations between workmen and 

employers or between workmen and workmen or between employers and employers, or 

for imposing restrictive conditions on the conduct of any trade or business, and includes 

any federation of two or more trade unions.  



• Registration of Trade Union: The Act provides for the registration of the trade unions 

with the 'Registrars of Trade Unions' set up in different States.  

• Registration Certificate: On receipt of the application for registration, the Registrar 

issues a certificate of registration in the prescribed form as a conclusive evidence of 

registration of that trade Union.  

• Cancellation of Registration: A certificate of Registration may be withdrawn or 

cancelled by the Registrar either after an application of a Trade Union or if the Registrar 

is satisfied that the certificate is obtained by fraud of mistake or that the trade union had 

ceased to exist or willfully and after notice from the Registrar contravene any provisions 

of the Act or rules etc. 

• Annual Statutory Returns: The registered trade unions (workers & employers) are 

required to submit annual statutory returns to the Registrar regarding their membership, 

general funds, sources of income and items of expenditure and details of their assets and 

liabilities, which in turn submits a consolidated return of their state in the prescribed 

Performa to Labor Bureau, Ministry of Labor and Employment. 

• Uses of Funds: The general funds of a registered trade union shall not be spent on any 

other objects than those specified in the Act.  

• Maintenance of Accounts: The account books of a registered trade union and the list of 

members thereof shall be open to inspection by an office-bearer or member of the trade 

union at such times as may be provided for in the rules of trade union.  

• Disqualification: A person shall be disqualified for being chosen as, and for being a 

member of, the executive or any other office-bearer or registered trade union if- (i) he has 

not attained the age of eighteen years; (ii) he has been convicted by a court in India of 

any offence involving moral turpitude and sentenced to imprisonment, unless a period of 

five years has elapsed since his release.  

 

The Trade Unions Act 1926 has been amended from time to time and the most important being 

the Trade Unions (Amendment) Act, 2001. This Act has been enacted in order to bring more 

transparency and to provide greater support to trade unionism in India.  

Some of the salient features of the Trade Unions (Amendment) Act, 2001 are: 



• No trade union of workmen shall be registered unless at least 10% or 100, whichever is 

less, subject to a minimum of 7 workmen engaged or employed in the establishment or 

industry with which it is connected are the members of such trade union on the date of 

making of application for registration.  

• A registered trade union of workmen shall at all times continue to have not less than 10% 

or 100 of the workmen, whichever is less, subject to a minimum of 7 persons engaged or 

employed in the establishment or industry with which it is connected, as its members.  

• A provision for filing an appeal before the Industrial Tribunal / Labor Court in case of 

non-registration or for restoration of registration has been provided.  

• Minimum rate of subscription by members of the trade union is fixed at Rs 1 per annum 

for rural workers, three rupees per annum for workers in other unorganized sectors and 

Rs 12 rupees per annum in all other cases.  

• The employees who have been retired or have been retrenched shall not be construed as 

outsiders for the purpose of holding an office in the trade union concerned.  

• For the promotion of civic and political interest of its members, unions are authorized to 

set up separate political funds.  

 

Industrial employment standing orders act 1946 

There was no uniformity in the conditions of service of workers until this Act was brought. The 

absence of standing order, clearly defining the rights and obligations of the employer .The 

demand for statutory service conditions was first raised by Bombay Cotton Textile workers in 

1927-28. The Bombay Industrial Disputes Act of 1938 provided, for the first time, for statutory 

standing orders. The Labor Investigation Committee 1944-46 observed: “An industrial worker 

has the right to know the terms & conditions under which he is expected to follow”. 

The Act extends to the whole of India .It apply to every establishment wherein 100 or more 

workmen are employed or employed on any day preceding twelve months. 

 

Objectives  

• To require employers to define the conditions of work  

• To bring about uniformity in terms and conditions of employment  

• To minimize industrial conflicts  



• To foster harmonious relations between employers and employees.  

• To provide statutory sanctity and importance to standing orders. 

 

Standing orders  

• Classification of the workmen : temporary, casual, apprentices  

• Manner of intimating to workmen periods and hours of work, holidays, pay-days and 

wage rates 

• Shift working  

• Attendance and late coming  

• Conditions of, procedure in applying for, and the authority which may grant leave and 

holidays 

• Requirements to enter premises by certain gates and liability to search  

• Closing and reopening of sections of the establishments, or temporary stoppages  

• Suspension or dismissal for misconduct and acts and omissions which constitute 

misconduct 

Obligations of Employers  

Submit draft standing orders with the required information to the certifying officer for 

certification within the time limit mentioned in the Act. Act in conformity with the certified 

standing orders in the day to day dealings with the workmen Modify certified standing orders 

only with the approval of the certifying officer. 

 

Obligations of Workmen  

Work in conformity with the certified standing orders or model standing orders as the case may 

be. Comply with the provisions of the Act in regard to modification and interpretation of 

standing orders. 

 

Industrial dispute Act 1947 

Industrial dispute means any dispute or difference between:-  

(i) Employers and employers 

(ii) Employers and Workmen or  

(iii) Workmen and workmen, which is connected with  



Industrial disputes may be said to be disagreement or controversy between management and 

labor with respect to wages, working conditions, other employment matters or union recognition. 

 

Objectives 

• Promotion of measures of securing,  

• Preserving Industrial harmony  

• Settlement of disputes between Employer and Employee  

• Rights of Registered Trade Union 

• Prevention of illegal- Strike; Lockout  

• Promotion of collective bargaining 

 

Prohibition of strikes and lock-outs 

• According to SEC 22 (1) No person employed with a public utility service shall go on 

strike in breach of contract – Without giving the employer notice of strike, within six 

weeks before the strike.  

• According to SEC 23; No employee of any industrial establishment shall go on strike 

during the period when proceedings in any disputes case is going on or when final 

judgment is awaited. 

 

Industrial dispute resolution mechanism 

 

Settlement without State Intervention 



 There are two ways in which the basic parties to an industrial dispute- the employer and the 

employees- can settle their disputes.  

– Collective bargaining  

– Voluntary arbitration 

Settlement under the Influence of the State 

• Compulsory establishment of bipartite committees. 

• Establishment of compulsory collective bargaining. 

• Conciliation and mediation (voluntary and compulsory). 

• Compulsory investigation. 

• Compulsory arbitration or adjudication. 

Voluntary Arbitration 

• It is commonly viewed as less expensive and faster way of resolving a dispute in court. 

• An arbitrator may be a single person or a panel. 

• Sometimes, however, the parties may agree to submit the dispute to an arbitrator but at 

the same time, reserve their right to accept or reject the award when it comes. 

Adjudication in India  

3 types of adjudication authorities for the adjudication of industrial disputes:  

• Labor Court  

• Tribunal  

• National Tribunal 

Safety, Health and Welfare at Work 

The Safety, Health and Welfare at Work Act 2005, which came into force on 1st September 

2005, repealed and replaced the Safety, Health and Welfare at Work Act 1989. It was brought in 

to make further provision for the safety, health and welfare of persons at work. This Act clarifies 

and enhances the responsibilities of employer's, the self-employed, employees and various other 

parties in relation to safety and health at work. The Act also details the role and functions of the 

Health and Safety Authority, provides for a range of enforcement measures that may be applied 

and specifies penalties that may be applied for breach of occupational safety and health. 

 

 

Who does the Act apply to? 



The Act applies to all employers, self-employed and employees in all places of work. It also 

places duties on designers, suppliers, manufacturers and others concerned with work activities. 

General Duties of the Employer 

The employer is required: 

• to ensure the safety, health and welfare at work of his or her employees; 

• to manage and conduct work activities in such a way as to ensure the safety, health and 

welfare at work of all employees; 

• to manage and conduct work activities in such a way as to prevent any improper conduct 

or behaviour likely to endanger employees; 

• to ensure safety and the prevention of risk arising from the use of articles or substances or 

the exposure to noise, vibration, radiation or any other ionizing agent; 

• to provide systems of work that are planned, organised, performed, maintained and 

revised as appropriate so as to be safe and risk free; 

• to provide and maintain facilities and arrangements for the welfare of employees at work; 

• to provide information, instruction, training and supervision, where necessary; 

• to implement the safety, health and welfare measures necessary for protection of 

employees, as identified through risk assessments and ensuring that these measures take 

account of changing circumstances and the general principles of prevention specified in 

Schedule 3 of the Act; 

• to provide protective clothing and equipment where risks cannot be eliminated or 

adequately controlled; 

• to prepare and revise emergency plans and procedures; 

• to report accidents and dangerous occurrences to the relevant authority; 

• to obtain where necessary the services of a competent person for the purpose of ensuring 

safety and health at work; and 

• to ensure that all safety measures take into account both fixed term and temporary 

workers and that that any measures taken do not involve financial cost to his or her 

employees. 

 

 



As regards the place of work concerned, the employer must ensure the design, provision and 

maintenance of: 

• a safe, risk-free place of work, 

• safe means of access to and egress from it 

• plant and machinery that are safe and without risk to health 

 

Information to Employees 

When giving information to employees, employers must: 

• ensure that it is given in such appropriate form, manner and language that it is likely to be 

understood by the employees concerned 

• ensure that the information includes the workplace hazards and risks identified, the 

protective and preventive measures taken and the names of the safety representative and 

all other persons named in evacuation procedures etc. 

Where persons from other employment are engaged in work activities in an employer's 

undertaking, the employer must ensure that the person's employer receives the above information 

The employer must ensure that the Safety Representative and designated competent persons have 

access to: 

• the risk assessment; 

• information relating to reportable incidents and accidents; and 

• information arising from protective or preventative measures. 

The employer must provide information relating to the following before a fixed term or 

temporary employee commences work: 

• any potential risks; 

• health surveillance; 

• any special occupational qualifications or skills required; and 

• any increased specific risks which the work may involve. 

 

Instruction, Training and Supervision of Employees 

The employer must ensure that: 

• all instruction, training and supervision is provided in a manner, form and language that 

is reasonably likely to be understood 



• employees receive, during time off from their work but without loss of pay, adequate 

health, safety and welfare training including, in particular, information and instruction 

relating to the specific task to be performed and measures to be taken in an emergency; 

• the employee's capabilities in relation to safety, health and welfare are taken into account; 

• in the case of a class or classes of sensitive employees or groups of employees exposed to 

risks expressly provided for in the relevant statutory provisions, the employees are 

protected against the dangers that specifically affect them; and 

• Training must be adapted to take account of new or changed risks in the workplace. 

Training must be provided: 

• on recruitment; 

• when an employee is transferred or tasks change; 

• on the introduction of new or changed work equipment or work systems; and 

• on the introduction of new technology. 

All contractors etc, carrying out work in the employer's premises must receive relevant safety 

instructions. 

 

Emergencies and Serious and Imminent Dangers 

The employer must provide adequate plans and procedures to be followed and measures to be 

taken in the case of emergency or serious and imminent danger. These plans should: 

• provide measures for first aid, fire-fighting and premises evacuation taking into account 

of the nature of the work being carried out and the size of the place of work; 

• arrange necessary contacts with appropriate emergency services (first aid, emergency 

medical care, rescue work and fire-fighting); 

• designate employees who are required to implement these plans, procedures etc., and 

• ensure that all designated employees have adequate training and equipment available to 

them. 

In the event of the an emergency or serious and imminent danger the employer must: 

• inform all employees of the risk and steps taken to protect them; 

• refrain from requiring employees to carry out or resume work where there is still a threat 

to their safety; 



• ensure that, in the absence of appropriate guidance or instruction, based on the 

employee's knowledge and technical means at his or her disposal, the employee must take 

appropriate steps to avoid the consequences of the danger; 

• take action and give instruction for employees to stop work and remove themselves to a 

safe place; 

• ensure that an employee who leaves the place of work in the case of emergency is not 

penalized because of such action; and 

• Ensure that access to specifically hazardous areas is restricted only to employees who 

have received appropriate training. 

 

Protective and Preventive Measures 

The employer must: 

• appoint an adequate number of competent persons to perform the functions relating to the 

protection of employees and give them adequate time and means to perform those 

functions; 

• make arrangements for co-operation between the competent person and the safety 

representative; and 

• give preference to competent persons within their employment when appointing a 

competent person. 

 

Hazard identification and risk assessment 

The employer must: 

• identify all hazards in the work place; 

• keep a written assessment of the risks associated with each hazard (known as a risk 

assessment); 

• review the risk assessment if there is a significant change to the matters it relates to or 

there is any other reason to believe that it is no longer valid; and 

• Implement any control measures or improvements which are identified by the risk 

assessment. 

 

 



Safety Statement 

Employers must have a written safety statement, based on the hazard identification and risk 

assessment carried out, which specifies how they are going to manage and secure the safety, 

health and welfare of all employees at work.The safety statement should specify: 

• the hazards identified and risks assessed; 

• the protective and preventive measures taken and the resources provided; 

• the emergency plans and procedures; 

• the duties of the employees; and 

• the names, job titles and positions of anyone assigned with safety responsibilities. 

The safety statement should be brought to the attention of: 

• employees at least annually or when there is any changes; 

• newly recruited employees upon the commencement of employment; and 

• other persons at the place of work who may be exposed to any specific risk. 

The employer must review the safety statement if: 

• there is a significant change to the matters it relates to; 

• there is any other reason to believe that it is no longer valid; or 

• an inspector directs that the statement be amended. 

Every employer must ensure that: 

• all contractors providing services to the employer have an up to date safety statement; 

and 

• a copy of the safety statement is kept available for inspection at or near the place of work. 

If an employer who employs 3 or fewer employees is engaged in an activity for which there is a 

code of practice for that type of activity, they can fulfill their duty in relation to safety statements 

by complying with such code of practice. 

 

Duty of Employers to Co-operate 

Where employers share a place of work, they must: 

• co-operate in complying with and implementing the relevant statutory provisions; 

• co-ordinate their actions in relation to prevention and protection of employees; and 

• inform each other, respective employees, safety representatives etc. of all risks, including 

the exchange of safety statement and relevant extracts relating to hazards and risks. 



 

Health Surveillance and Medical Fitness to Work 

Employers are required to ensure that health surveillance appropriate to the risks that may be 

incurred in the place of work is available to all employees. 

Employees are required to inform their employer or their employer's Registered Medical 

Practitioner if they are unfit to carry out a prescribed work activity. If an employer is notified of 

the unfitness of the employee they must immediately take appropriate action to comply with the 

general duties of employers to ensure the safety, health and welfare of all employees at work. 

 

Safety Representative: The employer must: 

• agree with the safety representative the frequency of inspections to take place; 

• consider any representations made to him or her by the safety representative and so far as 

reasonably practicable take any action that he or she considers necessary or appropriate 

with regard to those representations; 

• allow the safety representative such time off from their work, without loss of pay, as is 

reasonable to enable the safety representative to acquire the knowledge and training and 

time to discharge their functions; 

• inform the safety representative when an inspection is taking place; 

• give the safety representative a copy of the written confirmation, required under the Act 

and sent to the inspector, that an Improvement or Prohibition Notice has been complied 

with. 

Consultation and Participation with Employees 

Employers are required to: 

• consult with employees for the purpose of making and maintaining safety arrangements 

• consult with their employees and safety representatives in good time regarding: 

• protective measures proposed 

• the designation of employees with safety responsibilities 

• activities arising from or relating to the protection from and the prevention of risks 

• the hazard identification and risk assessment 

• the safety statement 

• the information to be provided to employees (as outlined above) 



• the information required to be kept or notified to the Authority in respect of accidents or 

dangerous occurrences 

• the appointment of competent persons 

• the planning and organisation of training 

• the planning and organisation of new technologies particularly in relation to the choice of 

equipment, working conditions and the work environment 

 

Penalising Employees: 

Employers are prohibited from penalising (defined as dismissal, demotion, transfer, imposition 

of duties, coercion or intimidation) or threatening to penalise employees, who are performing 

any duty, exercising rights or who make any complaints relating to safety and health or who give 

evidence in enforcement proceedings. 

The dismissal or penalisation in such manner can be deemed to be an unfair dismissal within the 

meaning of the Unfair Dismissals Acts of 1997 and 2001 and employees may also complain to 

the Rights Commissioner that their employer has penalised them for exercising their rights under 

the safety and health legislation. 

 

Statutory welfare measures 

Factories act, mines act, plantation labor act, motor transport workers act, contract labor act, 

canteen, crèches, labor officer 

The employer's statutory responsibilities have been created to promote health and safety in the 

workplace and to prevent accidents. A failure to discharge these responsibilities will lead to 

criminal liability.  

 Contrast this with the employer's common law responsibilities. A failure to discharge these will 

lead to civil liability in damages. This is not primarily intended to prevent accidents but to 

provide compensation for employees who have been injured by accidents once they have 

occurred.  

 

Workplace (Health, Safety and Welfare) Regulations 1992  

 These regulations implement the requirements of EU Directive 89/654. Subject to a small 

number of exceptions, they apply to all workplaces. They do not apply to construction sites.  



 They impose a number of duties on employers, the self-employed and those in control of 

premises similar to those previously appearing in the Factories Act 1961 and the Offices, Shops 

and Railway Premises Act 1963. These relate to working conditions and to the environment and 

physical condition of the workplace. A breach of the regulations may lead to civil liability in 

addition to criminal liability.  

The regulations address the following issues:  

• Maintenance of workplace, and of 

equipment, devices and systems [reg. 5]  

• Ventilation [reg. 6]  

• Temperature in indoor workplaces [reg. 

7]  

• Lighting [reg. 8]  

• Cleanliness and waste materials [reg. 9]  

• Room dimensions and space [reg. 10]  

• Workstations and seating [reg. 11]  

• Condition of floors and traffic routes 

[reg. 12]  

• Falls or falling objects [reg. 13]  

• Windows, and transparent or translucent 

doors, gates and walls [reg. 14]  

• Windows, skylights and ventilators [reg. 

15]  

• Ability to clean windows, etc safely 

[reg. 16]  

• Organization, etc of traffic routes [reg. 

17] 

• Doors and gates [reg. 18]  

• Escalators and moving walkways [reg. 

19]  

• Sanitary conveniences [reg. 20]  

• Washing facilities [reg. 21]  

• Drinking water [reg. 22]  

• Accommodation for clothing [reg. 23]  

• Facilities for changing clothing [reg. 24]  

• Facilities for rest and to eat meals [reg. 

25] 

 



 

 

 

The regulations are accompanied by an approved code of practice, Workplace Health, Safety and 

Welfare [ACOP L24]. 

 

Construction (Health, Safety and Welfare) Regulations 1996  

 These regulations implement the requirements of EU Directive 92/57. They apply to 

construction sites. They include similar provisions to those contained within the Workplace 

(Health, safety and Welfare) Regulations 1992, relating to other workplaces. They impose duties 

on employers, the self-employed and those in control of premises. A breach of the regulations 

may lead to civil liability in addition to criminal liability.  

 The regulations address the following issues:  

 Safe places of work [reg. 5]  

• Falls [reg. 6]  

• Fragile material [reg. 7]  

• Falling objects [reg. 8]  

• Stability of Structures [reg. 9]  

• Demolition or dismantling [reg. 10]  

• Explosives [reg. 11]  

• Excavations [reg. 12]  

• Cofferdams and caissons [reg. 13]  

• Prevention of drowning [reg. 14]  

• Traffic routes [reg. 15]  

• Doors and gates [reg. 16]  

• Vehicles [reg. 17]  

• Prevention of fire [reg. 18]  

• Emergency routes and exits [reg. 19]  

• Emergency procedures [reg. 20]  

• Fire detection and fire-fighting [reg. 

21]  

• Welfare facilities [reg. 22]  

• Fresh air [reg. 23]  

• Temperature and weather protection 

[reg. 24]  

• Lighting [reg. 25] 

• Good order [reg. 26]  

• Training [reg. 28]  

 

 

 

 

 

 

 



 

 

Case Study 

Bullying Ming 

You just ended a meeting with Ming (one of your six employees), who gave you some disturbing 

information. She feels she is being bullied by one of her coworkers and is seeking your advice on 

how to handle it. Ming said that Mindy has been saying “good morning” to everyone as she 

walks by their office but doesn’t say it to Ming. Ming also said that Mindy organized a farewell 

lunch for one of your departing employees last week and didn’t invite Ming. She also told you of 

nasty things that Mindy tells other colleagues about her. For example, last month when Ming ran 

into Mindy at the grocery store, Mindy told everyone the next day the medications that Ming had 

in her cart, which included medication for irritable bowel syndrome. Ming also showed you an e-

mail that Mindy had sent blaming Ming for the loss of one of Mindy’s clients. Mindy had copied 

the entire department on the e-mail. Ming thinks that other employees have been reluctant to 

involve her in projects as a result of this e-mail. Ming left your office quite upset, and you think 

you may need to take some action. 

1. Do you think Ming is correct in saying Mindy is bullying her? What are the indications of 

bullying? 

2. What advice would you give to Ming? 

3. How would you handle this situation with Mindy, without embarrassing Ming? 

Team Activity 

1. Break into teams of four or five. Please choose the following roles for each of your team 

members: 

o Mediator 

o Manager 

o HR professional 

o Employee 

Once roles are chosen, please determine a solution or make a recommendation for the following 

situation (remember, this is a role play; you may make reasonable assumptions): The employee 

believes the performance evaluation the manager gave was unfair and has filed a grievance about it. 

The employee shows proof of a good attendance record and three letters from colleagues stating the 

high quality of her work. The manager contends the employee does not use time wisely at work, hence 

the 3 out of 5 rating. The manager is able to show several examples of poor time usage. 
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