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UNIT I: PERSPECTIVES IN HUMAN MANAGEMENT

EVOLUTION OF HRM

Definition:

“Human Resource Management is concerned with the people who work in the
organisation to achieve the objectives of the organisation. It concerns with acquisition of
appropriate human resources, developing their skills and competencies, motivating them for best
performance and ensuring their continued commitment to the organisation to achieve
organisational objectives.”

“HRM refers to the activities and functions designed and implemented to
maximize organisational as well as employees satisfaction”.

EVOLUTION:

The concept of HRM emerged in the mid 1980s against the background of the works
of famous writer on management like Pascale and Athos (1981) and Peters and Waterman
(1982),whoproducedlistsoftheattributesthattheyclaimedcharacterizedsuccessfulcompanies.

The American Society for Training & Development (ASTD) has developed a
Human Resource Wheel in 1983 highlighting different functions of HRM leading to quality of
work life, productivity and readiness for change. They are:

Training&Development
OrganisationDevelopmentFocus
Organisation/JobDesignFocus

HRPFocus

Selection& Staffing
PersonnelResearch&Information Systems
Compensation/Benefits Focus
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» EmployeeAssistance Focus
> Union/LabourRelations Focus.

In 1984, Michigan School developed a human resource cycle that consists of four
generic processes or functions. They are:

» Selection
» Appraisal
» Rewards
» Development.

The Harvard Framework of HRM was developed by Beer in 1984. It suggested that
HRM has two characteristics features: a) Line managers accept more responsibility for ensuring
the alignment of competitive strategy and personnel policies; b) The personnel function has the
missionofsettingpoliciesthatgovernhowpersonnelactivitiesaredevelopedandimplementedin ~ way
that make them more mutually re-enforcing. The Harvard model has integrated the history and
practice of HRM, particularly emphasizing HRM as a general management function rather than
personnel function only. HRM policy should evolve taking into consideration stakeholder interest
and situational factors, which will lead to HRM outcomes like commitment, congruence and cost
effectiveness. This ultimately will lead to long-term consequences like individual well being,
organisational effectiveness and societal well-being which in turn will impact the stakeholder
interest and situational factors and also the HRM policy choices.

Walton (1985) has further expanded the concept of HRM stating that the new HRM
model is composed of policies that promote mutuality — mutual goals, mutual influence, mutual
respects, mutual rewards and mutual responsibility. The theory propounds that policies of
mutualitywillelicitcommitment,whichinturnwillyieldbotheconomicperformanceandgreater human
development.

David Guest (1987-1991) has taken the Harvard model and developed it by defining
four policy goals which can be used as testable propositions:

» Strategiclntegration.
» HighCommitment




» HighQuality
> Flexibility.

Story (1989) has distinguished between hard and soft version of HRM. The hard
approach to HRM emphasizes the quantitative, calculative and business strategic aspects of
managing the head count resource in a rational way. Whereas the soft model of HRM traces its
roots to the human relations school, emphasizing communication, motivation and leadership.

Karen Legge (1989) had defined the HRM theme that human resource policiesshould
be integrated with strategic business planning and used to reinforce an appropriate organisational
culture, that human resources are valuable and a source of competitive advantage that they may
be tapped most effectively by mutually consistent policies that promote commitment.

Keith Sisson (1990) suggests that there are four main features increasingly associated
with HRM. They are:

» Stressontheintegrationofpersonnelpolicieswithone another.

» ThefocusofresponsibilityforpersonnelmanagementnolongerresideswithHR
specialists.

» Focusshiftsfrommanager,tradeunionrelationstomanagement,employee
relationsandfromcollectivismtoindividualism.

» Stress on commitment and the exercise of initiative, with managers now donning
the role of enabler, empowerer and facilitator.

TheoverallpurposeofHRMistoensurethattheorganisationisabletoachieve success
through people. HRM has been defined as a strategic and coherent approach to the management
of an organisation’s most valued assets — the people working there whom individually and

collectively contribute to the achievement of its goals.




HRM IN INDIA:

In India, personnel management emerged because of the governmental
interventions and compulsions. In the beginning of the 20" Century, various malpractices in the
recruitment of workers and payment of wages were prevalent which caused a colossal loss in
production due to industrial disputes. The Royal Commission of Labour in India (1931) under the
Chairmanship of J. H. Whitley recommended the abolition of the ‘Jobber System’ and the
appointmentoflabourofficersinindustrialenterprisestoperformtherecruitmentfunctionaswell as to
look after the welfare of the employees.

After Independence, a labour welfare officer was identified as personnel
manager created by legislation under Factories Act, 1948. The role of a personnel manager was
more of a custodian of personnel policy implementation and compliance to different acts of the
Factories Act. Two professional bodies were formed namely, Indian Institute of Personnel
Management (IIPM) at Kolkata and the National Institute of Labour Management (NILM) at
Mumbai. In 1980s, these two professional bodies merged together and formed the National
Institute of Personnel Management (NIPM), headquartered at Kolkata. In the year 1990, another
milestone was achieved by renaming of American Society for Personnel Administration (ASPA)
as Society for Human Resource Management (SHRM). Over the years, a new approach — the
Human Resource Management — has emerged which focuses more on developmental aspects of
human resource with a pragmatic and flexible approach.

THEIMPORTANCEOFHUMAN FACTOR

It is the human resource, which is of paramount importance in the success of any
organisation, because most of the problems in organisational settings are human and social rather
than physical, technical or economic. Failure to reorganize this fact causes immense loss to the
nation, enterprise and the individual. In the words of Oliver Sheldon, “No industry can be
rendered efficient so long as the basic fact remain unrecognized that it is principally human. It is
notamassofmachinesandtechnicalprocesses,butabodyofmen. Itisnotacomplexmatter,but
acomplexofhumanity.Itfulfillsitsfunctionnotbyvirtueofsomeimpersonalforce,butahuman  energy.
Its body is not an intricate maze of mechanical devices but a magnified nervous system”.

‘People at work’ comprise a large number of individuals of different sex, age,
socio-religious group and different educational or literacy standards. These individuals




they also show dissimilarity. Each individual who works has his own set of needs, drives, goals
and experiences. Each has his own physical and psychological traits. Each human being is not
only a product of his biological inheritance but also a result of interactions with his environment.
Family relationships, religious influences, racial or caste backgrounds, educational
accomplishment, the application of technological innovations, and many other environmental-
experimental influences affect the individual as he works.

People come to work with certain specific motives to earn money, to get
employment,tohavebetterprospectinfuture,tobetreatedasahumanbeingwhileattheplaceof
work.They selltheirlabourforreasonablewage/salaryandotherbenefits. Itisthesepeoplewho provide
the knowledge and much of the energy through which organisational objectives are accomplished.

The management must, therefore, be aware not only of the organisational but
also employee needs. None of these can be ignored.

Theimportanceofhumanfactor canbediscussedas follows:

a) Social Significance:

Proper management of personnel, enhances their dignify by satisfying their
social needs. This it does by i) maintaining a balance between the jobs available and the
jobseekers, according to the qualifications and needs; ii) providing suitable and most productive
employment,whichmightbringthempsychologicalsatisfaction;iii)makingmaximumutilization of the
resource in an effective manner and paying the employee a reasonable compensation in
proportion to the contribution made by him; iv) eliminating waste or improper use of human
resource, through conservation of their normal energy and health; and v) by helping people make
their own decisions, that are in their interests.

b) ProfessionalSignificance:
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By providing a healthy working environment it promotes teamwork in the
employees. This it does by i) maintaining the dignity of the employee as a ‘human-being’; ii)
providing maximum opportunities for personal development; iii) providing healthy relationship
between different work groups so that work is effectively performed; iv) improving the
employees’ working skill and capacity; v) correcting the errors of wrong postings and proper
reallocation work.

¢) SignificanceforindividualEnterprise:

It can help the organisation in accomplishing its goals by: i) creating right
attitude among the employees through effective motivation; ii) utilizing effectively the available
human resources; and iii) securing willing co-operation of the employees for achieving goals of
the enterprise and fulfilling their own social and other psychological needs of recognition, love,
affection, belongingness, esteem and self-actualisation.

Dynamic and growth-oriented organisations do require effective management
of people in a fast-changing environment. Organisations flourish only through the efforts and
competencies of their human resources. Employee capabilities must continuously be acquired,
sharpened and used. Any organisation will have proper human resource management i) toimprove
the capabilities of an individual; ii) to develop team spirit of an individual and the department;
and iii) to obtain necessary cooperation from the employees to promoteorganisational
effectiveness.

OBJECTIVESOFHUMANRESOURCE MANAGEMENT

goals » Toprovide,create,utilizeandmotivateemployeestoaccomplishorganisational

» Tosecureintegrationofindividualsandgroupsinsecuringorganisational
effectiveness.

» To create opportunities, to provide facilities, necessary motivation to individuals
and groups for their growth with the growth of the organisation by training and development
compensation.

» To provide attractive, equitable, incentives, rewards, benefits, social security
measures, to ensure retention of competent employees.

» To maintainhigh morale, encouragevalue systemand create environment of
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» To provide opportunities for communication expression, participation,
appreciation, recognition and provide fair efficient leadership.

» Tocreateasenseandfeelingofbelongingness,teamspiritandencourage suggestions
from employees.

» To ensure that, there is no threat of unemployment, inequalities, adopting a policy
recognizing merit and employee contribution, and conditions for stability of employment.




> MeasurementandAssessmentofindividualandgroup behaviour.

a) Welfare Role:

> ResearchinPersonnel&Organisational Problems
> Managingservices—canteens,transports,etc..
> GroupDynamics—Groupcounseling,leadership,motivation,etc..

b) AdministrativeRole:

Time-keeping

Salary&WageAdministration

Maintenanceof records.
HumanEngineering—Man-MachineRelationship

YV VYV

c¢) Fire-fightingRole:

GrievanceHandling
Settlementof Disputes
Handlingdisciplinaryactions.
CollectiveBargaining

Joint Consultation.

VVVYY

Heperformsmanyothermiscellaneousrolesinaccordancewiththeneedsofa situation,
such as:

» The conscience role is that of a humanitarian who reminds the management of its
moral and ethical obligations to its employees.

» Heplaystheroleofacounselortowhomtheemployeesfrequentlygoforconsultation.

» As a mediator, he plays the role of a peacemaker, offering to settle the
disputesthat may arise among individuals or groups.

» Heactsasaspokesmanfororrepresentativeofthe company.

» Heactsasaproblem-solverwithrespecttotheissuesthatinvolvehumanresources
management

» He works as a change-agent within the organisation because he is best suited
tointroduce and implement major institutional changes.

13




1.4.1. Qualities of a HR Manager:

>
>

Heshouldbeaspecialistinorganisationtheory.
Heshouldhaveknowledgeofrelevantlaws,procedures,techniquesandof

developments in theory.

>
>

Heshouldadequateknowledgeofbehaviouralscience.

Heshoulda mindwithacapacityforcreativethinking,foranalyzingsituations and

reasoning objectively.

>

vV V.V V V V VYV V VY

Heshouldknowproblem-solvingtechniques.

Heshould havefaith in humanity.
Heshouldhavecapacityforleadership.

Personal Integrity.
Capacityforpersuasion,coupledwithpatienceandtolerance.
Afriendly,approachable nature.
Initiativeanddecision-makingability.

Mobilityoffacial expression.
Anabilitytogeneratetrustamonghiscolleagues.

Areadinesstocooperatewith thesubordinatesintimesofdifficulty.

1.5.HUMAN RESOURCE POLICIES

“A policy is a man-made rule of pre-determined course of action that is

established to guide the performance of work toward the organisation objectives. It is a type of
standing plan that serves to guide subordinates in the execution of their tasks”.

HR Policies refer to principles and rules of conduct which “formulate, define,

break into details and decide a number of actions” that govern the relationship with employees in
the attainment of the organisation objectives.
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HRPoliciesare:

» The Key-Stone in the arch of management and the life-blood for the successful
functioning of the personnel management because, without these policies, there cannot be lasting
improvement in labour management relations.

» The statements of intention indicating an agreement to a general course of action,

indicating specifically what the organisation proposes to do and, thus, suggest the values and
viewpoints which dominate the organisation’s actions and

15




>

A positive declaration and a command to an organisation. They translate the goals

of an organisation into selected routes and provide general guidelines that both prescribe and
proscribe programmes which, in turn, dictate practices and procedures.

AimsandObjectivesofHRPolicies:

>

Toenableanorganisationtofulfillorcarryoutthemainobjectiveswhichhas been laid

down as the desirable minima of general employment policy.

>

Toestablishtheconditionsformutualconfidenceandavoidconfusionand

misunderstanding between the management and the workers.

YVVVYYY

Toprotectthecommoninterestsofalltheparties.
Toprovidesecurityofemploymentto workers.
Toprovideanopportunityforgrowth.

Toprovidefor thepayment offairand adequatewages totheemployees.
Torecognizetheworkandaccomplishmentsof employees.
Tocreateasenseofresponsibility,onthepart ofthosein authority.

PrinciplesofHRPolicies:

VVVYYY

Puttherightman intheright place.
Traineveryoneforthejobtobe done.
Maketheorganisationaco-ordinatedteam.
Supplytherighttoolsandtherightconditionsofwork.
Givesecuritywithopportunity,incentive,recognition.
Lookahead,plan aheadfor more andbetter things.

EssentialCharacteristics/TestsofaSoundHR Policy:

everyone.

>
>
>
>
>
>

employees.

>

>

Thestatementofanypolicyshouldbedefinite,clearandeasilyunderstoodby

Itshouldbewritteninordertopreserveitagainstloss.
Itmustbereasonablystablebutnotrigid.
Itmustbesupplementarytotheover-allpolicyofanorganisation.
Itshouldrecognizethedesireofallinterested parties.
Itmustprovideatwo-waycommunicationsystembetweenthemanagementand

Itshouldbeprogressiveand enlightened.
Beforeevolvingsuchapolicy,tradeunionsshouldbeconsultedinmattersof

industrial relations.
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» Itshouldmakeameasurableimpact.

Origin and Sourcesof HR Policies:

Thegoals ofthe organisation.

Thepastpracticeofan organisation.

Theattitudes,ideals andphilosophyofthe BoardofDirectors.
Employees’suggestionsand complaints.

Stateandnational legislation
Changesinthecountry’seconomy.

VVVYVYYVY

Types of HR Policies:

» Functional Policies: These are policies, which are grouped for differentcategories
of personnel e.g., for the management dealing with personnel planning, organizing and
controlling or for management concerned with functions of procuring developing and utilizing
manpower.

» Centralised Policies: These policies are framed for companies with several
locations. They are formulated at the head office and applied throughout the organisation.

» Major Policies: These policies pertain to the over-all objectives, procedures and
controls that affect an organisation as a whole. They cover in a general way nearly every phase of
an enterprise and its products and methods of financing, its organisational structure, plantlocation,
its marketing and personnel.

» Minor Policies: These policies cover relationships in a segment of an
organisation, with considerable emphasis on details and procedures. Such policies are the
outgrowth of major policies and preserve their unity of purpose.

Coverageofthe Policies:

PolicyonRecruitmentorHiringofEmployees.
PolicyofManpowerPlanning&Development.
PolicyonTermsandConditionsofEmployment.
PolicyonIndustrialRelations
PolicyonCommunicationwithEmployeesonalllevels.

17
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1.6 NEW TRENDS IN HUMAN RESOURCE MANAGEMENT

AttitudeSurveys
BetterCommunicationChannels
ChangeintheWork-Life

Job Redesign

Job Enlargement
Newapproachestocompensationandrewards
CareerPlanning

PerformanceAppraisal

Decentralisation
Breakingdownthehierarchical structure
FacilitatingEmpowerment
Initiatingandfacilitatingprocessof change
Enlargingtheknowledgebase
Developingteamspirit

Facilitatingtheemployeesdesiresofself-actualisation.

*kkkk
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UNIT-2

RECRUITMENT

Objective:

1. Toattractpeoplewithskills,experiencerequiredbytheorganization.
2. Toinfusefreshbloodat alllevelsinthe organization.

3. Tosearchfortalentgloballyandnotjustwithinthecompany.

Evaluationofalternativesources:

[Whatarethecriteriausedtodeterminethechoicebetweeninternal&externalsources of

recruitment?]

1. Timelagbetweenrequisition&placement

2. YieldRatios: Theratiostellusabouttheno.ofleadsorcontactsneededto generate a given

no. of hires in a given time.

3. Employee attitude studies: These studies try to discover the reactions of present

employees to both internal & External source of recruitment.

4.Correlation studies: Here correlation studies are conducted between the sources of

selection & the success of the job which is performed by the employee selected.

5. Dataonturnover,grievances&Disciplinary action.
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6. Gross cost per hire. It can be calculated by dividing the total cost of recruitmentby
the no. of individuals hired.

SELECTION

Typesoferror:

a.Reject error:

Itistheerrorwherebythecompanyisrejectingthecandidateswhowillperform better in

future.

b.Select error:

Itistheerrorwherebythecompanyselectsthewrongcandidateswhowillnotperform better

in the future.

STAGESINSELECTIONPROCESS:

| Applicationscrutiny:

Themainpurposeofthisstageistoidentifythosecandidateswhofitthejob specification. We

can consider & classify the application forms as follows:

a.Structuredapplicationform:

20




Standardinformationcanbegotinthelittlespacewhichisavailableintheapplication form.

b.Unstructuredapplicationform:

Here,theapplicantcanrespondashe wishes.

c. Weightedapplicationform:

Here,moreweightagewillbegiventoaparticularcriteriaEx.age,experienceand marital

status.

I1_ SCREENING:

(i) Screeningtheapplicants

(i) Screeningthrough interview

i Applicationblank:

Theblankprovidespreliminaryinformationaswellasitwillindicatetheareasof interest.

20
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a. Itisameansofcollectingaccuratebasichistoricaldata.
b. Biographical data

c. Educationalattainment

d. Workexperience

e. Salary

f. Personalassociations[NCC,NSS,MMA AIMA]

g. otheritems[Name, addressofpreviousemployees]

v TEST

(i) Knowledgetest:

Thisrelatestothequestionsuchasthetaxlaws.,auditregulations,accountingsystems,

cuurent affairs etc.

(i) Ability or proficiency test: These are the test which measures the skills

and abilities which is already present in the candidates at the time of

testing.

(i)  Performancesimulationtest: Thesetestsareaimedtofindoutifthe applicant

can do the job successfully by asking him to do it.

a. Work sampling: Here standard trait test have been developed for electricians

and other low level jobs.
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b.

(iv)

v)

(vi)

Assessmentcenters:Here,lineexecutiveswillevaluatethecandidatesasthey  go
through 3 to 4 days of exercises that stimulate the real problems that the

candidates are likely to encounter on the job in future.

Psychologicaltest:

Intelligence test: Here, “Binet simon” test assumes that intelligence is a
general trait or quality which is required to perform any task. [comprehension

& reasoning]

Aptitude test: This test measures whether an individual has the capacity or
ability to learn a given job if given adequate training. Some of the tests under

this category are as follows:

Matrix{ManagementTrialexercise }designedbyProcter& Gamble.
CAT][Clericalaptitudetest] Thistestisconductedtoassessthevocabulary, spelling,
arithmetical ability & checking.

PAT[Pilotaptitudetest] Thistestisconductedinordertoassesstheco- ordination
between the hand movement and feet movement.

Computeraptitudetest: Toassessthepowerofreasoning&analysis.

Interest test: These tests are designed to find out the interest of an applicantin
the job.

Personality test: It is the test which is given to see the emotional reaction
of the candidates.

Individualtest

(vii)  Grouptest
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(viii) Tailor-made test: These are the testwhich are developed tosuit their own
requirements and it is developed only when there is a continuing demand

for large no. of new employees for a single job.

V VALIDATION:

Thismeansthatthetestshouldbeabletomeasurewhatitwantsto: -

a. Predictive validity: This is the degree in which the test scope is capable of
predicting the performance of the candidate actually on the job.

b. Content validity: This test should be a representative of the
candidatesefficiency.

c. Construct validity:It refers to the extent to which it measures the
psychological attributes like “emotional stability & intelligence”

d. Criterian-
relatedvalidity:Itistheabilityofthetesttosuccessfullypredict&applicants
performance on a specific job at a particular index. Following is the procedure
to judge the validity of this test.

(i) Jobanalysis

(i)  Selectionofa test

(i) Selectionofthecriteria

(iv)  Administeringthetest

(v) Finding out the relationship between the existing scores & the

performance scores.

VI INTERVIEW

Here,twotypesofinterviewwillbeconductedingeneralwhicharepreliminary interview

and final interview.

23




Typesofinterview:

(i) Directplannedinterview:Itisastraightforward,facetofaceinterview.

(i) Indirect non-directive interview:It refrains from asking direct and
specific questions but creates an opportunity where the candidates are
allowed to talk freely.

(i)  Patterned interview: It is a series of questions which can illuminate the
strategic path of the applicants background.

(iv)  Stress interview: Here, the interviews are conducted in order to test the
emotional characteristics like anger, silence and emotional quotient.

(v)  Systematic depth interview: Here, the interviewer has a plan of areas
which he wishes to cover.

(vi)  Panel or board interview: Here, the board or the panel consists of people
who interviews the candidates in different aspects or areas.

(vii)  Group interview:

VII MEDICALEXAMINATION:

The basic purpose is to check the candidates stamina, strength, physical weakness,

&disease.

VIITINDUCTION:

It is the process of inducting or orienting a new employee into the social setting of his

work.
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Steps:

) Familiarising the new employee with his new surroundings and company
rules & regulations.

i) Integratinghispersonalgoalswiththeorganizationgoals.

PROGRAMME:

Inductionprogrammeisconductedinanyorganizationbygrouplecturers, company

films, interviews with key people.

Socialisation:

It is the process of adaption. It is not confined to new recruits. It is needed like
transfer, promotion. Induction is only a part of socialization. “Socialisation can be

conceptualized as a process made up of 3 phases:

- prearrival
- Encounter

- Metamorphosis

Assumptionsof socialization:

25




i)
i)

Itstronglyinfluenceemployeeperformanceandorganizationalstability.

Newmembersufferfromanxiety[Stress]-inducedstress.

26




Training:- meaning:

Itisaprocessoflearningasequenceofprogrammedbehaviour. Itisthe application of

knowledge.

Purposeof training:

1. To prepare the employee, both new & old to meet the present as wellas
the changing requirements of the job & the organization.
Todevelopthepotentialitiesofthepeopleforthenextlevel job.
Toensuresmooth&efficientworkingofadepartment.

Toensureeconomicaloutputofrequiredquality.

o > DN

Tobuildupasecondlineofcompetentofficers&preparethemto occupy
more responsible position.

6. Toprevent obsolence.

25




Benefitsof training:

Increasedproductivity
Heightenedmorale
Reducedsupervision
Reduced accidents

a > w0 DN e

Increasedorganizational stability

Resistanceto training:

Whydoemployeesresist training?

a. Normally people experience difficulties in learning new skills & knowledge.
Hence, they resist training.

b. The employees feel that management will entrust more work or new kinds of
work which would require additional skills & knowledge. Hence, employees
resist training.

c. Training programme& sessions disturbs the employees from performing the
routine duties & tasks.

d. Theyareexpectedtolearnmoredifficultactivities&unlearnalreadypractisedskills.

e. They loose their job authority & are expected to learn like students duringtheir
training programme.

Obijectivesoftraining:

1. Totraintheemployeeinthecompaniesculturepattern.
27
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2. Totraintheemployeetoincrease hisquantity&qualityofoutput.
3. Totraintheemployee toavoid mistakes.

4. Totraintheemployeetowardsbetterjobadjustment&high morale.

Determiningtheneedfortraining:

a. Whethertrainingis needed

Trainingmaybenecessaryduetothefollowing problems:

*Standardofworknotbeing met.
*Accidents

*EXxcessivescrap
*Frequentneedforequipmentrepair
*High rateofturnover
*Excessivefatigue,strugglingwiththejob.

*Bottlenecks&deadlinesnotbeingmet.

Sourceswhereinformationcanbegathered:

Informalobservation
Performanceappraisal.
Suggestionsystem

Groupdiscussion

vV V V V V

Moralesurveys
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> Interviewswithunionofficials

» Employeecounseling

b. Wheretrainingis needed:

i) Knowledge—for thepersonwho doesnot know

i) Skill-forthepersonwhoknowsbutcannot do

i) Attitude—forthepersonwhodoesnot care

iv) Habits—forthepersonwhoknows,cando[caresbutjusthasnotmadethe desired
behaviour part of his daily routine.]

V) Understanding—forthepersonwhoisnotproperlymotivatedtoaccept what he
is told.

¢. Whichtrainingis needed:

Here,therearedifferenttypesoftrainingmethodsavailableforoperatives, executives

and management.

Stepsintraining program:

i) Preparationofthe instructor
i) Howto instruct?

Step:-1Preparetheworker:

e Put him at ease, state the job & find out what he already
knows about it.

e Gethiminterestedinlearningthejob.

e Placehimincorrect position.
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Step—2:Presenttheoperation:

e Tell,showandillustrateonestepatatime.
e Stresseachkey point

¢ Instructclearly,completelyand patiently.

Step-3: Tryoutthe performance:

e Makehimtodo thejob-correctthe errors.

e Continueuntil youknowthathe knows.

Step-4:Follow-up

e Puthimonhis own.
e Checkfrequently
e Encouragequestions

e Tapperofextra coaching&close thefollowup.

Methodsoftraining:

1. OnJobtraining:

a. Job Rotation: Here the employees are sent to various jobs and given training
in all the areas.

b. Internship training: This is a joint program of training in which schools and
business co-operate to enable the students to gain a good balance between

theory and practice.
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c. Apprenticeship training: This training is used in those crafts, trades in which
proficiency can be acquired after a relatively long period of time in direct
association with the work and under the direct supervision of experts.

d. Vestibule School: When the amount of on-job training that has to be done
exceeds the capacity of the line supervisor, a portion of training is taken away
from the line people and assigned to staff through a vestibule school.

2. Off-Job training:

a. Central education programme: Here courses are conducted in the areas of
arts, science, economics, social activities. These courses are voluntary and
therefore it will help in changing the employees attitudes.

b. Simulators & training aids: Simulators are used to provide trainees with
physical equipment that resembles to some degree the equipment that is to be
used on the job. This is done when the equipment is costly.

c. Methodswhichaimatimprovingdecision-makingskillsofexecutives:

i)  Casestudymethod---| ----- Directed

----Non-directed

i) Incident method
iii)  In-basketmethod

iv) Management games

1) Casestudymethod:

ItispioneeredbyHarvardBusinessSchool.ltcompelsthestudenttothink
actively,toanalyseandseebeyondtherestrictions. Thushelearnsabout

himself orherself,theassumptionsandlimitations.
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a) Directed case study: Here the case study or the problems to be discussed
is given and the questions are put forward to the students to answer
b) Non-directed case study: Here the case study is presented with a material

and he or she is expected to explore all the possible outcomes.

i) Incident method:

It is developed at Massachusetts Institute of Technology, California. Here a
briefincident is presented to provoke the discussion in the class. The group
thenputsthequestiontotheinstructortodrawoutthesalientfactsoradditional

informationwhichisneededto arriveatthesolution.

iii In-basket method:

Here,documents,reportsaredesignedinsuchawaytosimulatethejobreality and

their problems.

iv) Managementgames:

It is a dynamic exercise training program. Here, the participants are
dividedinto variousteamswheretheyhavetosolvetheproblemandshouldarriveatthe

solution.
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b) Methodswhichaimatimprovinginterpersonalskillsof executives:

i) Sensitivitytraining(Laboratorytraining)
i) Roleplaying
i) Transactional Analysis

1) Sensitivity Training:

This involves 10 to 15 members of different roles from different departments.This
is also known as ‘T’-group. Since the persons are not aware to each other, it
creates tension and anxiety. Through observation and analysis of experience, one

can learn their own behaviour.

ii) Roleplaying:

In this method, the instructor assigns different parts which is taken from casestudy
to different group members. It lasts for 20 to 30 minutes and the data are collected

about the performance of different role players.

iii) Transactionalanalysis:

It is introduced by Berne. A transaction is a process whereby social intercourse
between two or more people who encounter each other. In every
socialintercourse,thereis astimulus provided by one individual and the response

tothat stimulus given by other individual.
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“This stimulus responds between two individuals is o transaction. Analysis

oftransaction can be done by analyzing the personality of an individual”

a) Parent:(Characteristics)

i) Overprotective
i) Distancemaintenance

i)  Verbsused

e Always
e Never
e Should

iv) Physical gestures
v Raisingeyebrows

v Pointinganaccused finger

b) Child:(Characteristics)
Curious,impulsive,fearful,affectionate,dependantVerbal

¢ Iwish,Iguess,Idon’tcare

Physical gestures

«+ Attention seekers
¢) Adult
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Isee,Ithink,It’smy opinion

TAgivesaninsightintothefundamentalsofhumanpsychologyandhelpsto improve

interpersonal skills.

d) TheJohari window

+¢ Itisaconceptualmodelforincreasingpersonal effectiveness

¢ ltwasdevelopedbyJosephLuftandHarrylngham(JOHARI)

¢+ Hereindividualpersonalityisdividedinto4 parts:

Knowntoself Notknownto self
Known to others Arena Blind
Not known to Closed Dash

others

¢) Methods which aim a tim proving the executives knowledge

1.  Conferences:

Mutualproblem-subjectofthediscussion Attitude —
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AutonomyTraining

¢ ltaimsindevelopingindividualabilitytomanagehisowntraining
e Improvingoneselfbyhisown

¢ Heshouldselectfromthearticles,managementgames,psychologicaltest

Factorsshouldbeconsideredwhileselectingtraining&developmentmethods

1. TrainingObjective

2. Leveloftraineesintheorganizational hierarchy

3. Methods, ability to hold and arouse the interest on trainees during the training
period

4. Availabilityofcompetent trainers

5. Awvailabilityoffinance

6. Availabilityof time

EvaluationofTraining&development

Dimensionofevaluation:

1. Evaluationofcontextual factors:

a. Pre-trainingwork:

36




e TrainingNeeds
o Criteriaforselectingpeoplefor training
e Howmany people

e Sequenceofselecting people

b. Post-trainingwork

e Planningtousethetrained workers

¢ Providingsupportinbuildinglinkagesbetweentrainingandotherline departments.

2. Evaluationoftraininginputs

Curriculum,inputs

3. Evaluationoftraining process

e Climate
¢ Relationshipbetweenparticipantsandtrainees
e Attitude

4. Evaluationoftraining outcomes

37




Measuring the carry home value of a training programme in terms of what has

beenachieved and how much is the main task of evaluation.

5. Howevaluationis done?

) Reactionevaluation

i) Outcomeevaluation

i) ReactionEvaluation:

a. Questionnaire is given to the participants at the end of the programme which
asks him to rate about the training programme.

b. Participantsarerequiredtogivedailyratingsforeachsegmentofthe programme.

c. Informalobservation

d. Opinionsentbymail

i) Outcomeevaluation

a) Immediate:

e Itmeasuresimprovementinlearningskills,knowledge

e Bygivingperformancetests(operatingmachine)
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b) Ultimate:

Itmeasuresthechangesintheultimateresultsachievedbytrainees(accidents, turnover,

and grievances)

Principlesoftraining:

IKnowledgeresults:

*Whatisexpectedofhim.

*Howwellhe is doing

*Feedback
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Motivation

Reinforcement
Supportingclimate&practice
PastVs.Wholelearning
Transferof learning

agrwdE

IlIntermediate: ltmeasuresthechangesinthebehaviourofthetraineeswhen
theyhavereturnedto thejobs.

a. Physicalfidelity:
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Devices&facilitiesusedintrainingaresimilartothedevicesandfacilitiesusedon the job.

b. Psychologicalfidelity:
Humanelementsinvolvedintrainingaresimilartothoseonthejob.
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“Ifthesebotharesamethen,therewillbepositivetransferoflearningorthere will be
negative transfer of learning.”

LEARNING

Learningcan’tbemeasuredbutthechangesinthebehaviourthatoccurasa result.

Principlesoflearning:

Everyhuman beingiscapableoflearning

Itiseasierfor thetrainertounderstand whenthecontentsare meaningful.
Anyprogrammeshouldbeplannedinalogicalmanner.
Learningobjectivesshouldbeestablishedforeverytask.
Learningisactiveandnotpassive

Environmentshouldberelaxed andtheyshouldnot beputunder pressure.
Itisclearlyrelatedtoattentionandconcentration.

NogakowE

LEARNINGCURVE:

% FIRSTPHASE-Rapid,initialriseinlearning

«» SECONDPHASE-tendencyofthecurvetoriselessandlessrapidlyand final it
levels off.

+ THIRDPHASE-Therearedailyupsanddownsinthecurveb’zofthe changes
in incentives, psychological condition.

EXECUTIVEDEVELOPMENT

Skillsrequiredby managers:
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Technicalskills: Theseskillsaredevelopedthroughexperienceand
education.

Theseskillsaremostimportantforoperatingmanagersb’zhowthings work’

Humanskills: Itreferstotheabilitytoworkeffectivewithothersona person-
to person basis.

Abilitytocommunicate,motivate,lead.

Conceptualskills:

Topmgt.needthesetypeofskillsastheyareframingthelongrangeplanning Here the

enterprise is considered as a whole rather than parts.

Characteristicsof managers:

Heshould be flexible
Heshouldbesuchpersonwhoiscapableofhandlingcriticalsituationsrather than
doing routing jobs.
Heengagesinanticipatorysocializationateachstagehecopiesthevaluesof those
who are a step above him.

Objectivesofexecutivedevelopment:

VVVYY

e

Toimproveininter-departmentalco-operation
Highlighttheindividual weakness
Ensuringthatthequalificationofkeypersonnelroleisbetterknown.
Creatingreservesinmanagementranks
Stimulatingjuniorexecutivestodobetterwork.

Topmanagement:

ToacquireknowledgeabouttheproblemsofHR.
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Tothinkthroughproblemsthis may confronttheorganizationnowandfuture.

Middleline management:

Todeveloptheabilitytoanalyzetheproblemsand totakeappropriateactions.
Todevelopfamiliaritywiththemanagerialusesoffinancialaccounting
psychology, law.

Middlefunctionalexecutives&specialists:

Toincreaseknowledgeofbusinessfunctions&operationsinspecifiedfieldin
marketing, production, finance and personnel.
Toincreaseproficiencyinmanagementtechniques[workstudy,inventory
control,OR]




UNIT-4

MENTOR-PROTEGE RELATIONSHIP

DevelopingMentor-protégérelationship:

“The relationship between an experienced employer and a junior employee in which
theexperiencedpersonhelpsthejuniorpersonwitheffectivesocializationbysharing
information gained through experience with the organization.”

Requirementsforeffectivementor-protégérelationship:

1. Thestatus&characteristicsofthementor:
Mentorsshouldbeseniorsinstatus,experience,age,skills,knowledge.

2. Protégé: Junior employees should have the zeal to learn from their
senioremployeesregardingtheircareer,socialandpsychologicalaspect.

3. Therelationship:Itisbasedonmutualdependence&mutualtrust.

4. Theactivities:

X/
o

Developingthepotentialsoftheprotégé.
» Improvingprotégésperformance
Interlinkingformallearning& practices
Guide,support,providingfeedback

DS

X3

S

X/
%*

5.Developinghigher skills:
Itshouldencouragetheirjuniorstowardshightaskperformanceby reducing
weakness & strength of the protégés.

6.Responseoftheprotége:
Protegesshouldlearncarefullyregardingcareeropportunities,personal
goals.
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3.CARRER MANAGEMENT

Definition:- Flippo

“Asasequenceofseparatebutrelatedworkactivitiesthatprovides continuity,
order and meaning in a persons life.”

Objectives:

Empowerment
Reductioninfrustration
Competitiveadvantage
Acquisition& retention
Equity&fairness

arONE

DIMENSIONS:

a. Internal:Individualperceptionsabouttheircareer.[personality,heredity,
work environment, education.]

b. External:

(1) Factoryworkers: Itistheprogresswhichheachievesinriseofpay& may
not be upward promotion in a vertical hierarchy.

(i) Managers: It is the upward promotion to higher posts which are clearly
laiddowninthesuccessionplanandinthehierarchyofjobs.[higherpay,
authority, responsibility]

STAGESOFCAREER DEVELOPMENT:

| EXPLORATION:

» Influencefromparents,relatives,teachers.
» Financialresources
» Endsearly20’swhenonelearns thestudiesgoesfor employment.

I ESTABLISHMENT STAGE:
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» Searchingjob,gettingfirstappointment.
» Firsttimethecandidateswillbefacingcontrol,commandthroughboss.
» Bythistheywillmakemistakes&trytolearnlessonfromit.

111 MID CAREER STAGE:

Employeesshowcontinuousimprovementperformance—flyhigh.

IV LATE CAREER STAGE:

Theyare ina relaxed stage.

Higherstatus,recognition,moresubordinates,tolistentoyourwords.

V DECLINE STAGE:

Thisstageisinevitableandhasto befacedbyeach&everyoneofus.

Plateaued employees:

Attheageof40,upward mobilitystopsfor manyemployees.

Toreducede-moralising effects:

a. monitorsshould helpinreducingthehurt feelings.
b. Addingcareerladder
c. Givingthemimportance byassigningthetask force.
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MOTIVATION

Motives: Theyaretheexpressedneeds&couldbeconsciousorsubconscious. These motives
drive people to act.

MOTIVATIONALTHEORIES:

ICONTENT THEORY:

Thistheoryispeople-centered“what”

o

AbrahamMaslow’sneedhierarchial theory:

Physiologicalneed:water,food,pay
Securityneed:shelter,clothing,pension,insurance
Socialneed:affection,friendsinworkplace
Esteemneed:Recognition,jobtitle.
Self-actualisationneeds:achievements,challengingjobs

VVVYY

b. Herzberg’stwo-factortheory:

M Maintenanceordissatisfierfactor:

» Thesearetheextrinsicfactors
» Theywillremovediscomfort dissatisfaction.
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» Theyarenotmotivators.
Presence: will not motivate

Absence:demotivate

Ex:Companypolicy

(i) Motivationalfactorsorsatisfiers:

Thesearetheintrinsicfactorstowork[jobcontent]

Presence:motivate
Absence: will not demotivate

Ex:recognition, responsibility

c) DouglasMcgregor’stheory :“X&Y”

TheoryX:

Peopledislikeworkandwill avoiditasfaras possible.
Theymustbethreatened,controlledwithpunishmenttomakethemwork
towards objectives.

Noambition,avoidresponsibilities.

Theywantsecurity

AN

AN

TheoryY:

» Theywillconsidertheworkasnaturalactivitylikeplay,sleep
» Self-directed,self-control,committedtothe objectives

» Learntoaccept&seekresponsibility

» Creativity
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d) DavidMcclelland’s3need theory
(i) Needforachievement[n-ach]:Peoplehavethedesiretoachieveand

advance up in the ladder of success.
(i) Needforaffiliation:[n-aff]:Desireforfriendly&closerelationship
(i)  Needforpower[n-pow]:Desiretobeinfluentialtocontrolpeople&

change situations.

e) Alderfer’sERGTheory:

Alderfer’s Needs Concernedwith Maslow’sneeds
Basicmaterialneedsfor Physical& safety
) existence
Existence
Relatednedd Desiretomaintaininput Socialneeds
skills
Growth Intrinsic desire for Esteem and self-

personaldevelopment& to
be creative and to achieve
full potential.

actualizationneeds.

IIPROCESSTHEORIES:

Thesearework-centered[how]andexplainhowbehaviourisenergized,directedand

maintained.

a. Vroom’sexpectancy theory:

VictorH.Vroombelievedthatmotivationistheoutcomeofthevaluesanindividual seeks.
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Motivation=valence*expectancy* instrumentality

Valence:ltisthestrengthofaperson’spreferenceforanoutcomeorreward.Ex: Promotion.

Expectancy: Itisthestrengthofbeliefthataparticularactionwillleadtoaparticular outcome.

b)Adam’sEquitytheory:[1965]

J.StayAdamspropounded thatpeoplearetendtodothe following:

Comparingone’sinputtoone’sownoutput.
Comparingothersinputtotheir output
Surplus-happy

Deficit-demotivated

Il Drive theories:

Here,itisbelievedthattheinternaldrivemotivatesanindividualtowork.

IVVIncentive theories:

Thesetheoriesstatethatthereissometimesthegoalitselfwhichmotivatesthe behaviour.
They are also called ad “Pull Theories”.
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REWARDS

Features:

1. Monetary&Non-monetary
2. Timingaccuracy&frequency
3. Communication

Typesofreward:

1. Directcompensation:

Itconsistsofbasicsalary,overtime,holidaypremium,bonus,basedon performance
and opportunities to purchase the stock options.

2. Indirect compensation:
Itincludesprotectionprogramslikeinsuranceplan&pensions.Sinceitisoffered to all
employees irrespective of their performance they will remain in the organization.

3. Intrinsicreward:

Thesearetherewardswhichanindividualreceivesforhimselfex:participationin
decision making, adding more responsibilities.

a. Performancebasedrewards:

Itispurelybasedontheperformanceoftheemployees&theyarerewarded proportionately
to their performance.

b. Membershipbasedrewards:
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This is the reward which is paid to an employee for being a member of the
organizationwhichhasnolinkagetoperformanceorproductivity.Ex:DA,which is
linked to cost of living index.

4. Extrinsicreward:

Thesearetherewardswhichcanbeclassifiedinto3.

i) Directcompensation:Basicwage&salary,performancebonus, profit-
sharing, stock options.

i) Indirectcompensation:Servicefacility,protectionprogram.

iii) Non-financialcompensation:Durationoflunchhours,parkingspaces,
impressive job title.

Guidelinesforeffectiveincentiveplanorreward plan:

Ensurethatefforts&rewardsaredirectlyrelated.
Therewardmustbevaluabletothe employees.
Itshouldbeclearlyidentifiable.
Itshouldbeunderstandable.

Itshould bepaid promptly
Itmustminimizethefrictionsbetweenthe workers.

ook wndE

Cafeteria compensation:

Theassumptionhereissuchthateveryemployeeneedsaredifferent. Therefore,heis
permitted to select that combination of rewards which is most attractive to him. The
philosophy here involved is the workers will behighly motivated if they can select
those rewards that have the greatest pay off for them.
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COMPENSATION

Compensation:“Whitecollarworkers”

It may be defined as money received in the performance of work, plus many kinds of
benefits & services that organization provides their employees.

Money: Direct compensation

Benefits:Indirectcompensation

Wage: It is the remuneration paid for the service of labour in production, periodically
to an employee. It usually refersto the hourlyrate paidto such groups asproduction—
maintenance workers “blue collar” workers.

Earnings: It is the total amount of remuneration received by an employee during a
given period. It includes

Salary:DA,HRA,CCA,OT

Nominal Wage:

Itisthewagepaidorreceivedinmonetaryterms.

Realwage: Itistheamountofwagearrivedafterdiscountingnominalwagebythe living
cost.
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Takehomesalary:

Itistheamountofsalarylefttotheemployeeaftermakingauthorizeddeductionslike E.S.1,
PFIT.

Minimumwage:

Itistheamountofremunerationwhichcouldmeetthenormalneedsoftheaverage
employee regarded as a human being living in a civilized society.”

Objectivesofwage&salary administration:

Toacquirequalifiedcompetentperson
Toretain thepresentemployee
Tosecureinternal &external equity
Toensureddesiredbehaviour
Tokeeplabour&administrationcosts.

s E

Principlesofwage&salaryadministration:

Thereshouldbedefiniteplanfordifferentjobs.
Thegenerallevelofwageshouldbeinlinewithprevailinglabourmarket.
Equalpay forequal work

Anequitablepracticeshouldbeadopted.
Thereshouldbeaclearlyestablishedprocedureforhearing&adjustingwage
complaints.

6. Thewageshouldbesufficienttoensurefortheworker&hisfamily
reasonable std. of living.

asrLONE

THEORYOFWAGES

ISUBSISTENCETHEORY::
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Alsoknown as““ironlawofwages”

DavidRicardo[1772-1823]
Ifworkersarepaidmorethansubsistencelevel-no.ofemploymentwill
increase.

Ifworkersarepaidlessthansubsistencelevel-no.ofworkerswill decrease.

I WAGESFUNDTHEORY::

Adamsmith[1723-1790]
Wagesarepaidoutofsurplus—savingsfromwealthy persons.
Whenthefundsare large,wage— high
Whenthefundsaresmallwage—reducedtosubsistencelevel.

11l THESURPLUSVALUETHEORYOFWAGES:

Karlmarx[1818 -1823]
Labourisconsideredascommoditywhichcanbepurchasedonpaymentof
subsistence price.

Labour was not paid on the proportion of time he spends on work but much
lessonthetimeneededtodothejob.So,wheneverthereissurplusitcanbe used for
paying other expenses.

IV RESIDUALCLAIMANTTHEORY:

FrancisA.Walker[1840-1297]
Factorsofproductionland,labour,capital,entrepreneurship

Wagesaretheamountofvaluecreatedintheproductionprocess,afterpaying to the
factors of production. [Residual claimant — labour]

V MARGINALPRODUCTIVITYTHEORY:

PhilipsHenrywicksteed[England]&johnbatesclark[ USA]
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Wagesarepaiddependingon thedemand&supplyoflabour.

Iftheworkercontributesmoretothetotalvaluethantothecosttheemployer continues
hiring otherwise it will start to hire superior technology.

VI THEBARGAININGTHEORYOFWAGES:

- John Davidson
- Wagesaredeterminedbytherelativebargainingpowerofworkers/trade
unions.

VII BEHAVIOURALTHEORIES:

1. Theemployeesacceptanceofwagelevel:size,prestige,power,wages,
benefits.

2. The internal wage structure — Social norms, customs, prevalent in the
organization&prestigeattachedtothejobs,demandforspecializedLabourall
affects the internal wage structure of an organization.

WAGEINCENTIVEPLAN:BLUECOLLARWORKERS

1. HASLEYPREMIUM PLAN:

Astandardoutputwithinastandardtimeisfixedasthebasisofpreviousexperience. The
bonus is based on the amount of time saved by the worker [33.5%)]

Wagesispaidonthetimeratebasis.Ithedoesn’tcompletethestandardoutputwithin the
stipulated time, he is paid on the basis of a time wage.

Ex:20hrs stdtime to dothe job,3.50daily wage
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Wagebonus=Y2 *time saved/timetaken *daily wage

=% *6/14 *3.50

=0.75

=3.50*0.75=4.25

2. Hasleyweirpremium plan:

Similartothehasleyplanexceptthat50%ofthetimesavedisgivenaspremiumto the
worker.

Bonus= %2* time saved* hrlywages

=% *6*0.25

=0.75

3. Rowanpremiumplan:

Herethetimeissavedisexpressedasa%ofthetimeallowed&hourlyrateofpayis increased
by that % .

Totalearningsoftheworker =Totalno.ofhrs*increasedhrlywages.

Ex.Std.hrsfordoing job8hrs 4.00Rs. /hr
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Hrs | Premium Totalwages

S) 1 4+1=5

4 |2 ?

Bonus=timesaved/timeallowed*timetaken*hourlyrate

=3/8 *5* 0.50

=0.937 0r.094 or 1.00

4. Thel00%Premiumplan:

Heretaskstandardsaresetbytimestudy.Ratesareexpressedintimeratesratherthan money.

Definitehourlyrateispaidforeachtaskhourofworkperformed.

Ex:Aworker completesthe taskin 10hrs than8hrs.hrlyrateis 0.50

5. TheBeadeauxpoint plan:

Here,thewageispaidonthebasisofminuteswhichanemployeeistakingfor
completing a task.

Ex:Aworker earns600B’s inaday;rate perpointis 0.01
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1b =60 secs

Thereforefor8 hrs8* 60= 480

480+ 75%(600-480)* 0.01

480+ 0.90 = 480.9 or 5.00Rs

6. Taylor’sDifferentialpiecerateplan:

Thissystemisdesignedtoencouragethespeciallyefficientworkerswithahigher rate of
payment & to penalize the inefficient by a lower rate of payment.

7. Merrick’sMultiplepiecerate system:

Basedontheprincipleof*lowpiecerateforslowworker,higherpieceratefor higher

production.”

83%=+ 10%timeratebonus
>83%=100%=samepiece rate+20%oftime rate

>100%=same piecerate butno bonus

8. TheGnatttask&bonusplan:

» DevisedbyH.C.Gnatt
» Fixedtimeratesareguaranteed.
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» Bothoutputstandards,timestandardsareestablished.

3 stages ofpayment:

ISTAGE:Belowthestandardperformance,onlytheminimumguaranteedwageis paid.

Il STAGE:Std.Performancewage+20%oftimeratewillbepaidas bonus

111 STAGE:Std.isexceeded,higherpiecerateispaidbutthereisnobonus

9. EmersonEfficiencyplan:

Efficiency:Ratiobetweenthestandardtimefixed/timeactuallytakenbya worker.

10. Co-partnershipsystem:

Workersharesnotonlyprofitbutalsocontrolandresponsibility:

11. Acceleratingpremiumsystem:

Underthissystem,guaranteedminimumwagewillbepaidfortheoutputwhenheis not

meeting the standards which are given by the organization.

LONGTERMWAGEINTENSIVEPLAN:[WHITECOLLARWORKERS]
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Under this,each member of the group receives a bonus basedon the operation of the
groupasawhole.ltappliestosmallworkgroupsof5to6people. Theincentivesare

ISTANDARDOUTPUT:

Here,manper hourislaid downwhen itexceeds,bonus willbe paid.

I VALUEADDEDBY MANUFACTURING:

Whentheworkerproducesoutputwithlesscostcomparedtothestandardcostthen bonus
will be paid appropriately.

111 BONUSCALCULATEDONTHEINCREASEDVALUEOFSALES:

Here,bonuswillbepaidtothegroupwhenthereisincreasedsalescomparedtothe normal
sales.

IV PROFITSHARING:

a. Industrybasis:

Hereallindustrialunitsaregroupedtogethertodeterminetheshareofthelabourers.

b. Locality basis:
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Industrialunitsinaparticularlocalityaregroupedtogethertosharetheirprofits among
them:

CUnitbasis

DDepartmentbasis

Elndividualbasis

Minimumwage:

Thewagewhichmustprovidenotonlyforthebaresustenanceoflife,butforthe preservation
of efficiency of the workers.

Living wage:

Living wage is to provide for a standard of living that would ensure good health for
theworkerandhisfamilyaswellasameasureofdecency,comfort,education,forhis children
& protection against the misfortunes.

Fairwage:

Itisthe wagewhichis abovetheminimumwagebutbelowtheliving wage:

Lowerlimit-minimumwage Upperlimit—

Livingwage[capacityofindustries]

Needbasedminimumwage:
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IndianLabourconferenceatits15"sessionJuly1957suggestedthatminimumwage fixation
should be need based & should meet the minimum needs.

» Std.working—familyshouldbetakentoconsistof3consumptionforthe earner.

» Theminimumfoodrequirementsshouldbecalculatedonthebasisofnet intake
of 2700 calories for an organization Indian adult.

» Theclothingrequirementsshouldbeestimatedatpercapitaconsumptionof 18
yards per annum. So, for a family of 4 it comes to 72 yards per annum,

» Housingnormsshouldbetheminimumrentchargedbythegovt.inanyarea for
houses under the subsided housing groups for low income groups.

Typesofwages:

1. Timewage:

Herewagesarepaidaccordingtotheno.orhrsanemployeespendinthis organization.

2. Piecewage:

Here,wagesaregivenaccordingtotheno.ofpiecesorno.orunitsproducedbyan employee.

3. Balanceordebt method:

Under this method, wages are paid by taking both piece & time wage into
consideration. Iftimewageismorethanpiecewage,thenthewagewillbepaid according to
the no. of hrs spent & vice versa.
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GROUPINCENTIVEPLAN:

Scanlonplan:

Itistheplanwhichwasdevelopedin1937byJosephScanlonlecturer, Massacheuetts
Institute of technology, California.

Theplan has2 features:

1. Financialincentive:

Here,themainaimistoaskthecostandtherebytoincreasetheefficiencyofthe production.

2. Anetworkofdepartmental&plantscreeningcommitteesaresetupto
evaluate employee & management cost cutting suggestion.

This plan acts as a suggestion system and assumes that efficiency requires company
wiseco-operation. Themainobjectiveofthisplanistoinvolvetheworkersinmaking
suggestions for reducing the cost of operation and thereby to improve the work
methods & share the gain of increased productivity. If the suggestion is successful,
then 75% of the profit is shared among the employees & rest 25% will be kept aside
as reserve for the months in which labour cost exceeds the standard cost.
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UNIT-5

PROMOTION

Promotion:

It is an advancement of an employee through a better job — better in terms of greater
responsibility,authority,prestigeandespeciallyincreasedrateofpayorsalary.—Paul Pigors
and charles A. Myers.

Typesofpromotion:

1. Verticalpromotion:Employeesmovetothenexthigherlevelinthe
organizational hierarchy with greater responsibility, authority, salary
and status.

2. Upgradation:Thejobisupgradedintheorganizationalhierarchyby the
way of increased salary, authority and responsibility.

3. Drypromotion:Heretheemployeesismovedtothenextcadreinthe
organizational hierarchy without any increase in salary but with an
increase in responsibility and authority.

Purposeof promotion
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Todevelopcompetitivespirit.

Tobuild loyalty

Toincreasethe morale
Torewardcommittedandloyalemployees.

NS

Basisofpromotion:

Merit:Itistakentodenoteanindividualemployeeskill,knowledge, ability
and aptitude which is measured from past experience.

Pros:

1. Itencouragestheemployeetoacquirenewskillsand knowledge
2. Competentemployeesaremotivatedtoexertalltheirresourcesand
contribute to the organizational goals.

Cons:

1. Thetechniqueofmeritmeasurementishighlysubjectiveinnature.
2. Meritdenotesmostlythepastachievementsbutnotthefuturesuccess.

Seniority:

Itreferstotherelativelengthofserviceinthesamejobandinthesameorganization.

Pros:

1. Itiseasytomeasure the lengthoftheservice andjudgetheseniority.
2. Therewillbenofavouritismordiscrimination.
3. Itminimizesthescopeforgrievancesandconflictsregardingpromotion.
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Cons:

=)

Theassumptionthattheemployeeslearnmorerelativelywiththelengthof
service is not valid.
Itdemotivatestheyoungandmorecompetentemployeesandresultsin
employee turnover.
Judgingmaybeeasytheoreticallybutpraticallyitisverydifficultb’zofthe
following basis:

Job seniority
Company seniority
Regionalorzonal seniority.

SenioritycumMerit:

1.

Minimumlengthofserviceandmerit:Underthismethod,allemployeewho have
completed minimum service are eligible for promotion. If this condition is
satisfied, then merit will be taken as the sole criteria.
MinimumMeritandseniority: Thosewhoarescoringminimumscoresfor their
performance are eligible and thereof the seniority is considered.
Measurementofseniorityandmeritthroughacommon factor.

Note:referinbookthefollowing

a.
b.

Problemsofpromotion
Prosandconsofpromotion

TRANSFER

Transfer:

It is definedas a lateral shift causingmovement of individuals fromone positionto
anotherusuallywithoutinvolvinganymarkedchangeinduties,responsibilitiesand
compensation.”

Typesoftransfer:
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Productiontransfer:changesinproductionwillcausethe transfer
Replacementtransfer:duetoreplacementofalongstandingemployeeinthe same
job.

3. Rotationtransfer:increasetheversatilityofemployees.

4. Shift transfer
5
6

no

Remedialtransfer:Tocorrectthewrongplacements
Penaltransfer:disciplinaryaction.

Reasonsfortransfer:

1. Employeeinitiatedtransfer:

Temporary:ill-health,family problems.
Permanent:Permanentdisablement,challenging,creativeopportunities,
relieving from monotony.

oo

2. Companyinitiatedtransfer:
Temporary:absentism,fluctuationsinqualityproduction.
Permanent:Changeintechnology,toimprovetheversatilityofthe
employees, to minimize the corruption.

oo

3. Publicinitiatedtransfer:
a.lfanemployeesbehaviourinthesocietyisagainstthenorms,thenthepublic may
initiate the transfer.

Prosandconsof transfer:

Pros:
a. Reducesmonotony

b. Improvesemployeeskillsandknowledge

Cons:

a. ltwillaffecttheemployeesmoraleandcommitment.
b. Employeescannotadjusttothenewplace,environmentandsuperiors.
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DEMOTION
Demotion:

Itisthereassignmentofalowerleveljobtoanemployeewithdelegationofauthority and
responsibility required to perform in lower level job and normally with lower level
pay and salary.

Reasonsfor demotion:

Unsuitabilityoftheemployeetohigherleveljobs.

Adversebusinessconditions.

Withdrawaloftheproduction lines

Closureofcertaindepartmentsorplants.
Junioremployeeswillberetrenchedandsenioremployeeswillbedemoted.
Newtechnologyandnewmethodsofoperation,demand,newandhigherlevel of
skils.

7. Disciplinarygrounds.

ook wndE

SEPARATION

Separation:

Itmeansterminationofemployment.ltcanbedonebythefollowingways:

1. Voluntaryquittingor resignation.

Layoff-lackofpower,machineryandmaterials.

3. Discharge—itinvolvesseparationofanemployeefromthepayrollforthe
violation of company rules and regulations.

4. Dismissal-Itistheterminationofservicesofanemployeebywayof
punishment or misconduct.

5. Retirementordeath

N
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6. Retrenchment-Itistheterminationofanemployeefromhisservicesb’zof the
organisaiton incapability to provide the required resources to him. It is
permanent in nature.

Separationrate:(totalseparationperyear/avg.no.ofemployeesfortheyear)* 100

[Note:Ifanytopicunderseparationisaskedseparatelyinpart-byoushouldwriteitin detail.
Ex: Explain in detail about retrenchment? Then you should write meaning,
characteristics, reasons, pros,., cons etc.]

ACCESSION

Accession: These are the new additions of candidates to the existing employees. In
shortwecansayeitheremploymentofnewcandidatesorre-employmentofformer
employees.

AccessionRate:(Totalaccessionsperyear/Avg.no.ofemployeesfortheyear)* 100

[Referthefollowingforallthetopicsmentionedbelow:

Principlesandpolicyof

promotion
transfer
Separation
Demotion.]

oo

GRIEVANCE

Grievance:

Awrittencomplaintfiledbyanemployeeandclaimingunfairtreatment.Daleyoder.
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Dissatisfaction:

Itisanystateorfeelingofdiscontentwhichisunexpressed.

Complaint:

Adissatisfactionwhichisorallymadebyoneemployeetootherisknownas complaint.

Grievance:

Acomplaintbecomesagrievancewhenthisdissatisfactionwhichismostlyrelatedto the
work is brought to the notice of management.

RedressalMethodsor5stepgrievanceprocedureforsolvinggrievance:

Step-1:

Heretheaggrievedemployeeverballyexplainshisgrievancetohisimmediate superior.

Step-2:

Whenthegrievanceisnotsolvedbyhissuperioritgoestohigherlevelmanagerwith a note of
time, place, nature of action which he requires.

Step-3:
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Whentheproblemsisnotsolvedwiththehigherlevelmanagerthenthegrievance
committee will try to solve.

Step-4:

Ifthedecisionofthegrievancecommitteeisnotacceptedbythegrievantemployee, then he
may approach to top management.

Step-5:

Acrbitratorawardwillbefinalanditwillbebindingonboththe parties.

[Note:ReferdiagraminMamoriaandmamoria]

PERFORMANCEAPPRAISAL

PerformanceAppraisal:

Itisaprocessofevaluatinganemployeesperformanceofajobintermsofits requirements.

MethodsofPerformanceappraisal:

Itcanbebroadlyclassifiedinto2:
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1. Traditionalmethods
2. Modern methods

Traditionalmethods:

CoNoOA~WNE

Straightranking method
Man-to-mancomparison method
Grading

Graphicratingscale
Forcedchoicedescriptionmethod
Forceddistribution method
checklist

freeformessay method
criticalincidentmethod

10. groupappraisalmethod
11. Fieldreview method.

Modernmethods

NS

Assessmentcentre

MBO

Humanassetaccounting method.
BARS

Feedback:

Before:

Communicatefrequentlywithsubordinatesabouttheirperformance.
Encouragesubordinatestoprepareforperformanceappraisalfeedback
interviews.

Plantouseaproblemsolvingapproachrather thantelland sell.

During:

a. Encouragesubordinatestoparticipateinjudgingtheirperformance.
b. Judgeonly theperformance andnotthe personality.
c. Bespecific,activelistener.
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After:

a. Communicatefrequentlywithyoursubordinatesabouttheirperformance.
b. Periodicallyassessprogresstowardsyour goals.

JOBCHANGE

IMPLICATIONSOFJOB CHANGE:

Job change means systematically moving the employees from one job to another. It
canhelpthepersontodevelopmorerealisticofwhatheisandthusthesortoffuture career
will be the best.

Change:

Itcanbeproactiveorreactive.

Proactive:Thisisthechangewhichisplannedandanattemptismadetopreparefor
anticipated future challenges.

Reactive:Areactivechangemaybeanautomaticprocessoraplannedresponseto change
which is taking place in the environment.

Typesofchanges:

1. Work change:
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Itincludeschangesinworkinghours,methodsorwork,jobenlargementandjob
enrichment.

2. Organisationalchange:Itincludeschangesinemployeesdueto
transfers, promotions, layoff, introduction of new products and
services.

Resistanceto change:

1. Economic reason:

a. Fearofreductionin employment.
b. Fearofworkload
c. Fearofdemotion.

2. Personalreason

Needfortraining
Boredomandmonotony.
c. Noparticipationinchange

oo

3. Socialreason.
a. Needfor newsocial adjustments.

XXXXXXXXXXXX
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