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| Year MBA -l Semester LT/PC
4 0 4
A92001: HUM AN RESOURCE MANAGEMENT

Unit —I: Introduction of HRM : Introduction to HRM, Line Managers, HR Role and Responsibilities,
New Approaches to Organizing HR, Globalization & Competition Trends, Technological Trends, Trends
in Nature of Work, Workforce and Demographic Trends, Economic Challenges, High-Performance Work
System’s, Equal Employment Opportunity, HR Score Card. Human Resource Information System (HRIS),
e-HRM, HR Analytics: An Introduction.

Unit — I1: Recruitment and Selection: Basics of Talent Management Process, Job Analysis, Methods for
Collecting Job Analysis Information, Job Descriptions and Specifications, Job Satisfaction, Job
Enlargement, Job Enrichment and Job Rotation, HR Planning, Recruitment, e-Recruitment & Selection
Process, Planning & Forecasting of human Resources, Sources of Recruitment, Recruitment on Diverse
Work Force, Employee Testing and Selection, Basic Types of Interviews, Errorsin Interviews,

Unit —I11: Training and Development and Perfor mance M anagement: Importance of Training and
Development, Training Process, Analyzing Training Needs & Designing the Program, |mplementation of
training programs, Training Methods, Management Development Process, Evaluation of Training and
Development programs.

Performance M anagement: Concept of Performance Management and Appraisal, The Performance
Appraisal Process, Technigques for Performance Appraisal, Career Management.

Unit —1V: Compensation and Employee Welfar e: Basic Factorsin Determining Pay Rates, Job
Evaluation Methods, Compensation and Reward Structure, Pricing Managerial and Professional Jobs,
Performance-based Pay Benefits. Insurance, Retirement Benefits, Employee Welfare Facilities. Salient
Features of Workmen Compensation Act & Minimum Wages Act.

Unit — V: Employee Relations: Labor Movement, Collective Bargaining Process, Grievances. Grievances
Handling Procedure, Employee Separation, Employee Safety and Health, Occupational Safety Law, Work
Place Health Hazards Problems, Remedies and Work-Life Integration, Stress Management: Salient
Features of Industrial Disputes Acts 1947, Factories Act. Prevention of Sexual Harassment (PoSH) and
Migrant Labor Act. 24

Suggested Readings:
1. P. Subba Rao, Essentials of Human Resource Management, Himalaya Publishing, 6e, 2021.
2. Biswagjeet Pattanayak, Human Resource Management, 5e, 2018.
3. Gary Desdler, Biju Varkkey, Human Resource Management, Pearson, 4e, 2017.
4. Robert L. Mathis, John H. Jackson, Manas Ranjan Tripathy, Human Resource Management,
Cengage Learning 2016.
Biswajeet Pattanayak, Human Resource Management, 5e, 2018.
K. Aswathappa, Human Resource Management: Text and Cases, TMH,8e, 2017.
Sharon Pande and Swapnalekha Basak, Human Resource Management, Text and Cases, Vikas
Publishing, 2e, 2016.

No o
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Timetable
| MBA |l Semester -HRM
9.40- 12.00- 12.55- 1.50-2.45 | 2.45-3.50

Day/Hour 10.30 10.30-11.20 11.20-12.00 1255 150

Monday HRM

Tuesday HRM
Wednesday HRM

Thursday HRM

Friday HRM
Saturday
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Vison of the Institute

To be a premier Institute in the country and region for the study of Engineering, Technology and
Management by maintaining high academic standards which promotes the analytical thinking and
independent judgment among the prime stakeholders, enabling them to function responsibly in the globalized
society.

Mission of thelnstitute

To be aworld-class Institute, achieving excellence in teaching, research and consultancy in cutting-edge
Technologies and be in the service of society in promoting continued education in Engineering,
Technology and Management.

Quiality Policy
To ensure high standards in imparting professional education by providing world-class infrastructure, top-
quality-faculty and decent work cultureto sculpt the studentsinto Socially Responsible Professionalsthrough

creative team-work, innovation and research.

Vision of the Department:

To achieve academic excellence and managerial relevance through interaction with the corporate world.

Mission of the Department
To provide students with excellent professional skills by cooperating closely with corporate partners and

by exposing them to a dynamic and intercultural business environment.
Quiality Policy:

To pursue global standards of excellence in all our endeavors namely teaching, research, consultancy and
continuing education to remain accountable in our core and support functions through processes of self

evaluation and continuous improvement.
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Program Educational Objectives (MBA)

Post Graduates will be ableto

PEO1: To teach the fundamental key elements of a business organization and providing theoretical
knowledge and practical approach to various functional areas of management.

PEO2: To develop analytical skills to identify the link between the management practices in the functional
areas of an organization and research culture in business environment.

PEOS: To provide insights on latest technology, business communication, management concepts to build
team work and leadership skills within them and aimed at self- actualization and realization of ethical
practices.

Program Outcomes (MBA)

At the end of the Program, a post graduate will have the ability to
Po 1: To Gain The Knowledge On Various Concepts Of Business Management And Approaches.

Po 2: To understand and analyze the interconnections between the development of key functional areas of
business organization and the management thought process.

Po 3: To recognize and adapt to the opportunities available and face the challenges in the national and
global business.

Po 4: To possess analytical skillsto carry out research in the field of management.

Po 5: To acquire team management skills to become a competent leader, who possesses complex and
integrated real world skills.

Po 6: To be ethically conscious and socially responsible managers, capable of contributing to the
development of the nation and quality of life.

Po 7: To develop a systematic understanding of changes in business environment.

Po 8: To understand professional integrity.

Po 9: An ability to use information and knowledge effectively.

Po 10: To analyze a problem and use the appropriate managerial skills for obtaining its solution.

Po 11: To understand a various legal acts in business.
Po 12: To build a successful career and immediate placement
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COURSE OBJECTIVES

On completion of this Subject/Course the student shall be able to:

S.No. Objectives

1 To educate on the concepts, significance and role of Human Resource Management
in an Organization.

5 To impart knowledge on the aspects of Talent Management, Manpower Planning,
Recruitment and selection.

3 To educate on the processes of Training & Development and Performance
Management & Appraisals.

4 To highlight the significance of effective Compensation, Rewards and Employee

Welfare Practices in Organizations along with the relevant Acts.
To elucidate on the aspects of employee relations and stress management along
5 with the relevant Acts.

COURSE OUTCOMES

The expected outcomes of the Course/Subject are:

S.No. Outcomes

1 Understand the concepts, roles and functions of HRM and appreciate the need of
HR to act as a Strategic Business Partner of the Organization.

2. Learn the methods of conducting Job Analysis, the process of writing Job
Descriptions & Specifications and the processes of recruitment and selection.

3. Gain an understanding of various concepts and practices of Employee Training &
Development and Performance Management & Appraisals.

4, Learn the principles and practices of Employee Compensation and Rewards, with
the help of Job Evaluation & Broad-banding etc. and the salient features of the
Workmen Compensation Act and Minimum Wages Act.

5. Appreciate the need for effective Employee Relations and learn the salient features
of the Industrial Disputes Act and Factories Act.

Signature of faculty

Note: Please refer to Bloom’s Taxonomy, to know the illustrative verbs that can be used to state the outcomes.

AY:2023-24 I M.B.A Il Sem HRM



. Anurag
AT\

(An Autonomous Institution)

Department of Master s of Business Administration

Course File

GUIDELINESTO STUDY THE COURSE / SUBJECT

Course Design and Delivery System (CDD):
e The Course syllabus is written into number of learning objectives and outcomes.
e Every student will be given an assessment plan, criteria for assessment, scheme of evaluation and
grading method.
e TheLearning Process will be carried out through assessments of Knowledge, Skills and Attitude by
various methods and the students will be given guidance to refer to the text books, reference books,
journals, etc.

The faculty be ableto —

Understand the principles of Learning

Understand the psychology of students

Develop instructional objectives for a given topic

Prepare course, unit and lesson plans

Understand different methods of teaching and learning

Use appropriate teaching and learning aids

Plan and deliver lectures effectively

Provide feedback to students using various methods of Assessments and tools of Evaluation
Act as aguide, advisor, counselor, facilitator, motivator and not just as ateacher alone

Signature of HOD Signature of faculty

Date: Date:
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The Schedule for the whole Course / Subject is:
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titution

S. No.

Description

Duration (Date)

From

To

Total No.
of Periods

Unit — I: Introduction to HRM, Line Managers, HR Role
and Responsibilities, New Approaches to Organizing
HR, Globalization & Competition Trends, Technological
Trends, Trends in Nature of Work, Workforce and
Demographic Trends, Economic Challenges, High-
Performance Work System’s, Equal Employment
Opportunity, HR Score Card. Human Resource
Information System (HRIS), e-HRM, HR Analytics: An
Introduction.

11-03-2024

28-3-2024

12

Unit —I1: Recruitment and Selection: Basics of Talent
Management Process, Job Analysis, Methods for
Collecting Job Analysis Information, Job Descriptions
and Specifications, Job Satisfaction, Job Enlargement,
Job Enrichment and Job Rotation, HR Planning,
Recruitment, e-Recruitment & Selection Process,
Planning & Forecasting of human Resources, Sources of
Recruitment, Recruitment on Diverse Work Force,
Employee Testing and Selection, Basic Types of
Interviews, Errorsin Interviews.

2-4-02024

23-4-2024

13

Unit —I11: Training and Development and
Performance M anagement: Importance of Training
and Development, Training Process, Analyzing Training
Needs & Designing the Program, Implementation of
training programs, Training Methods, Management
Development Process, Evaluation of Training and
Development programs.

Performance Management: Concept of Performance
Management and Appraisal, The Performance Appraisal
Process, Techniques for Performance Appraisal, Career

Management

24-4-2024

10-5-2024

14

Unit — 1V: Compensation and Employee Welfare:
Basic Factors in Determining Pay Rates, Job Evaluation
Methods, Compensation and Reward Structure, Pricing
Managerial and Professional Jobs, Performance-based
Pay Benefits. Insurance, Retirement Benefits, Employee

5-6-2024

21-6-2024

16
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Welfare Facilities. Salient Features of Workmen
Compensation Act & Minimum Wages Act.

Unit — V: Employee Relations: Labor Movement,
Collective Bargaining Process, Grievances: Grievances
Handling Procedure, Employee Separation, Employee
Safety and Health, Occupational Safety Law, Work Place
5. Health Hazards Problems, Remedies and Work-Life | 25-6-2024 | 12-7-2024 14
Integration, Stress Management: Salient Features of
Industrial Disputes Acts 1947, Factories Act. Prevention
of Sexual Harassment (PoSH) and Migrant Labor Act. 24

Total No. of Instructional periods available for the course: 67Hours
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Objectives
Unit | Lesson No. of : . & References
No. | No. Date Periods Topics/ Sub-Topics Outcomes | (Textbook, Journal)
Nos.
. . Gary Dessler,
1 6-Mar-24 1 Introduction to HRM, Line 1 Human Resource
Managers 1 Management
Gary Dessler,
2 -Mar-24 1 HR Role and Responsibilities 1 Human Resource
1 Management
Gary Dessler,
3 8-Mar-24 1 New Approaches to Organizing 1 Human Resource
HR 1 Management
Gary Dessler,
4 11-Mar-24 1 Globalization & Competition 1 Human Resource
Trends 1 Man@ement
Gary Dessler,
12-Mar-24 Technological Trends, 1 Human Resource
5 1 .
1. Trends in Nature of Work, 1 Management
Gary Dessler,
6 13-Mar-24 1 Workforce and Demographic 1 Human Resource
Trends, 1 Manegement
Gary Dessler,
7 14-Mar-24 1 Economic Challenges, 1 Human Resource
1 Management
Gary Dessler,
8 15-Mar-24 1 High—Pe:rformance Work 1 Human Resource
System’s 1 Management
Gary Dessler,
9 18-Mar-24 1 Equal Employment Opportunity 1 Human Resource
1 Management
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Gary Dessler,
10 19-Mar-24 HR Score Card. 1 Human Resource
1 Management
Gary Dessler,
11 20-Mar-24 Human Resource Information 1 Human Resource
System (HRIS), 1 Management
Gary Dessler,
12 21-Mar-24 e-HRM, HR Analytics: An 1 Human Resource
Introduction. 1 Management
Gary Dessler,
1 29-Mar-24 Basics of Talent Management 2 Human Resource
Process 2 M anegement
Gary Dessler,
26-Mar-24 . 2 Human Resource
2 Job Analysis >
Management
Gary Dessler,
3 27-Mar-24 Methods for Collecting Job 2 Human Resource
Analysis Information 2 Management
Gary Dessler,
4 o8-Mar-24 Job Dlejscrllptlons and 2 Human Resource
Specifications 2 Management
2.
Gary Dessler,
S L-Apr-24 Job Satisfaction g Human Resource
Management
Gary Dessler,
2-Apr-24 Job Enlargement, Job 2 Human Resource
6 . .
Enrichment and Job Rotation 2 Management
Gary Dessler,
7 3-Apr-24 HR Planning 2 Human Resource
2 Management
Gary Dessler,
8 4-Apr-24 Recrwltment, e-Recruitment & 2 Human Resource
Selection Process 2 Management
AY:2023-24 | M.B.A Il Sem HRM
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Gary Dessler,
9 8-Apr-24 Planning & Forecasting of 2 Human Resource
human Resources 2 Management
. 2 Gary Dessler,
Sources of Recruitment, 2 Human Resource
10 10-Apr-24 Recruitment on Diverse Work
Force Management
2 Gary Dessler,
1 15-Apr-24 Employee Testing and Human Resource
Selection, 2 Management
2 Gary Dessler,
12 16-Apr-24 Basic Types of Interviews 2 Human Resource
Management
2 Gary Dessler,
13 18-Apr-24 Human Resource
Errors in Interviews 2 Management
- Gary Dessler,
I mportance of Training and 3 Human Resource
1 19-Apr-24 Development 3
Management
Gary Dessler,
> 22-Apr-24 Training Process, Analyzing 3 Human Resource
Training Needs. 3 Management
Gary Dessler,
3 23-Apr-24 Designing the Program g Human Resource
Management
3. Gary Dessler,
4 24-Apr-24 Implementation of training 3 Human Resource
programs 3 Management
Gary Dessler,
5 25-Apr-24 o 3 Human Resource
Training Methods 3 Management
Gary Dessler,
6 26-Apr-24 Management Development 3 Human Resource
Process 3 M an&ement
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Gary Dessler,

7 29-Apr-24 Evaluation of Training and 3 Human Resource
Development programs 3 M anagement
Gary Dessler,

8 30-Apr-24 Performance Management: 3 Human Resource
Concept of Performance 3 Management
Gary Dessler,

9 6-May-24 Management and Appraisal 3 Human Resource
Management
Gary Dessler,

10 7-May-24 The Performance Appraisal 3 Human Resource
Process 3 M anwement
Gary Dessler,

11 8-May-24 The Performance Appraisal 3 Human Resource
Process 3 M anwement
Gary Dessler,

12 9-May-24 Techniques for Performance 3 Human Resource
Gary Dessler,

13 10-May-24 Techn!ques for Performance 3 Human Resource
Appraisal 3 Management
Gary Dessler,

14 3-Jun-24 Career Management g Human Resource
Management
Gary Dessler,

1 4-Jun-24 Basic Factorsin Determining 4 Human Resource
Pay Rates, 4 Management
Gary Dessler,

4 5 5-Jun-24 Basic Factorsin Determining 4 Human Resource
Pay Rates, 4 Management

Gary Dessler,

3 6-dun-24 Job Evaluation Methods j Human Resource
Management
AY:2023-24 | M.B.A Il Sem HRM
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Gary Dessler,
4 7-Jun-24 Job Evaluation Methods, Human Resource
M anagement
: Gary Dessler,
5 10-Jun-24 gt?umgﬁrzﬂlon and Reward Human Resource
M anagement
: Gary Dessler,
6 11-Jun-24 Compensation and Reward Human Resource
Structure,
M anagement
. . Gary Dessler,
| mans P g vumen Resac
M anagement
for P
15424 ancits Inance, Gary Dessler
8 : ) - Human Resource
Retirement Benefits, M anacement
Employee Welfare Facilities. X
Performance-based Pay Gary Dessler,
9 14-Jun-24 Benefits: Insurance, Human Resource
Retirement Benefits, Management
Employee Welfare Facilities.
17-Jun-24 Salient Features of the Gary Dessler,
10 ; Human Resource
Workmen Compensation Act
Management
18-Jun-24 Salient Features of the Gary Dessler,
11 . Human Resource
Workmen Compensation Act
Management
19-Jun-24 Salient Features of the Gary Dessler,
12 ; Human Resource
Workmen Compensation Act
Management
20-Jun-24
Salient Features of the Gary Dessler,
13 ; Human Resource
Workmen Compensation Act
Management
Minimum Wages Act. Gary Dessler
14 21-Jun-24 Human Resource
Management
24-3un-24 Minimum Wages Act. Gary Dessler,
15 Human Resource
Management
25-3un-24 Minimum Wages Act. Gary Dessler,
16 Human Resource
Management
AY: 2023-24 I M.B.A Il Sem HRM
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Labor Movement Gary Dessler,
1 26-Jun-24 5 Human Resource
5 Management
: - Gary Dessler,
2 | 27-aun-24 Collective Bargaining > Human Resource
Process 5
Management
: - Gary Dessler,
3 28-Jun-24 Collective Bargaining > Human Resource
Process 5
Management
: . Gary Dessler,
4 1-dul-24 ﬁgneéﬂ?ggesr;gdexfgceﬁ g Human Resource
Management
Gary Dessler,
5 2-dul-24 Employee Separation g Human Resource
Management
3-Jul-24 5 Gary Dessler,
6 ! Employee Safety and Health 5 Human Resource
Management
4-Jul-24 5 Gary Dessler,
7 Occupational Safety Law 5 Human Resource
Management
5 Work Place Health Hazards Gary Dessler,
8 5-Jul-24 Problems, Remedies and Human Resource
Work-Life Integration M anagement
8-3ul-24 Work Place Health Hazards 5 Gary Dessler,
9 Problems, Remedies and 5 Human Resource
Work-Life Integration Management
Gary Dessler,
10 9-Jul-24 Stress Management g Human Resource
Management
10-Jul-24 Salient Features of Industrial 5 Gary Dessler,
11 : Human Resource
Disputes Acts 1947 5
Management
Gary Dessler,
12 11-Jul-24 Factories Act. g Human Resource
Management
: Gary Dessler,
13 12-Jul-24 Prevention of Sexual > Human Resource
Harassment (PoSH) 3)
Management
_ Gary Dessler,
14 15-Jul-24 Migrant L abor Act. 24 g Human Resource
Management

Signature of HOD

AY:2023-24
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Date Date:

Note:

1. Ensurethat all topics specified in the course are mentioned.
2. Additiond topics covered, if any, may also be specified in bold.
3. Mention the corresponding course objective and outcome numbers againgt each topic.
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LESSON PLAN (U-1)
Lesson No: Unitl/ 1-6 Duration of Lesson: 5hrs

Lesson Title: Introduction to HRM

Instructional / Lesson Objectives:

e To make students understand HRM

e To familiarize students with the role and responsibilities of the HR manager.
e Tounderstand students Approaches to organizing HR.

e To provide knowledge on Trends in HRM.

Teaching AIDS: PPTs, Digital Board, Lecture method.

Time Management of Class

5 minutes for taking attendance

5 minutes for revision on the previous class.
35 minutes for lecture delivery.

5 minutes for doubts clarification

Eal A

Assignment / Questions:
Refer to Assignment — | & Tutorial-l sheets

Signature of faculty
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LESSON PLAN (U-I)
Lesson No: Unit 1/7-12 Duration of Lesson: 5 hrs.

Lesson Title: HRM-Different concepts.

Instructional / Lesson Objectives:

To make students understand the High-Performance Work Systems.

To familiarize students with Equal Employment Opportunity.

To understand students the concept HR Score Card. Human Resource Information System (HRIS).
To provide information on e-HRM, and HR Analytics.

Teaching AIDS: PPTs, Digital Board, Lecture Method

Time Management of Class

Eal RN

5 minutes for taking attendance

5 minutes for revision on the previous class.
35 minutes for lecture delivery.

5 minutes for doubts clarification.

Assignment / Questions:
Refer to Assignment — | & Tutorial-l sheets

Signature of faculty
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LESSON PLAN (U-11)
Lesson No: Unit-2/ 1-6 Duration of Lesson: 5 hrs
Lesson Title: Talent Management, Job Analysis, Job Satisfaction

Instructional / Lesson Objectives:

e To make students understand Talent Management.

e To familiarize students with Job Analysis.

e Tounderstand students Job satisfaction.

e To provide knowledge on Job enlargement and Job enrichment.

Teaching AIDS: PPTs, Digital Board, Lecture Method

Time Management of Class

5 minutes for taking attendance

5 minutes for revision on the previous class.
35 minutes for lecture delivery.

5 minutes for doubts clarification

Eal A

Assignment / Questions:
Refer to Assignment — I & Tutorial-I1 sheets

Signature of faculty
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LESSON PLAN (U-I1)

Lesson No: Unit2/7-13 Duration of Lesson: 5.8 hrs
Lesson Title: HR Planning, Recruitment & Selection

Instructional / Lesson Objectives:

e To make students understand the HR Planning process
e To familiarize students with Recruitment methods.

e Tounderstand students selection techniques.

Teaching AIDS: PPTs, Digital Board, lecture method

Time Management of Class

5 minutes for taking attendance

5 minutes for revision on the previous class.
35 minutes for lecture delivery.

5 minutes for doubts clarification

Eal A

Assignment / Questions:
Refer to Assignment — Il & Tutorial-11 sheets

Signature of faculty
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LESSON PLAN (U-I11)
Lesson No: Unit-3/ 1-7 Duration of Lesson: 5.8 hrs
Lesson Title: Training and Development

Instructional / Lesson Objectives:

e To make students understand What is Training
e To familiarize students with Training methods.
e Tounderstand studentsthe Training Evaluation.

e To provide knowledge on Development.

Teaching AIDS : PPTs, Digital Board

Time Management of Class

5 minutes for taking attendance

5 minutes for revision on the previous class.
35 minutes for lecture delivery.

5 minutes for doubts clarification

M owbdpE

Assignment / Questions:
Refer Assignment — I11 & Tutorial-I11 sheets

Signature of faculty

AY:2023-24 I M.B.A Il Sem HRM



. Anurag
ATS\A

(An Autonomous Inst itution

Department of Master s of Business Administration

Course File

LESSON PLAN (U-111)

Lesson No: Unit3/8-14 Duration of Lesson: 5.8 hrs
Lesson Title: Performance Management

Instructional / Lesson Objectives:

e To make students understand Performance management.
e To familiarize students with Performance Appraisal Techniques.

e To understand students Career management.

Teaching AIDS: PPTs, Digital Board, Lecture Method.

Time Management of Class

5 minutes for taking attendance

5 minutes for revision on the previous class.
35 minutes for lecture delivery.

5 minutes for doubts clarification

Eal A

Assignment / Questions:
Refer to Assignment — [11 & Tutorial-111 sheets

Signature of faculty
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LESSON PLAN (U-1V)
Lesson No: Unit-4/ 1-9 Duration of Lesson: 9 hrs

Lesson Title: Compensation Management

Instructional / Lesson Objectives:

e To make students understand Equity valuation
e To familiarize students how to calculate portfolio mean variance.
e To understand students about CAPM and SML

e To provide Knowledge on Share markets and Index.

Teaching AIDS: PPTs, Digital Board, Lecture Method

Time Management of Class

5 minutes for taking attendance

5 minutes for revision on the previous class.
35 minutes for lecture delivery.

5 minutes for doubts clarification

Eal A

Assignment / Questions:
Refer to Assignment — IV & Tutorial-1V sheets

Signature of faculty
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LESSON PLAN (U-1V)
Lesson No: Unit-4/10-16 Duration of Lesson: 5.8 hrs
Lesson Title: The Workmen Compensation & Minimum Wages Act

Instructional / Lesson Objectives:

e To make students understand the Workmen Compensation Act

e To familiarize students with The Minimum Wages Act.

Teaching AIDS: PPTs, Digital Board, Lecture Method

Time Management of Class

5 minutes for taking attendance

5 minutes for revision on the previous class.
35 minutes for lecture delivery.

5 minutes for doubts clarification

Eal A

Assignment / Questions:
Refer to Assignment — IV & Tutorial-1V sheets

Signature of faculty
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LESSON PLAN (U-V)
Lesson No: Unit-5/ 1- 10 Duration of Lesson: 8.3 hrs

Lesson Title: Collective Bargaining & Stress Management

Instructional / Lesson Objectives:

e To make students understand the Labor Movement
e To familiarize students with Collective Bargaining.
e Tounderstand students about the Grievance Redressal procedure.

e To provide Knowledge on Stress Management.

Teaching AIDS: PPTs, Digital Board, Lecture Method

Time Management of Class

5 minutes for taking attendance

5 minutes for revision on the previous class.
35 minutes for lecture delivery.

5 minutes for doubts clarification

Eal A

Assignment / Questions:
Refer to Assignment — V & Tutorial-V sheets

Signature of faculty
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LESSON PLAN (U-V)
Lesson No: Unit-5/ 11-14 Duration of Lesson: 3.3 hrs
Lesson Title: Thelndustrial Dispute Act, The Factories Act

Instructional / Lesson Objectives:

e To make students understand The Industrial Dispute Act

e To familiarize students with The Factories Act
Teaching AIDS: PPTs, Digital Board, Lecture Method

Time Management of Class

5 minutes for taking attendance

5 minutes for revision on the previous class.
35 minutes for lecture delivery.

5 minutes for doubts clarification

> owbdpE

Assignment / Questions:
Refer to Assignment — V & Tutorial-V sheets

Signature of faculty
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Course File

. Anurag

Department of Master s of Business Administration

ASSIGNMENT -1

This Assignment corresponds to Unit No. 1

Afw)A

(An Autonomous Institution)

Question : Objective | Outcome
No. Question No. No.
Write the role and responsibilities of aleader.
1 1 1
Explain about Equal employment opportunity [EEO]
2 1 1
Signature of HOD Signature of faculty
Date:
AY: 2023-24 I M.B.A Il Sem HRM




Course File

ASSIGNMENT -2

This Assignment corresponds to Unit No. 2

. Anurag
AT\

(An Autonomou

Department of Master s of Business Administration

s Institution)

Question : Objective | Outcome
No. Question No. No.
1 Explain about Talent Management Process. 2 2
2 Explain about HR planning process? 2 2
Signature of HOD Signature of faculty
Date: Date:
AY: 2023-24 I M.B.A Il Sem HRM
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ASSIGNMENT -3

This Assignment corresponds to Unit No. 3

. Anurag
AT\

(An Autonomou

Department of Master s of Business Administration

s Institution)

Question : Objective | Outcome
No. Question No. No.
1 Write about different Training methods. 3 3
2 Explain about different techniques of Performance appraisal. 3 3
Signature of HOD Signature of faculty
Date: Date:
AY: 2023-24 I M.B.A Il Sem HRM




Course File

. Anurag

Department of Master s of Business Administration

ASSIGNMENT -4

This Assignment corresponds to Unit No. 4

Afw)A

(An Autonomous Institution)

Question : Objective | Outcome
No. Question No. No.
1 Discuss job evaluation methods. 4 4
2 What are the features of Workmen Compensation Act. 4 4
Signature of HOD Signature of faculty
Date: Date:
AY: 2023-24 I M.B.A Il Sem HRM
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ASSIGNMENT -5

This Assignment corresponds to Unit No. 5

. Anurag
AT\

(An Autonomou

Department of Master s of Business Administration

s Institution)

Question : Objective | Outcome
No. Question No. No.
1 Write about collective bargaining. 5 5
2 What are the salient features of the Industrial Disputes act-1947. 5 5
Signature of HOD Signature of faculty
Date: Date:
AY: 2023-24 I M.B.A Il Sem HRM




. Anurag
AT\

(An Autonomous Institution)

Department of Master s of Business Administration

Course File

TUTORIAL -1

This tutorial correspondsto Unit No. 1 (Objective Nos.: 1, Outcome Nos.: 1)

1. DefineHRM?

2. Write any two roles of HR.

3. Define E-HRM.

4. Write the importance of High-performance work teams.

Signature of HOD Signature of faculty

Date: Date:
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AT\

(An Autonomous Institution)

Department of Master s of Business Administration

Course File

TUTORIAL -2

This tutorial correspondsto Unit No. 2 (Objective Nos.: 2, Outcome Nos.: 2)

1. Define Talent Management.
2. What isthe Job Description?
3. Explain about Job Enlargement.

4. What isHR Planning?

Signature of HOD Signature of faculty

Date: Date:

AY:2023-24 I M.B.A Il Sem HRM
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AT\

(An Autonomous Institution)

Department of Master s of Business Administration

TUTORIAL -3

This tutorial correspondsto Unit No.3 (Objective Nos.: 3, Outcome Nos.: 3)

1. Define Training.
2. What are the advantages to the employer of providing Training?
3. Write the significance of Performance management.

4. What is Career Management

Signature of HOD Signature of faculty

Date: Date:
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. Anurag
AT\

(An Autonomous Institution)

Department of Master s of Business Administration

Course File

TUTORIAL -4

This tutorial correspondsto Unit No. 4 (Objective Nos.: 4, Outcome Nos.: 4)

1. What are the basic components of Pay?

2. What are the retirement benefits provided to the employee by the company?

3. Write the processes of Job Evaluation.

4. Write the scope and coverage of the Workmen Compensation act?

Signature of HOD Signature of faculty

Date: Date:
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. Anurag
AT\

(An Autonomous Institution)

Department of Master s of Business Administration

Course File

TUTORIAL -5

This tutorial correspondsto Unit No. 5 (Objective Nos.: 5, Outcome Nos.: 5)

1. Describe about Labor movement in India.

2. What is meant by Wild Cat Strike?

3. Define Stress Management.

4. Write the importance of the Migrant Labor Act.

Signature of HOD Signature of faculty

Date: Date:
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. Anurag
AT\

(An Autonomous Institution)

Department of Master s of Business Administration

Course File

EVALUATION STRATEGY

Target (9

a. Percentageof Pass  : 95%

Assessment Method (S) (Maximum Marks for evaluation are defined in the Academic Regulations)

a Daily Attendance

b. Assignments

o

Online Quiz (or) Seminars
d. Continuous Internal Assessment
e. Semester / End Examination

List out any new topic(s) or any innovation you would like to introduce in teaching the subjects in this
semester

Case Study of any one existing application

Signature of HOD Signature of faculty

Date Date
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ATS\A

(An Autonomous Inst itution

Department of Master s of Business Administration

Course File

COURSE COMPLETION STATUS

Actual Date of Completion & Remarks if any

. Objective No. | Outcome No.
units Remarks Achieved | Achieved
Unit 1 completed on 28.3.2024 1 1
Unit 2 completed on 23.4.2024 2 2
Unit 3 completed on 10.5.2024 3 3
Unit 4 completed on 21.06.2024 4 4
Unit 5 completed on 12.07.2024 5 5

Signature of HOD Signature of faculty
Date: Date:

AY:2023-24 I M.B.A Il Sem HRM
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Department of Master s of Business Administration

M appings

1. Course Objectives-Course Outcomes Relationship Matrix
(Indicate the relationships by mark “X’)

Course-Outcomes
1 2 3 4 5
Course-Objectives
1 H
2 H
3 H
4 H
5 H

2. Course Outcomes-Program Outcomes (POs) & PSOs Relationship Matrix
(Indicate the relationships by mark “X”)

nstitution

GE
)

utcomes
a| b | c | d| e ¢ g h i j kK | ] Pio Pgo
C-Outcomes
1 H | H H
2 H H H
3 H M H
4 H M H
5 H M L H
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Course File

. Anurag
‘A

utonomous Institution

Department of Master s of Business Administration

Rubric for Evaluation

Unsatisfactory Deveoping Satifactory Exemplary
Performance Criteria
1 2 3 4
. Collects some
Does not collect any Collectsvery little : . Collectsagresat dedl
R%ﬁ[gpﬁ at%ither information that information some r?%s stcrlgg?gint% of Information all
relatesto thetopic relates to thetopic topic relates to thetopic
Does not perform . .
, : Performsvery little | Performsnearly all | Performsal duties of
Fulfill team role’s duty any duties of duties. duties. assigned team role.
assignedteamrole.
Always relieson Rarely does the Usu_al ly does the Always does the
Share Equall othersto do the assigned work - often assigned work - assigned work
qually 9 o rarely needs without having to be
work. needs reminding. g )
reminding. reminded
. Isaways talking— | Usualy doing most of Listens, but .
Listen tr%;)It;er team never dlowsanyone | thetaking--rardy sometimestaks | - stzjs; Z;goslﬁﬁaks a
elseto speak. alows otrljers to too much. '
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(An Autonomous Institution

Department of Master s of Business Administration

Course File
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Continuous Internal Assessment (R-22)

Programme: MBA Year: | Course: Theory A.Y: 202
Course: HRM Section: A Faculty Name: V.SARADA
S. Roll No MID-I | MID-II | Avg. of MID Avg.of
No (30M) (30M) I&1I Assignment
I&II

1 22C11E0018

2 23C11E0001 30 29 30 5
3 23C11E0002 19 12 16 5
4 23C11E0003 29 27 28 5
5 23C11E0004 23 19 21 5
6 23C11E0005 26 26 26 5
7 23C11E0006 27 16 22 5
8 23C11E0007 22 11 17 5
9 23C11E0008 25 21 23 5
10 23C11E0009 28 22 25 5
11 23C11E0010 21 25 23 5
12 23C11E0011 26 25 26 5
13 23C11E0012 25 28 27 5
14 23CI11E0013 24 19 22 5
15 23C11E0014 24 21 23 5
16 23C11E0015 28 26 27 5
17 23C11E0016 29 26 28 5
18 23C11E0017 22 21 22 5
19 23CI11E0018 25 25 25 5
20 23CI11E0019 29 29 29 5
21 23C11E0020 27 21 24 5
22 23C11E0021 25 23 24 5
23 23C11E0023 20 18 19 5
24 23C11E0024 24 23 24 5
25 23C11E0025 24 16 20 5
26 23C11E0026 29 26 28 5
27 23C11E0027 14 9 12 5
28 23C11E0028 18 13 16 5
29 23C11E0029 28 17 23 5
30 23C11E0030 20 17 19 5
31 22C11E0031 22 15 19 5
32 22C11E0032 19 15 17 5




33

22C11E0033 22 15

19

34

22C11E0034 29 27

28

No. of Absentees: 01
Total Strength: 34

Signature of HoD:
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New Approachesto Organizing HR

There are many different approaches to human resource management. HRM may be
discussed from the different approaches. These approaches define HRM from different
perspectives.

7 approachesto Human Resource Management are;

Strategic Approach

Management Approach

Human Resource Approach

Commodity Approach

Proactive Approach

Reactive Approach

System Approach

Strategic Approach

People are the strategic asset of an organi zation. Peopl e have core competencies, the basis
of competitive advantage.

Human resources are the combination of talent and skills, some areinborn and other skills
they have acquired through learning and education. The strategic HRM approach focuses on
people management programs and long-term solutions.

It stresses organi zational devel opment interventions, achieving employee organizational fit,
and other aspectsthat ensure employeesadd value.

M anagement Approach

HRM isa part of general management. Management is nothing but managing peoplein the
workplace. Managersat all levelsare responsible for managing their employees or
subordinates.

Human Resour ce Approach

People are human beings with alot of potential and intellectual abilities. It isimportant to
treat people with respect and dignity.

Commodity Approach

People are a commodity. They are viewed asa cog of a machine. People can be hired and
fired through money. It is money that matters most. There is a saying, “money is sweeter than
honey.” This approach views people as economic men.

Proactive Approach

HR managers must anticipate the challenges or problems before they arise. Prevention is
better than cure.

The proactive approach will save companies cons derabl e time and money in the short and
long run. P. F. Drucker (1997) rightly highlighted the importance of a proactive approach.
He argues,” In a perfect world, every startup would take the proactive approach and build
their company from the beginning by identifying not only

the misson, vision, values, goals, objectives, etc.

But will determine where they want to go in the short and long-term and build a holigtic,
aligned organization beginning at the founder level wherethey can attract, hire, and retain the
top talent to get them where they want to go.


https://www.iedunote.com/human-resource-management
https://www.iedunote.com/human-resource-management-approaches#0-strategic-approach
https://www.iedunote.com/human-resource-management-approaches#1-management-approach
https://www.iedunote.com/human-resource-management-approaches#2-human-resource-approach
https://www.iedunote.com/human-resource-management-approaches#3-commodity-approach
https://www.iedunote.com/human-resource-management-approaches#4-proactive-approach
https://www.iedunote.com/human-resource-management-approaches#5-reactive-approach
https://www.iedunote.com/human-resource-management-approaches#6-system-approach
https://www.iedunote.com/competitive-advantage-human-resource-management
https://www.iedunote.com/strategic-human-resource-management
https://www.iedunote.com/strategic-human-resource-management
https://www.iedunote.com/management-and-human-resource-management-relationship-differences
https://www.iedunote.com/3-levels-of-management-organizational-hierarchy
https://www.iedunote.com/3-levels-of-management-organizational-hierarchy
https://www.iedunote.com/mission
https://www.iedunote.com/vision
https://www.iedunote.com/values
https://www.iedunote.com/organizational-goals
https://www.iedunote.com/definition-management-by-objectives-mbo

Reactive Approach

It occurs when decision-makers respond to problems. If efforts are reactive only, problems
may be compounded, opportunities may be missed, and organizations may suffer
loss.Companies may losetime and money if they take areactive approach.

System Approach

A sysemisaset of interrelated but separate € ements or parts working together for a
common goal .For example, HRM is a system that may have parts such as

procurement, training, performance appraisal and reward, etc. One part affects and is affected
by the other.

HR Trendsin Globalization

Globalization is causing businesses to rethink their human resources strategies.

Organi zations can now recruit employees from all around the world and subsequently are
ableto sell products and services across geographic and cultural boundaries. The effects of
globalization on HR have initiated a number of trendsin the workplace.

Inter national Recruitment and Hiring

1.Globalization allows businesses to recruit and hire employees from all around the world.
Thisis particularly attract to smaller businesses who, while may not be able to have more
than a few employees, can fill their available positions with the very best talent, even if that
talent doesn't livelocally. The HR trend of international recruitment and hiring is focused
on bringing diversity to the organization and it recognizes that employees from abroad may
be able to provide unique perspectives on customer service, marketing and sales, among
other areas of the business.

2.Progressive Approachesto Benefits and Compensation

Similar to the trend of recruiting abroad from a diverse pool of applicantsisa progressive
approach to providing benefits and compensation to employees. Federal laws mandate
minimum wage and basic employee benefits, however, globalization has brought new ideas
to business owners and managers on how to reward their employees both as a standard
policy and asareward for hard work. Taking their cues from abroad, some U.S.-based
businesses are now offering paternity leave, extended holiday time, work -from-home
programs and flexible childcare options for their employees. These approaches to
compensation allow employeesto balance their work with their personal life and are aimed
to increase happiness and productivity among the staff.

3.Introduction of Social M edia

Social media and mobile technologies are a hot trend in HR globalization. Social and
mobil e tech enables HR to expand its services by more easily and rapidly communicating
with employees. If the office will be closed for inclement weather, for instance, HR can
send social media messages to let employees know as opposed to using a phone tree. Social
and mobile tech also helps HR to increase the value of the company by providing the
business with employees who are tech savvy and eager to embrace new ways of doing
business.


https://www.iedunote.com/training
https://www.iedunote.com/performance-evaluation
https://www.iedunote.com/types-of-employee-rewards

4.Professional Development

Professional development training programs have also arisen as atrend in response to
global compensation approaches. Professional development is about providing employees
with opportunities for growth outs de the day-to-day routine of the organization. For
example, HR might send employeesto training seminars to sharpen their IT skillsfor usein
global social media campaigns, or customer service personnd might be sent to language
courses to enhance their ability to communicate with customers who live abroad. Such
professional development programs keep employees motivated and feeling rewarded, and
the new skillsthese employees |earn are put to direct use within the company.

Technology in Human Resour ce M anagement

With the advancementsin technology, businesses expect more from HR professionals. Aside
from managing HR processes, they now need to track activities and productivity to improve
the processes. Applications|like association management software greatly help HR
professional s with their work.

The software centralizes all the work in a department, saving both time and money. This
software |ets you accomplish tasks on a single platform. When you organize work
electronically, you can allocate tasksto employees without hasd e. This makes management
more efficient and cost-effective.

HR technology providestools that managers need to make better decisions. Here are other
ways that technology transforms the field of human resource management.

HR managers use technology to make their jobs easier and make better judgments. Theresan
application for that these days. Thisis especially true when it comesto managing employees
in a company.

Asdde from empl oyee management, automation tools help in reducing paper use and
organizing data entry. Employees, for example, do not need to fill out paper formsthat must
then be entered by HR saff. All of this can be done through a centralized system like
membership management software.

Here are some examples of how technology is used in human resource management.

1. Employee M anagement

Empl oyee management deal s with helping employeesin achieving their full potential.
Additionally, it aso helps the company achieve its objectives. Its a comprehensive process
that encompasses all aspects of human resources. Thisincludes recruitment, payroll
management, and talent management.

An automated empl oyee management system improvesall these processes. It allows
companiesto have a more standardized, systematic, and formal evaluation process.

More specificaly, it provides:

Greater employee-manager access bility;


https://www.associationsonline.com/
https://www.thehumancapitalhub.com/articles/the-future-of-hr-technology
https://www.thehumancapitalhub.com/articles/talent-management-the-fundamentals-of-talent-management

Improved training programs,; and
Effective performance reviews.

For example, membership management software helps s mplify administrative tasks. This
includes handling dues payments and accountsreceivable. Such tasks can be completed
within minutes with the right tools. By using such software, a company can meet its goals
without sacrificing employee sati sfaction.

HR technologies that boost management and improve efficiency, such astaking the hassle out
of payroll using a gross-up calculator, result in the overall success of the company.
Regardless of their size or industry, organizations are striving to improve organi zational
performance.

Managers should make sure that all departmentsare improving their procedures and controls.
They should also have their operations focused on enhancing the company's competitiveness.
All of these can happen with tool s like association management software.

2. Employee Engagement

Empl oyee engagement applications are increasingly being used in performance management.
These platforms and apps employ arange of strategiesto keep employees engaged in their
work.

Association management software includes features that i ncrease empl oyee engagement.
Applications with posting and commenting features allow bus nesses to share information.
Ontop of that, it also allows employees to express their thoughts about it.

Additionally, gamification strategies also help engage empl oyees by making apps enjoyable.

3. Performance M anagement

Employers have also started to automate processes for monitoring employees job
performance. Most performance management modules usually have interactive features. This
allows for employee feedback in a process known as continuous performance management.

Such performance management can sgnificantly improve employee retention and
productivity.

Businesses can start with technology-assi sted appraisals. These appraisals keep track of
important i nformation about employees. Y ou can easly and quickly monitor their strengths
and weaknesses. Additionally, it also stores employees’ areas for improvement.

Individual performance management and skills data are used in workforce analytics. Based
on the appraisal results, applications use this data to create tailored learning programs for
employees. These assst employees in planning their career paths and devel oping their Kill
set effectively.

4. Training and Development
A lot of training nowadays is done digitally and tailored to individual needs. It enablesHR
teamsto keep track of progress and evaluate the effectiveness of established objectives. HR


https://onpay.com/payroll/calculator-tax-rates/gross-up-calculator
https://onpay.com/payroll/calculator-tax-rates/gross-up-calculator
https://www.thehumancapitalhub.com/articles/Employee-Engagement-
https://everyonesocial.com/blog/gamification-strategy-tips/#:~:text=What%20Is%20A%20Gamification%20Strategy,consistent%20participation%20and%20longterm%20engagement.
https://www.thehumancapitalhub.com/articles/what-is-performance-management
https://www.thehumancapitalhub.com/articles/performance-management-process-

departments use online training sessions and webinars for employee development. They're
also great for teamsthat are spread out across the country.

5. Recruitment

One of the most important functions of HR professionalsisto hire people. Different
technol ogical solutions help them in maintaining a seamlessrecruitment procedure. Today,
the majority of job positions are advertised online. Additionally, applications are processed
through a single platform.

This makesreviewing application forms easer and faster. Recruiters use resume screening
applications to remove submissionsthat aren't a good fit for the job.

6. Employee Scheduling and Tracking

Simplethings like overlapping leave requests can wreak havoc on a company's efficiency.
Theright HR software ensures that professionals can monitor employee availability. It also
hel ps manage schedules properly. This enables the company to operate at maximum
productivity throughout the year.

7. Documentation

The HR department is tasked to ensure that employees have timely accessto important
information. Thisincreases transparency within the company and fostersa culture of trust.
Both of these are essential for employee productivity.

Additionally, HR technology makes use of a cloud-based system to store important employee
data. This ensuresthat the datais available all throughout the day. Additionally, it makes sure
that it is safeguarded even in the case of a physical disaster.

Since all of the datais stored on cloud-based servers, paperwork is kept to a minimum. With
afew clicks, you can access documents, handbooks, and training manuals.

HR technology can be used to disseminate information in atimey and useful manner. Some
examplesinclude Talent Management Software and Al-powered chatbots.

8. Integrated M anagement System

HR is now needed to collaborate with other departmentsins de the organization. They've
traditionally shared responsibilities with payroll. Today, they are required to share
information and resources with other departments. These include the legal department,
executives, and team |eaders.

The best management systems make sharing easer. They ensurethat all departments have the
information they require to complete their tasks. Thistype of technological integration is
important. It helps firms devel op a corporate community, track empl oyee behavior, and boost
engagement and productivity.


https://www.thehumancapitalhub.com/articles/The-Best-Employee-Recruitment-And-Selection-Methods-Every-Manager-Need-To-Know
https://www.thehumancapitalhub.com/articles/15-resume-advice-youve-never-heard-before
https://www.thehumancapitalhub.com/articles/building-trust-in-the-workplace

High-performance work system in HRM

Featured snippet from the web

High Performance Work Systems (HPWS) — also known as high performance work practices,
high involvement (HI) or high commitment (HC) practices. The right combination of people,
technology, and organi zational structure that makes full use of the organization's resources
and opportunitiesin achieving its goals.

Seven Practices of High Performance Wor k Systems (HPWYS)

The focus of thisarticleisto explain the key elements of HPWS and to identify why creating
partnerships with employees makes economic sense for employers in today’s knowledge-,
wisdom-, and information-based economy. Understanding the findings of recent research
about this high trust and high empowerment management phil osophy may enable business
practitionersto avoid the mistakes that “conventional wisdom” can lead to and that have been
increasingly acknowledged as the cause of much organizational dysfunction and decline

HPWS systems emphasi ze empl oyee i nvolvement and reflect a commitment to creating an
organi zational culture based upon commitment rather than control. At the sametime, the
cultures of high performance organizations emphas ze the pursuit of excellence and expect
employeesto be well-qualified, highly competent, and constantly engaged in improving the
organi zation.[ 2] Management experts have extensively researched HPWS and have identified
common management practices that create competitive advantage and enhance organi zational
performance.[3] The following isasummary of seven human resource practices for
producing higher profits through engaging employees as full ownersand partnersin an
organization’s success.[4]

1. Ensuring Employee Security

Despite the trend of many bus nesses to engage in downsizing and hiring part-time and
contract employees to avoid creating obligations to employees, the evidence has shown that
organi zations who engage in these practices have rarely created new wealth or improved the
long-term bottom line of their organizations[5] HPWS systems advocate creating high-trust
partnerships with empl oyees that build commitment and promote extra-mile and extra-role
behavior that are critical for success in the modern organization.

Lincoln Electric, a successful electric company, adopted a program years ago that guaranteed
employment to workers after three years on the job. Employment security policies that
demondtrate a commitment to employees and their welfare work best when combined with
the careful selection and hiring of employees who fit the needs of organi zations and who
match their job requirements. A number of scholars have reported evidence that organizations
that implement policiesthat ensure employee security build trust with the people who are
hired and find that their employees perform better and are more committed to their
organization’s success.[6]

2. Selective Hiring

Carefully evaluating new hiresrequiresthat organizationsare precisein identifying the
critical skillsand attributes of their employeesin thefirst place.[ 7] Hiring to fit requirements
of thejob makes more sense than smply hiring candidates with the best academic pedigrees
or who look the best on paper. | dentifying attributes like character, respect for others, and a


https://gbr.pepperdine.edu/2014/12/high-performance-work-systems/#note2
https://gbr.pepperdine.edu/2014/12/high-performance-work-systems/#note3
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service orientation that do not change through trai ning actually improve employee retention
and long-term fit.[8]

Enterprise Rent-A-Car, now the largest car rental company in the United States, has
successfully used selective hiring to identify “people people” from “the half of the college
class that makes the upper half possible.”[9] Their focus on hiring former college athletes and
fraternity or sorority memberswith excellent interpersonal skills has helped Enterprise to
succeed in creating its superb customer service reputation which has helped the company to
earn itstop posgition in the car rental industry.[10] Focusing on hiring the right people has
been cited by management scholar Jim Collinsas a key difference in those companiesthat are
“great” rather than simply “good.”[11]

3. Decentralized Decision-M aking

Organizations that establish HPWS cultures recogni ze the importance of clearly identifying
goals and objectives. In implementing those goals, HPWS compani es delegate decision-
making throughout the organi zation and empower their employeesto deliver outstanding
service to customers and achieve optimal organization results[12] Incorporating well-trained
and supported sl f-managed teamsthat enjoy autonomy and broad discretion in making
decisions demonsgtrates the high trust in employeesthat characterizes HPWS.

Creating teams can lead to greater initiative, but effective self-managed teamsrequire
extengvetraining, accountability in reporting the progress of assgnments, and ongoing
support to optimize their effectiveness. Effectively usng company work teamsthat are well
trained and supported by an organization’s top management team creates accountability at the
organi zational level. Thisis where accountability among interdependent team membersis
most important and where vital customer-related work gets done.[13] Creating a culture of
collaborative accountability reinforces organizational valuesand increases personal
ownership at all levels[14]

TheRitz-Carlton Hotel chainis famous for the quality of its customer service. Ritz-Carlton’s
management approach achieves service excellence by decentralizing decision-making to all
of its employees. Those employees each have the discretion to spend up to $2,500 when they
believe doing so best serves the customer and meets with the hotel’s mission. A compelling
body of evidence about organizationsthat excel in providing great service confirmsthat
decentralizing deci son-making and empowering employees can pay off with increased
customer satisfaction and higher profits[15]

4. High Results-Based Compensation

Developing a compensation system that rewards employees at all levels when the

organi zation succeeds promotes commitment to shared goal s and increases employee
awareness of their rolesin contributing to profitability. Compensating empl oyees contingent
upon organi zation performance is most effectively adopted as part of a high-performance
culture that incorporates profit sharing throughout an organization.[16] The logic of
contingent compensation isimplicitly equitable and fair and confirms to employeesthat they
will sharein the fruits of their work. Group-based profit sharing or gainsharing also creates a
social system of accountability to the organization and to other team members.[17]
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Whol e Foods, an American supermarket chain that specializesin natural and organic food
products, isan exceptional example of an organization that has created such a social system
as part of its commitment to excellence and high quality.[ 18] The company has been listed as
one of Fortune’s “100 Best Companies to Work For” every year since that list was created
and has received numerous awards for honoring company values. Paying for performance
also requires companies to devel op far more effective measures of what congtitutes
excellence, while also communicating to employees how they create value for customers and
for the company.

5. Training by Commitment

Virtually every HPW'S organi zation emphasi zes training by commitment as contrasted with
training focused on control -oriented management systems. Training employeesin how to
resolve problems, to take respong bility for quality, and to take theinitiative in suggesting
changes in organi zation work methods demongtrates trust in the quality of employees hired
and an acknowl edgement of employee buy-in to aresults-based compensation program. In
contrast with many organi zations that deem training to be a frill that can be eiminated,
HPWS systems carefully determine the type of training that is most needed to achieve
organizational goals and then invest heavily on helping employeesto optimizetheir ability to
succeed. Research evidence suggests that engaging employeesin work -related team training
increases their ownership and commitment and their ability to contribute to the achievement
of critical organizational goals.[19]

The Men’s Wearhouse clothing chain is noted for investing far more heavily in employee
training than its competitors and creating an employee supportive culturef 20] and has
prospered by doing so—recently acquiring the Joseph A. Banks brand in 2014. In today’s
highly competitive global marketplace, great companies understand that they must create a
“learning culture” corporate-wide so that all members of the company can contribute to
adding value and improving service quality.[21]

6. Reduced StatusBarriers

A bas c assumption of an HPW S isthat good ideas and organizational improvements can
come from employees at all levels of the organization. Wageinequality and the use of
symbols like language, dress, physical space, and benefits can send a message to employees
that an organi zation views status hierarchically, rather than treating every employeeasif he
or sheis both valued and valuable. Stephen R. Covey repeatedly noted that great
organizations seek to build high trust cultures by nurturing and devel oping people, rather than
by controlling them.[22] Treating employeeslike valued partners by reducing status barriers,
by empowering employees, and by treating employees with dignity and respect buildstrust
and commitment.[ 23]

Thetwo co-founders of Kingston Technology, the largest independent producer of DRAM
memory modules for personal computersin the world, typify the reduction of status barriers
in their highly successful and extremely profitable company by 1) working in open cubicles,
and 2) not having private secretaries. Although the artifacts of an organizational culture may
send a message about status barriers and how employees are valued, the most important way
that leaders demonstrate their attitudes about employeesis by creating a culture that values,
trusts, and empowers employees.[24] Leaders of organizations communicate the importance


https://gbr.pepperdine.edu/2014/12/high-performance-work-systems/#note18
https://gbr.pepperdine.edu/2014/12/high-performance-work-systems/#note19
https://gbr.pepperdine.edu/2014/12/high-performance-work-systems/#note20
https://gbr.pepperdine.edu/2014/12/high-performance-work-systems/#note21
https://gbr.pepperdine.edu/2014/12/high-performance-work-systems/#note22
https://gbr.pepperdine.edu/2014/12/high-performance-work-systems/#note23
https://gbr.pepperdine.edu/2014/12/high-performance-work-systems/#note24

of how employees at all levels are valued by the policies, practices, and rewardsthat are
provided throughout the organization.[ 25]

7. Sharing Key I nfor mation

The sharing of financial, strategic, and performance
information conveysto employees that they are trusted partners who can utilizethis
important information to ass s their organization to achieveits goals. Highly motivated and
well-trained employees need information to be able to contribute to their organization’s
success. Sharing information and providing the training in how to useit to achieve goal's
makesimplicit sense, yet many traditional organizationsrefuse to do either and pay the price
in lost opportunities and reduced trust.
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Equal Employment Opportunity (EEQO)

Equal Employment Opportunity isthe concept of equal opportunity inan organization to
achieve or maintain fair employment. The core EEO definition (or equal opportunity for
employment) isthat all employees should be fairly treated when regarded in different
decisions on employment, such as hiring, promotion, termination, compensation, etc.

Within the context of the EEO definition, 'same opportunities or ‘equal opportunity’ refersto
the fact that employers may not use certain grounds for hiring or rgecting candidate or taking
any other employment decision.

EEO or Equal Employment Opportunity isthe principle that everyone has equal way to
pursue ajob that is based on merit regardless of characteristics such asrace, sex or sexual
orientation. Equal Opportunity for Employment (EEO) law makesit illegally possible for
employersto discriminate under certain features. That means employees are entitled to free
themselves from race, color, religion, national origin and gender discrimination.
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Any potential employee, who protects hisinterests during al decisons on employment, shall
have aright to equal opportunities or EEO. Thisincludes.
Hiring and recruitment

Compensation and pay scale

Termination

Employment requests

Benefits, bonus and incentives

Conditions of employment

Demotions

Promotiong/Transfers

Disciplinary measures

Attendance and | eave management

Dressing and appearance

HR Score Card:
An HR scorecard visually representsthe critical measures of the HR department'’s
achievements, productivity levels, and other parameters - such as hiring costs, retention rate,

timeto fill, quality of hire, and so on - critical to the company's growth.
Therearefive stepsto create an HR scorecard:

1. Create an HR strategy map

Identify HR deliverables

Creation of HR policies, processes, and practices
Aligning HR systems

Creating HR efficiencies

a s Db

Human Resources Information System (HRIS)

A Human Resources Information System (HRIS) isthe most used softwarein HR. Inthis
article, we will givean overview of what an HRIS is, its main functionalities, and everything
you need to know to have a basic understanding of the HRI S.

HRIS stands for Human Resources I nformation System. The HRIS isa system that isused to

collect and store data on an organization’s employees.

In most cases, an HRI'S encompasses the bas ¢ functionalities needed for end-to-end Human
Resources Management (HRM). It is a system for recruitment, performance management,
learning & development, and more.

The HRIS can either run on the company’s own technical infrastructure, or, more common
nowadays, be cloud-based. This means that the HR software isrunning outside of the

company’s premises, making it much easier to update.

Other commonly used names are HRIS system and HRM S, or Human Resources
Management syssem. These are all different words for the samething. Collectively, these
sysemsare also called Human Capital Management systems, or HCM.
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HRISfunctions

There are different kinds of HRIS systems and software. Because an HRIS encompasses
all the functionalities for HR, all separate functionalities are part of the system. These
functionalities include:

Applicant Tracking System (ATYS). This software handles all the company’s recruiting
needs. It tracks candidate information and resumes, enables recruiters to match job
openings to suitable candidates from the company’s application pool, and helps in
guiding the hiring process.

Payroll. Payroll automates the pay process of employees. Contractual dataand
information on new hires is often entered into this system — sometimes combined with
time & attendance data— and at the end of the month, payments orders are created.

Benefits administration. Another functionality of the HRIS is benefits

management. Employee benefits are an important aspect of compensation and are also
managed in this system. More advanced systems offer an employee self-service model
for employee benefits. In this case, employees can select the benefits they are looking
for themselves. One may want more paternity leave, the other one a more expensive
company car. This self-service approach to benefits is also called a cafeteria model.

HRIS

Training Succession Employee Reporting &
planning self-service Analytics

Benefits Performance

Time & Attendance. This module gathers time and attendance data from employees.
These are especially relevant for shift workers where employees clock in and out.
Back in the day, employees often wrote down their working hours on a piece of paper.
Then, the manager would manually enter the data into atime tracking system. Based
on this data, payment orders were generated and paid to all employees. Nowadays,
workers often check into work by fingerprint or a card that is synced with an HRIS.
This gives an exact time for arrival and departure. Any issues with lateness are easily
detected.

Training. Learning and development is akey element when it comes to employee
management. This module allows HR to track qualification, certification, and skills of
the employees, as well as an outline of available courses for company employees. This
module is often referred to as an LMS, or Learning Management System, when it’s a
stand-alone. An LM S usually includes available e-learning and other courses to be
followed by employees.
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« Performance management. Performance management is akey part of managing
people. Performance ratings are generated once or multiple times a year by the direct
manager or peers of the employee.

« Succession planning. Creating a talent pipeline and having replacements available for
key roles in the organization is another key component of an HRIS.

o Employee self-service. Employee salf-service has already been mentioned.
Organizations are focusing increasingly on having employees and their direct
supervisors manage their own data. Requests like holidays can be asked for by the
employee him/herself. After approval, these are then immediately saved into the
system (and registered to track for payroll and benefits purposes).

o Reporting & Analytics. A much rarer module in HRIS systems is reporting and
analytics. Modern systems enable the creation of automated HR reports on various
topics like employee turnover, absence, performance, and more. Analytics involves the
analysis of these insights for better-informed decision making. We’ll explain more
about this in the section below.

eHRM

Definition: E-HRM istheintegration of all HR systems and activities using the web based
technologies. Simply, when HR usesthe Internet or related technol ogiesto support their
activities, procedures, processes, then it becomes an e-HRM.

Through e-HRM, the HR manager can get all the data compiled at one place and can make
the analysis and decisons on the personne effectively.

Types of eHRM

Speaking about the types, there are three kinds of e-HRM:
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e Operational eeHRM: It is concerned with the operational functions of HR such as payroll,
employee personal data, etc.

o Relational eeHRM: Itis concerned with the supporting business processes Viz. Training,
recruitment, selection, etc.

e Transformational e-HRM: It is concerned with the HR strategies and its activities such as
knowl edge management, strategic orientation.

Through e-HRM, the main activities that could be performed online are Recruitment,
Selection, Training, Performance Management, Compensation. The detail ed description of
these activitiesis given bel ow.

E-HRM Activities

e-Selection
e.Performance
Management
e-Recruitment | e-HRM
Activities
e-Learning

e.Compensation

1. e-Recruitment: Also known asonline Recruiting, is being widdy used by companiesthese
days. Through e-Recruitment, companies usually hire the candidates using the internet asa
medium.

The common practice of facilitating the online recruitment is by uploading the recruitment
information on the company’s official website or hiring the online recruitment websites to
serve the purpose. Monster.com, Naukri.com, Timegob.com are some of the well renowned
online recruitment websites.

2. e-Selection: The HR department using the online sel ection process must ensure that each step
complies with the procedural requirements viz. Project steps, vendor sdl ection, assessment
seps, feedback to the candidates, etc. The purpose of E-selection isto utilize the maximum
human capital at areduced cost and inlesstime.

3. E-Performance M anagement: Many companies make use of web-based technol ogy to
evaluate the performance of an individual. This can be done either using the computer
monitoring tool, wherein the complete working of an individual can berecorded, or through
writing the reviews and generating the feedback on the employee’s performance using the
web portal.
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4. E-Learning: It means using the internet or organization’s intranet to facilitate the training
and development programmes for the workforce. Getting the online modules of training, a
large number of employees can be covered irrespective of their locations.

5. E-Compensation: An organization using the compensation management online enablesit to
gather, store, analyze, and distribute the compensation data or i nformation to anyone at
anytime. Also, the individual can access dectronically distributed compensation software,
analytic tools, from any place in the world.

HR analvytics

HR analyticsis the process of collecting and analyzing Human Resource (HR) data in
order to improve an organization’s work force performance. The process can also be referred
to astalent analytics, people analytics, or even workforce analytics.

This method of data analysis takes data that isroutinely collected by HR and correlatesit to
HR and organi zational objectives. Doing so provides measured evidence of how HR
initiatives are contributing to the organization’s goals and strategies.

For example, if a software engineering firm has high employee turnover, the company is not
operating at a fully productivelevel.

It takes time and investment to bring employees up to a fully productive leve.

HR analytics provides data-backed insght on what isworking well and what is not so that
organi zations can make improvements and plan more effectively for the future.

As in the example above, knowing the cause of the firm’s high turnover can provide valuable
insgght into how it might be reduced. By reducing the turnover, the company can increase its
revenue and productivity.

HR Analytics be used in organizations

1. Turnover

When employees quit, thereis often no real understanding of why.

There may be collected reports or data on individual situations, but no way of knowing
whether there isan overarching reason or trend for the turnover.

With turnover being costly in terms of lost time and profit, organizations need thisinsght to
prevent turnover from becoming an on-going problem.

HR Analytics can:
e Coallect and analyze past data on turnover to identify trends and patternsindicating
why employees quit.
o Collect data on employee behaviour, such as productivity and engagement, to better
understand the status of current employees.



Corrdate both types of data to understand the factors that lead to turnover.

Help create a predictive mode to better track and flag employees who may fall into
theidentified pattern associated with employees that have quit.

Develop strategies and make decisions that will improve the work environment and
engagement levels.

Identify patterns of employee engagement, employee satisfaction and performance.

2. Recruitment

Organizations are seeking candidates that not only have the right skills, but also theright
attributes that match with the organization’s work culture and performance needs.

Sifting through hundreds or thousands of resumes and basing a recruitment decision on basic
information is limiting, more so when potential candidates can be overlooked. For example,
one company may discover that creativity isa better indicator of success than related work
experience.

HR Analytics can:

Enable fast, automated collection of candidate data from multiple sources.

Gain deep insight into candidates by considering extensive variables, like
developmental opportunities and cultural fit.

Identify candidates with attributes that are comparabl e to the top-performing
employeesin the organi zation.

Avoid habitual biasand ensure equal opportunity for all candidates, with a data-
driven approach to recruiting, the viewpoint and opinion of one person can no longer
impact the cond deration of applicants.

Provide metrics on how long it takesto hire for specific roles within the organization,
enabling departments to be more prepared and informed when the need to hire arises.
Provide higtorical data pertaining to periods of over-hiring and under-hiring, enabling
organi zations to devel op better long-term hiring plans.

Process of HR Analytics
HR Analyticsis made up of several components that feed into each other.

1. Togainthe problem-solving insights that HR Analytics promises, data must first

be collected.

2. The data then needsto be monitored and measur ed against other data, such as

historical information, norms or averages.

3. Thishepsidentify trends or patterns. It isat this point that the results can

be analyzed at the analytical stage.

4. Thefinal step isto apply insight to organizational decisons.
Let’s take a closer look at how the process works:
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1. Cdllecting data

Big data refers to the large quantity of information that is collected and aggregated by HR for
the purpose of analyzing and evaluating key HR practices, including recruitment, talent
management, training, and performance.

Callecting and tracking high-quality data isthe first vital component of HR analytics.

The data needs to be easily obtainable and capable of being integrated into a reporting
system. The data can come from HR systemsalready in place, learning & development
systems, or from new data-collecting methods like cloud-based systems, mobile devices and
even wearabl e technol ogy.

The system that coll ects the data al so needs to be able to aggregate it, meaning that it should
offer the ability to sort and organize the data for future analyss.

What kind of datais collected?
o employee profiles
e performance
o data on high-performers
e dataon low-performers
e salary and promotion history
e demographic data
e on-boarding
e training
e engagement
e retention
e turnover
o absenteeism

2. M easur ement

At the measurement stage, the data begins a process of continuous measurement and
comparison, also known asHR metrics.

HR anal ytics compares collected data against historical norms and organizational standards.
The process cannot rely on a single snapshot of data, but instead requires a continuous feed of
data over time.

The data al so needs a comparison baseline. For example, how does an organization know
what is an acceptable absentee range if it isnot first defined?

In HR analytics, key metricsthat are monitored are:

Organizational performance

Datais collected and compared to better understand turnover, absenteei sm, and recruitment
outcomes.

Operations

Datais monitored to determine the effectiveness and efficiency of HR day-to-day procedures
and initiatives.

Process optimization

This area combines data from both organi zational performance and operations metricsin
order to identify where improvementsin process can be made.
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Examples of HR analytics Metrics

e Timeto hire— The number of daysthat it takesto post jobs and finalize the hiring of
candidates. Thismetric is monitored over time and is compared to the desred
organizational rate.

e Recruitment cost to hire— Thetotal cost involved with recruiting and hiring
candidates. Thismetric is monitored over time to track the typical costsinvolved with
recruiting specific types of candidates.

e Turnover — Therate at which employees quit their jobs after a given year of
employment within the organization. This metric is monitored over timeand is
compared to the organization’s acceptable rate or goal.

e Absenteeism — The number of days and frequency that employees are away from
their jobs. This metric is monitored over time and is compared to the organization’s
acceptablerate or goal.

o Engagement rating — The measurement of employee productivity and employee
sati sfaction to gauge the level of engagement employees havein their job. This can
be measured through surveys, performance assessments or productivity measures.

3. Analyss

The analytical stage reviewsthe results from metric reporting to identify trends and patterns
that may have an organizational impact.

There are different analytical methods used, depending on the outcome desired. These
include: descriptive analytics, prescriptive analytics, and predictive analytics.

Descriptive Analyticsis focused solely on understanding historical data and what can be
improved.

Predictive Analytics uses datistical modelsto analyze historical datain order to forecast
future risks or opportunities.

Prescriptive Analytics takes Predictive Analytics a step further and predi cts consequences for
forecasted outcomes.

Examples of Analytics:
Here are some examples of metrics at the analytics stage:

e Timeto hire— Theamount of time between ajob posting and the actual hireisa
metric that enables HR to gain insgght into the efficiency of the hiring process; it
prompts investigation into what is working and what is not working. Doesit taketoo
long to find the right candidate? What factors could be impacting the result?

e Turnover — Turnover metricsthat indicate the rate at which employees leavethe
organi zation after hire can be analyzed to determine what specific departments within
the organization are struggling with retention and the possible factorsinvolved, such
aswork environment dissatisfaction or lack of training support.

e Absenteeism — The metric indicating how often and how |ong employees are away
fromtheir jobs as compared to the organization’s established norm could be an
indicator of employee engagement. As absenteeism can be costly to the productivity
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of an organization, the metric enablesHR to investigate the possi ble reasons for high
absence rates.

4. Application

Once metrics are analyzed, the findings are used as actionabl e insght for organi zati onal
decision-making.

Here are some examples of how to apply the analyss gained from HR analytics to decision-
making:

e Timeto hire— If findings determinethat thetimeto hireistaking too long and the
job application itself is discovered to be the barrier, organizations can make an
informed decision about how to improve the effectiveness and accessbility of the job
application procedure.

e Turnover — Undergtanding why employees |eave the organi zation means that
decisions can be made to prevent or reduce turnover from happening in the first
place. If lack of training support was identified as a contributing factor, then
initiatives to improve on-going training can be put together.

e Absenteeism — Understanding the reasons for employee long-term absence enables
organi zationsto devel op strategiesto improve the factorsin the work environment
impacting empl oyee engagement.



UNIT-I1 (HRM)

Talent management isa constant process that i nvolves attracting and retai ning high-quality
employees, developing their skills, and continuoudy motivating them to improve their
performance.

The primary purpose of talent management isto create a motivated workforce who will stay
with the company in the long run. The exact way to achievethis will differ from company to
company.

Talent directly denotes employeesin an organization. The talent management process
revolves around the systematic procedure of identifying vacant job positionsin an

organi zation. The processinvolves several stepsidentifying the job openings, planning the
hiring procedures, training of hired employees, building up the individual’s aptitudes, and
finally mastering them to coordinate the position. It makes sure that the employee is engaged
in the long run to accomplish the business goal s and objectives.

Steps of Talent M anagement Process

Transitioning

Talent
Management
Process Maodel

Performance

Organizational ’
and Outcomes

Strategies

Retaining

‘ Developl'ng)
—

Planning

Assaid prior, the talent management processis all about planning. It revolves around:

a) Ditinguishing the human capital requisites.

b) Building up the desired set of respongbilitiesand key job roles.

¢) Proposing the structure for recruitment and enlistment in the bus ness organi zation.

For an efficient talent management process, the HR personnd or the concerned management
team should have good planning over the above-said segments. They should have a clear-cut
idea around the current need in the organization, an idea of which position and type of
employee can fill the existing gaps, through which medium the business organization can
attract alarge set of candidates, etc. Proper planning leads to an efficient and result-oriented
talent management process.

Attracting

It is no matter how well you planned your recruitment strategies and how well you positioned
your job openings. What constitutes or matters is how far you succeeded in attracting the



desired set of talents. There is giff competition in the recruitment market as everyone is
hunting for experts for their business organization. Therefore the business organization
should take care of all the methodologies like a medium of advertisements, salary packages,
work patterns, incentives, and benefits to attract prospects. As we have a digital community
living at present, the organization should choose:

Employment Portal's, for example, Naukri.com, Timegob.com, and so forth.

Informal organizations, for example, Linkedln and Twitter.

Referrals.

for better attracting of the employees. Following the traditional mediums like newspapers,
televison, theradio may not turn productive in today’s scenario as everybody is glued to
their gadgets surfing in and around their social profiles.

Selecting

Once you are equipped with a handful of profiles after a long search and investments, the
next hurdleisto saect theright talents. One of the main challengesin the talent management
process is to select the right prospect for the business organization. In many cases, the
candidate’s desires and expectations may not go along with the organization's offerings. This
eventually resultsinlosing good and skilled talents. At times, though the company isready to
offer anything, they may not find the suitable. Often it’s strenuous for the HR personnel to
sdlect the right prospect from the large chunks of profiles that exactly match to company's
desires.

It includes the accompanying advances.

a) Planning composed tests and meetings.

b) Examining the most reasonable contender for the profile.

Developing

Thisisthe most important stage in the talent management process. Nothing can be set right if
this stage is not executed properly. In this stage, the worker mastered the association and the
profile. He is given with proper onboarding program, and efficient training in the profile,
moreover ensuring that heis engaged and is capable of delivering optimum results favouring
the organi zation.

The following ar e the means engaged with the developing procedur e

a) Compl eting an onboarding program or an introduction program.

b) Improving the abilities, engagement, and capability of the employee to coordinate the
profile.

c¢) Directing, managing, instructing, teaching, coaching representatives and job rotation.



Retaining

Retaining has equal weightage to the development of the talent management process. It isn’t
profitableto any business organization if their well-trained staff or employees|eave the office
all of a sudden. The Stuation can cause great trouble to the management in terms of resource
loss and work move. Thusretention is consdered as the bas's for an authoritative presence
and survival. The following are the used in retention under the talent management process.

a) Advancements and augmentations.

b) Giving chances to devel opment by giving over unigque undertakings.

¢) Participative basic |eadership.

d) Showing new employment aptitudes.

€) Recogni zing the person’'s commitment and endeavours.

Transitioning:

The talent management process revolves around the general change of the workers to
accomplish the hierarchical vison. It very well is done through:

a) Ddlivering retirement advantages to the workers.
b) Leading Exit interviews.

¢) Progression Planning or Internal Promotions.
Talent M anagement I nitiative

The supervisors and the talent management specialists need to step up the platform and make
ready for self-awareness and a long-haul relationship with the association.
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Acknowledgement: Timely recognizing of the employees’ commitment and their work on
individual grounds.

Compensation and Reward: Increasing the pay and compensation of the employees as a
reward token for their better work execution.

Giving Opportunities. Giving the charge of provoking activities to the workers alongside the
specialist and duty of the equivalent makesthem increasingly sure.

Job Design: Thejob of employeesin the association must be intended to keep them involved
and submitted, it must be sufficiently adaptable to teach and adjust to the worker's ability and
information.

Occupation Rotation: The boredom of work routines leads to a lack of efficiency. Employees
need eagerness if they play out and smilar sort of work day by day reduces the ability to
produce more. Thus rotation shifting helps the management in keeping their employees
motivated and engaged.

Preparing and Development: No one needs to remain satic. To survive in the competitive
world, every employee must keep updating themselves on the latest changesin their field of
work. Thus it is the responsbility of the business organization to ensure different learning
and development platformslike e-learning programs, business-related instructional exercises,
ingructive courses, entry-level positions, and so forth to upgrade the capabilities, abilities,
and information of the employees.

Progresson Planning: Internal advancements distinguish and build up a person who can be
the successor to senior positionsin the association.



Adaptability: Providing an adaptable workplace to the employees makes them increasngly
versatile to the association and draws out their inventiveness.

Relationship Management: Maintaining a postive work environment where representatives
are alowed to express their thoughts, partake in the basc leadership process, urge
representatives to accomplish objectives and are remunerated for better execution prompts
worker maintenance.

Self-ingpiration: Nothing can be viable if the employee isn't self-decided and spurred to
work.

Advantages of Talent M anagement
Advantages of the talent management processin an or ganization.

How does the talent management process differ from the human resour ce management
process?

Though both concepts deal with employee management and their welfare, they are a bit
different in terms of their functionality. The mgor difference lies between the goals and
objectives of talent management and human resource management.

Where human resource management proceeding takes care of the comprehensive and all-
inclusve management of attracting, hiring, training and retaining employees, talent
management works as a small niche under the Human Resource Management process,
polishing the skills and capabilities of employees. The human resource has been around for
many years and talent management is a newly introduced concept. It came into play mainly
by attracting the talents in an organization rather than working for the overall well-being of
the employee.

An effective Talent Management process envisons in reinventing talent in an employee to
achieve more goals and objectivesin their work. It envisions nurturing employees to produce
more by recognizing their strengths and weaknesses. In the most smplified verson, one can
define talent management as the smplest procedure to bring out the best form of a worker.
On the other hand, human resource management overlooks the overall and comprehensve
management of employees right from their joining to retirement.



Unit -1V

Training and Development and Perfor mance Appraisal

"Training is the act of increasing the knowledge and skill of an employee for doing a particular job."
Edwin —-B.Flippo

| mportance of Training and Development:-

1. Optimum Utilization of Human Resources
2. Creating aHighly Skilled, Motivated and Enthusiastic Workforce
3. Increase Productivity

4. To Improve Quality of Work

5. To Decrease Learning Period

6. Build Team Spirit

7. Healthy Work Environment

8. To Reduce Cost

9. To Improve Health and Safety

10. To Improve Organizational Climate

11. Personal Growth of Employees

12. Improve Employee Morale

13. Better Managerial Skills

14. Corporate Image

15. Skill Enhancement and

16. Reduce Employee Turnover.

1. Optimum Utilization of Human Resour ces.

Human resources need to be polished and trained to enhance their potential. Training and development of employees helps to make the best use
of the employee’s overall worth to the organization.

2. Creating a Highly Skilled, Motivated and Enthusiastic Workfor ce:
The existing workforce is trained to increase their productivity, and motivated to contribute their best towards the organization. The employees
will be more confident about themselves and enthusiastic about their job. They will adapt to technological changes and innovations more readily.

3. Increase Productivity:
Knowledge about usage of sophisticated machinery and new technology is imparted to employees which will enable them to use the equipment
more efficiently and thereby increase productivity.

4. Build Team Spirit:
Training often takes place in groups where the trainees are encouraged to interact with each other and discuss organizational issues. This helpsto
create team spirit among the employees.

5. Healthy Work Environment:
Training and development programmes help to modify the thought and behavior process of the employees in such a way that is conducive to
building a healthy work environment.

6. Personal Growth of Employees:
Development programmes provide opportunities to the employees to enhance their skills and knowledge and help them to achieve better career
growth.

7. Promote Learning Culture:

The employees are encouraged to continuously learn new concepts and update their talents. This helps to promote a learning culture within the
organization which would greatly help in its future sustenance and growth.

8. Improve Employee Morale:
When employees are trained to become better performers, they feel a sense of accomplishment. They redlize that they are effectively
contributing towards organizational goals and thus get a morale boost.

9. Better Managerial Skills:
Training and development programmes inspire the employees to think, plan, solve problems and take important decisions. This hones up their
managerial sKills.



10. Reduce Employee Turnover:
A well trained employee will take more interest in his job and will be a more efficient worker. He will get more job satisfaction. People who love
their jobs are more loyal towards the organization.

Training Process

Definition: The Training Process comprises of a series of steps that needs to be followed systematically to have an efficient training
programme. The Training is a systematic activity performed to modify the skills, attitudes and the behavior of an employee to perform a
particular job.

Training Process

Needs Assessment

Setting 'b_j_ectives

Designing |
Implementation \

Evaluation \

. Needs assessment: The first step in the training process is to assess the need for training the employees. The need for training could be
identified through a diagnosis of present and future challenges and through a gap between the employee’s actual performance and the standard
performance.

The needs assessment can be studied from two perspectives: Individual and group. The individual training is designed to enhance the
individual’s efficiency when not performing adequately. And whereas the group training is intended to inculcate the new changesin the
employees due to a change in the organization’s strategy.

a) Organization Analysis
b) Task Analysis
¢) Individual Analysis

. Deriving Instructional Objectives. Once the needs are identified, the objectives for which the training is to be conducted are established. The
objectives could be based on the gaps seen in the training programmes conducted earlier and the skill sets developed by the employees.

. Designing Training Programme: The next step isto design the training programme in line with the set objectives. Every training programme
encompasses certain issues such as: Who are the trainees? Who are the trainers? What methods are to be used for the training? What will be the
level of training? etc.Also, the comprehensive action plan is designed that includes the training content, material, learning theories, instructional
design, and the other training requisites.

a) Trainees
b) Traners
c) Methods
d) Location

. Implementation of the Training Programme: Once the designing of the training programme is completed, the next step isto put it into the
action. The foremost decision that needs to be made is where the training will be conducted either in-house or outside the organization.

Once it is decided, the time for the training is set along with the trainer who will be conducting the training session. Also, the trainees are
monitored continuously throughout the training programme to see if it’s effective and is able to retain the employee’s interest.

. Evaluation of the Training Programme: After the training is done, the employees are asked to give their feedback on the training session and
whether they felt useful or not. Through feedback, an organization can determine the weak spots if any, and can rectify it in the next session. The
evaluation of the training programme is a must because companies invest huge amounts in these sessions and must know it’s effectiveness in
terms of money. ( Kirk Patricks Training Evaluation Model)

a) Reaction

b) Learning

c) Behavior

d) Result

Thus, every firm follows the series of steps to design an effective training programme that serves the purpose for which it was intended.



Training Needs

Most Employees have some weakness in their workplace skills. A training program allows you to strengthen those skills that each
Employee needs to improve. A development program brings all employees to higher level so they all have similar skills and knowledge

Higher Productivity

Quality | mprovement

Reduction of Learning Time
Industrial Safety

Reduction of Turnover and Absentism
Effective Management
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Training and development methods

"Training and development methods refer to the way a job is being performed or the technique used to enhance the skills and knowledge of an
employee."

Types of Training Methods?

Over aperiod of time the training methods have changed a lot. Based on the requirement of the company, now training methods can be selected
from variety of options. A lot of companies implement different training methods for various team, departments and groups of employees. It is
important in Training and Development Process to select the training methods as per the needs and desired outcome from the training program.

Training methods are categorized as traditional and modern methods.

Traditional Training M ethods

Traditional types of training methods are commonly used in ample amount of companies. They are simple to implement and requires less tools.

Here are three primary types of traditional training methods:

Off the Job Training Methods - OntheJob Training Methods - Interactive Training M ethods

1. Off thejob Training
Classroom learning is away of off-the-job training. Here groups of employees go through different presentations, activities, case study
assessments to learn more about their job. The information about vision and mission of the company and the company policy is aso
conveyed to the employees during off-the-job training. Thistype of training provides rich learning opportunity to the employees, however

due to cost issues many companies avoid arrangement of such training programs.

2. On-The-Job Training
During on-the-job training the employees are involved in the real work activities and learn through experience. It provides rapid learning
experience and improves bonding among team members. However some employees find this method of training very stressful and fall to

learn or fall to perform on the job.

3. Interactive Training

The interactive training ensures that employees are actively involved in the learning process. The training includes simulation, scenarios,
games and quizzes. In order to practice a new skill the employee get arealistic work scenarios and thus employee can apply their
knowledge before actually working on the real job. The method is quite time consuming and the employee’s needs constant feedback from

the trainer to move further in the training program.

Modern Training M ethods

After globalization now technology is key to every process. Thus, the modern types training methods include online and computer based
training. Another need of training is on the social front, asin the company now people from different backgrounds, cultures work together it is

important to develop the social skills and team work among the employees.

Social Learning Methods - OnlineTraining Methods - Outdoor Training M ethods


https://www.hrhelpboard.com/training-development/training-and-development-process.htm

1. Social Learning
Social learning methods are a process in which employees learn through observation, imitation and modeling their behavior. It isa
effective training method for overall development of the employee, it enhance the problem solving skills and employees acquire empathy

about their team members.

2. Online Training
If you want to training large number of employees in an effective manner, then online training is an answer for you. Online workplace
training includes el earning courses, videos, webinars which present information in front of employees and also test their acquired skills.

Basic PC-based programs, Interactive multimedia training and web-based training programs are different types of online training.

3. Outdoor Training
Many large companies are now using outdoor training as a tool to improve teamwork skills among their employees. It istermed as a break
from work and classroom learning. The training includes adventure like group of employees can live outdoors and engage in activities

such as mountain climbing or whitewater rafting. The training is a social activity in which employees get to know each other.

On The Job Training M ethods

For the training of non-managerial level of employees most of the organizations use on the job training methods. As compared to classroom
training the on the job training is quite easy to execute as employee will be available in the actual work environment. On the job training is used
when organization wants the employee to be productive immediately after joining the job. The core of on the job training is development
through job performance. It provides opportunity to new employee to build good relationship with their working team while learning in the early

days.

Different types of On-the-job training methods are as given below:
1. Job rotation: Job rotation involves regular movement of employee from one job profile to another in order to gain experience and
knowledge. This method is useful to improve employees skill set and provide them overview of overall organizational working pattern. It
also improves the relationship between employees working in different departments of the organization.
2. Coaching: This method includes assignment of mentor or supervisor to each employee who will train the employee, resolve their work
related issues and provide feedback on their performance.
3. Job instructions:. It isasystematic training in which the instructor explains each step of doing job to the employee, let them perform
and correct them in the case of mistake.
4. Committee assignments. A group of employees are given awork related issue which they should solve by healthy discussion with each
other. It is also away to improve team work among employees.
5. Internship training: Generally theoretical and practical training is provided to the students of various colleges before they actually start
their actual career in corporate world. Most of the time after completions of internship the company offers the student to jointhem asa

employee.
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Advantages of On-the-Job Training

It isaflexible way to train the employees.
It is less expensive as compared to other training methods.
It motivates and encourages the employee to learn and perform at work.

o Not much additional arrangement required to conduct the training of the employee.
Disadvantages of On-the-Job Training

o O O

o Theon-the-job training is not properly structured and the training environment is not created.
o Itisdifficult for employeesto learn when the managers providing on-the-job training lack in training skills.
o Astraining and work both is going on hand in hand the performance criteriais not clearly defined.

Off the Job Training M ethods

The development activity implemented by the organization which is away from the work field is called as off-the-job training. There are several
off-the-job training methods which can be used to train employees. In this type of training the employees can fully concentrate on learn as there

will be no work pressure.

Different types of Off-the-job training methods are given below:
1. Case study method: To impart critical and analytic thinking among employees a business problem is assigned to the employees. The
employees can analyze the entire case and provide various possible solutions on the given situation.
2. Incident method: A real situation is created in the term of incident and the group of employees is asked to make a decision on the given
issue. The group discussion is away to take a decision on the real-life situation.
3. Role play: In asimulated situation the employees are asked to assume that they are playing role of an individual present in a problem.
According to the assigned role the different participants interacts and try to resolve the problem.
4. In-basket method: Animaginary company is created and all the information about the activities, products and employees is provided to
the trainee. Now trainee has to delegate tasks and prepare schedules for this imaginary company. Thistask helpsto develop situational
judgments among employees.
5. Business games. Here group of employees are asked to discuss the activities and functions of an imaginary organization. It helps to
improve decision making and team work among employees.
6. Grid training: It isakind of phased training program which last for 6 years. It includes development, implementation and evaluation of
various training aspects.
7. Lectures: For large number of employees attending the training, lecture method is very useful. An expert explains various job related
concepts and principles to the employees through face to face lectures.
8. Simulation: Animaginary situation act as a simulator to the employee and they have to take immediate action on the situation. It helps
in development of strategic way of thinking on different aspect of organization.
9. Management education: Companies collaborate with various bachelors and postgraduate institutes which provide high education to the
employees.
10. Conferences: A conference acts as a place where people working in the same field meet up and shares their unique ideas with each

other. It isa best way to know about the latest updates in the industry.
Advantages of Off-the-Job Training

o Thenormal operation of organization remains undisturbed
o Trainerswho provide training are well qualified and experienced.

o Thetraining program is properly drafted and well organized.
Disadvantages of Off-the-Job Training

o Thetraining isartificial in nature and not directly in context to the work.
o Itisquite expensive to implement

0 The work hours of the employees is lost which can lead to lost productivity of the organization.



Evaluation of Training Program

Training evaluation refers to the process of collecting the outcomes needed to determine if training is effective. The company constantly
evaluates the effectiveness of training programsto find if the money they have invested has been spending properly or not.

There are three types of criteria for evaluating training: internal, external, and participant’s reaction. Most experts argue that it is more effective
to use multiple criteriato evaluate training. One view of a multiple-evaluation system was developed by Kirpatrick(1998).

Training programs can be evaluated by asking the following questions.

1. Haschange occurred after training?
2. Isthe change dueto training?

3. Isthe change positive or negative?
4

. Will the change continue with every training program?

4 Steps of Evaluation Process of Training Program

These 4 questions give the 4 steps of evaluating training Program:-

1. Reaction
2. Learning
3. Behavior
4. Result
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Fvaluation of Training Program

1. Reaction

Reaction refers to the attitude of employees about the training, whether the employee considers training to be a positive or negative one. If the

reaction is positive, then people have accepted the program, and changes will be possible.

2. Learning

Another method of judging effectiveness isto identify levels of learning, i.e., how much the people have learned during the training. This can be

found out by trainers mark sheet, the report submitted by the employee, and actual performance.
3. Behavior

The HR department needs to understand the behavior of the employees, to understand the effectiveness of training. The behavioral change can
be seen in how the person interacts with juniors, peer groups, and seniors. They mark the behavior change and inform the HR department of the

success of the training program.
4. Result

Results provided by the employee in monetary terms also determine the effectiveness of the training program, i.e., employee success in handling

the project, the group performance before and after training, etc.
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Why training programs should be evaluated?

The main reason for evaluating the training program is determining whether they are accomplishing specific training objectives that correct

performance deficiencies.

A second reason for evaluation is to ensure that any changes in trainees’ capabilities are due to the training program and not due to any other

conditions.

Third reason: Training programs should be evaluated to determine their cost-effectiveness.

Evaluation is useful to explain program failure should occur. The credibility of training and development is greatly enhanced when it is proved
that the organization has benefited tangibly from it. If specific performance factor can measure the trainees’ performance after the training can be

compared with the objectives for the training program. If the training objectives have been met, then the training has been successful.

For example, atraining objective could be to train ten people to type a minimum of fifty words per minute with less than a 1 percent error rate.

In this case, evaluating the training program’s success would involve testing the typing skills of all trainees both before and after the training. If

the objective were found to have been met, the program would be evaluated as having been successful.

Performance Appraisal

Performance Appraisal isthe systematic evaluation of the performance of employees and to understand the abilities of a person for further
growth and development. Performance appraisal is generally done in systematic ways which are as follows:

1. The supervisors measure the pay of employees and compare it with targets and plans.
2. The supervisor analyses the factors behind work performances of employees.
3. Theemployers are in position to guide the employees for a better performance

Obj ectives of Performance Appraisal
Performance Appraisal can be done with following objectives in mind:

To maintain records in order to determine compensation packages, wage structure, salaries raises, etc.
To identify the strengths and weaknesses of employees to place right men on right job.

To maintain and assess the potential in a person for growth and development.

To provide a feedback to employees regarding their performance and related status.

It serves as a basis for influencing working habits of the employees.

To review and retain the promotional and other training programmes.
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Advantages of Performance Appraisal
It is said that performance appraisal is an investment for the company which can be justified by following advantages:

1. Promotion: Performance Appraisal helps the supervisorsto chalk out the promotion programmes for efficient employees. In thisregards,
inefficient workers can be dismissed or demoted in case.

2. Compensation: Performance Appraisal helps in chalking out compensation packages for employees. Merit rating is possible through
performance appraisal. Performance Appraisal tries to give worth to a performance. Compensation packages which includes bonus, high
salary rates, extra benefits, allowances and pre-requisites are dependent on performance appraisal. The criteria should be merit rather
than seniority.

3. Employees Development: The systematic procedure of performance appraisal helps the supervisors to frame training policies and
programmes. It helps to analyse strengths and weaknesses of employees so that new jobs can be designed for efficient employees. It aso
helps in framing future development programmes.

4. Selection Validation: Performance Appraisal helps the supervisors to understand the validity and importance of the selection procedure.
The supervisors come to know the validity and thereby the strengths and weaknesses of selection procedure. Future changes in selection
methods can be made in this regard.

5. Communication: For an organization, effective communication between employees and employersis very important. Through
performance appraisal, communication can be sought for in the following ways:

a. Through performance appraisal, the employers can understand and accept skills of subordinates.
b. The subordinates can also understand and create atrust and confidence in superiors.

c. Itaso helpsin maintaining cordial and congenial labour management relationship.

d. It develops the spirit of work and boosts the morale of employees.

All the above factors ensure effective communication.
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6. Motivation: Performance appraisal serves as a motivation tool. Through evaluating performance of employees, a person’s efficiency can
be determined if the targets are achieved. This very well motivates a person for better job and helps him to improve his performance in
the future

Performance appraisal: Definition

Performance appraisal is defined as a process that systematically measures an employees personality and performance usually by managers or

immediate supervisors against the predefined attributes like skillset, knowledge about the role, technical know-how, attitude, punctuality and so
on.

Performance appraisal has many names across organizations, some call it performance evaluation, some prefer performance review, merit rating,

annual reviews, etc.

This processis carried out to identify the inherent qualities of an employee and the abilities and level of competency of an employee for their
future growth and development and that of the organization they are associated with. It aims at ascertaining the value of an employee and his’her
offering to the organization.

Performance appraisal helps managers and supervisors place the right employee to do the right job, depending on the skill set they possess.

Without an ounce of doubt, every organization needs a robust performance appraisal system.

There are various methods that are used by managers and supervisors to evaluate employees based on objective and subjective factors, however,
it can get abit tricky, but to effectively evaluate an employee both factors are essential.

Objectives of performance appraisal

Following are the objectives to conduct performance appraisal year after year:

Thisisan essential first step towards promoting an employee, based on the subjective and objective factors- performance and competency.
To identify the training and development needs of an employee.

To provide confirmation to those employees who were recently hired and are on their probation period.

To take a concrete decision what should be the percentage of hike in the salary of an employee based on the work done by them.

To encourage a proper feedback system between the manager and employees.

To help employees understand where they stand in the current year and what is the scope of improvement.

Performance appraisal process

Step 1: In most organizations, the performance appraisal process means evaluating an employee every 6 months or one year for the period an
employee has continually worked with the organization. In modern times, the Human Resources department sends out an employee survey for
them to fill out to collect data related to their engagement and satisfaction levels.

Step 2: The employee’s immediate manager or supervisor will then evaluate the quality of the employee’s performance based on the work done
in the previous year and then meet face-to-face to discuss the facts and figures.

Step 3: The feedback received from the survey can be kept anonymous. This feedback can be analyzed real-time by using
QuestionPro’s Workforce platform, that measures, analyzes and activates datato get actionable insights.

For probationary employees, the probation period usually lasts between three to six months. Their evaluation is based on whether they have

come at pace with the work and culture of the organization and if they are ready to take up more responsibilities.

Per formance appraisal methods

There are 5 performance appraisal methods. Using one of these methods for performance appraisal can help organizations gain partial
information. However, combining one or more methods will lead to extracting better information and accurate data. It is one thing to collect data
and another to do something actionable with it.

1.

5.

Self-evaluation: Thisisan important way to get insights from the employees, evaluate themselves. Y ou need to first get information about
how an employee evaluates himself/herself, after conducting this evaluation the management has an opportunity to fairly appraise an
employee based on their thoughts.

360-degree appraisal system: 360-degree feedback, an employee is evaluated by his/her supervisor/manager, peers, colleagues,
subordinates and even management. Inputs from different sources are considered before talking to the employee face-to-face. In this process,
each employee is rated according to the job done based on the job descriptions assigned to them.

Graphicsrating scale: Thisis one of the most commonly used methods by managers and supervisors. Numeric or text values corresponding
to values from excellent to poor can be used on this scale. Members of the same team who have similar job descriptions can be parallelly
evaluated using this method. This scale should ideally be the same for each employee.

Checklists: The evaluator is given a checklist of several behaviors, traits, attributes or job description of the employee who needsto be
evaluated. The checklist can contain sentences or smply attributes and the evaluator thus marks the employee based on what describes the job
performance of the employee. If the evaluator believes that the employee has certain traits it is marked positive otherwise it is left blank.
Essay method: This is also known as “free form method”. As the name suggests, it is a descriptive method which elaborates performance
criteria. A major drawback of this method isto keep biases away.

Advantages of performance appraisal

1.

2.

3.

A systematic performance appraisal method helps the managers/supervisorsto correctly identify the performance of employees and also
highlight the areas they need improvement in.

It helps the management place the right employee for the right kind of job. Thisisawin-win situation for both the employee and the
organization.

Potential employees who have done some exceptional work are often offered a promotion on the basis of the result of performance
evaluation.
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4. Thisprocessis also effective in determining the effectiveness of the training programs conducted by the organization for the employees. It can
show managers how much an employee has improved after the training. Thiswill give actionable insights to the managers on how to improve
the programs.

5. It creates a competitive environment amongst the employees in a good way. Employees try to improve their performance and get better scores

than their colleagues.

Managers use this as a platform to get first-hand feedback from employeesto talk about their grievances and how to handle them.

Keeping year on year record of appraisals gives managers a very good idea what is the pattern of the growth rate of employees and which ones

have a declining rate and what actions need to be taken to improve it.

Disadvantages of performance appraisal

No

1. If the attributes being used in this method are not correctly defined the data collected won’t be useful.
2. Sometimes biases can be an issue in this system.
3. Some objective factors can be vague and difficult to pin down. There are no known scientific methods to measure that.
4. Managers sometimes are not qualified enough to assess the abilities of the employees, thus be detrimental to the growth of an employee.
Traditional Methods Modern Methods
1. Ranking method 1. Management by Objectives (MBO)
2. Paired comparison 2 Behaviourally anchored rating scales
3. Grading 3. Assessment centres
4. Forced distribution method 4. 360-degree appraisal
5. Forced choice method 5. Cost accounting method
6. Checklist method
7. Critical incidents method
8. Graphic scale method
9. Essay method
10. Field review method
11. Confidential report

Different companies use different methods to conduct their performance appraisal calculations. It depends on the job role and the type of
company it is. A few of the common methods doing performance appraisalsin HRM are:

1. Graphic Rating Scale M ethod

This method is based on the idea of rating employees based on individual characteristics. For example, some organizations may choose to

evaluate employees based on quality and quantity of work, decisiveness & emotional stability.

Employees are rated on afixed scale (say 1-10), based on the extent to which they meet each of the desired criteria. The average of all the scores
constitutes the overall score of the employee.

Graphic scales are practical; they are cost-effective and can be developed quickly. They also help in measuring a particular objective effectively.
However, the appraisal in such cases largely depends upon individual perspectives. This may lead to disputes or non-uniformity in evaluations.
Furthermore, personal bias can also play arole init. You must be careful to define each character as clearly as possible.

2. Ranking Method
The name of this method explains exactly what it is. The Human Resources team ranks each employee on alist based on factors decided by
the human resource department. Hence, the best performers are on the top, and the worst performers rank at the bottom.

This simple method of ranking employees can be modified in several ways. One of these methods is the paired comparison ranking style
wherein employees are compared in pairs of two against each other. The number of times one employee is preferred over someone else is
recorded. The top employee is the one with the highest number of preferences.

The grading scale method can be combined with ranking. The employees with the best overall score on the grade scale (from 1-10) rank at the
top of the list. The ranking method is preferred because it is simple, efficient, and requires little time and money. However, personal bias and
favoritism may cause major disruptions in objective evaluation.

3. Checklist Method
Employees are evaluated by making use of a checklist in this method. The checklist can have a variety of different factorsthat the human
resource department has chosen to be important. The employees are then judged based on those factors The employers must select between the

yes/no options in those checkboxes.

Items in the checklist carry a numerical value based on their importance to job performance Therefore, the appraisal score is calculated by
adding up the scores of all these individual factors.

For example, Behaviour Based appraisals are done by using the checklist method. This happens by having a pre-set personality and behavioral
checkpoints. If an employee meets them then they are considered for an appraisal.

The checklist method makes it easy to evaluate employees as their supervisors have to smply choose between yes/no. It also helpsthe
employees receive clear and direct feedback. However, it may not be easy to design an effective checklist and assign a weight based on the

importance of factors.
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4. Management by Objectives M ethod(M BO)

MBO is considered to be one of the most systematic methods in performance appraisals. The ideais to give each employee a set of objectives
that have to be achieved by them. During the performance appraisal, the supervisors will evaluate the extent to which the objectives have been
achieved.

Thisis astrong method of evaluation. The employees have been clearly instructed asto what is expected of them. It also helps the company to
set benchmarks and standards for growth. However, alot of time and effort goes into determining the objectives and evaluating them.

5. 360-degree Feedback Appraisal
This approach is basically a group performance review. The data regarding an employee’s behavior is collected by his/her close subordinates. An
employee’s colleagues might be able to review his/her performance under a variety of situations and circumstances, which might have escaped
the employer. This allows for holistic, full-circle, multi-tiered feedback regarding a person.

This method is useful as it eliminates subjectivity. It also promotes an atmosphere of open culture, self-development and better communication.
However, every company must develop an effective system and procedure to utilize this method.

6. General Performance Appraisal in HRM
General performance appraisal is one of the most common types of performance appraisals. In general, a manager sets goals and targets for an
employee and urges them to achieve it. This pushes the employee to achieve them and encourages them to grow.

The manager calls a meeting and sets certain goals for an employee. Once the employee achieves those goals, they review it and set newer
goals. This method is an ongoing conversation between the employee and the manager throughout the year. The manager can also recommend
development plans and key growth areas.

7. Technological Performance Appraisal
In this method of performance appraisal, the employee’s technological capabilities are judged and the Technological skills are kept at the

forefront of all the other skills that are not related to the employee’s job.

Here the focus is on how easily the employee adapts to new technology, how aware the employee is of the technology around them, and how
much technical knowledge they have.

8. Sales Performance Appraisal
A salesperson is closely linked to the financials of an organization. Therefore, this kind of appraisal has a direct impact on the sales of a
company. Here, the employee is judged based on the revenue they bring into the company. Here the focus is on what the employee achieves in

contrast to how they are or how they behave.

The manager should discuss goals and deadlines for sales. This way an employee can have a goal to achieve.

Performance Appraisal Objectives

Performance appraisal can be conducted for various reasons. Human resources is one of the most important resources that a company has.
Therefore, every company should understand where their employees stand in terms of performance and productivity. Here are some more
objectives of performance appraisals:

1. Provide Feedback:

Appraisals are an effective way to give feedback to employees Also, managers to communicate clearly regarding employee objectives and

expectations. An employee can learn about what he/she can do to improve their future performance.

In addition, Sometips for employee feedback

1. Performance Outcome

2. Quarterly Reviews

3. Give feedback on a 1-2-1 basis

2. Downsize or Right-Size:

The COVID pandemic is one of the many harsh realities that might force an organization to downsize. In such a situation, appraisals are away to
make sure that the most productive and talented individuals can be retained in a company. It is also an effective way to know which employees
are non-performers.

3. Promote The Right Person:
Appraisals give an organization objective and data-driven tools to make good promotion decisions Also, It helps the most talented individuals
retain the position of the highest importance.

4. Set Goals & Measure Goals:
The annual appraisals are also an effective way to set future goals for the employees. This ensures maximum productivity and superior
performance.


https://www.atsdr.cdc.gov/communityengagement/pce_program_methods.html
https://www.bamboohr.com/hr-glossary/performance-review/
https://www.thebalancecareers.com/technical-skills-list-2063775
https://en.wikipedia.org/wiki/COVID-19_pandemic
https://www.yourerc.com/blog/post/a-checklist-to-select-employees-for-promotions-leadership-training
https://www.startuphrtoolkit.com/how-to-increase-employee-productivity/

5. Improve Work Performance:
An employee can only improve if he knows how to Objectives of a good appraisal include highlighting the specific area of improvement for
every employee.

Some tips improve performance:

1. Keep your eyes on the deadline

2. Also, Improve project evaluation skills

3. Set Goals as well as Personal Benchmarks

6. Determine Compensation Changes:
An appraisal system works as a determining factor in increasing compensation, pay raises, etc. Also, It ensures that people who work harder get
paid better.

7. Encourage Coaching & Mentoring:

Managers are usually expected to coach their team members Also, appraisals help the managersto identify the areas where mentoring is
reguired.

8. Employee Training and Development:

Individual skills are evaluated during an appraisal. Also, this helps employees to identify if they need to acquire more skills and competencies to
contribute to the company. It also helps an organization to plan the up-skilling training for their employees.

9. Provide a L egal Defense For Personal Decisions:
A company can be held accountable for any decision that they take, even firing or promoting an employee. Therefore, conducting a performance
appraisal will help the company prove a point if their decisions are ever challenged.

10. Encouraging Coaching & Mentoring:
Teaching and coaching are part of managing employees. It is part of being a good manager. Performance appraisals will help them understand
where an employee is lacking therefore where they can train and help employees to do better.

11. Improving Overall Organization’s Performance:

Last but not least, performance appraisals will help the company to learn more about the employees and their requirements. It will help the

employees to understand where they are lacking and where they are doing well. Thiswill help them learn and grow quickly.


https://www.startuphrtoolkit.com/employee-training-and-development/

Process of Performance Appraisal

One of the most important things to remember about performance appraisalsis that its effectiveness will be highly influenced by its purpose.
For example, a programme, which is developed, to focus on employee development and training needs may not be suitable for making major
decisions about salaries. Likewise, it is possible that the organization, management and employee may all have different goals for
the performance appraisal process. Performance appraisal involves ‘identifying, evaluating and developing employees’ work performance
with the dual purpose of achieving the organization’s goals and objectives whilst also ensuring the employee receives recognition,
feedback and development’.

The process of performance appraisal starts with employee planning and ends with an evaluation of employee progress. The process of
performance appraisal consists broadly two steps. First, complete the performance appraisal form; secondly, participate in a performance
appraisal interview and discussion. These two sages comprise the following levels in the appraising performance of the staff.

. Establish Performance Standards or Goals— The appraisal process begins with the establishment of performance standards. The evaluators
must determine what outputs, accomplishments and skills will be evaluated. These standards should have evolved out of job analysis and job
description. These performance standards should be clear and objectives are to be understood and measured.
. Communicate Performance Expectations to Employees — Once the performance standards are established, these need to be communicated to
the respective employees so that they come to know what expected of them. Past experience indicates that not communicating standards to the
employees compounds the appraisal problems. Here, it must be noted that mere transference of information from the evaluator to the staff is
not communication. It become communication only when the transference of information has taken place and has been received and understood
by the staff. The feedback from the staff on the sandards communicated to them must be obtained. If required, the standards may be modified
or revised in the light of feedback obtained from the employees.
. Measure Actual Performance — This is the third step involved in the appraisal process. In this stage, the actual performance of the employees
is measured on the basis of information available from various sources such as personal observation, satistical reports, oral reports, and written
reports. The evaluator’s feeling should not influence the performance measurements of the staff. Measurement must be objective based on
facts and findings. This is because what we measure is more critical and important to the evaluation process than bow we measure.
. Compare Actual Performance with Standards— In this stage, the actual performance is compared with the predetermined standards. Such a
comparison may reveal the deviation between standard performance and actual performance and will enable the evaluator to proceed to the fifth
step on the processi.e. Review and discussion of the appraisal with the concerned staff.
. Discuss and Review the Appraisal with the Staff — The fifth step in the appraisal process is to communicate to and discuss with the
employees the results of the appraisal. This is one of the most challenging tasks the evaluatorsface to present an accurate appraisal to the staff
and then make them accept the appraisal in a constructive manner. A discussion on appraisal enables employees to know their strengths and
weaknesses. This has, in turn, impact on their future performance. The impact may be positive or negative depending upon how the appraisal is
presented and discussed with the employees.
Initiate Corrective Action — The final step in the appraisal process isthe initiation of corrective action when it is necessary. The areas needing
improvement are identified and then, the measures to correct or improve the performance are identified and initiated.

Process of Performance Appraisal In HRM

Establish Performance Standards

Communicate Performance Standards

\ 4

Measure Employee Performance
Compare Performance With Set Standards

Discuss Appraisals With Employees

Implement Appraisal & Review



https://www.mbaknol.com/human-resource-management/introduction-to-performance-appraisal/
https://www.mbaknol.com/human-resource-management/training-and-development/
https://www.mbaknol.com/human-resource-management/introduction-to-performance-appraisal/
https://www.mbaknol.com/human-resource-management/job-evaluation-process/
https://www.mbaknol.com/human-resource-management/job-evaluation-process/
https://www.mbaknol.com/management-concepts/concept-of-performance-standards-in-management/
https://www.mbaknol.com/management-concepts/concept-of-performance-standards-in-management/
https://www.mbaknol.com/human-resource-management/evolution-of-performance-management/

HRM 5. UNIT- EMPLOYEE RELATIONS

Employee Relations: Employee relations is defined as the relationship between the employer or
representative manager and the employees who aims towards building and maintaining commitment,
morale an d trust for forming a procedure and secure work environment.

Objectives:

The following are the objectives of employee relations.

1. To motivate and build good employee employer relations.

2. To reduce conflicts at various levels such as at workplace, at individual, intergroup ream.

3. To minimize the attrition (ARRRARR) of good performs

4. Toincrease the morale of the workers and develop a sense of organizational pride

5. To assure discipline at the workplace and develop a constructive and congenital work environment.

6. To offer motivational incentives and benefits for improving the economic status of the'workers.

7. To develop democratic systems this seeks employee partnership, by employee- empowerment and
employee- engagement programmers.

8. To assist the worker in solving their problems by coaching, counseling and mentoring programmers.

9. To motivate the workers for participating in sessions of quality improvements, technical and process
innovations and brainstorming for organizational excellence.

10. To enhance the quality of work life, reduce the stress at workplace and provide a healthy work-life
balance for improving the employee’productivity.

Technology Rolein Employee Relations:

Some of the facilities offered by technology are asfollows.

1. Technology of knowledge management facilitates the employee to be aware of events occurring in the
firm.

2. Technology of-work flow systems ensures proper coordination and continuous flow of work.
Firms utilize payroll systemto make accurate and on time payment of salaries to employees.

4. Technology provides the opportunity of online self training for employees in order to make them up-to-
date andhenhance the ability of the employees.

5. The taolsssuch as a email, company portals and electronic calendars help employees in knowing the
status of the company and to contribute their idea effectively through advanced technology.
Note: Employee relationship management will enhance productivity by enhancing employee morale

loyalty etc.

Labor M ovement.
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The labor movement, aso known as the labor union movement or trade union movement, is a collective
effort by workersto improve their working conditions, wages, and overall rights in the workplace. It is a
vital aspect of the broader history of labor rights and workers rights.

Key objectives of the labor movement include:

Collective Bargaining: Labor unions negotiate with employers on behalf of workers to secure better
wages, benefits, and working conditions. By uniting as a collective, workers gain mere bargaining power
than they would individually.

Workers Rights: Labor movements advocate for the protection.of workers rights;stch as the right to
fair wages, reasonable working hours, safe and healthy working,conditions, .and protection against
discrimination and unfair treatment.

Improved Workplace Safety: Labor unions strive to ensure that employers provide a safe and secure

work environment. They often push for better safety standards and regulations.

Social and Economic Justice: The labor, movement often advocates for broader social and economic
justice issues, aiming to reduce income inequality, support marginalized workers, and address systemic

issues affecting workers and society,asawhole.

Poalitical Engagement: Labor uniens/may be involved in political activities and lobbying to influence

legislation andpolicies thatiimpact workers rights and interests.

Solidarity and 'Mutual Aid: Labor unions foster a sense of solidarity among workers, encouraging

mutual support and assistance during labor disputes, strikes, or other challenging situations.

Historically, the labor movement played a crucial role in the industrialization process during the 18th
and 19th centuries. Workers faced harsh working conditions, long hours, and low pay. Through
collective action and strikes, labor unions succeeded in achieving many workplace reforms and

improvements.
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The labor movement has evolved over time, adapting to changes in the economy, labor markets, and
social contexts. While labor unions have faced challenges in recent decades, they continue to be
influential in many countries and sectors, advocating for workers' rights and protections. However, the
strength and influence of labor movements can vary significantly depending on local laws, societal
attitudes toward unions, and the overall economic climate.

TRADE UNION

“A trade union is a combination of persons whether temporary or permanent, primarily forthe purpose
of regulating the relations between workers and employers or between workers for,imposing restrictive
conditions on the conduct of any trade or business and includes the federations of two or.more trade
unions.

As per Sec. 2 (6) Trade Unions Act, 1926-“A Trade Union jis an organisationsof workers, acting
collectively, who seek to protect and promote their mutual interests through collective bargaining”.
Objectives of Trade Unions

1. Ensure Security of Workers. This involves continued employment of workers, prevent

retrenchment, and lay off or lock-outs. Restrict application of “fire” ot dismissal or discharge and VRS.

2. Obtain Better Economic Returns. This involves wages hike at periodic intervals, bonus at higher

rate, other admissible allowances, subsidized canteenand transport facilities.

3. Secure Power to Influence Management: This involves workers™ participation in management,

decision making, role of union,in policy decisions affecting workers, and staff members.

4. Secure Power. to Influence Government: This involves influence on government to pass labour
legislation which improvessworking conditions, safety, welfare, security and retirement benefits of

workers and theirdependents, seek redressal of grievances as and when needed.

Functionsof a Trade Union:

Trade Union Functions. Top 6 Main Functions Performed by Trade Unions these are as follows,

i. Increasing Co-operation and Well-being among Workers.

The modern indus-try is complex and demands specialization in jobs. This results in extreme division of
labor, which leads to the growth of individualism and development of imper-sonal and formal

relationships. There is no common unifying bond among the workers.
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It is in this context that the trade unions come into the picture and they promote friendliness and unity
among the workers. Besides this, the trade unions also discuss the problems, which are common to all the
workers. It is a platform where workers come together and know each other. The trade unions also provide
some kind of entertainment and relaxation to the workers.

ii. Securing Facilitiesfor Workers:

Most of the industrialists are not very keen on providing the facilities and proper working conditions to the
workers. They are more interested in getting their work done to the maximum extent. In such conditions,
trade unions fight on behalf of the workers and see that the facilities have been provided by the
management.

iii. Establishing Contacts between the Workers and the Employers:

In present days, there are many industries, which have grown into giants. A single unit in a particular
industry may employ hundreds of employees. Many times a worker or employee may not have a chance to
see their managers. In this situation, the workers are not able to express their grievances before their
employers, and even the management does not know the difficulties faced by the workers.

The trade unions play an important role in bringing to the notice of the employers the difficulties and
grievances of the employees. They try to arrange face-to-face meetings and thus try to establish contacts
between the employees and the employers.

iv. Trade Unionsworking for the Progress of the Employees:

The trade unions try to improve the economic conditions of the workers by representing their cases to the
employers and try to get adequate bonusto the workers.

v. Safeguarding the Interests of the Workers:

Most of the industries try to exploit the workers to the maximum. They do not provide any benefits such as
increasing their wages, granting sick leaves, giving compensation in case of accidents, etc. The workers are
not made permanent even after many years of service and in some cases they are removed from service
summarily. The trade unions provide security to the employees in such situations.

vi. Provision of Labor Welfare:

The economic conditions of the industrial workers in India are very poor. The standard of living is very low.
A majority of industrial workers in India are illiterate or semi-literate. It is the responsibility of the trade
unions to get them proper housing facilities and promote the socio-economic welfare of the laborers. The

trade unions also try to arrange educational facilities for the children of the workers.
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Top Problemsfaced by Trade Unionsin India—

1. Limited M ember ship:

Many workers do not enroll themselves as members of any trade union. Membership is mostly confined to
urban areas and there also it does not cover al the workers of the organization. Even in the organized sector,
membership is not satisfactory to the desirable extent. Trade unionism, it is rightly said, has only touched a
fringe of the working class in India.

2. Domination of Political Parties:.

Political parties today dominate the trade unions in India. To achieve their narrow and selfish political
motives, the real character of trade unions cannot be adhered to. Political rivalry strikes the true spirit of
trade unionism and, unfortunately, the workers suffer.

3. Small Size of Trade Unions:

The size of trade unions in India is not satisfactory, it is rather small and thus it does not possess, in many
organizations, the strength necessary to bargain with the employers. With limited membership and small
size, they do not have the required man-power and financial strength to continue their struggle against the
oppression of the employer.

4. Lack of Unity:

The trade unions not only have limited membership and small size but aso there is multiplicity of unions
working in a particular industrial undertaking. This leads to division among workers; unity — which is the
core of trade unionism — suffers serioudly.

5. Attitude of Employers:

Taking advantage of the political rivalries, small size and lack of unity of the trade unions existing is an
organization; the employers take apathetic and unbecoming attitude towards workers. They regard
establishment of trade unions as “an act of treachery, disloyalty and ingratitude.” Taking advantage of the
ignorance, poverty, illiteracy and “weakness of the workers, the employers try to disrupt the unity among
them.

6. outside L eader ship:

Leadership of trade unions rests not with the workers but with the outside leaders for whom it is very
difficult to feel the pangs of sufferings of the workers. Mog of these leaders are professional persons like
lawyers and social and political leaders who do not really feel for the workers, nor do they actually
understand their problems.

It does not need any elucidation to say that anyone who did never suffer from any of the difficulties, to
which a worker is put, will not appreciate the difficulty of the worker to the desirable extent. This is a

serious weakness of Indian Trade Unionism.
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7. Faulty Method of Labour Recruitment:

The method of labour recruitment that is usually followed in India weakens trade unions. Majority of the
workers are recruited through intermediaries and they remain at the mercy of these intermediaries. The
intermediaries themselves bargain with the employers to the detriment of the interest of the workers.

The workers mostly come from villages and, being unable to adjust themselves with the new environment of
the urban areas, many of them leave. So, this type of recruitment stands in the way of the growth of strong
and continuous labour organizations.

8. Lack of Interest on the Part of the Workers:

Workers themselves do not take active interest in the activities of trade unions. This phenomenon is
attributable to the migratory character of the workers, their illiteracy, poverty etc.

It does not need any elucidation to say that anyone who did never suffer from any of the difficulties, to
which a worker is put, will not appreciate the difficulty of the worker to the desirable extent. This is a
serious weakness of Indian Trade Unionism.

7. Faulty Method of Labour Recruitment:

The method of labour recruitment that is usually followed in India weakens trade unions. Majority of the
workers are recruited through intermediaries and they remain at the mercy of these intermediaries. The
intermediaries themselves bargain with the employers to the detriment of the interest of the workers.

The workers mostly come from villages and, being unable to adjust themselves with the new environment of
the urban areas, many of them leave. So, this type of recruitment stands in the way of the growth of strong
and continuous labour organizations.

8. Lack of Interest on the Part of the Workers:

Workers themselves do not take active interest in the activities of trade unions. This phenomenon is
attributable to the migratory character of the workers, their illiteracy, poverty etc.

The implication of strengthening trade unions in their interests are not intelligible to many of them; they are
simply interested in earning daily wages to send them to their village-families and live contended with the
meager surplus they keep with them.

Their standard of living is too low. They do not think about ‘higher level’ living. All these peculiar
characteristics of Indian workers are obstacles to the growth of healthy unions.

9. Inadequacy of Finances:

Another weakness of the trade unions in India is the inadequacy of finances. Funds are limited because of
low membership fee, many are defaulters; so, when needs arise, unions cannot fight for want of funds. A
continuous fight against management to bargain something needs funds since the workers may have to go on

strike during which period they will have to be maintained out of the funds of the trade unions.
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10. Lack of a Common Goal:

Trade unions in India today suffer from the lack of a common goal. Since the workers are controlled by the
labour wings of different political parties, oneness of mind among the workers cannot be expected. Workers
are themselves divided; the rivalry among the trade unions is more severe than their hatred and opposition
against the employer.

11. Absence of Craft Unions:

This is a unique feature of the trade unions in India. There is no craft-wise trade union. All workers of
different crafts belong to the same trade union and this naturally stands in the way of their coming close to
one another. There always remains a distance between workers specialized in different crafts. Thus, the trade
unions with such members become wesk.

Suggestions for the Healthy Growth of Trade Unions (How to Overcome Problems)

In a developing country like ours, strong and stable trade unions are in the interest of both the workers and
the employers. A healthy trade union helps the workers in increasing their collective bargaining power and
in achieving the various objectives of unions. It is necessary for maintaining good relations between the
employer and the employee.

The employers will gain immensely if there are strong trade unions. They can communicate with all workers
through the union and can refrain the workers from putting up exorbitant demands. Through the healthy
trade union, employers can inculcate a sense of discipline in the workers and also prevent unjustified strikes.
Moreover, a healthy trade union is essential for a proper functioning of industrial democracy.

The following suggestions are given for the healthy growth of trade unionsin our country:

1. OneUnion in One Industry:

In order to remove inter-union rivalries, to promote unity in the trade unions, and to take up collective
bargaining effectively, it is necessary to observe the principle of “one union in one industry”. Without such,
it isdifficult for the workersto concede their legitimate demands.

2. Training and Education of Union Workers:

It is necessary to train and educate the union worker in the various areas relating to the management of trade
union. They should also have knowledge regarding the working and technicalities of the industry in which
they are working. Further, such trained workers should be appointed as full-time paid officers of the
company.

3. Enlarging the Coverage:
At present, only a small percentage of workers are associated with the trade unions in the country. In order
to srengthen trade unionism, it is necessary that its coverage is enlarged as much as possible by bringing a

large mass of un-organized workers within its fold.
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4. Strengthening the Unions:

Asthe trade unions in India are not very .stable and strong, their growth is very much hindered. Hence, steps
must be taken to strengthen them by measures like, (a) encouraging the small unions to merge with the
stronger units, and (b) improving the finances of trade union by collecting the subscriptions regularly from
the members.

5. Expanding and Diversifying the Activities:

Generally, the trade unions in India concern themselves only with the demands for more wages and certain
other benefits to the members. In order to make the workers get more interest in the trade unions, it is
necessary for the trade unions to expand and diversify their activities. They have to provide educational,
social, cultural and welfare facilities to their members.

6. Free from the control of Palitical Parties:

So far, trade unions in our country are dominated by the different political parties and this is not helping for
their healthy growth. Hence, they must make efforts to establish themselves as independent organizations
and also should replace the outside leadership by their own leadership.

7. Changein the Employers’ Attitude:

The employers have to change their attitude towards trade unions. They should realize that strong trade
unions can be helpful in avoiding many disputes, inculcating a sense of discipline among the workers and in
creating good atmosphere in the factory. Hence, the employers instead of trying to weaken the trade unions
must encourage their growth on sound lines and give due recognition to the representative trade unions.

8. Changein Government’s Attitude:

Government also has to change its attitude towards trade unions. They should follow such policies that may
facilitate the healthy growth of trade unions. They should encourage collective bargaining and also the
development of voluntary arbitration for resolving industrial disputes.

9. Proper Implementation of Code of Conduct:

A code of conduct was evolved in 1 958 by the representatives of the four central organizations of the
country for the purpose of minimizing the inter-union rivalries and also to facilitate the healthy growth of
trade unions. But they have not implemented the code properly. As the purpose of the code is to help the

unions to grow on stable and sound lines, the efforts should be made by the unions to implement the code

properly.
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COLLECTIVE BARGAINING

M eaning and Definition of Collective Bargaining:

The term ‘collective bargaining’ has different meanings for different people. The whole concept revolves
round the meaning of the term ‘collective bargaining’. The word ‘collective’ means group and ‘bargaining’
means negotiation and therefore, it may be considered as a negotiation of a dispute between the labour union
and the management.

In the words of R.F. Hoxie “Collective bargaining is a mode of fixing the terms of employment by means of
bargaining between an organized body of employees and an employer or an association of employers
usually acting through organized agents. The essence of collective bargaining is a bargain between
interested parties and not a decree from outside parties.”

Need/I mportance:

I mportance:

The need for and importance of collective bargaining is felt due to the advantages it offers to an
organisation.

1. Collective bargaining develops better under standing between the employer and the employees:

It provides a platform to the management and the employees to be at par on negotiation table. As such, while
the management gains a better and deep insight into the problems and the aspirations of die employees, on
the one hand, die employees do also become better informed about the organisational problems and
limitations, on the other. This, in turn, develops better understanding between the two parties.

2. It promotesindustrial democracy:

Both the employer and the employees who best know their problems, participate in the negotiation process.
Such participation breeds the democratic process in the organisation.

3. It benefitsthe both-employer and employees:

The negotiation arrived at is acceptable to both parties—the employer and the employees.

4. It isadjustable to the changing conditions:

A dynamic environment leads to changes in employment conditions. This requires changes in organisational
processes to match with the changed conditions. Among other alternatives available, collective bargaining is
found as a better approach to bring changes more amicably.

5. It facilitates the speedy implementation of decisionsarrived at collective negotiation:

The direct participation of both parties—the employer and the employees—in collective decision making
process provides an in-built mechanism for speedy implementation of decisions arrived at collective
bargaining.

Characterisics of Collective Bargaining:
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TheMain characteristics of collective bargaining are:

a) Group action: It is a group action as opposed to individual action and is initiated through the
representatives of the workers and delegates of the management at the bargaining table.

(b) Flexible and mobile: It is flexible and mobile and not fixed or static. It has flexibility and ample scope
for compromise for a mutual give and take before the final agreement.

(c) Two-party process. It is a two-party process. It can succeed only when the labour and management
want to succeed. There must be a mutual eagerness to develop the collective bargaining procedure, with a
view to achieve harmony and progress. It can flourish only in an aimosphere which is free from animosity
and reprisal.

(d) Continuous Process. It is a continuous process, which provides a mechanism for continuing and
organized relationships between the management and the trade unions. The heart of collective bargaining is
the process for continuing joint considerations and the adjustments of plants and problems.

(e) Dynamic: Thetermitself is dynamic because the concept is growing, expanding, and changing.

(f) It isindustrial democracy at work: Industrial democracy is the government of Labour with the consent
of the governed- the workers. The principle of arbitrary unilateralism has given way to that of self
government in industry.

(g)Not a competitive process. It is not a competitive process but a complementary process that is each
party needs something that the other party has, namely, labour can make a greater productive effort and
management has the capacity to pay.

(h)An Art: It is an art, an advanced form of human relations. To get a proof of this one only needs to
witness the bluffing, the oratory, the dramatics, and the coyness mixed in an inexplicable fashion, which
often characterizes a bargaining session.

Levelsof Collective Bargaining:

Collective bargaining takes place at the following levels:

(1) At Plant Level: This is the basic or micro level unit, where negations are conducted between the
management of the plant and unions of the plant. Generally the unions are centered on the plant, with little
or no involvement in other bodies.

(ii) At the Industry Level:

Here all unions of an industry enter into an agreement with the employers in general. In India, collective
bargaining of this type is very popular in textile industry where agreements are reached between labour

unions and the various management bodies.
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(iii) At the National Level:

At the national level the bargaining is mutual and agreements usually taking the form of ‘bipartite
agreements’ entered into between labour union and managements in the presence of the government
representatives. The agreement entered into between Indian Tea Association, Indian Tea Planters
Association and Hind Mazdoor Sabh.

Process of Collective Bargaining:

? FEnvironment

Preparmg for
Negotiarion

-

Bargaming Issues

T

Negotiating

l

Negotiation

Overcoming

Breakdowns - Breakdowns
Reaching the -
Azreesnent

!

Ranfving the
Agreement

1

Admnistration of
the Agreement

. Preparation for negotiations. Careful advance preparations by employers and employees are
necessary because of the complexity of the issue and the board range of topics to be discussed during
negotiations.

Effective bargaining means presenting an orderly and factual case to each side. Today this require much
more skill and sophistication then it did in earlier days, where shouting and expression of strong emotionsin
smoke filled rooms were frequently the keys to getting one’s proposals accepted.

» From the Management sidethe negotiatorsarerequired to:

1. Prepare specific proposals for changes in the contract language.

2. Determine general size of the economic package the company proposes to offer.

3

Prepare statistical displays and supportive data for use in negotiations, and

Anurag Engineering college- Kodad M.B.A DEPARTMENT Page 11




HRM 5. UNIT- EMPLOYEE RELATIONS

VI.

4. Prepare bargaining book for company negations, compilation of information on issues that will be

discussed, giving an analysis of the effect of each case.

» From the employees side:

1. Thefinancial position of the company and its ability to pay.

2. The attitude of the management towards various issues, as reflected in past negotiations or inferred
from negotiations in similar companies.

3. The attitudes and desires of the employees.

Identifying Barraging Issues. The major issues discussed in collective barraging fall under the
following four categories:

1. Wage- Related Issues. These include such topics as how basic wage rates are determined, cost of
living adjustments, wage differentials, overtime rates, wage adjustments and the like.

2. Supplementary Economic Benefits: These include such issues as pension plans, paid vacations,
paid holidays, health insurance plans, retrenchment pay, and unemployment pension and like.

3. Ingtitutional Issues. These consist of the rights and duties of employers, employees, unions,
employees stock ownership schemes, and QWL programmes.

4. Administrative Issues. These includes such issues as seniority, employee discipline and discharge
procedures, employee health and safety, technological changes, work rules, job security, training
and like.

Negotiating: Preparations are having been made and issues being identified. The next logical step in the

collective- bargaining process is negotiation. The negotiating phase begins with each side presenting its

initial demands. The negotiation goes on for days until the final agreement is reached. But before the

agreement is reached, it is a battle of wits, playing on words, and threats of strikes and lockouts. It is a

big relief to everybody when the agreement is finally signed by the management representatives and the

union. The success of negotiation depends on skills and abilities of the negotiators.

. Settlement and Contract Agreement: After an initial agreement has been made, the two sides usually

return to their respective constituencies to determine whether what they have informally agreed upon is
acceptable.

A crucial stage isratification. In this stage the union negotiating team explains and puts the agreement
to the union members for a vote. If voted the agreement is formalized into a contract. It is important
that the contract must be clear and precise.

Administration of the Agreement: Signining the agreement is not the end of collective bargaining;

rather it is the beginning of the process. The agreement must be implemented according to the letter and

spirit of the provisions may not always be easy. Moreover, it may be difficult to draft a flawless agreement,
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notwithstanding the exacting efforts of the most experienced negotiators and lawyers specialized in IR.
Flaws are allowed to continue till the agreement period. Faulty implementations or Violation of the any
provision leads to dispute. The management is primarily responsible for implementing the agreement,
which must be communicated to all affected levels.
The HR manager plays crucial role in the day to day administration of the contract. He or she advises on
matters of discipline and works to resolve grievances arising out of the agreement. In addition, he or she
works; with the line management establish good working relationship with all employees affected by the
terms and conditions of the agreement.
GRIEVANCES:
Introductions and Definition of Grievance:
A grievance is any dissatisfaction or feeling of injustice having connection with one’s employment situation
which is brought to the attention of management. Speaking broadly, a grievance is any dissatisfaction that
adversely affects organizational relations and productivity. To understand what agrievance is, it is necessary
to distinguish between dissatisfaction, complaint, and grievance.

1. Dissatisfaction is anything that disturbs an employee, whether or not the unrest is expressed in words.

2. Complaint is a spoken or written dissatisfaction brought to the attention of the supervisor or the shop

steward.

3. Grievance is a complaint that has been formally presented to a management representative or to a union
official.

According to Michael Jucious, ‘grievance is any discontent or dissatisfaction whether expressed or not,
whether valid or not, arising out of anything connected with the company which an employee thinks,

believes or even feels to be unfair, unjust or inequitable’.

In short, grievance is a state of dissatisfaction, expressed or unexpressed, written or unwritten, justified or

unjustified, having connection with employment situation.

Features of Grievance:

1. A grievance refersto any form of discontent or dissatisfaction with any aspect of the organization.

2. The dissatisfaction must arise out of employment and not due to personal or family problems.
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3. The discontent can arise out of real or imaginary reasons. When employees feel that injustice has been
done to them, they have a grievance. The reason for such a feeling may be valid or invalid, legitimate or
irrational, justifiable or ridiculous.

4. The discontent may be voiced or unvoiced, but it must find expression in some form. However, discontent
per seis not a grievance. Initially, the employee may complain orally or in writing. If this is not looked into
promptly, the employee feels a sense of lack of justice. Now, the discontent grows and takes the shape of a

grievance.

5. Broadly speaking, thus, a grievance is traceable to be perceived as non-fulfillment of one’s expectations
from the organization.

Causes of Grievances:

Grievances may occur dueto a number of reasons:

1. Economic:

Employees may demand for individual wage adjustments. They may feel that they are paid less when
compared to others. For example, late bonus, payments, adjustments to overtime pay, perceived inequalities
in treatment, claims for equal pay, and appeals against performance- related pay awards.

2. Work environment:

It may be undesirable or unsatisfactory conditions of work. For example, light, space, heat, or poor physical
conditions of workplace, defective tools and equipment, poor quality of material, unfair rules, and lack of
recognition.

3. Supervision:

It may be objections to the general methods of supervision related to the attitudes of the supervisor towards
the employee such as perceived notions of bias, favoritism, nepotism, caste affiliations and regional feelings.
4. Organizational change:

Any change in the organizational policies can result in grievances. For example, the implementation of
revised company policies or new working practices.

5. Employeerelations:

Employees are unable to adjust with their colleagues, suffer from feelings of neglect and victimization and
become an object of ridicule and humiliation, or other inter- employee disputes.

6. Miscellaneous:

These may be issues relating to certain violations in respect of promotions, safety methods, transfer,

disciplinary rules, fines, granting leaves, medical facilities, etc.
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Effects of Grievance:
Grievances, if not identified and redressed, may adversely affect workers, managers, and the organization.

The effects are the following:

1. on the production:

a. Low quality of production

b. Low productivity

c. Increase in the wastage of material, spoilage/leakage of machinery

d. Increase in the cost of production per unit

2. on the employees.

a. Increase in the rate of absenteeism and turnover

b. Reduction in the level of commitment, sincerity and punctuality

c. Increase in the incidence of accidents

d. Reduction in the level of employee morale.

3. on themanagers.

a. Strained superior-subordinate relations.

b. Increase in the degree of supervision and control.

c. Increase in indiscipline cases

d. Increase in unrest and thereby machinery to maintain industrial peace

Need for a Formal Procedureto Handle Grievances:

A grievance handling system serves as an outlet for employee frustrations, discontents, and gripes like a
pressure release value on a steam boiler. Employees do not have to keep their frustrations bottled up until

eventually discontent causes explosion.

The existence of an effective grievance procedure reduces the need of arbitrary action by supervisors
because supervisors know that the employees are able to protect such behavior and make protests to be
heard by higher management. The very fact that employees have a right to be heard and are actually heard
helps to improve morale. In view of all these, every organization should have a clear-cut procedure for

grievance handling.
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Thefour stages of the machinery are briefly discussed here:

1. Initial level at which grievance occurs:

The greatest opportunity to redress a grievance is to resolve it at the initial level at which it occurs. A
worker’s grievance should be resolved by their immediate boss, the first-line supervisor. The first stage of
the procedure usualy involves three persons—the aggrieved employee, his immediate boss and the union
representative.

It is possible to involve the union in laying down the framework of the grievance procedure and thereafter
restrain union involvement in the actual process, at least in the first two stages. Supervisory role needs to be
strengthened, with appropriate training in problem-solving skills, grievance handling, and counseling.

2. Intermediate stage:

If the dispute is not redressed at the initial state at supervisor’s level, it is usually referred to the head of the
concerned department. It is important that the management assumes prime responsibility for the settlement
of agrievance. At the intermediate level, grievance can be settled with or without union involvement.

3. Organization level:
If agrievance is not settled at the intermediate level also, it can be referred to the top management. Usually,
aperson of alevel not less than the general manager designated for the purpose directly handles the issue. At

this level, it is very difficult to reconcile the conflicting interests.

4. Third-party mediation:
If the grievance has not been settled bilaterally within the organization, it goesto athird party for mediation.
Arbitration or adjudication or the matter may even be referred to a labour court. At this stage, the parties

concerned lose control over the way the grievance is settled.

In case of mediation (conciliation or arbitration), the mediator has no authority to decide, but in case of the
labour court or an adjudicator, the decision will be binding on the parties, subject to satutory provisions for

appeal to higher courts.

At any stage of the grievance machinery, the dispute must be handled by some members of the management.
In grievance redressal, responsibility lies largely with the management. And, as already discussed,
grievances should be settled promptly at the first stage itself.

The following steps provide a measure of guidance to the manager dealing with grievances:
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1. Acknowledge dissatisfaction:
Managerial/supervisory attitude to grievances is important. They should focus attention on grievances, and
not turn away from them. Ignorance is not bliss; it is the bane of industrial conflict. Arrogant attitude on the

part of supervisors and managers aggravates the problem.

2. Define the problem:
Instead of trying to deal with a vague feeling of discontent, the problem should be defined properly.
Sometime the wrong complaint is given. By effective listening, one can make sure that a true complaint is

voiced.

3. Get thefacts:
Facts should be separated from fiction. Although grievances result in hurt feelings, the effort should be to
get the facts behind the feelings. There is need for a proper record of each grievance.

4. Analyse and decide:

Decisions on each grievance will have a precedent effect. While no time should be lost in dealing with them,
it is no excuse to be slipshod about it. Grievance settlements provide opportunities for managements to
correct themselves, and thereby come closer to the employees. Horse-trading in grievance redressal due to
union pressures may temporarily bring union leadership closer to the management, but it will surely alienate

the workforce away from the management.

5. Follow up:
Decisions taken must be followed up earnestly. They should be promptly communicated to the concerned
employee. If a decision is favorable to the employee, their immediate boss should have the privilege of

communicating the same.
Objectives of Grievance Handling Procedure:

Objectives of the grievance handling procedure are as follows:
1. To enable the employee to air their grievance

2. To clarify the nature of the grievance

3. To investigate the reasons for dissatisfaction

4. To obtain, where possible, a speedy resolution to the problem

5. To take appropriate actions and ensure that promises are kept
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6. To inform the employee of their right to take the grievance to the next stage of the procedure, in the event
of an unsuccessful resolution

Benefits of Grievance Handling Procedure:

Benefitsthat accrueto both the employer and employees are as follows:

1. It encourages employees to raise concerns without fear of reprisal.

2. It provides a fair and speedy means of dealing with complaints.

3. It prevents minor disagreements developing into more serious disputes.

4. It serves as an outlet for employee frustrations and discontents.

5. It saves employer’s time and money as solutions are found for workplace problems. It helps to build an
organizational climate based on openness and trugt.

Details of a grievance procedure/machinery may vary from organization to organization.

Employee Separation:

Employee separation is an act where in the employee and the organization split up. Employee separation is

apainful and dedicated mater in every organization.

Types.

Employee separation can be broadly categorized into two types are as follows

1. Voluntary separations and

2. Involuntary separations

1.Voluntary Separations:. In casg, if the employee leaves or get separated from the organization by hig/ her

without any force from the employer then such kind of separation is known as voluntary separation.

Voluntary separations are the following types.

i.  Quits: An employee will quit his /her job when his job dissatisfaction level tends to be high or when

he/ she gets a far better job opportunity.
Employees would be dissatisfied. |If they are displeased with the polices of the company, compensation
paid, career opportunities, health issues, spouse relocation, supervision or may be due tom other similar
type of reasons.
In reality most of the competent workforces get several career opportunities. But their loyalty and
commitment bound them with the organization. However there are certain employees who don’t want

to stay with the organization and always keep on looking for their career opportunities.

Retirement:
Retirement is the major cause of separation of employees from the organisation. It can be defined as the

termination of service of an employee on reaching the age of superannuation. For example, at present the
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superannuation age for the teachers working in the Central Universities is 62 years and in case of some state

government employees, it is 58 years. Some people characterize retirement as ‘role less role’.

Retirement may be of two types:

(i) Compulsory Retirement:

This is the retirement when employees retire compulsorily from service on attaining the age of
superannuation. Some organisations like Universities may have a policy to reappoint professionals and

others who possess rare skills and expertise for a limited time even after attaining superannuation.

(if) Voluntary Retirement:

When organisations give option to its employees to retire even before superannuation, it is called ‘voluntary
retirement’. This scheme is termed as, ‘voluntary retirement scheme (VRS)’. Of late, in their efforts to
downsize the employees, organisations by providing certain incentives, are trying to encourage their
employees to opt for voluntary retirement. Employees in return of voluntary retirement are given lump sum

payment. This type of retirement is also called ‘Golden Hand Shake’.

Retirement from service is a significant milestone in the life of an employee. Post-retirement life requires a
great deal of adjustment on the part of (retired) employee. Here, organisation has a major role in facilitating

smooth transition from job state to jobless stage.

2. Involuntary Separation:

e Resignation:
Resignation is termination of service by an employee by serving a notice, called ‘resignation’ on the
employer. Resignation may be voluntary or involuntary. A voluntary resignation is when an employee
himself/herself decides to resign on the grounds of ill health, marriage, better job prospects in other
organisations, etc.

Resignation is considered involuntary or compulsory when the employer directs the employee to resign on
grounds of duty and indiscipline or face the disciplinary action. However, in case of involuntary resignation,
a domestic enquiry should be conducted before asking the employee to resign. This is because otherwise the
affected employee can go to the union or court of law and complain that he was asked to resign under

duress.

While some resignations may be advisable and beneficial for the organisation to rectify the mistakes

committed in hiring the employees, excessive turnover may be alarming as well. In such case, it is
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appropriate for the organisation to trace out the reasons behind resignations by conducting ‘exit interviews’
with the employees who are leaving the organisation. Exit interviews may enable the organisation to curb

the employee turnover before it reaches to the proportion of exodus.

Some organisations have provisions to give employment to the spouse/child or dependent of an employee
who dies in service. The normal separation of employees from an organisation owing to resignation,
retirement and death is known as “attrition’.

L ayoff:
Layoff implies denial of employment to the employees for reasons beyond the control of employer.
Breakdown of machinery, seasonal fluctuations in demand, shortage of power, raw materials, etc. are the

examples of reasons leading to layoff..

Retrenchment:

Retrenchment means permanent termination of an employee’s services for economic reasons. Retrenchment
occurs on account of surplus staff, poor demand for products, general economic slowdown, etc. It’s worth
noticing that termination of services on account of retirement, winding up of a business, illness or on

disciplinary grounds does not constitute retrenchment.

Retrenchment is mainly seen in plantations, agricultural services, forestry and logging, food products,
manufacture of machinery and cotton textile. The reasons pointed out behind retrenchment were mainly

financial stringency and lack of demand for their products.

Dismissal:

Dismissal is termination of service of an employee as a punitive measure. This may occur either on account
of unsatisfactory performance or misconduct. Persistent failure on the part of employee to perform up to the
expectations or specified standard is considered as unsatisfactory performance. Willful violation of rules and
regulation by the employee is treated as misconduct. Dismissal is a drastic step seriously impairing the

earnings and image of the employee.

Therefore, dismissal as a measure should be resorted to with great care and caution. It must be justified and
duly supported by the just and sufficient cause. Before an employee is dismissed, he must be served advance

notice to explain his position. The reasons for dismissal must be clearly made known to the employee.
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EMPLOYEE SAFETY AND HEALTH

M eaning of Health of Employee:

Health is a stage of complete physical, mental and social well-being and not merely the absence of any
disease. A person is considered healthy if he iswell adjusted to the environment in which he works.
According to the Joint I.L.O/W.H.O. Committee on Organisational Health, Industrial health is:

(i) the preservation and maintenance of physical, mental and social well-being of workersin all occupations
(i) Prevention of ill health among workers caused by the working conditions

(iii) Protection of workersin their employment from risks resulting from factors averse to health

(iv) Placing and maintenance of the worker in an occupational environment adapted to his physical and
psychological equipment.

The World Health Organisation (WHO) defined health as “a state of complete physical, mental and social
well-being and not merely an absence of disease or infirmity.”

According to the First Five Year Plan “Health is positive state of well-being in which harmonies
development of mental and physical capabilities of the individualsleadsto the enjoyment of a rich and
full life. It implies adjustment of the individual to histotal environment—physical and social.”

In simple words, we can say that health is a condition under which an individual is able to mobilize all his
resources- intellectual, emotional and physical for optimum living.

Health has found an important place in the constitution of all the countries and UN agencies. The Preamble
of the WHO constitution states that the enjoyment of the highest attainable standard of health is a
fundamental right of every human being and those governments are responsible for the health of their people
and can fulfill that responsibility by taking appropriate health and social welfare measures.

Objectives of Industrial Health:

The basic objective of industrial health is the prevention of disease and injury rather than the cure of the
disease.

Claude Vel has specified the following objectives of industrial health:

(i) The promotion and maintenance of the highest degree of the physical, mental and social well-being of
workers.

(i) The prevention of factors which make for ill health in their working conditions.

(i) The protection of workers in their occupations from risks arising from factors which are adverse to the
maintenance for the health.

(iv) The placing and maintenance of worker in an occupational environment which is adapted to his

psychological and physical equipment
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(v) The adaptation of work to man and each man on his job.
3. Significance of Industrial Health:

According to Labour Bureau, Government of India “On the one hand, efficiency in work is possible only
when an employee is healthy; on the other the industry (in which he is employed) exposes him to certain
hazards which he would not meet elsawhere and which may affect his health. It is with the intention of
reducing these hazards and improving the worker’s health that the discipline of industrial health came into
being as a branch of public health in its own right.”

Theindustrial health is significant because of the following reasons:

(i) To maintain and improve productivity and quality of work.

(if) To minimize absenteeism and labour turnover.

(iii) To reduce industrial unrest, indiscipline and accidents.

(iv) To improve employee motivation and morale.

(v) To reduce spoilage and cost of operations.

(vi) To preserve the physical and mental health of employees.
4. Present State of Employee’s Health in India:

In India, the Royal Commission on labour (1931), the Labour Investigation Committee (1946), the Health
Survey and Development Committee (1943), the Labour Welfare Committee (1969) and the National
Commission on labour (1969) al emphasised upon the “creation and maintenance of as healthy an
environment as possible, in the homes of the people as well as in all places where they congregate for
wor k, amusement or recreation as essential.”

The Government of India, since independence has taken several steps to protect the health of the workers.
The Government has enacted several labour legislations protecting the health of the industrial workers. Such
legislations are the Factories Act, 1948, The Mines Act, 1952, the Indian Dock Labourers Act, 1934, the
Motor Transport Workers Act, 1961, The Coal Mines (Conservation and Safety Act), 1952 etc.

Under these Acts, several provisions are made to protect the health of industrial workers from the
occupational diseases. The measures in these Acts pertain to both the curative and preventive aspects of the

industrial health. The employers are held responsible for carrying out the provisions of the concerned acts.

Safety and Security Management: M eaning, Causes and Other Details.

Meaning and | mportance:
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Safety refers to the accidents, stated differently. It also refers to the protection of workers from the dan-ger
of accidents. Employee safety and security refers to the protection of workers from the dangers of industrial

accidents.

An accident is an unplanned and uncontrolled event, which can be major or minor, partial or total. In any
case a worker gets disabled, it can affect the productivity. So, an accident-free plant is expected from the

employers.
Causes of Accidents;

There are three factors that contribute to accidents. These causes can be work-related causes, unsafe acts by
the employees, or chance occurrences. The work-related factors can be defective equipment, inadequate
safety devices, poor housekeeping and absence of maintenance of machines, which can result in accidents.

Unsafe acts can be due to carelessness of the workers and use of unsafe procedures.

The other causes can be due to bad working conditions, very long hours of work, carelessness in handling
materials and lack of training. All these accidents can increase the cost of production directly or indirectly.

Therefore, the management should take enough care to reduce the accidents to the minimum.

Techniques for Improving Safety and Security of Employees:

1. Safety programmes:

This deals with prevention of accidents, minimization of losses, and damages to the property and life of the

employees. There are five principles for a safety pro-gramme.

a. Industrial accidents can take place due various reasons such as lack of good leadership, lack of motivation

from the management and insufficient safety mechanisms. The root cause has to be traced out.

b. Identify the potential hazards and provide effective safety facilities.

c. The top management should have safety policies, which should be continuously monitored.

d. The accountability of the personnel should be determined for the safety performances.

e. Thorough training and education regarding the safety measures and devices.
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2. Safety organization:

An organization can set up a safety committee and a safety director for deciding various safety programmes
to be conducted in an organization. A safety programme must be developed to educate and train the

employees to avoid mechanical as well as personal hazards.
3. Safety engineering:

The important function of safety engineering is to eliminate al the possible risks due to processes, handling
of machines or equipment’s. Safety equipment such as glasses, gas masks, and gloves should be provided

free for protection.
4. Safety education and training:

Safety education for all levels of management and for every employee is a must. The main objective of
safety education is two-fold: first, to develop safety consciousness among the personnel and second, to
ensure safe performance by developing the skills of the employees. Training gives immediate knowledge
that can help the employees under-stand the hidden hazards, the knowledge to prevent accidents, safe
handling of materials, and good housekeeping.

5. Safety contests:

Some organizations encourage safety competitions among their departments to emphasize the importance of
safety.

6. Disciplinary action:

An organization can take action against any employee in case they are found guilty of any violations. The
safety programme and safety policy is based on the well-being of employees, and it stresses the fact that
human resources are the most valuable assets, and their safety isthe greatest responsibility.

Need for Safety:

There are certain benefits enjoyed by the organization as well as the employees when the plants become
accident free. International Labour Organization (ILO) observes 28 April as the World Safety and Hedlth
Day just to give significance for safety at work.
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Benefitsto the Organization:

1. Thereis substantial savings in costs.

2. This can reduce the wastages to the minimum.

3. Safety can also ensure optimum utilization of resources.

4. All the above reasons can contribute to improvements in productivity.

5. Financial losses that accompany accidents can be avoided.

6. The employees are less worried about their safety, which can improve their efficiency
7. The penalty for non-compliance of safety measures can be avoided.

Benefitsto the Employee:

1. Increased earnings of a company improve the earnings of aworker.

2. This can boost up the morale of the employees.

3. The workers are less worried about their safety.

4. They are motivated to work better.

5. This can again improve their efficiency.

6. Employees in a safe plant can devote more time for improving the quality and quantity of their output.
7. They can spend less time in worrying about their well-being and safety

Employee safety Programme
Step 1

Assessment of Dangers

Step2:

Review of Existing safety M easures
Step3:

Safety Devices Installation

Step4:

Safety Training

Steps:

Safety Compliances and verification

Step6:
Periodic Review of Safety Standards.
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Work Place Health Hazards Problems

Workplace health hazards refer to potential dangers and risks that can negatively impact the health
and well-being of employees in a particular work environment. These hazards can vary widely
depending on the type of work and the industry. Here are some common reasons and factors that
contribute to workplace health hazards:

Physical hazards. These are hazards that result from the physical characteristics of the workplace.
Examples include:

a. Manual handling and lifting of heavy objects, leading to musculoskeletal disorders.

b. Exposure to extreme temperatures, leading to heat sress or cold-related illnesses.

c. Noise pollution, which can cause hearing impairment and other health issues.

d. Vibrations from machinery, causing disorders like hand-arm vibration syndrome.

Chemical hazards. These arise from exposure to hazardous substances used or produced in the

workplace. Examples include:

a. Toxic chemicals or gasesthat can cause respiratory problems or skin irritations.

b. Carcinogens that may lead to long-term health issues like cancer.

c. Allergens that trigger allergies or respiratory conditions.

d. Flammable or explosive materials, posing fire and explosion risks.

Biological hazards: These are risks associated with exposure to biological agents, such as.

a. Infectious diseases spread by bacteria, viruses, or fungi.

b. Blood borne pathogens that can be transmitted through contact with blood or bodily fluids.

c. Vector-borne diseases transmitted by insects or animals in the workplace.
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Ergonomic hazards. Poor ergonomic conditions can lead to physical strain and repetitive stress

injuries, such as:

a. Improperly designed workstations and chairs causing back pain and posture issues.

b. Repetitive motions leading to conditions like carpal tunnel syndrome.

c. Inadequate lighting and improper positioning of computer screens causing eye strain.

Psychological hazards: Workplace stress and psychological factors can lead to mental health

problems, such as:

a. High work demands, excessive workload, and unrealistic deadlines.

b. Workplace bullying, harassment, or discrimination.

c. Lack of support from supervisors or colleagues.

d. Poor work-life balance.

Electrical hazards. These are risks associated with electrical systems and equipment, including:

a. Electrical shocks and electrocution due to faulty wiring or equipment.

b. Fires caused by electrical malfunctions.

Fire hazards: Factorsthat increase the risk of fire, such as:

a. Combustible materials in the workplace.

b. Lack of fire safety measures and equipment.

c. Electrical issues, as mentioned earlier.

Radiation hazards. Exposure to ionizing or non-ionizing radiation sources, which can cause various
health issues.
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Workplace violence: The risk of physical harm or emotional trauma due to violence from colleagues, clients,
or visitors.

It's essential for employers to identify, assess, and mitigate these workplace health hazards through
appropriate safety protocols, training, personal protective equipment (PPE), and a strong safety culture.
Regular inspections and risk assessments can help ensure a safe and healthy work environment for
employees.

WORK-LIFE INTEGRATION

Work-life integration is a concept that aims to blur the traditional boundaries between work and personal
life. It is a more flexible and holistic approach that recognizes the interconnectedness of work and personal
responsibilities and seeks to create harmony between them. The goal is to achieve a better balance and

reduce the conflict that can arise when trying to juggle the demands of work and personal life separately.
Here are some key aspects of work-lifeintegration:

a. Flexibility: Work-life integration encourages flexible work arrangements, such as remote work,
flexible hours, and job-sharing. This allows individuals to better accommodate personal commitments
without compromising their work responsibilities.
b. Technology and Connectivity: Advancements in technology enable individuals to stay
connected and work from various locations, making it easier to balance work and personal life.
c. Boundaries. While the concept aims to integrate work and life, it also emphasizes the importance
of setting boundaries to prevent burnout and ensure that personal time remains protected.

d. Focus on Outcomes: Rather than fixating on the number of hours spent working, work-life
integration focuses on the quality of work and achieving specific outcomes. This approach values
productivity over mere presence in the workplace.

e. Waeéll-being and Self-Care: Prioritizing well-being is a crucial component of work-life integration. This
includes taking care of physical and mental health, finding time for hobbies, and spending quality time
with loved ones.

f. Employer Support: Employers play a significant role in enabling work-life integration. Supportive
policies, a positive work culture, and open communication channels all contribute to creating an

environment where employees can integrate their work and personal lives successfully.
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g. Personal Empower ment: Individuals are encouraged to take responsibility for managing their work and
personal lives effectively. This may involve planning, prioritizing tasks, and learning to say no when

necessary.
STRESS MANAGEMENT:

According to Robbins: Stress is defined as “A on in which an individual is confronted with and
opportunity, constraint or demand related to what he or she desires and for which the outcome is perceived

to be both uncertain and important.

There arefour different sources of stress;

(1) Extra Organisational Stressors,
(2) Organisational Stressors,
(3) Group Stressors, and

(4 Individual Stressors.
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All these sources are explained in detailed as follows:
A. Extra Organisational Stressors.

ADVERTISEMENTS:

Job stress is not limited to things that happen inside the organisation, during the working hours. Extra

organisational factors also contribute to job stress.

These stressorsinclude the following factors:
1. Political Factors:
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Political factors are likely to cause stress in countries which suffer from political uncertainties as in Iran, for
example. The obvious reason is that the countries have stable political system where change is typically

implemented in an orderly manner.

2. Economic Factors:

Changes in business cycles create economic uncertainties. WWhen the economy contracts, people get worried
about their own security. A very important example is the great depression of 1930s. During this period,
suicide rates touched the sky. Minor recessions also cause stress in the work force as downward swings in
the economy are often accomplished by permanent reductions in the work force, temporary layoff or

reduction in pay.

3. Technological Factors:

Technological uncertainty is the third type of environmental factor that can cause stress. In today’s era of
technological development new innovations make an employee’s skills and experience obsolete in a very
short span of time. Computers, automation are other forms of technological innovations, which are threat to

many people and cause them stress.

B. Organisational Stressors:

In organisations, there is no shortage of factors which can cause stress. Almost every aspect of work can be
a stressor for someone. Although there are many factors in the work environment that have some influence
on the extent of stress that people experience at the job, the following factors have been shown to be

particularly strong in inducing stress:

1. Job Related Factors:
Job related factors or task demands are related to the job performed by an individual.

These factorsinclude the following:
() If ajob istoo routine, dull and boring or happens to be too demanding in terms of frequent transfers or
constant travelling, which limits the time he can spend with his family, the individual is likely to experience

stress.

(ii) Some jobs also be hazardous or morally conflicting to the individual who interfaces with it, for example,

working in a explosives manufacturing factory for the individual who is a staunch believer in and advocate
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of peace. For lack of other job opportunities, he may be forced to work in this environment and this may be
aconstant source of severe stress and anguish to the person.

(iif) Some duties and responsibilities have inbuilt stress such as those of the fire fighter or the police squad
which defuses bombs.

(iv) Jobs where temperatures, noise or other working conditions are dangerous or undesirable can increase
anxiety. Similarly, working in an overcrowded room or invisible location where interruptions are constant,

can also lead to gress.

(v) The more interdependence between a person’s tasks and the tasks of others, the more potential stress

there is. Autonomy, on the other hand tends to reduced stress.

(vi) Security is another task demand that can cause stress. Someone in arelatively secure job is not likely to
worry unduly about losing that position. On the other hand, if job security is threatened stress can increase

dramatically.

(vii) Another task demand stressor is workload. Overload occurs when a person has more work to do than he
can handle. The overload can be either quantitative (the individual has too many tasks to perform or too little
time in which to perform them) or qualitative (the person believes that he lacks the ability to do the job). On
the other hand, the opposite of overload is also undesirable. It can result in boredom and apathy just as
overload can cause tension and anxiety. Thus, a moderate degree of work related stress is optimal because it

leadsto high level of energy and motivation.

2. Role Related Factors:
Role related factors relate to pressures placed on a person as a function of the particular role he or she plays

in the organisation.

Individuals can experience the following role related stresses:

(i) Role Conflict:

Role conflict occurs when two or more persons have different and sometimes opposing expectations of a
given individual. Thus, there are two or more sets of pressures on the individual so that it is not possible to
satisfy all of them. Role conflict takes place when contradictory demands are placed upon an employee
simultaneously. For example, an advertising manager may be asked to produce a creative ad campaign while

on the other hand, time constraint is put upon him, both roles being in conflict with each other.
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Another type of role conflict is the inter-role conflict where an individual plays more than one role
simultaneously in his life and the demands of these roles conflict with each other. For example, a police
officer is invited to his friend’s wedding party where the guests use drugs which are against the law. Here he
faces arole conflict.

(i) Role Ambiguity:

Stresses from job ambiguity arise when an employee does not know what is expected of him or her or how
to go about doing the job. For example, if an employee who joins an organisation is left to him to figure out
what he is supposed to be doing and nobody tells him what the expectations of him or his role are, the

newcomer will face a high level of role ambiguity.

Even an old employee can be given a responsibility without being given much information. For example, a
production manager might tell a foreman that 500 units of steel rods are to be manufactured in next five days
and leaves town immediately without specifying what kind of additional help will be provided, or what the
purpose, cost, weight or design details are. The foreman is left with a lot of role ambiguity and does not
know how he should go about doing the job.

(iii) Role Overload:

Role overload refers to the situation when an individual is expected to do too many things within a limited
time as part of the daily routine. For example, if Mrs. X is expected to perform the duties of a supervisor,
receptionist, public relations officer and an accountant, she is likely to experience a lot of stress from the
several roles she has to play during the day. She may be able to manage the various roles for a short period

of time, but if expected to continue in this fashion on along term basis, she is likely to fall sick or quit.

3. Inter Personal and Group Related Factors:
Interpersonal demands are pressures created by other employees. Group related stressors include factors like
conflicts, poor communication, unpleasant relationship and fear of being ostracized from the group as a

valued member.

Working with superior, peers or subordinates with whom one does not get along can be a constant source of
stress. Some people can deal with conflicts and misunderstandings in an open way and resolve issues as they

arise. Many, however, find it difficult to do thisand build internal stresses for themselves.
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Moreover, lack of social support from colleagues and poor interpersonal relationships can cause
considerable stress, especially among employees with a high social need. Sometimes, the individuals try to

avoid these stresses by remaining absent as frequently as possible and even start looking for new jobs.

4. Organisational Structural Factors:
Organisational structure defines the level of differentiation, the degree of rules and regulations and where
decisions are made. Excessive rules and lack of participation in decisions that affect an employee are

examples of structural variables that might be potential stressors.

5. Organisational L eadership Factors:
These factors represent the managerial style of the organization’s senior managers. Some managers create a
culture characterized by tension, fear and anxiety. They establish unrealistic pressures to perform in the

short run impose excessively tight controls and routinely fire employees who fail to turn up.

6. Organization’s Life Cycle:

Organisations go through a cycle. They are established; they grow, become mature and eventually decline.
An organization’s life cycle creates different problems and pressures for the employees. The first and the
last stage are stressful. The establishment involves a lot of excitement and uncertainty, while the decline
typically requires cutback, layoffs and a different set of uncertainties. When the organisation is in the
maturity stage, stresstendsto be the least because uncertainties are lowest at this point of time.

C. Group Stressors:

Another source of stress in organisations is poor interpersonal relationships or conflicts. These conflicts can
be among the members of the group or between the superiors and subordinates. Groups have a lot of
influence on the employees’ behaviour, performance and job satisfaction. On the other hand, the group can

also be a potential source of stress.

Group stressors can be categorized into the following factors:

1. Group Cohesiveness:

The famous Hawthorne studies had proved that group cohesiveness is very important to the employees,
particularly at the lower levels of the organisation. Lack of cohesiveness can be very stress producing,

especially for those persons who cannot thrive in isolation.
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The other side of the picture is that too much cohesiveness can also lead to stress. Sayings like “Too much
familiarity breeds contempt” are very valid because prolonged contact with other people can also cause
stress. This stress becomes more intensified when the people we are close to or with whom we come in
contact with are in distress themselves. For example, people tend to become distressed when their friends,
colleagues or pears are in distress. Due to this reason people belonging to certain specific professions, which
deal with the problems of other people have the highest level of stress.

According to Albercht, doctors have the highest rate of alcoholism of any of the professions and that
psychiatrists have the highest rate of suicide.

2. Lack of Social Support:

Satisfaction, though, a sate of mind is primarily influenced by the positive external factors. These factors
include friendliness, respect from other members and self respect, support, opportunity to interact,
achievement, protection against threats and a feeling of security. In this type of social support is lacking for
an individual, it can be very stressful.

ADVERTISEMENTS:

3. Conflicts:
People who are working in the organisations are prone to interpersonal and intergroup conflicts. Conflict has
both functional and dysfunctional aspects. Whenever conflict has dysfunctional consequences, it will lead to

stressin all the concerned parties.

4. Organisational Climate:

Much of the group or interpersonal relationships depend upon the organisational climate. An overall
organisational climate may have a relaxed style of working or it may be tense and crisis oriented. All the
employees of such organisation will be continuously tense, if the climate in general is unfriendly, hostile or
totally task oriented.

D. Individual Stressors:
The typical individual works for about 8 to 10 hours a day. The problems and experiences which he has to
face in the remaining 14 to 16 non-working hours can spill over to his work place. Our final category of

stressors thus includes personal or individual stressors.

Following are the main factor swhich can cause stressto individuals:
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1. Job Concerns:

One of the major job concerns is lack of job security which can lead to concern, anxiety or frustration to the
individual. The prospect of losing a job especially when you have a family and social obligations is always
very stressful. Career progress is another reason of anxiety. This is particularly true for middle aged people,
because middle age is a period of soul searching and self doubt. If these people were not given promotions
when due or they feel that the jobs which were given to them were beneath their qualifications, they may

become very anxious. This anxiety will lead to stress.

2. Career Changes:
When an employee has to relocate geographically because of a transfer or promotion, it disrupts the routine

of hisdaily life causing concern and stress.

Therelocation can lead to thefollowing problems:
(i) The fear of working in a new location.

(i) Unpredictability about new work environment.

(i) Anxiety about creating new relationships.

(iv) Uprooting of children from their schools and friends.

(v) If the employee has got aworking spouse then the stressis greater.

Uncertainty about getting a new job at the new location creates some degree of stress.

Thus, when a person is geographically relocated, his stress will depend upon how many changes occur in his

social relationships and family life. More the changes, more will be the stress.

3. Economic Problems:
Some people are very poor money managers or they have wants and desires that always seem to exceed their
earning capacity. When individuals overextend their financial resources, or in simple words, if they spend

more than they earn, it will always cause stress and distract the employees from their Work.

4. Changesin Life Structure:
The life structure of a person changes as he grows older. As a person grows older, his responsibilities to

himself as well as others change and increase. The higher the responsibility, the greater the stress.
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5. The Pace of Life:

As the responsibilities of a person increase, his capacity to execute them should also increase. A hectic pace
of life when the person is always busy in business or otherwise can create more stress than a relaxed pace of
life. Certain professions like teaching are less stressful than those of company executives, bankers or

businessmen.

6. Life Change and Life Traumas:

Life change and life traumas are both stress producing. Life changes may be slow (like getting older) or
sudden (like the death of a spouse). Sudden changes are highly stressful. Life traumas can be highly
stressful. A life trauma is any upheaval in an individual’s life that alters his or her attitudes, emotions or

behaviors. Life change and life trauma look alike but there is difference between the two.

To illustrate, according to the life change view, the death of a spouse adds to a person’s potential for health
problems in the following year. At the same time, the person will also experience an emotional turmoil,

which will constitute life trauma and life trauma will spill over to the work place.

Thomas Holmes and Richard Roke developed “Social Adjustment Rating Schedule” to assess the degree of
stress created by certain eventsin life. In order to develop the scale of impact, they asked people to rate asto
how long it would take them to adjust to certain stress producing events in life. After considering the
responses of the people, they developed a ranking and weighing schedule for each of these stress producing

events.

The following table shows the ranking of these events along with the weights:

Ranking Life Event Weight
1. Death of spouse 100
2. Divorce 73
3. Jail term 63
4, Death of a close family member 63
5. Marmiage 50
6. Fired from work 47
7. Pregnancy 40
8. Sex difficulties 39
9. Child leaving home 29

10. Change in residence 20
11. Christmas 12

7. Personality of a Person:
The extent of stress is also determined by the personality of a person. In respect of personality the distinction
between “TYPE A’ and ‘TYPE B’ behaviour patterns become relevant. TYPE A personalities may create
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stress in their work circumstances due to their achievement orientation, impatience and perfectionism. TY PE
A people, thus, encounter were stress. TY PE B personality; on the other hand, is less stress prone.

8. Ability to Cope:

The ability of the person to cope with stress and the sources a person seeks to deal with stress are also very
important. For example, people who have strong faith in God and his will find it easier to deal with stressful
situations like the loss of aloved one. Similarly, family, relations and friends are a source of great comfort at
such times of crisis. Thus, if we have to appraise the total amount of stress an individual is under, we have to
sum up his or her extraorganisational, organisational, group and personal stressors.

Stress Reduction Strategies:

Reducing stress is essential for maintaining overall well-being and improving/mentaliand physical health.
There are various strategies available to help manage and reduce stress, Here are some effective ones:

1. Mindfulness and Meditation: Practicing mindfulness and meditation,can help you stay present and
focused, reducing anxiety and stress. It involves paying attention to your thoughts and feelings without
judgment.

2. Exercise: Physical activity releases endorphins, which are natural’stress relievers. Regular exercise can
help reduce tension and improve mood.

3. Deep Breathing Exercises. Taking slow, deep breaths can trigger the body's relaxation response and
reduce stress.

4. Time Management: Organizewyour time and set realistic goals. Prioritize tasks, delegate when possible,
and avoid over committing yourself.

5. Social Support: Talk tofriends, family, or support groups about your stressors. Sharing your feelings
and experiences with others can provide comfort and help you gain perspective.

6. Limit Caffeine and, Alcohol:/Both caffeine and alcohol can exacerbate stress and anxiety. Moderating
their intake can help you feel more balanced.

7. Healthy Eating: Adopt a balanced diet rich in fruits, vegetables, whole grains, and lean proteins. Proper
nutrition can, positively impact mood and stress levels.

8. Get Enough Steep: Ensure you get adequate seep each night, as sleep is crucial for managing stress and
recharging your body and mind.

9. Practice Gratitude: Focus on the positive aspects of your life and express gratitude regularly. This can
shift your perspective and reduce feelings of stress and negativity.

10. Engage in Hobbies: Participate in activities you enjoy, whether it's reading, painting, gardening, or any
other hobby. Engaging in pleasurable activities can be a great way to de-stress.
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11. Progressive Muscle Relaxation: Tense and relax various muscle groups in your body to release
physical tension and promote relaxation.

12. Limit Exposure to Stressors. Identify sources of stress in your life and try to minimize your exposure
to them when possible.

13. Limit Screen Time: Spending too much time on screens, especially social media, can contribute to
stress. Consider taking breaks from digital devices.

14. Laugh and Have Fun: Laughter is an excellent stress reliever. Engage in activities that makewyou laugh
and bring joy into your life.

15. Counseling or Therapy: Seeking professional help from a counselor or therapist ¢an provide valuable
tools and support in managing stress.

Industrial Dispute ACT 1947:

According to Sec. 2 of the Industrial Dispute Act, 1947, “Industrial dispute meams,any dispute or difference
between employers and employers or between employers anddwerkmep orbetween workmen and workmen,
which is connected with the employment or non-employment ‘@rythe termis of employment or with the
conditions of labour of any person” Industrial disputes are of symptoms’of industrial unrest in the same way
that boils are symptoms of a disordered body.

Whenever an industrial dispute occurs, both management and workers try to pressurize each other. The

management may resort to lock-out and the workers may resort to strike, gherao, picketing, etc.

Strike:
Strike is a very powerful weapon used by a trade union to get its demands accepted. It means quitting
work by a group of workers for the purpose of bringing pressure on their employer to accept their
demands. According to Industrial Disputes Act, 1947, “Strike means a cessation of work by a body of
persons employed in any industry acting in combination, or a concerted refusal or a refusal under a
common understanding of any number of persons who are or have been so employed, to continue to

work or to accept employment.”

There are many types of strikes. A few of them are discussed below:
(i) Economic Strike:
Under this type of strike, members of the trade union stop work to enforce their economic demands such

as wages, bonus, and other conditions of work.

(it) Sympathetic Strike:
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The members of a union collectively stop work to support or express their sympathy with the members

of other unions who are on strike in the other undertakings.

(iif) General Strike:
It means a strike by members of all or most of the unions in aregion or an industry. It may be a strike of
al the workers in a particular region of industry to force demands common to all the workers. It may

also be an extension of the sympathetic strike to express general protest by the workers.

(iv) Sit Down Strike:
When workers do not leave their place of work, but stop work, they are said to be on sit down or stay in
strike. 1t is also known as tools down or pen down strike. The workers remain at their work-place and

also keep their control over the work facilities.

(v) Slow Down Strike:
Employees remain on their jobs under this type of srike. They do not stop work, but restrict the rate of

output in an organised manner. They adopt go- sow tactics to put pressure on the employers.

L ock-out:
Lock-out is declared by the employers to put pressure on their workers. It is an act on the part of the
employers to close down the place of work until the workers agree to resume the work on the terms and

conditions specified by the employers.

The Industrial Disputes Act, 1947 has defined lock-out as closing of a place of employment or the
suspension of work or the refusal by an employer to continue to employ any number of persons
employed by him. Lock-outs are declared to curb the activities of militant workers. Generally, lock-out

isdeclared 25 atrial of strength between the management and its employees.

Gherao:

It is a Hindi word which means to surround. The term ‘Gherao’ denotes a collective action initiated by a
group of workers under which members of the management of an industrial establishment are prohibited
from leaving the business or residential premises by the workers who block their exit through human
barricade.

Picketing:
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When workers are dissuaded from reporting for work by stationing certain men at the factory gates, such
a step is known as picketing. If picketing does not involve any violence, it is perfectly legal. It is
basically a method of drawing the atention of public towards the fact there is a dispute between the

management and the workers.

Causes of Industrial Disputes:
We can classify the causes of industrial disputesinto two broad groups:
(i) Economic causes, and

(if) Non-economic causes.

Economic causesinclude:

(i) Wages,

(if) Bonus,

(i) Dearness allowance,

(iv) Conditions of work and employment,
(v) Working hours,

(vi) Leave and holidays with pay, and

(vii) Unjust dismissals or retrenchments.

Non-economic causes include:

(i) Recognition of trade unions,

(i) Victimization of workers,

(iii) HI-treatment by supervisory staff,
(iv) Sympathetic strikes,

(v) Political causes, etc.

The percentage distribution of disputes by causes from 1973 onwards has been shown in Exhibit 2
revealsthe following causes of industrial disputes:

1. Wages and Allowances:

Since the cogt of living has generally showed an increasing trend, the workers have been fighting for higher

wages to meet the rising cost of living and to increase their standard of living. 34.1% of the industrial
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disputes in 1973 were due to demand for higher wages and allowances. This percentage was 36.1% in 1974.
During 1985, 22.5% of the disputes were due to wages and allowances. Wages and allowances accounted
for 25.7% of disputesin 1986, 26.6% in 1992, 25.0% in 1996 and 20.2% in 2000.:

2. Personnel and Retrenchment:

Personnel and retrenchment causes have also been important. During 1973, 24.3% of the industrial disputes
were because of dismissals, retrenchment, etc. as compared to 29.3% in 1961. In 1979, personnel and
retrenchment topped the list of causes of industrial disputes with 29.9%. The number of disputes because of
personnel and retrenchment was 32.0% in 1971, 23.1% in 1985 and 19.8% in 1996. In 2000, about 12.1% of
the disputes occurred due to dismissals, layoffs, retrenchments, etc.

3. Bonus:

Bonus has been an important factor in the industrial disputes, 10.3% of the industrial disputes in 1973 were
because of bonus as compared to 6.9% in 1961. 13.8% and 15.2% of the disputes were due to bonus during
1976 and 1977 respectively. It is worth noting that during 1982 only 4.7% of the disputes were due to bonus
as compared to 7.3% in 1985. This percentage was 4.2 in 1992, 3.6 in 1996 and 8.5 in 2000.

4. Indiscipline and Violence:

The number of disputes because of indiscipline and violence among the workers has been significant.
During 1987, 15.7% of the disputes were because of indiscipline and violence as compared to only 5.7% in
1973. During 1985, 16.1% of industrial disputes were caused by indiscipline and violence and during 1996,
about 21.6% of the industrial disputes arose due to indiscipline and violence in industrial undertaking. This
shows that indiscipline and violence have continued to be a serious problem in industry during the past two
decades.

5. Leave and Hours of Work:

Leave and hours of work have not been so important causes of industrial disputes. During 1973, 1.5% of the
causes were because of leave and hours of work. Their percentage share in the industrial disputes was 2.2%
in 1977, 1.8% in 1985, 2.2% in 1996 and 0.9% in 2000.

6. Miscellaneous Causes:
Miscellaneous causes include modernization of plant and introduction of computers and automatic
machinery recognition of union political factors, etc. These factors have caused a significant number of

industrial disputes in the country, 24.1% of the industrial disputesin 1973 were due to miscellaneous causes.
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They accounted for 19.5% of the industrial disputes in 1977, 29.2% in 1985, 27.8% in 1996 and 33.2% in
2000.

Miscellaneous causes of industrial disputes are as follows:

(a) Workers’ resistance to rationalization, introduction of new machinery and change of place of factory.
(b) Non-recognition of trade union.

(c) Rumors spread out by undesirable elements.

(d) Working conditions and working methods.

(e) Lack of proper communication.

(f) Behaviour of supervisors.

(g) Trade unionrivalry etc.

Thus, industrial disputes do not arise only when workers are dissatisfied on economic grounds, they also
arise over issues which are of non-economic nature. Instances may be quoted when strikes where
successfully organized to protest against the management’s decision to change the location of the plant from
one state to another. Similarly, even causes like behaviour of supervisor and trade union rivalries may give

rise to industrial disputes.

The whole concept of industrial relations revolves around the principle of friction dynamics which is the key
to the establishment of harmonious relations between labour and management. We cannot think of any

society completely oblivions of some sort of friction between labour and management.

Measuresto Improve Industrial Relations:
The following measures should be taken to achieve good industrial relations:

1. Progressive M anagement:
There should be progressive outlook of the management of each industrial enterprise. It should be conscious
of its obligations and responsibilities to the owners of the business, the employees, the consumers and the
nation. The management must recognise the rights of workers to organise unions to protect their economic

and social interests.
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The management should follow a proactive approach, i.e., it should anticipate problems and take timely
steps to minimize these problems. Challenges must be anticipated before they arise otherwise reactive
actions will compound them and cause more discontent among the workers.

2. Strong and Stable Union:

A strong and stable union in each industrial enterprise is essential for good industrial relations. The
employers can easily ignore a weak union on the plea that it hardly represents the workers. The agreement
with such a union will hardly be honoured by a large section of workforce. Therefore, there must be a strong
and stable union in every enterprise to represent the majority of workers and negotiate with the management
about the terms and conditions of service.

3. Atmosphere of Mutual Trust:
Both management and labour should help in the development of an atmosphere of mutual cooperation,
confidence, and respect. Management should adopt a progressive outlook, and should recognise the right of

workers.

Similarly, labour unions should persuade their members to work for the common objectives of the
organisation. Both the management and the unions should have faith in collective bargaining and other

peaceful methods of settling industrial disputes.

4. M utual Accommodation:

The right of collective bargaining of the trade unions must be recognised by the employers. Collective
bargaining is the cornerstone of industrial relations. In any organisation, there must be a great emphasis on
mutual accommodation rather than conflict or uncompromising attitude. Conflicting attitude does not lead to
amicable labour relations; it may foster union militancy as the union reacts by engaging in pressure tactics.

The approach must be of mutual “give and take” rather the “take or leave”.

5. Sincere Implementation of Agreements:
The management should sincerely implement the settlements reached with the trade unions. The agreement

between the management and the unions should be enforced both in letter and spirit.

6. Workers’ Participation in Management:
The participation of workers in the management of the industrial unit should be encouraged by making
effective use of works committees, joint consultation and other methods. This will improve communication

between managers and workers, increase productivity and lead to greater effectiveness.
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7. Sound Personnel Policies:

Personnel policies should be formulated in consultation with the workers and their representatives if they are
to be implemented effectively. The policies should be clearly stated so that there is no confusion in the mind
of anybody. The implementation of the policies should be uniform throughout the organisation to ensure fair
treatment to each worker.

8. Government’s Role:

The Government should play an active role for promoting industrial peace. It should make law for the
compulsory recognition of a representative union in each industrial unit. It should intervene to settle disputes
if the management and the workers are unable to settle their disputes. Thiswill restore industrial peace.

Factory Act of 1948

The Factory (Amendment) Act of 1948 played an effective and more important role in improving India. A
five-year plan was developed during the Interim Congress Regime to improve certain labour conditions in
India, and it also referred to the Factory Act of 1934, the Great Britain Factory Act, and the most recent |LO
Convention in matters of safety, health and welfare, working hours, industrial hygiene, medical examination
of young people, and submissions of factory building plans. The first effort a cooperation between the
government, employers, and workers with respect to labour took place at the conference in 1942. As aresult,

after Conference 1942, a Plenary Tripartite Conference and a Standing L abour Commitiee were established

to provide the government with labour-related advice. This led to the submission of legislative measures,
including the drafted bill. The factories bill was proposed on January 30, 1948, and it was approved by the
Constituent Assembly on August 28, 1948. It also received the Governor-General of India’s approval on
September 23, 1948, and it became effective on April 1, 1949.

The Factory Act of 1948 is longer and more exhaustive than the previous amendment, and it primarily
focuses on health, safety, the welfare of factory workers, working hours, the minimum age to work, leave
with pay, etc. The industry is a consistent and systematic activity that organizes commerce. A factory is a
place where certain operations take place. The Factories Act of 1948 controls the daily operations that take

place in an enterprise. This includes Jammu and Kashmir as well as the whole of India.

The Act was then amended in 1891, 1911, 1922, 1934, 1948, 1976, and 1987. The Factories Act’s exclusive

amendment was in 1948.

Anurag Engineering college- Kodad M.B.A DEPARTMENT Page 44



https://www.ilo.org/global/standards/introduction-to-international-labour-standards/conventions-and-recommendations/lang--en/index.htm
https://www.ilo.org/global/standards/introduction-to-international-labour-standards/conventions-and-recommendations/lang--en/index.htm
https://digitallibrary.un.org/record/189569?ln=en
http://164.100.47.194/loksabha/writereaddata/RTI/righttoinformationact/LabourCommittee.htm

HRM 5. UNIT- EMPLOYEE RELATIONS

Salient features of Factories Act, 1948

The important features of the 1948 Act are as follows:

e The word “factory” has been expanded by the Factories (Amendment) Act of 1976 to include
contract labour when determining whether a factory has a maximum of 10 or 20 employees.

e TheAct increased the minimum age for children to work in workplaces from 12 to 14 and reduced
their daily working hours from 5 to 4 and a half.

e The Act forbids women and children from working in factories from 7 p.m. to 6 am.
e The difference between a seasonal and non-seasonal factory has been abolished by the Act.
e The Act, which has provisions for factory registration and licencing.

o The state government is required to make sure that all factories are registered and also have valid
licences that are renewed from time to time.

e« The Act gives state governments the authority to enact rules and regulations that ask for
management and employee association for the benefit of employees.

o The state government has the authority to apply the Act’s requirements to any establishment,
regardless of the number of employees inside and regardless of whether the establishment engages
in manufacturing operations.

e In the Jharkhand High Court held that the
Factories Act, special legislation would prevail over the Indian Penal Code

Objectives of Factories Act, 1948

The important objectives of the 1948 Act are as follows:

e« The major goa of the Factories Act of 1948 is to establish adequate safety measures and to
enhance the health and welfare of workers employed in a factory. The Act also protects workers
from various industrial and occupational hazards.

o Heath: According to the Act, all factories must be kept clean, and all essential
safeguards must be taken to safeguard the health of workers. The factory must have a
sufficient drainage system, adequate lighting, ventilation, temperature, etc. There must
be clean water supplies. Separate restrooms and urinals must be built in convenient
locations for males and females. These must be freely accessible to employees and kept
Clean.

o Safety: The Act requires that machines be properly fenced; that no young adults work
on any dangerous machines in enclosed places, and also that appropriate manholes be
provided so that employees may escape in an emergency.

o Waefare: The Act specifies that appropriate and suitable washing facilities for workers
must be provided and maintained in every factory. There must be storage and drying
facilities, as well as sitting areas, first-aid equipment, shelters, restrooms and lunch
rooms.

e The Act also imposes some restrictions on the employment of women, small children, and teenagers,
such as working hours, intervals, holidays, etc., aswell as on annual leave with pay, etc.
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e Working hours: The Act sets working hours for all workers, and no adult worker must be permitted
to work in aworkplace for more than 48 hours per week. Weekly holidays need to be granted.

e The Act aso imposes specific restrictions on owners, occupiers, or the manufacturer’s head in order
to safeguard employees and ensure their health and safety precautions.

e The Act protects workers from exploitation and improves working conditions and the environment
within factory premises.

e Penalties: The Act also specifies specific rules created with provisions under the Act, and written
orders that are violated. It is an offence, and penalties will be imposed, imprisonment for up to a
year; a fine of up to one lakh rupees; or both fine and imprisonment. Any employee who misuses
equipment related to the welfare, safety, and health of other employees, or those connected to the
performance of his duties, suffers a Rs.500 fine.

Application of the Factories Act,1948
The important applications of the 1948 Act are as follows:

e The Act also applies to the whole country of India, including Jammu and Kashmir, and covers all
manufacturing processes and premises that fall under the definition of a factory as defined
in of the Act. It also applies to factories owned by the central or state governments,
as defined in of the Act.

e TheAct is applied and limited to factories that use power and employ 10 or more people on any
working day in the preceding 12 months.

e TheActisapplied and limited to factories that do not use power and employ 20 or more people on
any working day in the preceding 12 months.

e TheAct is also covered under of the Factories Act by the state governments or Union
Territories.

Definitions under the Factories Act, 1948
The important definitions under the 1948 Act are as follows:

Adult and child: An adult is defined as someone who has attained the age of eighteen, as defined in
of the Act.

A child is someone who has not attained the age of fifteen, as defined in of the Act.

Adolescent: Adolescent is defined in of the Act. An adolescent is defined as someone who has
attained the age of fifteen but has not yet attained the age of eighteen.

Calendar year: The calendar year is defined in of the Act. A calendar year is a period of
twelve months commencing on January 1st of any year.

Competent person: A competent person is defined in of the Act. A competent person is
someone or a group of individuals who have been approved by the Chief Inspector to conduct tests,
examinations, and inspections that must be conducted in a plant. He/she is someone who has the necessary
knowledge and experience to handle the complexity of the issue.
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Hazardous process. Hazardous process is defined in of the Act. A hazardous process is
defined as any process or activity related to the industry that requires special care of raw materials that are
used in it, intermediate or finished products, by-products, wastes, or effluents that would cause material
impairment to the health of those engaged in or connected with it or that result in polluting the environment.

Machinery: Machinery is defined in of the Act. The term covers prime movers, transmission
machinery, and any other equipment and appliances that produce, transform, transmit, or apply power.

Power: Power is defined in of the Act. Power is defined as any type of mechanically
transmitted energy that is not created by a human or animal agency.

Week: Week is defined in of the Act. A week is defined as a seven-day period beginning at
midnight on Saturday night or other nights that have been approved in writing for a specific area by the
Chief Inspector of Factories.

Day: Day isdefined in of the Act. A day is defined as a 24-hour period beginning at midnight.
Young person: Young person is defined in of the Act. A young person is defined as a child or
an adolescent.

Factory: The definition of afactory is specified in of the Factories Act 1948. A factory is any

premises, where it has certain limits and boundaries-

o If a manufacturing process is regularly carried out in any portion of the premises with the use of
power and with ten or more workers now engaged in such activity or were engaged in such work
on any day during the previous twelve months; or

e If any element of a manufacturing process is performed inside the premises without the use of
power and is regularly performed with twenty or more employees working or having worked there
on any given day within the previous twelve months.

Manufacturing process. The manufacturing process definition is specified under . The term
“manufacturing process” refers to any process for:

o Generating, altering, repairing, ornamenting, finishing, packing, oiling, washing, cleaning,
demolishing, or otherwise treating or adapting any article or;

e A substance in preparation for use, sale, transportation, delivery, or disposal or;
e Producing, transforming, or transmitting energy or;

e Creating type for printing, letterpress printing, lithography, bookbinding, or any other similar
processor;

« Congtructing, reconstructing, repairing, refitting, finishing, or breaking up ships or vessels, etc. (as
defined by the 1976 Amendment Act);

e Preserving or storing any item in cold storage.
Worker: The worker definition is specified under . A worker is someone who performs any job
associated with a manufacturing process, whether they are employed directly or indirectly through an
agency, a contractor, or any other means. This helps to maintain any equipment or facilities utilised in the
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manufacturing process. The worker may be hired with or without the principal employer’s knowledge and
with or without compensation.

I mportant provisions in the Factories Act, 1948

Getting approval, licencing and registration of factories (Section 6)

e The state government shall make rules that require formal submission of plans of any category or
description of factories, as well as the site on which the factory is located, for construction or
extension must be submitted to the chief inspector or the state government.

e This requires the registration and licencing of factories, as well as the payment of fees for
such registration and licencing, as well as the renewal of licences.

e Nolicenceisissued or renewed unless the occupier gives notice to the chief inspector.

o If the state government refuses to grant permission to the site or construction of a factory, then
within 30 days of the refusal, the applicant can appeal to the central government.

Labour and welfare

The word ‘labour welfare’ refers to the services offered to employees within as well as outside the factory,
such as canteens, restrooms, recreation areas, housing, and any other amenities that support employee well-
being. States that take welfare measures care about the overall well-being and productivity of their
workforce. Early on in the industrialization process, social programmes for manufacturing workers did not
receive enough priority. In the past, industrial labour conditions in India were terrible. Due to a growth in
industrial activity in the latter part of the twenty-first century, several attempts were made to improve the
working conditions of the workforce through the recommendations of the Royal Commission.

After gaining knowledge about the deficiencies and limitations of the previous Act, the Factories Act of
1948 was amended. The definition of ‘factory’ was expanded to encompass any industrial facility employing
10 or more people that uses power or any industrial establishment employing more than 20 people that uses
no power, which was a significant development.

Other significant amendments included-

e Raising the minimum age of children who can work from 12 to 14 years old.
e Reducing the number of hours a child can work from five to four and a half.
e Preventing the kids from working between the hours of 7 p.m. and 6 am.

e The health, safety, and well-being of all types of employees are given particular attention.

Welfare measures

The three main components of welfare measures are occupational health care, appropriate working hours,
and appropriate remuneration. It speaks of a person’s complete health, including their physical, mental,
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moral, and emotional states. The goal of welfare measures is to integrate the socio-psychological demands
of the workforce, the particular technological requirements, the organisational structure and procedures, and
the current socio-cultural environment. It fosters a culture of work dedication in enterprises and society at
large, ensuring increased employee happiness and productivity.

Washing facilities (Section 42)
e All factories should supply and maintain enough appropriate for the use of the
employees.

o« For male and female employees, separate, well-screened facilities must be provided; these
facilities also need to be easily accessible and maintained clean.

e The standards for appropriate and suitable facilities for washing must be set by the sate
government.

Facilities for storing and drying clothing (Section 43)

e The state government has a specific authority. It specifies that the state government has the
authority to give instructions to the manufacturers regarding where to store the worker’s clothing.

e They can also provide them with instructions on how to dry the workers’ clothes. It refers to the
circumstance in which workers are not dressed for work.

Facilities for sitting (Section 44)

e All factories should provide and maintain in appropriate areas for al
workers who are required to work in a standing position in order to take advantage of any chances
for rest that may arise throughout the course of the job.

e According to the chief inspector, workers in any factory involved in a certain manufacturing
process or working in a specific room are able to perform their work effectively while seated.

First aid appliance (Section 45)

e All factories must have , appliances, or cupboards stocked with the required supplies
during all working hours, and they must be easily accessible for all manufacturing employees to
access. Accordingly, there must be more first aid boxes or cupboards than the usual ratio of one
for every 150 industrial employees, which must be fewer than that.

e Thefirgt aid box or cupboard should only include the recommended supplies.

o Throughout the factory’s operating hours, each first aid box or cupboard should be kept under the
supervision of a specific person who is accountable for it on a separate basis and must be readily
available at all times during the working hours of the factory.

Canteen (Section 46)

Anurag Engineering college- Kodad M.B.A DEPARTMENT Page 49



https://indiankanoon.org/doc/1139915/#:~:text=(a)%20adequate%20and%20suitable%20facilities,and%20shall%20be%20kept%20clean.
https://indiankanoon.org/doc/222999/#:~:text=43%20Facilities%20for%20storing%20and,the%20drying%20of%20wet%20clothing.
https://indiankanoon.org/doc/705500/#:~:text=(1)%20In%20every%20factory%20suitable,the%20course%20of%20their%20work.
https://indiankanoon.org/doc/1553341/

HRM 5. UNIT- EMPLOYEE RELATIONS

e« A must be provided and kept up by the occupier for the benefit of the workers in any
specified factory where more than 250 people are usually employed, according to rules that the
state government may Set.

e Food must be served, and prices must be established for it.

Shelters, restrooms and lunch rooms (Section 47)

o Every factory with more than 150 employees must have appropriate and suitable restrooms
or and a lunchroom with drinking water where employees can eat food they have brought
with them and that is kept for their use. If alunchroom is available, employees should stop eating
in the work area.

e The shelters or restrooms need to be well-lighted, ventilated, kept clean, cool, and in good
condition.

e The state government sets the standards.

Creches (Section 48)

e Every factory with more than 30 female employees must have a for the use of
children under the age of six of such women.

e Such rooms must be well furnished, well-lighted, and ventilated, and they must be kept clean and
hygienic. They must also be under the care of women who have received training in child and
infant care.

o In addition, facilities for washing and changing clothes can be made available for the care of the
children of female workers.

e Any factory may be forced to provide free milk, refreshments, or both to such children.
o Small children can be fed by their mothers in any industry at necessary intervals.

Health

Sections 11-20 of Chapter 111 of the Act deal with the Health of the Factories Act, 1948.

Cleanliness (Section 11)

Every factory needs to be kept and clear of any effluvia from drains, latrines, or other annoyances. In
particular:

e Dirt must be cleaned daily from floors, benches, staircases, and passages by sweeping or by
another method, and it must be properly disposed of.

e Thefloor should be disinfectant-washed at least once a week.
e During the manufacturing process, the floor becomes moist; this must be drained via drainage.
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Disposal of wastes and effluents (Section 12)

Every factory has to have a method in place for treating produced by the manufacturing
process they use.

Ventilation and temperature (Section 13)

e In order to ensure worker comfort and prevent health problems, sufficient must be
created for the circulation of air in a factory, which should be maintained at a specific
temperature.

e Walls and roofing should be made of a material that is intended for a particular temperature that
shouldn’t go over as much as possible.

o Certain precautions must be taken to protect the employees in facilities where the manufacturing
process requires extremely high or low temperatures.

Dust and fume (Section 14)
o Every factory has to have efficient measures to remove or prevent any , or other
impurities that might harm or offend the employees employed and cause inhalation and buildup in
any workroom.

o No factory may operate an internal combustion engine unless the exhaust is directed outside, and
no other internal combustion engine may be used. Additionally, precautions must be made to
avoid the buildup of fumes that might endanger the health of any employees inside the room.

Overcrowding (Section 16)

e There should be no in factories that might harm the health of the workers.

o All employees must have ample space in aroom to work in the building.

Lighting (Section 17)
e Every area of a factory where employees are employed must have adequate natural, artificial, or
both types of installed and maintained.

e All glass windows and skylights that provide lighting for the workroom in factories must be kept
clean on the inside and outside.

e The production of shadows should not cause eye strain during any manufacturing process, and all
factories must have preventative measures that should not cause glare from the source of light or
viareflection from a smooth or polished surface.

Drinking (Section 18)

o All factories must have the appropriate installations in place, and maintain convenient locations
with an adequate supply of clean
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e The distance between any drinking water and any washing area, urinal, latrine, spittoon, open
drain carrying sullage or effluent, or another source of contamination in the factory must be 6
metres unless the chief inspector approves a shorter distance in writing. The labelling must be
legible and in a language that workers could understand.

e In all factories with more than 250 regular employees, there needs to be a suitable method for
providing cold drinking water during hot weather.

Latrines and urinals (Section 19)
o All factories should have enough restrooms, and urinal accommodations of the required types
must be offered in a location that is convenient and always accessible to workers.
o Male and female employees must have separate enclosed rooms.

e These locations must be thoroughly cleaned, kept in a hygienic state, and have sufficient lighting
and ventilation.

e Sweepers must be used to maintain and washing facilities clean.
Spittoons (Section 20)
e All factories must have in easily accessible locations, and they must be kept clean and
hygienic.

e The state government specifies the number of spittoons that must be given, their placement in any
factory, as well as their maintenance in a clean and hygienic manner.

o Except for spittoons designed, for this reason, no one should spit within the premises of a factory.
A notice must be posted if any violations occur, with afine of five rupees.

Safety

Safety is covered in Chapter 1V of the Act and is covered in Sections 21-41 of the Factories Act, 1948.

o Employment of young persons on danger ous machines (Section 23):
NoO young person is permitted to operate unless he has been adequately taught the
hazards associated with the machine and the measures to be taken, and has received suitable training in
working at the machine or adequate supervision by a person who has complete knowledge and experience of
the equipment.

« Prohibition of employment of women and children near cotton openers (Section 27):
Women and children are not permitted to work in any area of a while a cotton opener
is in operation. Women and children may be employed on the side of the partition where the feed-end is
located if the inspector so specifies.
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e Hoistsand lifts (Section 28):
o Every must be of strong mechanical structure, enough strength, and sound
material. They also need to be regularly maintained, completely checked by a qualified
person at least once every six months, and a register kept for the mandatory exams.

o A cage that is properly designed and installed must enclose all hoist and lift ways to
prevent people from being trapped between any of the equipment.

o No larger load should be carried; the maximum safe operating load must be marked on
the hoist or lift.

o Every hoist or lift gate must have interlocking or another effective system installed to
prevent the gate from opening except during landing.
e Protection of eyes (Section 35):
The state government may require effective screens or to be provided for the protection
of persons employed or in the vicinity of the process during any manufacturing process carried out in any
factory that involvesrisk to the eyes due to exposure to excessive light or injury to the eyes from particles or

fragments thrown off during the process.

e Precautionsagainst dangerous fumes, gases etc (Section 36):
No person shall be required or permitted to enter any chamber, tank, vat, pit, pipe, flue, or other confined
space in any factory where any , vapour, or dust is present to such a degree as to involve risk to
persons being overcome, unless such chamber, tank, vat, pit, pipe, flue, or other confined space is provided

with an adequate manhole or other effective means of egress.

e Explosiveor inflammable dust, gas etc (Section 37):

o Any factory involved in manufacturing processes that produce dust, gas, fume, or
vapour of a nature that could must take all reasonably practicable

precautions to prevent any explosion through
o The effective enclosure of the plant or machinery.

o Theremoval or prevention of the accumulation of such dust, gas, fume, or vapour, €tc.,

or

o Otherwise by the exclusion or effective enclosure of all potential ignition sources.

e Precautionsin case of fire (Section 38):
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o Inorder to protect and maintain safety to alow people to escape in the case of fire, all
factories should have precautionary measures in place to avoid the breakout and spread
of fire, both internally and externally. The required tools and facilities for

must also be made accessible.

o All factory employees who are familiar with fire escape routes and have received
sufficient training on the procedure to be followed in such circumstances must have

access to appropriate measures.

Penalties of the Factories Act, 1948

In Chapter X of the Act, the penalties of the Factories Act of 1948 are covered. There are 9 Sections, from
Section 92 to Section 99, that deal with penalties in certain situations. Anyone who breaches the Act or the
rules established by the Act or by law is subjected to the penalty.

General Penalty for offences

of the Factories Act, 1948 defines the general penalties for offences:

e Ifthere is any infringement of the Act’s laws, the occupier and manager of the factory will be held
responsible and equally liable for breaching the law. They will both face two years in
imprisonment and afine of up to Rs.2 lakhs.

o If they continue to commit the same offence, they will be fined Rs.10,000 every day for continued
violations.

Liability of an owner of factory premises

of the Factories Act, 1948 defines the liability of an owner of premises under special
circumstances.

e When afactory isleased to several occupiers or lessees or leaseholders, the factory’s owner is still
held liable for supplying and maintaining certain services such as drainage, approach roads, water
supply, power, lighting, sanitation, and so on.

e The chief inspector has the authority to issue an order to the owner of the premises in order to
enforce the requirements.

The penalty is enhanced even after a previous conviction

of the Factories Act, 1948 defines a penalty that is enhanced even after a previous conviction.
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o First, a person who commits a general offence in a factory and does it again faces a penalty of up
to three yearsin jail or afine of at least Rs. 10,000, or both.

e Second, the managers must count the offences committed during the previous two years of the
most recent offence to determine the application of this Section.

The penalty for obstructing an inspector

of the Factories Act, 1948 defines a penalty for obstructing an inspector.

e Any person who stops an inspector from using any powers given to him or under the Act, or if an
individual fails to appear when requested by an inspector, may be made responsible and subject to
a punishment of up to six months imprisonment, afine of up to ten thousand rupees, or both.

e This Section is also applicable when anyone stops a worker from coming before or being
inspected by an inspector in a factory.

Penalty for wrongfully disclosing results of analysis

of the Factories Act, 1948 defines a penalty for wrongfully disclosing the results of analysis
under of the Factories Act, 1948.

e Any individual who publishes or discloses to another person the results of an analysis that is
performed using samples is punishable by up to six months imprisonment. He will be liable for at
least an Rs. 10,000 fine.

Penalty for the contravention of certain provisions

of the Factories Act, 1948 defines the penalty for the contravention of certain provisions, such
as Sections : , and

e Anyone who disobeys or violates any of the rules or the provisions of Sections 41B, 41C, or 41H
will be sentenced to 7 years in prison and a fine of Rs. 2,00,000. If the offender continues to
commit the same offence, he will also be fined Rs. 5,000 every day after the conviction of the
same offence.

o If thefailure or violation persists more than a year after the conviction, the offender will face a 10-
year jail sentence.

Worker’s offences

of the Factories Act, 1948 defines worker’s offences.

o If any worker in the factory breaches the Act’s rules or provisions, causing liabilities for other
workers, he or she will be fined at least Rs. 500.
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e When aworker is found guilty of a punishable offence, the owner or manager of the factory is not
held responsible for the violation unless it can be proven that he faled to take reasonable
precautions to prevent it.

False certificate of fithess

of the Factories Act, 1948 defines a false certificate of fitness.

e A fitness certificate details a person’s level of fitness for a certain job or work. This certificate is
important in factories. A person who obtains a false certificate of fitness faces a minimum fine of
Rs. 10,000 or a 2-month sentence in jail. He may occasionally face fines and jail terms as
punishment.

Double Employment of Child

of the Factories Act, 1948 defines the double employment of children.

o If achild works in a factory on a day when they have already worked in another factory, their
parents, guardians, or anyone else who benefits from the wages of the child faces a fine of Rs.
1000 unless the court finds that the child worked without the parents or guardian’s consent.

Offence Penalties

Section 92 penalises him/her for 2 years of
imprisonment or a fine of Rs.1,00,000 or
both.

Any worker in a factory who contravenes
the provisions of the Act or Rules.

Section 92 penalises him/her with a fine of

A continuation of contravention. Rs.1000 per day

Not less than Rs.25,000 in case of death.Not
less than Rs5,000 in case of serious
injuries.

On contravention of ‘Chapter 1\V.4pertaining
to safety or dangerous gperations.

Section 94 deals with imprisonment up to 3
years or a fine of not less than Rs.10,000
which may extend to Rs.2,00,000.

Subsequent - contravention of  some
provisions.

Section 95 deals with imprisonment up to 6

Obstructing inspectors months or afine up to Rs.10,000 or both.

Wrongful disclosing results pertaining to the | Section 96 deals with imprisonment of 6
results of the analysis. months or afine of up to Rs.10,000 or both.
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For contravention of the provisions of
Sections 41B, 41C and 41H pertaining to
compulsory disclosure of information by
occupier, specific responsibility of occupier
or right of workers to work imminent
danger.

Section 96A deals with penalties of-
Imprisonment up to 7 years with afine up to
Rs.2,00,000 and on continuation fine of
Rs.4000 per day. Imprisonment for 10 years
when contravention continues for one year.

Duties of various authorities under the Factories Act

Duties of occupier

Notice given by occupier (Section 7)
e According to of the Act, the occupier is required to send notice to the chief inspector of
everything that is stated in this Section.

e According to Section 7(1), the occupier must give the chief inspector a written notice at least
fifteen days before occupying or using any factory premises.

e Thenotice should include the following information:
o the name and location of the factory;
o the occupier’s name and address;

o the owner’s name and address of the property or building (including its establishments)
mentioned in Section 93; and

o theaddressto which communications pertaining to the factory may be sent;
o the nature of the manufacturing process-

= carried out in the factory over the last 12 months in the case of factories that
exist on the date of the Act’s commencement;

= carried out in the factory during the next 12 months in the case of all
factories;
o the name of the factory manager for the purposes of this Act;

o the number of workers who are presently employed there and have aready been
employed in the factory from the date this Act was enacted;

o theaverage number of workers per day employed over the previous 12 months;
e When a new manager is appointed, the occupier must give written notice to the inspector and a
copy to the chief inspector within seven days of the day, such person takes over in charge.

e During any period when no one has been appointed as manager in the factory or when the
appointed person is not managing the factory, or if no one is found, the occupier must be the
factory’s manager.
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General duties of the occupier (Section 7A)

Every Is responsible for the welfare, health, and safety of every worker while they are in
the factory.

He is responsible for ensuring that the factory’s equipment is maintained in a way that is safe and
poses no health hazards.

When utilising, handling, storing, and transporting items and chemicals, the factory’s arrangement
needs to be examined to ensure safety and the absence of health dangers.

In order to ensure the health and safety of all employees while they are a work, he must examine
the information, teaching, training, and monitoring requirements.

He is responsible for inspecting or supervising the maintenance of a working environment that is
secure, free from health risks, and equipped with the necessary facilities and arrangements to
ensure the welfare of the employees while they are at work.

He is required to inspect the maintenance of all work areas in the factory in a manner that is
secure and free from any danger to health, as well as the maintenance of methods of access and
egress; such locations must be safe and free from such risks.

Duties of manufacturers

General duties of manufacturers (Section 7B)

This states that anyone who deals with designing, manufacturing, importing, or supplying
any article to use in any factory must make sure, to the extent that it is reasonably practicable, that
the article is constructed so that it is safe and without risks to the health of all workers when used

properly;
He must also carry out and arrange for tests and examinations to ensure effective implementation;

He must take action to guarantee that there is sufficient information regarding the product’s usage
in factories, the uses for which it was intended and tested, and the requirements that must be met
to ensure that the article is used in a way that is safe and does not endanger the health of the
employees;

It must be provided that when an article is developed or made outside India, the importer must
ingpect the article to ensure that it conforms to the same standards as if it were manufactured in
India, or if the standards set in the country outside for the production of such article are higher
than the standards adopted in India, the article must conform to much higher requirements.

Anyone who designs or produces a product for use in afactory is allowed to do, or arrange for the
conduct of, any required research in order to determine to the extent that is reasonably possible,
the removal or minimization of any hazards to the health or safety of the employees.

An article that is mentioned in this provision includes plant and machinery.

Anurag Engineering college- Kodad M.B.A DEPARTMENT Page 58



https://www.indiacode.nic.in/show-data?actid=AC_CEN_6_6_000010_194863_1517807319577&sectionId=9302&sectionno=7A&orderno=8#:~:text=%5B7A.-,General%20duties%20of%20the%20occupier.,at%20work%20in%20the%20factory.
https://indiankanoon.org/doc/1623568/#:~:text=(2)%20Every%20person%2C%20who,safety%20of%20the%20workers%20to

HRM 5. UNIT- EMPLOYEE RELATIONS

THE PROTECTION OF WOMEN FROM SEXUAL HARASSMENT

The Protection of Women from Sexual Harassment at Workplace Act, 2013 (POSH Act 2013) is a landmark
legislation in India that seeks to protect women from sexual harassment. This law has enabled Indian women

to stand up for their rights and assert their autonomy in the workplace.

Through this Act, the government has sought to provide women with a safe and secure working environment
and has put in place mechanisms to prevent and redress complaints of sexual harassment. In this blog, we

will explore the critical provisions of the POSH Act 2013, its impact on women, the challenges in
Implementing it, and strategies for enforcing the POSH Act.

Overview of the POSH Act, 2013

The Protection of Women from Sexual Harassment Act, 2013, was passed by the Indian
government to protect against sexual harassment and abuse of women in the workplace. This
Act was created to ensure that workplaces remain free from sexual harassment and to provide a

saf e and secure environment for women.

The Government of India implemented the POSH Act in 2013 with the objective of tackling the
problem of sexual harassment experienced by women in the workplace. This legislation strives
to establish a secure and favorable work setting for women while offering safeguards against

sexual harassment.

It also seeks to create awareness about the issue of sexual harassment and to provide the
necessary legal remedies for victims. The POSH Act 2013 also provides for establishing Internal
Complaints Committees (ICCs) in organisations to address complaints of sexual harassment and

to create a safe working environment for women employees.

The POSH Act is an important step forward in ensuring that women in India can enjoy a safe

and respectful working environment.
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POSH Act 2013

Key Provisions of the POSH Act 2013

The POSH Act was enacted to protect against sexual harassment of women in workplaces. This
Act makes it mandatory for employers to provide a safe and secure work environment to female
employees. It also requires employers to set up Interna Complaints Committee (ICC) in ther

organisation to address complaints of sexual harassment.
Key provisions of the POSH Act 2013 include:

1. Every employer is required to display a notice in the organisation providing details of the

protection given to female employees against sexual harassment.

2. Employers must constitute an Internal Complaints Committee in their organisation to address

complaints of sexual harassment.
3. A woman must head the ICC; at least half of its members should be women.

4. Employers must take steps to prevent sexual harassment and ensure that the victims are not

victimised or discriminated against.

5. Employers must provide necessary support and assistance to the complainant and make

arrangements for her work in case she has to be transferred.

The POSH Act plays a vital role in creating a safe and harassment-free work environment for
women. It protects women against sexual harassment in the workplace and ensures that their

rights are safeguarded.

| mpact of the POSH Act 2013

The POSH Act is an important piece of legislation that has positively impacted India’s
workplace. The POSH Act is the Prevention of Sexual Harassment at the Workplace Act. It was

enacted to provide a safe and secure working environment for all employees regardless of
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gender. The Act provides alegal framework to protect employees from any sexual harassment in
the workplace. It also outlines the procedures to be followed when filing a complaint and the
responsibilities of the employers. The POSH Act has been a major step forward in creating a

more equitable and just workplace environment, free from discrimination or harassment.
Challengesin Implementing the POSH Act 2013

The POSH Act 2013 was introduced in India to protect women in the workplace from sexual

harassment. Despite its noble aims, there have been some challenges in implementing the Act:

1. Awareness about the Act is still low in certain areas, making it difficult for victims to report

cases.

2. Many organisations need proper grievance redressal mechanisms or have yet to make any

effort to make employees aware of their rights under the Act.

3. Workplace culture can be a mgor factor in the prevalence of sexual harassment, which

employers and organisations need to tackle head-on.

4. With the right education and awareness, the POSH Act 2013 can be effective in protecting

women from sexual harassment and promoting a safe workplace.
Strategies for Enforcing the POSH Act 2013

The POSH Act was passed in India to ensure that workplaces remain safe and free from sexual
harassment. Employers and managers must take proactive steps to ensure their workplaces are
POSH-compliant.

Here are some strategies that employers can use to enforce the POSH Act of 2013:

1. Develop a comprehensive and clear policy on sexual harassment and post it prominently in

the workplace.
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2. Ensure that all employees know the policy and its implications. Educate all staff on the
various aspects of sexual harassment and the necessary steps to be taken if a complaint is
made.

3. Establish aformal complaint procedure and ensure all complaints are addressed promptly and
fairly. Please ensure all employees know their rights and the procedure for making a

complaint.

4. Take al complaints seriously and investigate them thoroughly. Make sure all employees are

aware that harassment will not be tolerated.
5. Takedisciplinary action against those found guilty of sexual harassment.
6. Provide counselling services to both the complainant and the accused.

Enforcing the POSH Act 2013 is essential to ensure that all workplaces are safe and free from
sexual harassment. By following the above-mentioned strategies, employers can ensure that

their companies remain POSH compliant.
MIGRANT WORKMEN ACT, 1979

Thisis acomplete guide on what inter-state migrant workmen act 1979, migration act, itsrole, significance,

key features, critical analysis, advantages and disadvantages of ismw act.

The Interstate Migrant Workmen Act, 1979 is legislation in India that regulates the employment and
working conditions of migrant workmen. The act was passed to provide a framework for the regulation of
the employment of migrant workmen in India and to protect their rights and interests. The Migrant
Workmen Act 1979 is an important piece of legislation that protects the rights and interests of migrant
workmen in India. It serves as a vital safeguard against exploitation and abuse by employers and helps

ensurethat migrant workersaretreated fairly and equitably in the workplace.
Role of inter-state migrant workmen act 1979

The act gipulates that every migrant worker must be registered with the concerned district magistrate before
he or she can be employed in any establishment. The act also requires that every employer must obtain a

licence from the concerned authority before employing any migrant worker.
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Advantages of inter-state migrant workmen act 1979

The Interstate Migrant Workmen Act 1979 has both advantages and disadvantages. On the one hand, the Act
protects the rights and interests of migrant workmen and ensures that they are treated fairly and equitably in
the workplace. Thisis a very important safeguard against exploitation and abuse by employers. On the other
hand, the Act can be seen as discriminatory, as it only applies to migrant workers and does not cover local
workersin the same way. Additionally, the Act is sometimes too rigid in its regulation of working
conditions, which can make it difficult for employers to adapt work practices and processes appropriately to
meet changing business needs.

K ey features of ismw act
The Interstate Migrant Workmen Act, 1979 isa legislation in India that regulates the employment and

working conditions of migrant workmen:

— The attack was passed to provide a framework for the regulation of the employment of migrant workmen
in India and to protect their rights and interests.

— Every migrant worker must be registered with the concerned district magistrate before he or she can be
employed in any establishment.

— The employer must obtain a licence from the concerned authority before employing any migrant worker.

— The act prescribes the minimum wage that must be paid to migrant workers and lays down the conditions

under which they can be employed.

— It also provides for the establishment of tribunals to resolve any disputes or disagreements arising between

migrant workers and their employers.

Critical analysisof Interstate Migrant Workmen Act 1979

The current unhappy situation of migrant workers as a result of the shutdown has exposed the shortcomings
of their welfare system. Even though this legislation was passed by both houses of the state legislature in
2017, and despite itsinclusion of language allowing it to be used against any non-compliant entity, thereis
till no indication that it has been implemented.
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Another consequence of poor implementation is the lack of government preparedness to put such well-
intentioned but unworkable legislation into effect, as mandated, requiring not ssimply the maintenance of
interstate worker records but aso all other conditions relating to remuneration allowances, housing and
medical care to be met.

Asaresult, this legislation must be rationalised and made practical enough so that employers and
contractors have incentives to come forward and register workers without being scared of harsh penalties or
onerous social safety requirements.

Scope of Improvement in Inter-State Migrant Workmen Act, 1979

Migrant workers should be given the same benefits as other local people so that they may avoid spending
more money on food grains and kerosene.

For general public information and verification, every state government should operate an internet portal
that lists the registered principal employers, contractors, businesses, and interstate workmen. The details of
interstate workers must be supplied promptly by the main employers and contractors. Non-compliance by
the primary employers or contractors is treated as a violation of the ActAct, and they are liable for
punishment.

All employerg/contractorsin a state shall be audited by the state government authorities on an annual basis
to ensure that interstate workers are deployed lawfully and submit an annual compliance status or
implementation report to the state legislature for review.

Within this framework, the following are some of how social protection architecture should be devel oped:
Additionally, a mechanism for transferring services like PDS, health insurance, and education must be

established to guarantee easy and equal access for migrants.
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2. Waork life balance

Every individual wants to have a good workplace which affbw them time b spen
family & friends. Job satisfaction for employees is often due a good work life balan. .
which ensures that an employee spends quality time with their family along with doing 1.
work, This improves the employee's quality of work life.

1. Respect & Recognition
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employees at workplace. Some of them are:
- Hierarchy of Needs by Maslow

- Hygiene Theory by Herzberg | N
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Measuring Job Satisfaction

It is eritical for any company to measure job satisfaction as the efficiency, Ffﬂd“"-ﬁ"iﬂ",““d
loyalty of an employee depends on it. Campanies can conduct surveys with questionnaires
asking the employees about their feedback and understand if they are satisfied or dissatisfied
with their job. Companies can ask the following questions to measure job satisfaction and can
give multiple options like Satisfied, somewhat satisfied, neutral, somevwhat dissatisfied,

dissatisfied: 3
|. Are you happy with your salary/incentives?
2. Is your contribution to the company recognized with awards?
3, Do you find your workplace conditions good, hygienic, competitive?
4. Do you have a good work life balance? g
i nt?
5. Are you happy with company policies for your career growth & training and dcj.re!ummﬂ
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Varying work, ... -

Development Opporiunites. .

Flexible working and autonomy.
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Human Resource Planning or Manpower Planning (HRP) is the process of systematically
reviewing HR requircments to ensure that the required number of employees with the
required skills is gvailable when they are needed. Getting l:hg right number of qualified

people into the right job is the crux of the problem here.

Need and Importance:
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(i) Proper asgsessment
(ii) Anticipation of de
(iii) To create highly
(iv) To protect the weake

of human resources peeds in fulure.
r and 1akillg the comective action.

ficient or surplus manpowe

calented workforce in the organization,
r sections of the society.
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e the future <kill requirements of the organization.
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i) Top ing 8 betier view af HR dimensions fo 10p management,

l;ti‘ Determining the training and development neads of emplovess.

Human Hesource Plan — Factors:
Geveral factors affect HRP. These factors can be classified into external factors and internal

factvs.

External Factors:
i Government Policies — Policies of the government like labour policy, industrial relations

policy, policy towards reserving certain jobs for different communities and sons-of the soil

etc. affect the HRP. '
ii. Level of Economic Development — Level of economic development determines the level

of HRD in the country and thereby the supply of human resources in the future in the country.

iii. Business Environment - External business environmental factors influence the volume

and mix of production and thereby the future demand for human resounces.

iv. Level of Technology — Level of technology determines the Kind of human resources

required. ]

v. International Factors — International factors like the demand fior resources and supply of
human resources in various countres.

vi. Outsourcing — Availability of outsourcing facilities with required skills and kn
people reduces the dependency on HRP and vice-versa.

Internal Factors: .
i. Company policies and strategies - Company policies ﬂn,-_r‘mtegiﬁ relating to expansaon,
diversification, alliances, etc. determines the human resource demand in te
quantity. ’
i, Human resource policies — Human resources pﬂlicici of the company reganding qm:l”iﬂt
human resource, compensation level, quality of work-life. etc.. influgnces humdn PESOLET
plan. ) sed on job analvsis J
iii. Job analysis — Fundamentally, human resource plan is m] :ﬂ uirr:d-.
description and job specification determines the I-und_ *—"fﬂ“l' poees an plan for the tong
iv. Time horizons — Companies with siable competitive environmciit €30 S

- only sh
whereas the firms with unstable com pe-li!.it't environmenl can plan fiar

owledge of

ms of quality and

ob
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'T Type ﬂd I'-'I!-liFll"- of information  Any planning process needs qualitative and accursts
information. This is more s with bisman resource plan; strategic, organiational and wpecific
infrirrataon,

.C ! i ' i : i i
vi. Company”s production operations policy — Company's policy regarding hew much o
produce and how much 1o buy from dutside to prepare 2 ki product influence the number
and kind of people required
vil. Tfadc anicms - 1nfluence of trade unioms regarding number uf working hours per week,
recruitment wources, eic., affect the HRP.

I Human Resource Planning Frocess
L]

The Human Resoarce Planming it a proces of furscasting the organization’s demand fur

and supply of manpiwer needs in the near futare

Muman Reseurce Planning
Process’

tiopecthees of Human Corrent Manpomes Foracasting [Mmand Blanpawer
Besonerce Planning IrrwEnioly and Suppy

pppraisal of Manp wer
Planning

1. mmiﬂuﬁrﬂh}uﬁtunfﬂml Resource Plansing: The forcmost Siep in gvery
process 18 the determination of the ohjectives i which the process s iy he carried on. The
objective fwﬂldiﬂtwhu'phmir@ is 10 be done should he defined precisely, s0 #5810

ervsure that a right numbes of people for the nighl kind of job are selecied.

The objectives can vary across the several departments i1 the organization such 24 the
demand may differ in marketing, finsnce production, HR department, based on

therie riskes or functions. . —3 e
it & 5 38
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' ‘
wer Inventory: The pext step 1510 analyze the curren

anization through the hmﬂ..'d information about the employees in
ficreney, <kills, ete. required to perfonm a particular job,

* Apahwing Curvent Manw
manpower supply in the org
terms of their experience, pro
Also, the future vacancies can he estimated, 5o as o plan EE"I: the manpower from hoth the
internal (within the current employ ges) and the external F,hlrlng candidates from outside)
sources. Thus, it is 1o be ensured that reservonr of talent 15 'iainminuu to meet any vacancy

arising in the near future

Forccasting Demand and Supply of Human Resources: Once the inventory of talented
the next step is to match the demand for the manpower arising in

MaAnPOWer is mamiamed;
or available resources with the organization.

the fiture with the supply
Here. the required skills of personnel for a particular job are matched with the job description
and specification.

&

4. Analvzing the Manpower Gaps: After forecasting the demand and supply, the manpower
gaps tan be easily evalvated. In case the demand is more than the supply of human resources.
that weans there is a deficit, and thus, new candidates are to be hired,

Whereas. if the Demand is less than supply. there arises a surplus in the human resources, and
heﬂcr:: the emplovees have to be removed either in the form of termination, retirement, layofT,
transier, e1c.

3
Emplovment Plan/Action Plan: Once the manpower gaps are eveluated, the action plan is 1o
he formulated accordingly. In a case of a deficit, the firm may go either for recruitment,
training. interdepartmental transfer plans whereas in the case of a surplus, the voluntary
retirement schemes, redeployment, transfer, layoff, could be followed.

¢ T“i_"i"’-’- and Development: The training is not only for the new joinees but also for the
existing employees who are required to update their skills from time to time.

LY

After the employment plan, the training programmes are cgpducted to equip the new
emplovees 2s well as the old ones with the requisite skills to be performed on a particular job.

e manpower planning
d with its actual
for several jobs.

Appraisal of Manpower Planning: Finally, the effectiveness of th
process is to be evaluated. Here the human resource plan is compare
implementation to ensure the availability of a number of employees

plan and control the deficiencies, i

Al this stage, the firm has 1o decide the success of the
any.

l.
begins with the objectives of

hus, human resource planning is a continuous process that i
dback and control of the

Human Resource planning and ends with the appraisal or €€
planning process.
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Recruiinesi
Roonailmen is a prosess of identifysn i iri : I thee vaL ili
Fros 5 g. scrvening. short lising and Bming potcalial Fesmsrce For Filling mp the sacest posiioss (fan
vrganizalion. I & a core eetion of Humon Resource l'-'lunnu.rnl:ﬂl:.i-
ght time- e cruitment alse refers 8o the process af

y;:r":“'i_'ﬂ"'-"“ i the process of choosing the rigli person fior the right position and at the ri
aléracting. schecting. and appalnting potential candidates s meet the omperization”s PEAOUTCE pequirEmEnLs.

The hiring of the candidites can be dieve nlermnlly i e within ke
within o time constraint and i should be cost clective.

Impartapes of Becruiinient
o fundamental petivities of the HIL eam. [ the recrument process it efficient, Lhen

Recnaitmaent 1% gne ol the i

s The organization gets happics snd more produciive employoes
.g.‘mitiuun{c reduces.

PN
-5-_;:&{;.--"
Al 2 baillds o oo workplace ervvirnmment with good employes relatiansiaps.

« It resalts in overnl] growih of thi organizathon.

It determines the current and fubare job requiremenl.

o« It increases the pool of job at the minimal £0sE.

« i helps in increasing the Success rale o selecting the right candidates.

« It helps in reducing the probability of shue term emplayneals.

« T miets the organization’s social and begal obligaticns wilh regards to th
I helps in identifying the job applicants and gelacting the approprisle resoUFcEs.
» H helps in incressing orpanzotioes effoctives for o short aeed kang L,

« It helps in evalunting the effectiveness of {he vartous recnaitment fechniques.

It atracts and encourages the ppplicants io sppky for the ypcancies in af orEanization.
I debarmibnes i proseat fulares requinements of the orpanizstion and plan according.
It liniks the potential employess with the emplosers.

ncreasing (he SUCCess ratic of the seleclion process d
prospeciive candidates, which snsbles in selecting

¢ work foroe.

o hﬂ]“ i rﬁmhﬂ candidales,
ihee right candidates for the riglt job s per the

It belps in creating a talent poel of

prganzzational needs.

Fagtors Affectipg Recruitment
e by B isiuee al various factors.

{umian Resource Manngement in an orgamization, and it 1§ govert
joms for the betierment of the

Recrailment i an impaortant functian of s F
d these Esctons influencing ihye recruitment and take necessary act

Progpaive HR Professionals should understen

g 2 .
ration also needs 1o manilor these chinges and d

When the market condition changes, Uk rgai
these Functions far making recruitment an effective process.
I this chapter, we will be discussing these

W howe Internal Factars &3 well gs External Factors that influence ihe fecruitment proosss.
factars in detail
Ipterns| Faciors

Orpanizations have contrl over Uhe internal f2clors

ispover how i affiects the respurces and analyze

slsat alfect (heir recrzitment funetions, The inernal factors are =

« Size of organization
« Recruiting pelicy
« lmage of organization
» lmage of job
- 0



Sige of Organizstion

: imvgortamt foctors alTecting the recruitmend progess, To expand (he business et ullog: -
mmmmﬂﬂ?ﬂmﬂmm Mhuﬂ il be handking the fsture operstbons. e,
s or

L

Hecruiting Pollcy

) Gy ﬂ.miwgrmﬂmmﬂm'gmimimiuhrtfm:r,whkhlﬁmhm ;
wimﬁmﬂﬂqmﬁﬁm‘ws and provides o framewark for e implemestation of recraiim —
el

ent programs,
|ﬂ¢q‘fﬂ|‘[lﬂﬂ-ﬂﬂl

i itive i i the markei can casily attract competent resources. Maintaining good public relations, providng
{rganizations ":ﬁhﬁtﬂm:m ization in enhancing ils reputalion in be markel, and thenchy altract the best passible resources
lexage of Job

f omganization, (ke image of 0 job plays o eritical rade in recruitment, Jobs baving a positive image in terms of betser
mh!gm,mimFdevhmlﬁmwhmwnm“n:mmmhwnhﬂ S
attreet qualified candidales,

Exterma] Frefom

Esternal faciors are those that cannod be controlled by an organiticon, The extermal Facices that affect the recruitment progess inclode the
follewing -

* Demsgraphic factors — Demographis Tactors e relaied io the atribues of potential employtes such as their ape, refigian, fiterscy level,

geeder, ezupation. eomanic status, ic,

Labor market — Latew narket controls the denand s supply of labor, Fr example, if the supply of people having & specific skill is
s thae e demand, then e hiring will need mae effioets. O the other hand, iF the demand is Jess than the supply, the hirng will be
relative easier.

* Umephoyment rate — If the unemployment rate is high in a specific area, hiring of resources will be simple and easier, as the nusber of

applicants i3 very high. In contrast, if the unemployment rate is law, et reonaiting fends to be very difficult due to less nursber of
Fesimmes

. l!hrhl:l-hhu’hmftﬂﬁlemﬂlludpﬂhiulcmimmnhm which are ¢remed by the ceniral and stake
mmwmnmmm

ervironmend, safety and health regulations, eic. for different types of
employments. As the govemnmend changes, e larve 100 change,

Legal considerations - Job reservations for differen castes sach 2 5T, 5Cs. OBCs ore best examples of legnl consideratioas, These
considerations, pessed by government, will MhumilwwWinwtmhmmﬁmnthﬁﬂn{hmhﬁm.
Compeliters — When organizations in the: same: industry are competing for the best qualified resources, there 1 a need b el v the
conigetition and offer Ube resources packages that aire best in temn of isdusiry andands,

Recruitment Process
Retruitment is & process of finding and aliracting the potentinl resources for filling up the vacant positions in &n organization. 1t sources
the candishares with 1 ahilit les and altibade, which are required for achieving the abjectives of sn organization,
Res .Immpmﬁlmﬂﬂmi ing the [k : r 1 < i " ) o
and selecting the right candidate, fying the jobs vacancy, asalyzing the job requiremenis, reviewing applications, sereening, shonlisiing

TE“': increase the efficiency of hiring it is P i tices (a5 shown in the
oty Fecomitiended that the HR 1eam of an crganization follows the five best prac fas

- Bel II'.IH "'_"‘ Praciices ensure goccessfal recroibment without any inlermupbions. In addition, these prectices alse ensure
mmmmmﬂmﬁ-m' :

—

RECRUITMENT PROCESS

Recru%tment Planning

'_r r

Searching”
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When nmfumﬁd.uumwlqﬂﬂummeHMﬁpﬁmﬂmnmmuw.-r
:u_adhinmiuirt:mi‘trmrﬂ Proper sdentifymg. planitig 4

ipmporan, full-time o pan-lme, clc Thime parmewiers shotibdl b
poalmatng ke uhuqﬁhrﬁﬂumlﬂhm-ﬂww

dob Analviis

b gralves B B pRTSOT af identaFiing. smafyrmp, and dciermming, the duties, respmmibditics, skills, ahilties, ard werwrk onipmmentd sl
specifhc wh. These facines belp in e fy g what a job demands and what -:mplnmmrmm-ptrfmnphmﬁﬂiwh
mdhw-mpufwm.lhmmﬁm:ﬂ#nhm&mu:hpa

Hmwmmmw-tm ]
i uﬂﬁ.mmjm-ﬂpnmnmwﬂud

. Reconding and goBecting job information

. Aocurscy in chiccking fhe pob imformation

» Cacneracmg g descriptsm hascd o 1he indiarmmalion

o m#ﬂuh—nﬂ#lﬂm which are noquired Fioar e jubs
Wﬂpﬂd’ﬂ-ﬂrﬁnjﬂh:ﬁh:ﬂjﬂwﬂhﬁ-—
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Job Specification 1 jol specification |
Tk specilicsbon [ouses an 1553 nqh.'ui!}nl-llum ol thee esnibidate, whom tbe HE lemm i paleg 1o hire, The [t $|-|_lq|1§:|
pregarmy the Fist ol all jols in e organteativn il e locatioms. The sgoid slip is b generate the e e

s infermation shoud cach jub inoam prpnnaetin is s albows

o Physicol specilicativns
= Bloniad apecilications

= Plasical leabures

»  Eivnsdional spociflcalie
o Pheliayional spei [Featisis

A joh gpecification dicumint proysles infermation on il Fuklonwing elensnis —

o Cialalioation

& Fxperiences

«  Traiming and devebspamen
o Shills requircmiciils

« Work respomsibilitie

»  Ensolional charncloristbos
o [Manning of cameer

Job Evaluation
i the ocher jobs in

Job evaduation is & comparalive process of analyzing, assessing, and determaning il relative valueiworth of o job in relation

an oo ntion,
The msain ohjective of job cvaluation i3 10 pnalyze aid determine which job commands bow much pay, There are several methods such as job
grading, job clussbfentions, job runking, eic.. which ar invalved In job evaluation Job evalution fodis the basis for salary and wage

Mgkl
Recruitment Strategy

Recruitent strtegy is the second step of the
preparation of job deseriptions and job specification
the organizaiion,

While preparing o recruitment strategy, the HE tenm considers tle following points =

recriiment process, whens @ strulegy is prepared for hiring the resources. Afler completing ihe
o the next slep is to decide which strategy b adopt for recraiting the potential condidates for

« Miake or buy employeed
= Tvpes of recruilmenl
» Geogriphibeal ansa

« Recruilment sparees
Fhe development of o recruitment sirubegy s 0 long process, but having a right straicgy is mandatory Lo attract the right candidates. The steps
involved in developing 8 recruitment strategy inchude —

= Selling wp a bosed team

= Analyring HR sirmtegy

= Cpfleetiva of availoble dota

= Analvring the collectad dota

= Seitisg the recruibinent siralegy

Searching (he Right Candidaiis
: .' [ e johe ARer the recruitmen
Senrching 15 the process of recrudmin wherne the resouroes ans sourced 'lm':!ﬂmg W 1 EE'-T“ i o ' t
strategy is done, the searching of comdidaies will he initealized. This process ponsisis i b SOps R —
: aenney, (he seanch for 1
» Sowrce activation = Once the line manager venfles and permits 1he ummrm_n! the ‘;‘:lel.-m ol i s s
+ Selling - Here, thx orgnnizution selcets the media through witich the commutiEstE prosdly divided ino two categories: Tnternal
v 1
Searching imvolves airacting the jub seckers 1o the vacaRcies. The sources OfF *

wpurees and Exvternal Sources,

[y
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Internal Sources ‘

Iritemal sources of recruitmest refer 1o
Ll F'I'I'H!'H.plim:.
s Transfim
Former Enplayees
Intermal Advertisemenis (b Pasting)
» Emplovee Refermls

* Previous Applicanes

hising emplayees wilkin the pgmeization |hrinsgh

EMM
External somrces of recrultment refer i hiring emplayees outside the orgasizalion theough =
o Direct Recrloment
« Employment Exchanges
= Employmenl Agencies
s Aglvertisomwls
= Professional Assockations
» Canspis Recruitment
« Waord of Mouth
ime ¢ Shori li
i i the catics o the candidaes
Screening starts after completion of the process af sourcing the candidsics. Screenicg is the process of fltering the apps
fiowr further selection process.

Snumhg,ismhmwdmmmmmmlmﬂmmmwﬁdmimﬂwﬂuﬂm.
m.ﬁmimmﬂmimmurmwr
an.itwh = - i viewed and checked for the canddaes

Tty hﬂfnmﬂwﬂumﬂjﬂn.hmﬁmhmnrwmwmu
dmlmﬂﬂtexpdmﬂumﬂlmwﬁﬂcﬂuﬂmmiﬂmtnm:mh - ]
urhﬂ:mﬁmingﬂgmmmmmmmmmummpumhmﬂ.mmmmnrmwmﬂm

. Reason for change of job

® Lm;”:inmﬂujmﬂl

« Job-hopping

. I..ﬂ:lud'ﬂl:u'l;wgﬂim

.Ic:'dhh:ridlrt'i: | i _ N
Conducting sclephanic mwmummﬂ:wnrmmium_m“smmmmul pesumes arc sereened,
wm;“;mm;mwuﬂmhrm:hﬁimw.mlsmﬁmpmhum.:.mumu

T they are active and available. _ : P
. :hﬂﬁ in T‘“;E;Il:::: mﬂﬂhﬂm - o 15 aililude, shility 10 answer intervigw questions, and communiCalon akills.
« |1 also helps i iight st the £ 4

Identifyving the top candidales | n
ifyi candidates i5 the final siep of screcning e fesumes'candidaies. Inlhﬂ.pm:ﬁ_ﬂu me't@plu:.ﬁn{me are shartlist
mmﬁﬂm;1:} for the hiring mandger 10 take & decision, This process fiass the follpwing thrée pllcmes
I
« Short listing 5 to 10 resames for revicw by the hering MarageErs
« Prosiding insights and recommendations o the N g MAnsger

« Helps the hiring Maragers b Lake a.iuci;iuninhidmhﬂ;hl candidaic

0l




(7] Exnlation snd Centrol

w2 -
l'-.,_ Evalustion and cmiral & the L simge v U provess of secrmiimein, Tno il PR, e i TTechivenis
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&, mgeney foos

o iz iroarmed 1 patrlEting sustahle candidates for ihe flmal selection Ditoes .
» Time spent by the Management snd the Professianals in preparing job descripiion, job specifications, and conducting e
Fimally, the queston that i 10 be asked &, whather the rocrultisent metk, i ' itment p
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Fail to meet mini mum Initial screening
qualification ..l, Passed
Failed o com plete job Completed application
appliation or failed job -.lr Passed

specification
Employment test
Tost

Failed .L Passed

b expecta

Problem

1

fed to i
inlﬁr:mwgli .gﬂﬂl

Passed | Cgnditional job
offer

Comprehensi we inberview

|

T
i
Background Bxamination g — — — ~ .
if requirned

i | | | :nmunlcmd
[ . l Passed
Reject Applicant

Unfitto do essential

clements of job

mndliﬂ-ﬂgub offcr

Able 1o perfonm
ﬂﬂ.il!d:ﬂuﬂj

v ofjeb
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[ Preliminary Intewi&uij

)

[ Receiving Applic:albug

2

[Enreening of Application

2

|Em ployment tests

\2

_ﬁmenﬂaw

\)

Reference checking _}

)

[ﬂedir.al Examination

)

[FINAL SELECTION

"REJECTION

If found unsuitable
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Selection
5"¢'|'ﬂ'-'-llu1 1% 1
wWied o Press of pick )
o dection ca akin ls_:"::lllﬂflr chaming e v canidiilate, i fs iiiisl saitelle fi n ymcmsd jol poalthn bn i wrrn bt o otkers
Spenilie job and they ﬂns“r:“ fed i the process of I tha rnl]-i:I iy dhelr apalilon, which =ee egiiired Fir B
Sultsble anfadgo g, i ¢ o= aind exiilinaling
mﬂ'mﬁm £ i ihe pusiiym

: of o Fight spnije
objectives, APPllcaa for a vacant posigiap will e s waset o e ot i, st will b it ihe eangnnl i o rescking

Ensplower gol oo | Efberenss winys. Hiore is.n fist of woe of e definitives
Selection ol an m{;};ﬂ”"i:“'“ o putiong a i mpysticom s g o
Selection is 0 pracess of e foens o £ 102 applcants, s fuve the gl s o (4] the v fod b oo w8t
|:|}'-n: selection g 3 SEE l’.mﬂﬂ:!ﬂm"mm fiowr Eillinng, e wocmncles in m erganl e, .
prowess of matching organization's rsegistremeits il e sk ils ad the gualiticiees of bead i hlianls.

A pood seleclion
pracess will ensuee that the orgasation et e pigght mel of emplivyods will e gl altiiulo,

F P ¥ 9

Difference between Recruitment and Selection
The magor differences hetwein Recruitment mrd Selection are i filluws

Recruirment Keleeibon

Recruitment is defined us the process of idenifying and  Sehection is defined ns the proccss of chonsing the right comdidaies

making the poieistial candSdaies to apply fior the jobs., fisr yhe: ¥ et pocws e,
Recraitmenl is colled as a positive prooess with ils Scletion s enlled ng 8 negative proecss wills Be eliminonn ar
approech of strscting as many candidales o8 possshle  ejection ol s many condidaies os poasilsle for identiTyisg tha righ
for the vacanl jobs endichale fior tha Masition

Poth recruliment sed selection wark hond in hand and boi play & vital role s Se-overall growth al si srgmizatio

Selection Process

The selection process can be defined us the process of selection and shor Ity of the right cofidmes with the neceesary qualifhcaions d sill sct 1o
fill the vacancies in an organisation, The selection process varks [ ind sty 40 madusiry, compeny b conpany and éven amongst departmonts of the

ST COHFPaLY, i
Eviry it tizs & selection process hecmase hey have: their own requirements, Altlongh, e muin sieps nomin e same. S0, (6
yeerstand in briel how the selection proeess works,

w relim

This ks & very genoral md basic interview conductal H}HNEWHIHHUHEHM“immwrmmlmmh‘hmm. o, This
leaves (e organisation with & pool of potentially fil emphayee %o fill their vacandies. —

Potential employees spply [or o job hy semding applications o the organisation. The sppdication gives the inlerviewens mlanihon o e
candidates like their bia-cain, work expenience, hotbics ad interess,

«  Sgreening Applications
Cinge the applications are received, they are scred by o special sereening commiliee wihis chose camdidabes from the spplications m eafl far
o imterview, Applicast may e seloctad o special criteria liks ¢.||'ﬂ|5i-|!lh‘r|'ﬂ. wirk EAprnoe g,

+ Emplovment Tests
B - ﬁm.mmhﬂmmmwldmﬂ ﬂ!:‘_hl'lthbﬂil:lluluk'm 1 el Tl s dm|nﬂ|rrq_lp1|
: ety 1t [ike eedligence usts, mptilud e, prudficiency lests, perssmliy lesis ele,

+ Emplovment Interview

Thve mes sicp in he selection provess i he empluyes inlenace. m'-_l--mlmj-mn,-m are e 1o iberiify m candilate”s skill et il shilily
far ek in. s organisation bn detail. Purpose of an employimil intervs 1 Find st e sutitirhility ol e condicdee aiul io v biban g il

O ]



aboul the vrk prof : iy ol e i
|:,1r h n"h' H*El-.'" il qunl whal i |'-"I-|'I'tl.:|l.'.l| il the TH'I'IID‘!'!|I'I111‘|I'|1|II:|1.'I A |_'|'||||I|'|:'.||.""| Eiborvicw i i Tir (he g ACEY al e ﬂE-I:‘ FRat o

Cheeking Hefercaces

1 .

I:: m.: whiy !1:““ il ":-ﬁ.-m of a potestinl enpluves & absa & ven nported surce of information. e refore con pravide i Wi
Persons capabilitics, experienoe in the ey ik copnsies i leshersbin and managerinl skills. The infomism A oy taelaac

et 4 keep confidential with the Hit department

Medical Fxam alion

The enedical exam i also very limpariam siep

candilmies ane phseally wd nuenisd)

i the sehiection process, Mol exams help the anployers know iTay of the potential
slandnrds of heglih ane: i

¥ it 1o perfiorn their dhties in their jobe. A o gxstem of miedical chiekups orsures that the employo:
thbﬁfmmuftmlmﬂn,m&m;mmhym V.

= Final Selection and

nimenmi Lel
T _ : ; .
m‘*“‘“’imﬁ -:r Tﬂ ﬂ_clnf':n pracess. Afler the condidate his sacoessfully passed ol wrisien tests, intervaews and modhcal cxamination,

] : appointment lesier, comlrming bis sebection tn the jub The appointmien letler contairs 8 the detasls of the
1o like warking hours, salary, leave allowance ete, Oflen, employous are bired on a condtional basis whene ey ane hired pemanently after (he
employens are sptmbied with their perfommance,

Importance of the Selection Process

I. Proper wl:-:i_-_ufn and placement of employees boad to groweh and development of the coinpuny. The axmpmay can sindlmly, anly s o god
&5 the capahilities of il emplovess.

The hiring of talerded and skilled employees results b the swill achievement of toiigrainy poals.

Industrial nocidents will drastically reduce in nusbers when the sight technbes] stalT is emploved for fhe nght joks,

Whet people get jobs they nre good Al il crestes 3 sense of sobisfaction with them and thus telr work efficiency aoed quality insprenves
People who are satisfied wilh their jobs aften tend 1o have high moale and motivatios b perfons boter

o P K

Application form

An application form s an official document that employers want their job candidates o fill i while applying for o job. The
emplover would ask a series of questions that candidates muwst answer.

An application form lets the employer all the important information beforehand, therehy helping them screen candidates
easily. It becomes easier to spot the under-gualified candidates or reserve passive candidates for future openings.

Companies release application forms for recruitment when they are Tooking for a high volume of candidares,
na i m containg ithe following;

Personal information of the candidate:

Meme

Address

Phone mumber

Email address

Educational qualifications

gehoolis) attended along with raduation due

Certification

Skills

Extracurriculsr activities
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Experience/Previous em Ploymeni

Employvers

lob titles and Responsib lities
Reason for leaving

Permission to contact the previous employer
References

Name

Jab tithes

Comdact information

Types of Selection Meth

(L ]

bebrrresas mid
Jisgrapiics] Tula

Pereunuliis

i rmdurfes o pgrilaiee & Rl Wil

Sslection testing i 3 screening process that hiring managess use to judjge an applicant’s fit for a certain job or company. A
<clection test is o standardized test that the hirinig manager gives 10 all applicants. This mary e 2 plmc a1, KO-y glecsat
text during the interview or an online test completed along with 1he application ar afier an initial phone screening,

Job kngwledge (g5t
Job knowledge tests arc wied 10 m*““l&ﬂ:ﬁﬂ?i“ﬂ& to succeed in & specific job. This test evaluates the candidate's
knowledge of erminology, techniques and skills relaing o the job they are applying for. Hiring managers 132 this tegl 10

énsure that they hire a candidate who is familiar with the mlg_@?lil: to complete the tacks it involves. These tests are
P-Wfilffua_nﬁh_iring Tar Jabs that require specific skills,
For example, @ hiring manager fooking t 11 an information technology job may ask candidates to complete a job

\mawledge test to ensure that they are Eamiliar with coding language and IT regulations. Other positions |ke g b

data entry can benefit from job knowledge t

g progrms.

Integrity fgst

[rtzgrity bests arc m'milannr_nm_ﬂpmiy_ ests, B! a ing

ﬁﬁg‘:nmlﬁlt aspects of their personality. This test |lk‘!|'.£h_lrlgg managers ensure that they arc hiring peaple Who will

comply with their company’s cihical standards. Tntegrity tests can be useful for amy jb and any industry because ethics are
®

esting because they requing very specific knowledge about proper procedures

{ests, but they focus o8 waim@ﬂgd@m hpnesty and moral standing rather

portant within any company
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2 focus on BENEFA
Cognitive ability tesis are used ta measure intedligence and may also be called rﬂw&:m”m:};uﬁiw reasoning skills. A
intelfigence or specific areas of intelligence thal relate ta a job, like mathernasical 5}‘_'"5 o e B of cognitive abiliy,
THTing manager tvpically wsess these teats for jobs that imvolve a high Tevel of ablity in one o0M arcas _
ans and solve equations & ant if the job invabes nuith,

Knowing how well  candidate can perform mathenwiical fincti bility to think
Soerie government positions like criminal investigator oe corrections officer may evaluale ¢
critically in difficult situntions beeause that is a necessany skill for the job.

relev :
andidates on their a

Emoi ence lesi
Emational intelligence tests measure 2 candidate's bility 1o build relatioaships and work with others. T"“;J”_‘ E‘I"I? .
comrise 537 Siilar questons as a pesorfalty tes, but I specifieally foruses on the applicarts EAC el
Undesstanding how someane interacts with others |3 impartant when hirin for leadership positians and positions (ha-
invalve constant collaboration, like public relations or marketing jobs.

Skills test

A skills test evalustes a eandidate’s abiliry to perform specific tasks refated 0.2 job. Unlike a personality test, a skills test
reqaes candidates ta perform these skills o prove their abily rather than answer questions related 19 the skills. A hiring
! Ll ~aickiy and

manager may administer typing tests for clerical and data entry job candidates 1o ensure thal they can type gt
accurately. Another exsmple of a skills test s o writing mignnﬁkﬁg’f&h'ﬁ'ﬁ_wnf‘il ving Writing.
Physical abilitiss st a

Physical abilities tests measure 3 candidate’s streregth and endurance. These WEsts a7e RECESSATY for jobs that involve a certain
level of phrysical fitness and abilisy. Common jobs that utilize physical ahifities tests includs Efi:ram:l military pasitions.
hat candidates can handle the level of physical activity required for the job

Hiring managers administer these fess 1o ensure |
without risk for injury. .
Wh i ts wseedl?

Selection tests are a valuable resource for hirinL MAZETS because it allows them to lewrn mose informatian aboat
e Wmﬂ'@.mi stages of the hiring process. Selection tests can save finve, because the hiring manager
Joes ot have to schodule & Mmesting with each candidate. Instead, 1y can send each applicant an anline selection test

ey CamEven mﬁﬂﬁ;ﬂﬁlﬁﬁﬁ in the digital application o save sven mon Thme.

Selection tests evaluate a candidate's skills, knowledge and persomalily in a more peecise way than reviewing o resume.
They can help hiring managers predict how a candidale will perfarm in a specific rols o within a company, Selection tests

can even demanstrate the candidate's ability to complete the job befure being hired, This can improve the chances of hiring
& canlidate who performs the job well and stays with the company, which also saves the hiring manager fram repeating the

hiring process for a single posdion mltiple times.

tahility and validit lecthom esis

The reliabilicy of tests depends on the consistency of ow tests are
should be the same each time and judge all candidares objecgively.
liahde rypes of tests becauss they evaluats candidates based on
o & typing test within the allotied time limit, they are

Certain selection tests are more reliable than others.
sdministered. 1n order far a sebection test 1o be reliable, it
Physical ard skitls tests, for example, tend to be the most re
their proven abilities, 11 s candidate completes an obsiacle course
strong candidates. There is little room fior subjectivity with these 105t

v alidity is anodher impostant consideration when implementing 8 selection test. There ane three types of validity that the
Equeal Exgployment Oppartunity Committes describes when discussing selection testing:

This type of validity relates to how relewant the content of the Best is to the job. The test should directly
relate to the knowledze, kills and persanality required for the job.

Comsirct valdiy: This tyPe of validity describes how well & test measures trails that can make somecns m

rale iﬂl:;lﬂl‘ng Wb;“l,‘_‘f_ griodiomel infelligence pnd ntezrity.
—adidity: This OP¢ of validity describes a seleciion lests ahility 10 predict how a candidate will perform in a
[feants test scores relate fo fheir job performanc: once hired, or

their results 1o thelr job performance.

Content validir

are successiul ina

v TP 1
Criterinn-retated yalicila: i o .
urrerh employees fake the pest and COmMpAriRg

©

i havitg €



Interviews

s feanting:

e of the ssessnent and evaluntion techmigues for a candidme is inserview, b ls o type of ol examination. Selection inlerview = the ned
process i condict of tests. Even thomgh wstlen fests and paychological tests e condcted. il pne-lu-nne commnication between individuals

alsways pemnins the crucial par in selection of 3 candidate. Tichmdoural traiks, presene af mind and ﬁ:,nd'fl;lllbgil;'-ﬂ biarineg capaeity can be tested
throuh imterview.

Bale aof Imferview s the Selection Provedure:
Critbeal Anahsis of the Personality of Cawdalaies:

As the candidate i going ¥ be in front of the imterviewer or a el fce-to-fce communication s Facilitted. The interviewes cam bservc the

behavicar, style, nppreach, prooploess and sharpaess of the cnndidate.

Accurule Final Selection:

\nterview facilitates ta obtnin sdditional information abost the candidae teough persanal contact. After e detailed scrutiny of all the

Tt o abeoul the candidase, the fisal selection cam be mode casily,

Previding Detuils ahost the Company to the Candidats:
A the company would 1ike 10 knaw the detailed mformation about the candidate, e Sife Wi, the candidatc is alsa cager 1o know sbout Ehe
work culbufe, the natane of the job, working schodulis, ec., in the comgany. Imterview provides (e opprtanity b0 the canlidain i know mare

gnoul the ¢ospany.

1lse of Expericnee and Koowledge of Fxpert Inlerviensrs
Wherever the Intervigws one conducted, there i penerally a panel of intirviewers consisting of more than three members. Alll of then are
working for the company fof n learg thiwve, and when the: selection werview takes place, 1L &5 their keowledge and experiesse wéhich is gaing 1o

give the best results i berms of 3 waitable ard appropriae candidste,

Trpes o Plervien

W amious types of iniervievs ore shown in Figan: 5.8,

Fig. i Typeof bersanen

Formsal lniervime:

It is ek in Formial stmcspiere sith pre=decided and planned progedunes and questions.

Iaformal imierylen:

There i no specific procedune Bollowed in this case, They wre conducted B any plsce, and sy ypes of question cm be wsied 10 1he candidale

(n)



docs a candidate react o stress? Whether they remal

Srrem Interviens . i
uneder stressiul conditbons. -
: case will which they gets o ol i

I ts conducted 10 evaluae the bebavioar oT The :Ferent stressfil coaditions around, and the
) an be judged by creating &i
quiset and caln or becoenes stressed. can

dicases ther strexs-handling capacity m future.

Sijumtion Inerview!
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UNIT - IV: COMPENSATION AND EMPLOYEE WELFARE

COMPENSATION: Compensation is one of many human resource (HR) tools that organizations use to
manage their employees. For an organization to receive its money’s worth and motivate and retain skilled
employees, it needs to ensure that its compensation system is not an island by itself. Not only is it important
for an organization to link compensation to its overall goals and strategies, it is important that its

compensation system aligns with its HR strategy. Compensation function includes:

K

¢ Job Evaluation: Job evaluation is a systematic way of determining the value/worth of a job in relation to

P
other jobs in an organization. It tries to make a systematic comparison between jobs to assess their relative
T W
worth for the purpose of establishing a rational pay structure. According to Kimball and Kimball, “Job

LAY
evaluation represents an effort to determine the relative value of every job in a % and to determine what

RN o

¢ Salary Administration: A large measure of the Compensation team’s expertise surrounds salary
A\ AW

the fair basic wage for such a job should be.”

administration or the review of salaries across the organization (Actual compensation issues such as pay

cheque enquiries, deductions, or changes to personal or emplgy;ne;lyt information). The goal of the salary

administration program is to provide an equitable and szst‘e};}gti; means of compensating various categories

of employees in relation to their assigned duties ﬁ ‘rgponsibilities and, as much as possible, recognize

differences in individual performance levels. ‘I:“B.r'zher, salary administration practices and compensation
”~

levels should be competitive with those in similar organizations for comparable job categories.

A
Compensation System:

Compensation is a tool used by management for safeguarding the existence of the company. Compensation

can be of two types—direct and indirect.

Direct Compensation:

Basic pay, dearness allowance, cash allowance

2. Incentive pay, bonus, commission, profit sharing, stock option
Indirect Compensation:

1. Legal requirement

a. Provident fund
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UNIT - IV: COMPENSATION AND EMPLOYEE WELFARE

b. Pension

b. Gravidity

c. Pension

d. Insurance

e. Medical leave

f. Accident benefits

g. Maturity leave

2. Optional sick leave

3. Casual leave

4. Travelling allowance

5. Telephone bills

6. Canteen allowance

7. Club membership

The main characteristics of the compensation system are as follows:
1. A hierarchy of pay levels

2. A hierarchy of jobs

3. A set of rules and procedures

4. Qualities required for movement from one level to other

An organization’s compensation system usually consists of three separate components. Each element of the

compensation package has a link with an individual need hierarchy. All allowance are linked to basic pay. In

order to motivate the employees when they achieve objectives, rewards and incentives are incorporated

along with basic pay. To retain the employees and to get long-term commitments, stock option plan, annual

increments and promotion are provided.
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UNIT - IV: COMPENSATION AND EMPLOYEE WELFARE

Objectives of Compensation:

1. The compensation should be paid to each employee on the basis of their abilities and training.
2. Compensation should be in the form of package.

3. It should motivate the employees towards increasing productivity.

4. Tt should be capable of taking care of employees for safety and security needs also.

5. It should be flexible and clear.

6. It should not be excessive.

7. Compensation should be decided by the management as per the norms fixed by the legislations in

consultation with the union.
Various modes of compensation are as follows:-

a) Wages and Salary- Wages represent hourly rates of pay and salary refers to monthly rate of pay
irrespective of the number of hours worked. They are subject to annual increments. They differ from

employee to employee and depend upon the nature of jobs, seniority and merit.

b) Incentives- These are also known as payment by results. These are paid in addition to wages and salaries.
Incentive depends upon productivity, sales, profit or cost reduction efforts. Incentive scheme are of two

types: Individual incentive schemes. Group incentive schemes.

c) Fringe Benefits- These are given to employees in the form of benefits such as provident fund, gratuity,

medical care, hospitalization, accident relief, health insurance, canteen, uniform etc.

d) Non- Monetary Benefits- They include challenging job responsibilities, recognition of merit, growth
prospects, competent supervision, comfortable working condition, job sharing and flexi time.

‘ b4
What Factors Determine Employee Compensation?

Here are a few factors businesses take into consideration while deciding compensation for their employees:

1. Market factors
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Organisations research what other businesses in the same area or technology are paying their employees.
They also check the similarity of the business and the pay employees with the same designation or similar
work get. They can conduct surveys to know this information or check different websites where employees

self-report their salaries.

2. Employee perception

K

Employee perception can influence the overall compensation structure a company chooses for its employees.
P
Most employees want to work for an organisation that is transparent about how its employees are
T W
compensated and how those wages are determined. Creating a compensation system that employees feel is

straightforward and fair is often in the company's best interest. 6

3. Cost of living: t

LW

Cost of living is another important factor in determining the compensation of the employee. If the company's
BN
office is in a metro city, then the cost of living an employee would incur might be higher than if they would
AN )
be allocated to non-metro city. The non-cash benefits like travel expenses, house rent allowance varies
S

according to the area where you are living. Q

4. Government legislation .

- X))
Depending on where you live, your stati mi&ht have specific wage and salary regulations that can affect how

your company structures its organisational compensation. Some states regularly increase the minimum
A

wage, which can shift every pay band, step or grade in your company's structure upward.

5. Job competition /\29

The demand for aﬁrti-cular skill in the market also determines the compensation a company would align for
A
a job role. For example, if you have expertise in a skill that is in high demand in the market, you would have
a2l |
the choice to take a job at different companies. In such a scenario, companies offer the best compensation to

lure you te accept the job offer.
6. Industry

There are some industries that give the same compensation to their employees. This is particularly in the
public sector, where the compensation is defined based on the grade rather than the work you are entitled to

do. For example, in government banks, the compensation given to the employees depends on the grade at
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which they were hired. Whereas, in the private sector, compensation is dependent on various factors like job
competition, previous salary package, skills, certifications and years of experience.

7. Growth opportunities

Growth opportunities that an employee would get in the organisation also determine the compensation they
might be offered. Companies can justify the lower pay range by factoring in the growth opportunities a

person may get if they join the organisation, the long-term value that the company's brand woul‘d’ add to the

career path of the individual. @%\«
Types Of Compensation @

Here are different type of most common components of compensation: \

Base pay (hourly or salary wages): it is the minimum amount an employee would receive with no
«

deductions or additional benefits. It can be expressed as an hourly rate, monthly rate or annual rate.
- v

SN

Overtime allowance: it is the amount an organisation pays if its employee works outside standard business

hours.
N

.

Bonus pay: it is the annual pay an employee ggts @Ve their regular earnings. It is basically a reward that

.

an employee gets for their work and goal accomplishments. Bonus pay is basically offered to boost the
productivity and morale of the employee. %

Merit pay: merit pay is perfom‘lénge—,based pay. An employee gets merit pay depending on their yearly
performance and achievement of the goals set. The criteria for merit pay vary from company to company. In

£

most companies, merit pay depends upon both the employee's and the organization’s performance.

Benefits like paid leav.es, leave travel allowance (LTA), medical insurance: these are the additional benefits
@ Y

that an empl(;xe%ets as a part of their compensation. Such benefits are non-monetary benefits. Organisation

gives the defined number of earned leaves, sick leaves or vacation leaves. Companies also provide health

and medical insurances cover to their employees.
¥

Travel allowance: some companies offer a daily travel allowance to their employees like reimburse petrol
charges, another mode of travel or provide pick and drop service from their homes. The travel allowances

also depend upon the job role you hold in a company.
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Free meals: many organisations offer free or subsidized breakfast or lunch to their employees. This may not

be in all organisations and depends on the company's policies.
Importance of Compensation

Below are the points highlighting the importance of giving the right compensation to the employees

e [t attracts skilled talent

e Itreduces the attrition rate @

e It encourages employees to perform better and achieve specified standards-.

e It helps an organisation to stay competitive in the market and run its business ;&

e It helps to increase employee engagement 0
e It helps to keep employee's morale high and keep them motivated ‘%‘V

e It helps to increase the efficiency of the job evaluation process¢y

e [t ensures job satisfaction amongst employees (\} \

e It helps to stay in compliance with the Federal and State government agencies

Q>

Factors Influencing the Determination of Wage Rates:

The eight factors influencing the determination of wage rates are as follows: 1. Ability to Pay 2. Demand
and Supply 3. Prevailing Market Rates 4. Cost of Living 5. Bargaining of Trade Unions 6. Productivity 7.

Government Regulations 8. Cost of Training.

The wage payment is an important factor influencing labour and management relations. Workers are very
much concerned with the rates of wages as their standard of living is connected with the amount of
remuneration they get. Managements, generally, do not come forward to pay higher wages because cost of

production will go up and profits will decrease to the extent.
Following factors influence the determination of wage rate:
1. Ability to Pay:

The ability of an industry to pay will influence wage rate to be paid, if the concern is running into losses,
then it may not be able to pay higher wage rates. A profitable enterprise may pay more to attract good
workers. During the period of prosperity, workers are paid higher wages because management wants to

share the profits with labour.
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2. Demand and Supply:

The labour market conditions or demand and supply forces to operate at the national and local levels and
determine the wage rates. When the demand for a particular type of skilled labour is more and supply is less
than the wages will be more. One the other hand, if supply is more demand on the other hand, is less then

persons will be available at lower wage rates also.

According to Mescon,” the supply and demand compensation criterion is very closely related to the
prevailing pay comparable wage and on-going wage concepts since, in essence to all these remuneration

standards are determined by immediate market forces and factors.
3. Prevailing Market Rates:

No enterprise can ignore prevailing wage rates. The wage rates paid in the industry or other concerns at the
same place will form a base for fixing wage rates. If a unit or concern pays low rates then workers leave
their jobs whenever they get a job somewhere else. It will not be possible to retain good workers for long

periods.
4. Cost of Living:

In many industries wages are linked to enterprise cost of living which ensures a fair wages to workers. The
wage rates are directly influenced by cost of living of a place. The workers will accept a wage which may

ensure them a minimum standard of living.

Wages will also be adjusted according to price index number. The increase in price index will erode the
purchasing power of workers and they will demand higher wages. When the prices are stable, then frequent

wage increases may not be required
5. Bargaining of Trade Unions:

The wage rates are also influenced by the bargaining power of trade unions. Stronger the trade union, higher
will be the wage rates. The strength of a trade union is judged by its membership, financial position and type

of leadership.
6. Productivity:

Productivity is the contribution of the workers in order to increase output. It also measures the contribution
of other factors of production like machines, materials, and management .Wage increase is sometimes
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associated with increase in productivity. Workers may also be offered additional bonus, etc., if productivity

increases beyond a certain level. It is common practice to issue productivity bonus in industrial units.
7. Government Regulations:

To improve the working conditions of workers, government may pass legislation for fixing minimum wages
of workers. This may ensure them, a minimum level of living. In under developed countries bargaining
power of labour is weak and employers try to exploit workers by paying them low wages. In India,
Minimum Wages Act, 1948 was passed empower government to fix minimum wages of workers. Similarly,

many other important legislation passed by government help to improve the wage structure.
8. Cost of Training:

In determining, the wages of the workers, in different occupations, allowances must be made for all the

exercises incurred on training and time devoted for it.
JOB EVALUATION
Concept of job evaluation:

In simple words, job evaluation is the rating of jobs in an organisation. This is the process of establishing the
value or worth of jobs in a job hierarchy. It attempts to compare the relative intrinsic value or worth of jobs

within an organisation. Thus, job evaluation is a comparative process.
Below are given some important definitions of job evaluation:

According to the International Labour Office (ILO) “Job evaluation is an attempt to determine and
compare the demands which the normal performance of a particular job makes on normal workers, without

taking into account the individual abilities or performance of the workers concerned”.

The British Institute of Management defines job evaluation as “the process of analysis and assessment of
jobs to ascertain reliably their negative worth using the assessment as the basis for a balanced wage
structure”. In the words of Kimball and Kimball “Job evaluation is an effort to determine the relative value

of every job in a plant to determine what the fair basic wage for such a job should be”.

Wendell French defines job evaluation as “a process of determining the relative worth of the various jobs

within the organisation, so that differential wages may be paid to jobs of different worth. The relative worth

Anurag Engineering College MBA Department Page 8




UNIT - IV: COMPENSATION AND EMPLOYEE WELFARE
of a job means relative value produced. The variables which are assumed to be related to value produced are

such factors as responsibility, skill, effort and working conditions”.

Now, we may define job evaluation as a process used to establish the relative worth of jobs in a job
hierarchy. This is important to note that job evaluation is ranking of job, not job holder. Job holders are rated
through performance appraisal. Job evaluation assumes normal performance of the job by a worker. Thus,

the process ignores individual abilities of the job holder.

Job evaluation provides basis for developing job hierarchy and fixing a pay structure. It must be
remembered that job evaluation is about relationships and not absolutes. That is why job evaluation cannot

be the sole determining factor for deciding pay structures.

External factors like labour market conditions, collective bargaining and individual differences do also affect
the levels of wages it, organisations. Nonetheless, job evaluation can certainly provide an objective standard

from which modifications can be made in fixing wage structure.
Objectives of job evaluation:

The main objective of job evaluation is to determine relative worth of different jobs in an organisation to
serve as a basis for developing equitable salary structure. States an ILO Report the aim of the majority of
systems of job evaluation is to establish, on agreed logical basis, the relative values of different jobs in a
given plant or machinery i.e. it aims at determining the relative worth of a job. The principle upon which all
job evaluation schemes are based is that of describing and assessing the value of all jobs in the firms in

terms of a number of factors, the relative importance of which varies from job to job.
The objectives of job evaluation, to put in a more orderly manner are to:

1. Provide a standard procedure for determining the relative worth of each job in a plant.
2. Determine equitable wage differentials between different jobs in the organisation.

3. Eliminate wage inequalities.

4. Ensure that like wages are paid to all qualified employees for like work.

5. Form a basis for fixing incentives and different bonus plans.

6. Serve as a useful reference for setting individual grievances regarding wage rates.
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7. Provide information for work organisation, employees’ selection, placement, training and numerous other

similar problems.
8. Provide a benchmark for making career planning for the employees in the organisation.
Process of Job Evaluation Program
The Job evaluation program is a process involving a few steps.
AR
1. Gaining acceptance
2. Creating a job evaluation committee
3. Finding the jobs to be evaluated
4. Analyzing and preparing a job description
5. Selecting the method of evaluation
6. Classifying jobs
7. Installing the Program
8. Reviewing Periodically
1. Gaining acceptance:

AN

Before undertaking job evaluation, top management must explain the aims and uses of the program to the

employees and unions.

To elaborate on the program further, oral presentations could be made. Letters and booklets could be used to

classify all relevant aspects of the job evaluation program.

g I

2. Creating a job evaluation committee
A single person can’t evaluate all the key jobs in an organization.

Usually, a job evaluation committee consisting of experienced employees, union representatives, and HR

experts is created to set the ball rolling.

3. Finding the jobs to be evaluated
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Every job need not be evaluated. This may be too taxing and costly.

Certain key jobs in each department may be identified. While picking up the jobs, care must be taken to

ensure that they represent the type of work performed in that department.
4. Analyzing and preparing a job description

A
This requires the preparation of a job description and also an analysis of job needs for successful

performance.

-\Y

5. Selecting the method of evaluation

Y

The most important method of evaluating the jobs must be identified now, keeping the job factors and

organizational demands in mind.

' o dl
6. Classifying jobs

LAXrY

The relative worth of various jobs in an organization may be found out after arranging jobs in order of
importance using criteria such as skill requirements, experience needed under which conditions the job is
performed, type of responsibilities to be shouldered, degree of supervision needed, the amount of stress

caused by the job, etc.

Weights can be assigned to each such factor. A job’s worth is determined when we add all the weights. The

points may then be converted into monetary values.
7. Installing the program:

Once the evaluation process is over and a plan of action is ready, management amust explain it to employees

an in the light of changes.

Methods of Job Evaluation

Job evaluation seeks to determine the relative worth of each job so that salary differentials can be

established. In job evaluation, only jobs are rated, unlike performance appraisal, where only job holders are

rated. following four methods of job evaluation, i.e., (1) Ranking Method, (2) Grading Method, (3)
Point Method, and (4) Factor Comparison Method.
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1. Ranking Method:

It is a simple method of job evaluation. Under ranking method a committee is constituted. The committee
composed of executives and representatives of employees. The committee evaluates the jobs and ranks them
according to their relative importance. Attempts are not made to break the jobs by specific criteria. Jobs are

rated as a whole.

Jobs are compared as difficult and simple and then they are ranked and arranged in the ascending order of
sequence. Ranking of the jobs takes place in the way given below. Each rater is given the job description for
each job separately. Rater studies the job description and makes analysis and then he notes down the point of
differences between each job compare them and rank them in ascending order to their importance. The

committee of raters sit together discusses the ranking of jobs.

Differences are resolved and final ranking of jobs is prepared. It may be decided by majority votes or taking
averages of rankings. For comparing jobs rater take into consideration some of the factors as supervision of
subordinates, cooperating with the staff of other departments, minimum educational qualifications,

experience and training and likelihood of errors while doing job.

Merits of Ranking Method:

1. The method is quite simple and easy to understand. Employees can understand it easily.
2. It is the most suitable method for small size organisations.

3. It does not require much cost. Hence less expensive.

4. Tt is less time consuming. Few forms are to be filled up by the rater. So less work involved.
Demerits:

There are certain demerits of the system:

1. Ranking is done on subjective judgment.

2. There is every likelihood of bias judgment in ranking of jobs.

3. It is silent on how the one job is different from another.

4. It only gives rank but does not specify the degree of importance attached to each job.
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2. Grading Method:

Grading method is also a non-quantitative method. It is also known as Job Classification method. This
method is an improvement over ranking method. Under this method predetermined scale or grade is
provided. These grades or classification determined in advance by an authorized body or a committee

appointed for the purpose.

Grades or scale are determined on the basis of information supplied by job analysis. The committee after
studying the job description carefully compares each job and weigh in the light of skill, competence,
knowledge, and experience required. The committee then assigns class or grade to each job. The

classification is used as a standard for fixing pay scales.

Jobs can be classified into several grades or classes such as skilled, unskilled, general clerk, accounts clerk,
clerk cum typist, steno typist, office superintendent, laboratory assistant, foreman, workshop superintendent

etc. or class I, II, III, IV etc. This system of job evaluation is quite simple.
Merits of Grading Method:

1. This method is quite simple and can be easily understood by the employees.
2. It is flexible method.

3. It can be applied to large number a variety of jobs

4. Tt is used in grading of government services. The government jobs are divided into different classes as

class I, class II, class III and class IV.

5. The various jobs are grouped into classes or grades. This simplifies salary administration.
6. If there is a growth in number of jobs, they can be easily fit in the grades that already exist.
Demerits:

The method has several demerits:

1. The method is not free from personal bias. Personal bias of the committee members plays a major role in

matching grade with job.

2. Tt is less flexible hence not suited for large organisations having multiplicity of jobs.
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3. With the increase in jobs, their grading becomes difficult.
4. The method relies heavily on job title instead of detailed verification of job contents.
3. Point Method:

This is widely used method of job evaluation. Under this system a manual is prepared highlighting the
various factors such as education, skill, competence, knowledge, training, responsibility, job conditions,
complexity, hazards, coordination, physical and mental efforts, mechanical ability etc. The jobs are rated on
the basis of these factors which work as yardstick for evaluation. In all the jobs some of these factors are

inherent.

The comparative weighing of these factors against each other determines the degree of their importance. The
suitable point value is then assigned to each factor. The job is then evaluated on the basis of sum total of

these points contained in it. The point value is assigned to each degree.
Mechanism:

The mechanism of the system works in the following manner:

1. Determination of Jobs to be evaluated:

The first step in the process is that all the jobs right from top executives to the peons in the organisation that
are to be evaluated should be determined. Each job requires some kind of skill, technical, managerial,

conceptual, physical etc.

All these jobs are grouped or clustered according to functions, characteristics or the same kind of work.

There can be separate evaluation for executive jobs, professional, technical and non technical.
2. Number of Factors:

The number of factors used to evaluate job is a difficult exercise as they vary according to the job, rater and
organisation. The factors are many to perform a job. They include skill, competence, education, physical
ability, mental ability, responsibility, job condition, hazards, mechanical ability, complexity of experience,
training etc. For evaluating a job some of the factors are taken into accounts that are sufficient for better

judgment.
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Using too many factors become burdensome, using to fewer factors will be unfair. The rater must take into
account a sufficient number of factors that are essential to make fair job evaluation which will fulfill the

needs of the organisation.
3. Division of Factors into Degrees:

The factors are broken down into degrees and point value is assigned to each degree. Before breaking them
into degrees they should be defined in clear and unambiguous manner. To maintain consistency the even

number of degrees for each factor should be used.
4. Assigning Point Values to Degrees:

Assigning point values to degree is the job to be carried out by a committee appointed for the purpose. It
weighs the factors in terms of percentage. The percentage of the factor, become the points to be distributed
among the degrees of the factor according to their relative importance. The scale is now prepared and jobs

can be evaluated.
5. Job Evaluation:

Jobs can now be evaluated after going through job analysis thoroughly and assigning the points and taking

the sum total of them. This gives us relative worth of jobs. After job is evaluated wage structure is fixed.
Merits of Point Method:
The method has the following merits:

1. It provides numerical base for determining wage differentials. Analyses of job factors make it possible

have a measure of value of job.

2. It is a systematic method of job evaluation. Workers of the organisation favour the system.
3. It is less manipulative and free from human bias.

4. It makes possible to place jobs in different categories.

5. The scales developed in the process can be used for long time.

6. Assigning points to the factors make it possible to assign money values to the points.
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7. It is more suitable method where large number of jobs exists i.e. in large organisations.

Demerits:

1. It is very expensive method and hence it is not suitable for small organisations.

2. It is time consuming. To determine job factors and their comparative advantage consume lot of time.
3. Assigning point value to the factors is also difficult.

4. It is not simple to understand.

5. A lot of clerical work is involved in recording rating scales

In spite of its demerits the point method is widely used by the organisations because of its precision.

4. Factor Comparison Method:

This method is mostly used in evaluating professional and managerial positions. It is a combination of
ranking and point methods. It rates the jobs by comparing them like that in ranking method and it makes

analysis by subdividing jobs into compensable factors like than in point method.

The relative rank of the jobs evaluated assigning money value. Under this method each job is ranked for
each compensable factor separately. Each job factor is broadly defined. The most common factor used in job

evaluation includes skills, physical and mental requirements, working conditions and responsibilities.
The mechanism for evaluating jobs under this system involves following steps:
1. The job factors are selected and defined precisely.

2. Key jobs are selected. Key jobs include those which belong to the range of jobs under consideration.
These jobs are the standard jobs against which all jobs are evaluated. The selection of key jobs is made to
cover the entire range including low and high level and paid jobs. The care is also taken that range does not

include disputed jobs or those jobs over which there is disagreement between employees and management.

3. Members of the committee rank the jobs on each factors. Factors are five, viz. skill, physical requirement,

mental requirements, work conditions and responsibility.

4. Wages are fixed for various compensable factors of each key job.
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5. All the jobs are compared with key jobs and evaluated factor by factor.
6. A wage structure is prepared, designed and implemented.
Merits of Method:
This system has following merits:
1. It is a systematic method of evaluating manual, clerical and supervisory positions.
2. It is more objective method of job evaluation because arbitrary weightage is not given.
3. It is a comparative process of rating the jobs against numerical benchmark.
4. It is easy to understand.
5. It facilitates determining the relative worth of different jobs.
6. This method facilitates association of new jobs introduce in the organisation with the grade or class.
7. The validity of this system is greater than any other system.
Demerits:
1. It is highly expensive system of job evacuation since experts are to be employed.
2. The employees find it difficult to understand.
3. The jobs are evaluated on the basis of comparative analysis of five factors only which are inappropriate.
4. Under this method the job evaluation is done by expert. The top management has to rely on them.
5. It is quite difficult to assign weightage to each factor.
~) -
Compensation to Employees: Concept, Significance and Components
Concept of Employee Compensation:

According to the viewpoint of the economist, labour only sells its services to the entrepreneur for productive

purposes; does not sell itself.
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As such, any payment made to this factor of production (i.e. labour) is only in the nature of compensation

for its services.

Moreover, the services provided by labour are invaluable, in the sense that without such services, the
productive machinery is like a body without any soul. Therefore, labour could not be paid exactly for its

services; any payment to it is only a mere compensation of the value provided by it to the production

mechanism. (&

Payment or compensation to labour for its services is popularly known as personnel rem

payment is variously called either wages or salaries. Though in reality, the concept o and salaries are

not much different so far as their determination and significance are concerned; yét it would be an
interesting academic exercise to differentiate the two. ‘»

Wages are usually associated with a payment made to workmen who ar ally engaged in physical
production of goods and services; and payment of wages being m oth bases-time rate and piece rate
systems. C?)

Salaries, on the other hand, represent a payment made ¢ employees, managerial personnel and

technical personnel like engineers, cost accountant‘., and salaries usually being paid only on a time-

basis i.e. according to time-rate system of pa% .

Disregarding the above technical distin%’on tween the concepts of wages and salaries; it would be useful

to consider their determining factorYQ' ther allied issues, from a common standpoint.
Significance of Employee sation (Or Personnel Remuneration):

The issue of personnel,r&eration, whether in the form of wages or salaries, is highly significant from the
viewpoint of indt"}brélations, social peace and economic implications. In fact, it is the centre from which

the circle of i ial relations is drawn; it being the crux of industrial conflicts.

Followik&re some of the points which highlight the significance of personnel remuneration:

(1) Wages/ salaries constitute the primary source of income to employees. Their adequacy or otherwise

would very much determine their standard of living.

(i1) Adequate remuneration is a source of motivation to employees. It makes them committed and loyal to

the organisation; and paves way for excellent industrial relations.
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(ii1) Through making adequate and timely payment of employee remuneration, an employer can attract and
retain good personnel to and in the organisation. This helps to ensure a stability of labour force — bringing

several valuable advantages in the its wake for the organisation.

(iv) Specially, in labour-intensive industries, wages constitute a substantial part of the cost of production. As
such wage payments affects the cost and price-structures of an industrial enterprise. Prices of goods and

services, in turn, have social implications; as these directly affect the purchasing power of money%d by

S
o

Suitability of piece-rate system: 3

the society.

Piece-rate system of wage payment is suitable under the following cli' sn%lances:

(1) Where production is of a routine nature; and quantity of work.is important than quality of work.
(i1) Where the work is of a personal nature; and efforts ar@ s could be easily correlated.

(ii1) Where the work is of a standardized nature; a rd work, standard time and standard methods of

performance could be easily ascertained. %
@
(iv) Where, in an organisation, there is o&p'er system of supervision over workers.
(v) Where workers have a tende ﬁ( work.
(vi) Where record—keep@ our cost is needed imperatively, for costing purposes.

(vii) Where there is stop for more work on the part of workers within the facilities provided for

production and i llowed for production purposes. (Piece rate system would drive them towards more

productiow

Comporm of Employee Compensation:

Components of employee compensation could be divided into two categories viz. basic compensation and
supplementary compensation. Again supplementary compensation comprises allowances and perquisites or

perks.
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! Employee Compensation

| !

Basic Compensation Supplementary
Compensation

|

l S
el 28 @Q%

Let us describe the various components of employee compensation: 6

(a) Basic Compensation: ‘»E
Basic compensation refers to the basic pay of an employee wgzﬁaﬂy expressed in terms of a pay

scale e.g. 5,000-200-10,000- 500 -20000 etc. This pay scale implies that an employee will get a basic pay of

Rs. 5000 per month on joining the organization. &

The employee will get an increment of Rs. 200 ’ till he/ she reaches the basic pay of Rs. 10,000 and

after wards will be entitled to an increment .560 per year till he / she reaches the pay of Rs. 20,000 per

though a process of systematic job evaluation. In many

month and so on. Basic pay for a job is dec
cases, Government fixed pay scales% which employers have to accept and implement.

(b) Supplementary Comp@&

Supplementary compen%f refers to payment of allowances and provision of perks or perquisites.
Allowances refer‘ dunts of money which are given to employees regularly for particular purposes;

while perks t rivileges enjoyed by a person because of his/her organizational status and

paid/provi%i addition to wages/ salaries.

Following is an account of popular types of allowances and perks:
Allowances:

(i) House Rent Allowances (HRA):
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HRA is given by the employers to the employee to meet the expenses in connection with the rent of the

accommodation, which the employee might have to take.
(ii) Dearness Allowances (DA):

DA is paid to employees to compensate them, at least partially, against the phenomenon of rising prices. DA

is decided as per an agreed formula, taking into account the increase, in the cost of living.

(iii) City Compensatory Allowance (CCA): @'\: =

CCA is paid to employees to compensate them partly for higher cost of living in citi &\ differs from
one type of city to another. C}

(iv) Conveyance Allowance: @t

Conveyance allowance is an allowance granted to employees to meet the expenditure incurred on

conveyance in performance of duties of job; when fre@yance is not provided by the employer.
(v) Uniform Allowance: :

It is an allowance which is granted to me ggaenditure incurred on the purchase or maintenance of
uniform for wear during the performat%lf uties of job.

(vi) Children Education Alloya :

Amount paid at the rate@n amount per child to meet the cost of education of children (subject to a
en

maximum of two ch% N Or more as per rules of the organisation) is called children education allowance.,

2

(vii) Under% Allowance:

This allo@e is granted to an employee who is working in uncongenial, unnatural climate in underground

coal mines.
(viii) Miscellaneous Allowances:
Some other allowances payable to employees may be:

1. Medical allowance
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2. Lunch / Tiffin allowance

3. Overtime allowance

4. Non-practicing allowance (in case of doctors)

5. Servant allowance etc.

Perquisites/Perks: ‘%(&

(1) Rent free accommodation or accommodation provided to employees at concessionm@&e

accommodation may be furnished or unfurnished. :
(1) Gas, electricity bill of employees paid or reimbursed. % ‘.’
(ii1) Interest free or concessional loans to employees. @! ’

(iv) Leave Travel Concession (LTC) to employees.

(v) Free meals, tea and snacks, provided to employees &

(vi) Payment or reimbursement by the employe(tb’o membership of the employee and expenses incurred
in a club by the employee.

(vii) Use of laptops and computers by%loyees belonging to the employer.

(viii) Motor car/ other Vehl@ ed by the employer to specified employees.

(ix) Provision by the e of services of a sweeper, a gardener, a watchman or a personal attendant to

specified employee\

(x) Re—imbuﬂB&t of medical treatment expenses, incurred on employee or members of his / her family.
(x1) Con&ﬁﬂtion by the employer to recognised provident fund, kept for the benefit of employees.
Reward System — Meaning, Objectives and Requirements

Reward is an objective way to describe the positive value an individual ascribes to an object, behavioral act
or an internal physical state. Primary rewards include those that are necessary for the survival of species,

such as food and successful aggression. Secondary rewards can be derived from primary rewards. Money is
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a common type of reward. Most of the times, organization rewards its staffs by pay increment or higher

bonus. Money is the most direct and easiest way to reward the staff and create a sense of satisfaction.

Nowadays, companies are making many modifications on their rewards system to adopt internal and

external changes. Reward system is used as a critical tool for driving business growth and boosting staff

morale. It is important to align the right measures and reward systems with firm’s structure and culture.

However, the reward system is not emphasized when the operational system is designed. Fiécgﬂnd HR

systems are prioritized in the organization. The firm needs to be aware of the impor the reward

system and spend enough manpower and resources to design a decent reward syste%

Five Main Objectives of Reward System 6

\%¢

To design an efficient reward system, the organization needs to fully u e?:tgnd the definition and meaning

of reward system. It also needs to setup a clear objectives for its rewa tem.

These are five key objectives that can be achieved by applyi@rd system.

1. Attraction and Retention: Q&

Research shows that reward system can dhe@!s the job choice, career choice and turnover rate of the
18hes

organization. Organization’s that give ﬂj&—
indicates that the better reward system cah give a higher satisfaction level to employee. The higher

t rewards tend to attract and retain more people. This

satisfaction level will lead to a long h of service and reduce organizational turnover rate.
In retail industry, employees the most important resources. The organization needs to retain high
performance employee emove inefficient employees. To maintain the top performers, current reward

system need to be &épared with other organization’s. The firm need to ensure that its reward system is

superior than it etitors.

Howev hs very costly to maintain a higher reward system. This will increase the labor cost of the
organizm In certain organization, the labor cost covers 50% of overall operational cost. In addition, if all
employees are awarded in the same level, it can cause feelings of inequity because the better performers are
likely to feel inequitably treated when they are rewarded at the same level as poor performers in the same

organization.

2. Motivation of Performance:
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When certain conditions exist, reward systems have been demonstrated to motivate performance.

The reward system must be directly link to the effective performance. Staffs should be rewarded according
to their needs. Once the staff is rewarded for their outstanding performance, they will further improve their
work process. The effect of this reward system depends on the situation and the needs of people. There are

three factors that can affect the motivation effect by using reward system.

Performance-Outcome Expectancy: Individuals expect that if they behave in a certain w@will get
certain outcomes due to their behaviors. For example, if a person sells ten units of within one
month, they will receive their based salary without any additional bonus. In the othe ,they can receive
15% of commission if they can sell 15 units per month. In this case, the staff wi otivated to achieve a

higher sells level in order to receive 15% of commission.

Attractiveness: Based on the perception of the staff, the outcome of h%ny:rd system will lead to different

attractiveness to employees. For example, some staffs want to b oted as they have higher desire to

ﬁ@

needs to understand the employee’s need and select the% tractive way to retain and attract motivated

gain more control power. Other staffs might prefer increme ir salary rather than promotion. The firm

staffs. In retail industry, the firm should select the t appropriate approach to reward its employees. For

staffs who want to lead a team and manage peo firm can promote them to be a leader of a sells team.

bl

For staffs who enjoy the interaction with cu 7"the organization can increase their commission and keep

them at ground level.

Effort-Performance Expectancy: expectancy represents the individual’s perception of how hard it will
be to achieve certain behavi Q&

example, if the employee has very negative thought, they feel that they

can never achieve the sg% t. The employees will be further discouraged if they really fail to achieve the

target. However, if,the .ﬁ

achievable and?rv 1 be motivated to hit the target and receive the reward. Therefore, most of the retail
ur

creates a positive working environment, the staff will feel that the quota is

firms W&ﬂ% age their staff to think positively and believe that the sells target is achievable. This
could he‘; staff to performance better.

3. Create Positive Organizational Culture:

Reward system can help the firm to create a positive culture. Depend on the way that reward systems are
developed, administered, and managed, the organizational culture will be affected according to these factors.
For example, the reward system can influence the human resources oriented culture, entrepreneurial culture,

innovative culture, competence based culture, fair culture and participative culture. It can also affect the
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communication, motivation and satisfaction of the employees. For example, the employees will work hard to
achieve their personal value if their efforts are recognized organization. However if the organization rewards

all staffs equally without appreciation of the individual’s effort, most of the staff will tend to slack.
The established culture should be able to meet following standards:
The individual believes that the better behavior will lead to better outcomes. &

The individual feels that the reward is attractive enough for them to improve their work @mn needs

to understand the needs of the staff @

The individual believes that it is possible to achieve certain level of target. Th hould encourage the

be reasonable. ‘
4. Improve on Skills and Knowledge: @

The reward system can encourages employees continu %' prove their skill sets. The firm can pay

staff to think positively and set an achievable target for them. For examp eét}krmnthly sells quota need to

employees based on their skill levels. Staffs will be d to attend extra courses and improve their skill

sets in order to receive more benefit. .

For example, the firm can reward staff W@anding explanation and presentation skills. Staffs will take
more initiatives to improve their presg@)n skill and attend related courses.

Both organization and staffs c%g nefited from this. The firm can adjust the setup of the reward system
based on the requirement organization. For example, effective communication skill and customer
service skill are more i nt in retail industry. The firm can provide benefits to staffs who attend relevant

courses and have o tandlng customer service skills.

5. Remfor"‘&)efine Organizational Structure:

The reward”system can reinforce and define the organizational structure. The firm might not foresee the

impact of reward system on firm’s structure changes. However, the reward systems can have a strong impact

of how integrated the organization is and how differentiated it is.

For example, if the company wants to create a united structure, it can reward all staff in the same manner. In
this case, more teamwork will be encouraged and there are less competition within the organization. If the

firm wants to differentiate the top performers from average performers, they can apply a reward system that

Anurag Engineering College MBA Department Page 25




UNIT - IV: COMPENSATION AND EMPLOYEE WELFARE

can create a more competitive environment. In this system, employees focus on their individual work instead
of the benefit of the whole team. Insurance companies encourages on agent’s individual efforts. The reward
system provides intensive benefit for top sellers and insurance agents are not sharing their information even

within their own team.

By studying this theory, the reward system can be used to motivate the staff; encourage continues learning
process and build organizational culture/structure. The retail firm needs to select the magk, attractive

approach that can best fit into the needs of staff.

It is not necessary for the retail firm to focus all five objectives. The firm should ne or two main

objectives that have highest priority. For example, some retail firms focus on Woti%ation of Performance.

Supervisors need to consistently encourage their staffs and create a positive w%ug environment. Staffs are

informed that the sells quota is achievable if they work hard enough.

Based on the structure of the firm, the reward system nee ¢ carefully designed to meet the

organizational target. The retail firm should never underestimate the impact of the reward system on the

After identifying the objective of the rewa m, the organization also needs to understand the needs of

structure of the firm.

Requirements of an Ideal Reward System

its staffs. A good reward system can‘% e needs of the staffs in order to maximize its effect. Reward
system needs to address four basic xY» f the employees.

Compensation: Monthly bas and salary.
Benefits: Sharing of O;g)&tional profit; bonus and other types of staff welfare

Recognition: @Nan‘[ to be recognized for their effort and good work. The organization needs to create
opportunitw staff to have more exposure and gain recognition.

Apprecia:mn: The firm should show appreciation to staffs for their achievements. The firm can show its

appreciation by promote premonition and giving out award to top performers.

Many businesses miss one or more of these elements (usually recognition and/or appreciation). Most firms

only focus on financial compensate since it is the easiest way to reward the staffs, however there are many
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employees emphasize on recognition and appreciation. If the firm miss these two elements, it might not be

able to retain staff effectively.

In addition, an ideal reward system should be able to award both employee’s performance and behavior. The
performance is easier to measures since it is a direct comparison between the desired target and actual

performance of employee. For example, the top sellers should be awarded for achieving and exceeding the

selling target. This can be easily measured by looking at the profit generated by individual empl&

It is harder to use reward system to affect the employee’s behavior’s. The firm s define the
behavior’s that the employee should adopt and design the reward system based on % t. For example,

manufacturing firms will award the employees based on their work efficiency. The f the reward system

d in the office, the firm will

is to motivate staff to achieve higher productivity yield. In the other hand, of the design companies
focus more on the innovation and creativity of the staff. Instead of time

reward employees who have more creative ideas.

According to this theory, an ideal rewards system needs t able to address the needs of the staff and
effectively affect staff’s behavior’s based on the needs 0%’ anization.

Factors that Need to be Considered When Desi‘ Reward System

Only set up a clear objective and underst

design a decent reward system. The‘@ eds to consider the feasibility of the rewards system before
proceed to the designing stage. ‘y

e requirements of an ideal reward system are not enough to

There are a few common qye\/ﬁS at need to be answered before start to design the reward system.

e Should reward sys&e a driver or reinforce of behavior? The firm can motivate the staff by using

reward system. ‘ er, this should not be the only driving force for employees to improve their

performance('\)

. Whe?does the firm wish to position itself in the labor market (at what percentile)? By providing
an attractive reward system, the firm can recruit and retain a better workforce. The firm should also position

themselves based on their financial state and external market environment.

e What portion of total rewards will be distributed in cash, equity and social benefit programs? The
reward system can be applied in many different forms. Other than cash, the social benefits such as insurance

and staff welfare can also contribute to the overall reward system.
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e How much leverage should variable rewards have (how much pay should be at risk at different
levels of the organization)? The firm needs to consider the amount of capital that should be used to apply
the reward system. Both over paying and under paying of the reward system will cause serious

consequences. The amount of payment should be comparable to the market average salary level.

The firm needs to consider these operational issues seriously to ensure the efficiency of the reward system.
The designer might has many wonderful ideas when designing the reward system. They need to.fensider the
feasibility of these ideas in local market environment. For example, Wal-Mart’s rewards s in U.S.A is

not feasible in china due to the market and culture different. @
Efficient Way of Designing the Reward System C}Q)

After defining the objective, requirements and consideration of an ideal rg@gystem, the firm can proceed

to the design stage. ‘y
Reward systems need to be able to fit into the organizatiq@ion system. It will directly affect

the effectiveness of the organization and employee’s worki@ erience. Therefore, it is crucial to design a

reward system based on the type of the industry and t&’ﬁs of the organization.

In many large organization’s, the reward system i solely adopted from the book. Modification will be
made based on the organization’s core val oeess features and system practices. The firm needs to align
the reward system with these three key %cto& during the designing process.

Core Principle: @! ’

This is the key value of Qanization. The firm needs to help the employees to build trust on the core
principle. The core ﬁzi can be the belief in pay for performance; a belief in secrecy about pay and other

fundamental lon,
Y

All rewar (}ﬁem need to be designed based on this core principle. The firm needs to maintain the

ommitments such as long service award.

consiste@?when applying the reward system. It is not convincing enough if the firm is keep changing its
core principle and reward system. For example, if the firm wants to promote a fair and united working
environment, the reward system needs to treat every employee equally. Even with certain level of objection
from the ground level, the organization still needs to make its stand by consistently practicing in the same

manner. If the firm wants to promote a competitive working environment, the reward system shall only
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provide benefit for top performers. The system will create a gap between top performers and average

performers.
Process Features:

The process feature will determine how the reward system can be implemented in organization. For
example, the communication policies will determine the approach of the reward system. In retail industry,
positive communication approach is widely used to motivate staffs. The reward system needs (&nphasize
the benefit of achieving the target instead of remind the staff on the consequences of failtorachieve the

target. The rewards system needs to fit the process features of the firm. %
System Practices: 6

System practice can determine the method of delivering reward to staf 1ncludes pay delivery systems
such as profit-sharing plans and other organizational welfare prog;@ stead of paying a fixed salary, the
firm can share its benefit by paying bonus quarterly. It can ovide a better facility and healthcare
benefit to staff. The way of delivering reward system shoul d rmine by staff needs and system practices
% ies ways to deliver their reward systems. For

performers every year to boost the staff morale. In

of the organization. Different organization’s are ha

example, insurance company provides free trip for
addition, the insurance agent can receive 50% he commission for each policy that they sold to client.
This encourages agents to reach out for ents. However, the same practice is not feasible at all in the
retail industry. Due to the high opem%al cost, the firm cannot afford to pay 50% of commission to its

employees.

The literature review sho th the firms need to put in many considerations in order to design a decent

reward system that can b t fit into their organizational structures.

Firstly, the fi s to fully understand the definition and objectives of the reward system. In retail

industry, tﬁe\yrd system is mainly used to motivate staff and create a positive organizational culture.

In additkﬂ,»management team needs to consider through the firm’s economic state and needs of their
employees in order to achieve the best outcome of the reward system. The needs of staff in retail industry
might be different depends on their designations. The ground staff might focus on the based benefit and staff

welfare. While staffs that work at management level need more recognition and appreciations.
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Organization needs to consider its core value, process feature and system practices when the reward system
is designed. Therefore, many new reward systems practices have become popular in order to align reward

systems with the important changes that are occurring in the way organization’s are designed and managed.

The concept of performance-based pay is one with which most of us can identify. We grew up participating
in spelling bees, playing competitive sports, and challenging our peers — there was always a winner. We
carried this philosophy into other areas of our lives, pursuing school achievements and career gogx%t’s
instilled in us that those who work hard receive recognition and reward. @

Seems pretty black and white, right? However, performance-related pay isn’t as cut s giving a

trophy to a competition winner; performance-based compensation has both pros cons. And

system.
What is Performance-Based Pay? ’@

Performance-based pay plans involve compensating emplo @ a specific outcome or work that goes

understanding them can help you decide whether or not your business shoul? 1 ment a merit-based pay

above and beyond the typical call of duty. When desi erformance-based compensation

system, common criteria include:

Job category !Q)
Length of service ‘%

Job classification @
The goal of the incenﬁ%«

What the pa\“\ﬂt consist of (e.g., bonus, stock, or cash)

There is a %onsider when deciding whether to implement a performance-based pay structure. So, let’s

take a 10&3‘[ the advantages and disadvantages of performance-based
Advantages of Performance-Based Pay

There are many benefits of performance-based pay, recognizing those delivering the highest results to your

company. Employees feel appreciated when their work is valued, but sometimes words of affirmation and
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encouragement only go so far. Instead, offering monetary recognition can result in higher rewards for your
high-performing employees and the organization as a whole.

Identify Areas for Improvement

By implementing a performance-based pay system, your company can quickly identify top-performing
employees. You can also hone in on workers who may not be contributing as much to the compegié’utting
i

a quantifiable amount on an employee’s contributions can help you determine the reasons for‘@

ance-based pay can

performance levels.

Low-performance factors can include an ineffective training process, lack of acco
miscommunication from superiors about job expectations. Companies that us
identify areas in which their businesses can improve. Offering pay increas n performance allows

you to focus on individuals that need more guidance and strategize on.c

Another way to identify areas of improvement is to 1ncorporat ance appraisals into your merit-

based compensation plan. Performance appraisals may be C du ed yearly, semi-annually, or even

i

quarterly. They provide a valuable opportunity to disc ividual performance with your employees and

create a customized growth plan. As the 1nd1v1dual s their performance goals, the program

monetarily rewards the employee.

Increase Retention .;

Performance-based pay models h ployers differentiate between top and low performing employees.
When top performers are pai er compensation rate and recognized for their performance, they are

more inclined to remain& eir organization. Employees on a compensation plan based on performance

are more driven to r&é’h goals and earn the extra money.

A performanpbi}\ed compensation plan encourages more valuable contributors to continue their best work
becauseg}re paid fairly for their efforts. These workers are also more likely to become your biggest

brand ambassadors and attract other qualified employees to your organization.
Better Recruiting

When companies can identify those employees who perform better, they can improve their recruiting
processes. Instead of vetting and hiring employees who might not contribute to the organization, they can

use data on their top performers to hire candidates with similar attributes, goals, and personalities.
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This assessment process can save companies time and money by hiring top candidates from the start.
Streamlining the recruiting process with more consistent hiring of people who are the right fit will also

decrease turnover costs.
Disadvantages of Performance-based Pay

There are many benefits to performance-based compensation models once you identify potential areas for

improvement. However, there are also potential disadvantages to consider when weighing pe;@a e-
based pay pros and cons. @

A Blurred Line @
Unfortunately, it’s incredibly challenging to accurately and proportionally p%?ployees using this system.

There is often a blurred line between job role expectations and levels of'compensation. If you do not outline
compensation and performance metrics precisely, there could be c@; a

company expectations to reach compensation goals. @

nd miscommunication about

This confusion can lead to disgruntled and discouraged es who are not receiving the pay they

expected. Additionally, a blanket policy that enco sJyour organization’s working departments is likely

an inadequate one since work significantly diffe any-wide.

Use tools that allow you to determine thg a riate compensation employees are entitled to based on

experience, tenure, and education lev m there, you can decide what type of performance-based

compensation structure might @our employees.

Misalignmeltl_t\)éals

For those.ecmployees who are top performers and receive additional compensation for their work, there is the

possibility'they could eventually reach a cap on their possible earnings. When employees are motivated
solely by the incentive to receive a higher wage, this could become their only focus - forgetting about your

organization’s goals.

In this situation, company missions, goals, and culture might be negatively affected by those whose

contributions truly impact results. That’s why it’s essential to develop a performance-based compensation
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system that aligns with your organizations’ goals. This alignment ensures that everyone is working towards

the same objectives and rewarded for meeting benchmarks.
The Threat of Dissolving Profits

Sometimes, companies use performance-based compensation to motivate employees without fully

understanding the potential issue.

Insurance and retirement benefits @-\: .

Insurance and retirement benefits are financial tools that help individuals and famili & themselves

against unforeseen events, ensure financial security during retirement, and manage . Let's take a closer

look at each of them: ; ‘V
Insurance: @

Insurance is a contract between an individual or entity (policy ) and an insurance company. The
policyholder pays a premium to the insurance company, and ‘in return, the insurer provides financial
protection against specific risks or losses. Some commo es of insurance include:

Health Insurance: Provides coverage for me 't@wnses, hospitalization, and other healthcare costs.

Life Insurance: Offers financial protec io&beneﬁciaries in the event of the policyholder's death.

Auto Insurance: Covers dam@hj ries resulting from automobile accidents.

Homeowner's Insurance: @s against losses to a home and its contents due to perils like fire, theft, or
natural disasters.

Disability Insu@\:f’rovides income replacement if the policyholder becomes unable to work due to a
disability. f'\)

Liability Insurance: Covers legal liabilities arising from accidents or injuries for which the insured is

responsible.

Having insurance can give individuals peace of mind and protect them from potentially devastating financial

losses.
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Retirement Benefits:

Retirement benefits are designed to support individuals during their retirement years when they are no

longer earning income from active employment. These benefits can come from various sources, such as:

Employer-Sponsored Retirement Plans: Many employers offer retirement plans like 401(k)s or pension
plans. Employees contribute a portion of their salary to these plans, and the employer may matcl}g)rtion
i

of the contribution. The money is invested and grows over time, providing a source of income

retirement. @
Individual Retirement Accounts (IRAs): These are personal retirement accounts @duals can open
on their own. Traditional IRAs offer tax-deferred growth, while Roth IRAs prqvi@x—free withdrawals

during retirement. %

Social Security: Social Security is a government program that proyid irement benefits based on a

person's work history and contributions to the Social Security system.

Annuities: Annuities are financial products sold by inse ompanies that provide regular payments to

the annuitant, typically during retirement.

Retirement benefits are essential for building,@e financial future and maintaining a comfortable
lifestyle after leaving the workforce. %

EMPLOYEE WELFARE FACIL

Employee welfare facilitiesge the various amenities and services provided by an employer to support
the well-being and qual ife of their employees. These facilities are aimed at creating a positive and
conducive work en .nment, enhancing employee satisfaction, and ultimately increasing productivity and
employee rete ~The specific welfare facilities offered may vary depending on the organization's size,

industry, afidbudget, but some common examples include:

Healthcar; Benefits: Employers may offer health insurance plans, medical check-ups, dental care, and

access to on-site or nearby medical facilities.

Paid Time Off (PTO): Providing vacation days, sick leave, and paid holidays allows employees to take time

off to relax, rejuvenate, or take care of personal and family matters.
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Work-Life Balance Programs: Flexible work hours, telecommuting options, and parental leave are some

ways to help employees balance their work and personal commitments.

Wellness Programs: Companies may organize wellness initiatives such as gym memberships, fitness classes,
stress management workshops, or mental health counseling to support employees' physical and emotional

well-being,

Cafeterias and Meal Services: On-site cafeterias or food services can provide employees with‘%gk&n'ent

and healthy meal options. @

Recreational Facilities: Some companies offer recreational spaces like game roomi: areas, Or sports

facilities to help employees relax and bond.

Financial Support: Employee assistance programs (EAPs) or financial p@ assistance can provide
support during personal crises or help with financial management. )@

Transportation Services: Subsidized or company-provided tr@ ation can ease commuting stress for

employees. &

Training and Development: Opportunities for pr: ‘nal development, workshops, and training sessions
are essential for employees' career growth an% tisfaction.

Childcare Services: Providing on-site chi dcke or partnering with nearby childcare centers can be beneficial

for working parents.

Safety and Security: Ensur@ working environment through proper security measures and emergency

protocols contributes to yee well-being.

Employee Rec@l’m grams: Recognizing and rewarding outstanding performance or long-term

commitmeg%

Elderly Care Support: In some cases, companies may offer support or resources for employees caring for

ost employee morale and motivation.

elderly family members.

Implementing these welfare facilities not only shows that the employer values its employees but also helps
attract and retain top talent, leading to a more productive and engaged workforce. It's essential for
organizations to regularly assess the effectiveness of these facilities and gather feedback from employees to

improve and tailor the offerings to their needs.
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Salient Features of Workmen Compensation Act

As of my last update in September 2021, the term "Workmen Compensation Act" is more commonly known
as the "Employees' Compensation Act" or the "Employee's Compensation Act" in some countries. It's
possible that there have been updates or changes after my last knowledge update, so please verify the
information with the latest legal sources. However, I can provide you with an overview of the salient

features of the Employee's Compensation Act as of my last update: &
Employees' Compensation Act: @E

Objective: The primary objective of the Employees' Compensation Act is to provi ial protection to
employees and their dependents in case of work-related injuries or occupatlon es. The Act ensures

that compensation is paid to the employees or their beneficiaries without t )%g to prove the employer's

negligence
Applicability: The Act applies to all employees, including tempor; ﬁual and contract workers, who are

engaged in hazardous employment, specified under the Act. c ers a wide range of industries and

businesses. Q&' :

Compensation for Work-Related Injuries: The

dates that the employer is liable to pay compensation

to an employee who suffers an injury or iging out of and in the course of employment. The

compensation amount is based on the %erlg f the injury, disability, or death.

Occupational Diseases: The Act ers occupational diseases, i.e., diseases that arise due to specific
hazards or exposures in the w. ce. If an employee contracts an occupational disease, they are entitled to

compensation as specifi r the Act.

No-Fault Llablht"}&Act follows a no-fault liability principle, meaning that the employer is liable to pay
compensatlomi\}&dless of whether the injury or disease resulted from the employer's fault or negligence.

Insuranc ployers are required to take out an insurance policy with an authorized insurer to cover their
liability for compensation under the Act. This insurance ensures that employees receive their rightful

compensation without burdening the employer with direct payment.

Claim Procedure: The Act sets out a procedure for making claims for compensation. The injured employee

or their dependents must notify the employer about the accident or illness, and the employer must report it to
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the appropriate authority. The process may involve medical examinations and investigation by the

authorities.

Compensation Amount: The Act prescribes a schedule for compensation based on the nature of the injury,
loss of earning capacity, and the employee's age. It provides guidelines for calculating the amount payable to

the employee or their dependents.

Appeals: The Act allows employees or employers to appeal against decisions related to compensati

claims. This ensures a fair and impartial adjudication process.’ @
The Minimum Wages Act :®

The Minimum Wages Act, also known as the Minimum Wages Act, 1948, i ijk'crtant labor legislation in

India. It was enacted to safeguard the interests of workers engaged in ce algg

minimum rates of wages. The Act is applicable to both the Central @( te Governments, and it provides
e

for the fixation and revision of minimum wages for various sch% employments.

mployments by fixing

Salient features of the Minimum Wages Act, 1945,.96:

Applicability: The Act applies to schedule,%i%l&yments where the number of workers employed is more
than the threshold specified by the appropriaté government. The appropriate government can be either the
Central Government or the State ent, depending on the scheduled employment and the industry.

Scheduled Employments: The categorizes employments into scheduled employments. These scheduled

employments cover a wﬂ%nge of industries and occupations, such as construction work, manufacturing,
. . ®
mining, and more. \ .

Components‘o h‘limum Wages: The minimum rates of wages are fixed and revised by the appropriate
governnxt»fgr scheduled employments. The minimum wages may consist of a basic rate of wages and a
special allowance at a rate to be adjusted, at such intervals and in such manner as the appropriate

government may prescribe.

Factors Considered for Fixation: The Act outlines certain factors that the appropriate government must
consider while fixing or revising the minimum rates of wages. These factors include the skill required, the

arduousness of the work, the cost of living, and the capacity of employers to pay.
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Working Hours: The Act prescribes a standard working day, which should consist of eight hours of work

and one or more rest intervals or breaks that should not be less than half an hour in total.

Payment Frequency: The wages should be paid to the employees regularly on a weekly, fortnightly, or

monthly basis, as may be prescribed.

Overtime Wages: If an employee works beyond the normal working hours, they are entitled to ox(fitime
wages at a rate not less than twice the ordinary rate of wages. E

Maintenance of Records: Employers are required to maintain and preserve records an@@& containing
particulars of employees, the work performed by them, the wages paid, the receiptf%p, and more.

Inspectors: The government may appoint Inspectors to ensure compliance gthvarovisions of the Act and

take necessary actions in case of any violations. \

Penalties: The Act provides for penalties in case of contravent'o: (@)f its provisions, including non-

payment of minimum wages, underpayment, and failure to r@ records.
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