Human
Resource
Management

GLOBAL COURSEWARE




L
P
O
L
—
)
()
O
=

Getting
Started

As companies modify priorities and
operations, human resources functions
can move from a dedicated HR role, to

that of the manager.



Workshop

Objectives

Define human resources terms and
subject matter

Recruit, interview, and retain
employees more effectively

Follow up with new employees in a
structured manner

Act appropriately in situations
requiring discipline and
termination



lobody can prevent you frc

Mark Sanborn



MODULE TWO

Human Resources Today

Human resources (HR) used to focus on very specific
processes, and had narrowly defined terms such as
“personnel manager” and “payroll.”




What is Human
Resources Today?

HR has certainly evolved over the past 30 to 50
years, and branched out into defined areas, or
sub-disciplines, within the scope of human

resources.



Key Factors
Influencing
Human
Resources Today

e Technology ’
e Globalization

e Demographics 1

e Contingent workforce
management
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Growth in Human
Resource Management

Onboarding

Proactive recruiting

Focus on work-life balance




= What is Human Resources Today?

PraCtical \O/ = Key Factors Influencing Human

= Resources Today

lllustration 4

= Growth in Human Resource
Management




Module Two: Review Questions

1. Which of the following is NOT part of the definition of

Human Resource Management:




Module Two: Review Questions

2. Which of the following is not a Key Factor influencing

Human Resources today:




Module Two: Review Questions

3. Technology has a significant impact on HR because:




Module Two: Review Questions

4. Globalization has a significant impact on HR because:




Module Two: Review Questions

5. Which of the following statements is TRUE?




Module Two: Review Questions

6. What is Contingent Workforce Management?




Module Two: Review Questions

7. Which of the following statements if FALSE?




Module Two: Review Questions

8. Which of the following is not a trend in Human Resource

Management?




Module Two: Review Questions

9. What is Proactive Recruiting?
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Module Two: Review Questions

10. What are organizations focused on nowadays?
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Do you have awesome talent everywhere? Do you push that
talent to pursue audacious quests?

Tom Peters



MODULE THREE

Recruiting and Interviewing

Essentially, recruiting and interviewing are about bringing
the right people to your organization. The process of
keeping those people with the organization is called
retention.




The Job Selection
Process

Job Introduce

and

analysis :
Y retain




Get Good at
Interviewing

e Prepare
e Design

e |nterview




Interviewing Fairly

It can be easy for an interviewer to succumb to
bias or stereotype.




The Best
Way to
Interview

Interviews alone are not
a great indicator of job
performance, especially
unstructured, informal
interviews.




= The Job Selection Process

Practical \Of_ = Get Good at Interviewing

I"UStratiOn ‘= " |nterviewing Fairly

= The Best Way to Interview




Module Three: Review Questions

1. Recruiting and Interviewing focus on:




Module Three: Review Questions

2. The following is NOT a step in the Job Selection Process:




Module Three: Review Questions

3. Filtering Candidates entails:




Module Three: Review Questions

4. The following is a part of the model for an efficient

Interview:




Module Three: Review Questions

5. Design is best defined as:




Module Three: Review Questions

6. The following statement is TRUE with regards to bias:




Module Three: Review Questions

7. When interviewing, one should:




Module Three: Review Questions

8. The following statement is FALSE:




Module Three: Review Questions

9. Interviewers should be trained in:
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Module Three: Review Questions

10. Which of the following is not a common question which

can be improved?
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Successful and unsuc
abilities. They vary in the




MODULE FOUR

Retention and Orientation

Although retention starts during the interview process, at
the point where an offer of employment is made, it falls
within the scope of Employee Orientation.




Getting Off On The
Right Track

Orientation




Creating an
Engaging
Program

e The hiring manager is
responsible for the
success of the
orientation.

e The program
incorporates technical
and social aspects of
the job.




Using an Orientation
Checklist

The checklist on the next page is a starting place
to consider what is important to the new
employee as they get started.




= Getting Off On The Right Track

lllustration 4

= Creating an Engaging Program

Practical N
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= Using an Orientation Checklist




Module Four: Review Questions

1. How long does it take for someone to decide to stay with

an organization?




Module Four: Review Questions

2. Recruiting cost may include:
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Module Four: Review Questions

3. What is Encounter?
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Module Four: Review Questions

4. What is Orientation?




Module Four: Review Questions

5. What is the role of Human Resources?
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Module Four: Review Questions

6. What is the role of the manager?




Module Four: Review Questions

7. The following is NOT a characteristic of an effective

orientation program:




Module Four: Review Questions

8. The following statement is FALSE:




Module Four: Review Questions

9. HR orientation may include:
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Module Four: Review Questions

10. The following statement is TRUE:
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MODULE FIVE

Following Up With New

Employees

Since the orientation process takes time and planning in
order to be effective, this module will focus on the next
critical aspect, which is following up with new employees.




Checking In

When a company is committed to drawing the
right people, in turn they develop good people.




Following Up

Other items may get
added to your checklist
based on your
conversations with the
employee.




Designing the Follow-
Up Schedule

We recommend that you set up and follow a
regular schedule to integrate your new
employee.




= Checking In

. = Following Up
lllustration 4

Practical N
Q_

= Designing the Follow-Up Schedule




Module Five: Review Questions

1. How do you become an ‘employer of choice’?




Module Five: Review Questions

2. Checking in will help employees to keep from:




Module Five: Review Questions

3. Follow up sessions should be based on:




Module Five: Review Questions

4. When following up with an employee it is appropriate to:




Module Five: Review Questions

5. The Gallup Management Group estimated that:




Module Five: Review Questions

6. When following up, keep in mind:




Module Five: Review Questions
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Module Five: Review Questions

8. The following statement is TRUE:




Module Five: Review Questions




Module Five: Review Questions

10. Rigidly scheduled follow up is important for new hires.




a4
We make a living by what we get, but we make a life by what

we give.

Winston Churchill



MODULE SIX

Workplace Health & Safety

Understanding your responsibilities as a manager means
that you do not just understand health and safety, but that
you live it.




Understanding Your Role
and Responsibilities

Each province, territory, state, or country that
you work in has regulations and legislation that
are produced and enforced by the appropriate
levels of government.



Understanding
Local and
Industry
Specific Rules

Be sure to speak with
experts in the field and be
diligent about your
research to get the
information that you
require.
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Training for Managers

e Working with Occupational Health and Safety
Legislation

e Incident Investigation Skills

e Hazard Assessment and Control



= Understanding Your Role and
Responsibilities

= Understanding Local and Industry

I"UStratiOn . Specific Rules

®" Training for Managers

Practical L
Q_




Module Six: Review Questions

1. Workers who work within the scope of legislation have

access to:




Module Six: Review Questions

2. What are worker’s compensation programs?




Module Six: Review Questions

3. Why must employers understand provincial and territorial

rules for each jurisdiction?




Module Six: Review Questions

4. Which of the following is not an area you can expect to

find training in?




Module Six: Review Questions

5. Working with Occupational Health and Safety Legislation

will:




Module Six: Review Questions

6. Incident Investigation Skills are:




Module Six: Review Questions

7. Employees who work in places which put them in physical

risk need:




Module Six: Review Questions

8. Certain industries which may have specific rules include:




Module Six: Review Questions

9. Inspections involve:
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Module Six: Review Questions

10. Placing a ‘wet floor’ sign may classify as:
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Abraham Lincoln



MODULE SEVEN

Workplace Bullying, Harassment,

and Violence

Employers, workers, and unions have all taken a serious
stand on harassment and violence in the workplace, and
yet these problems persist.




Definitions

mm Physical

== \erbal

Written
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The Manager’s Role

Eye




An Employer’s
Responsibility

e Take every complaint
seriously

e Be objective

e Attempt to resolve the
issues informally if
possible




= Definitions

Practical \Of_ = Costs to the Organization

I"UStratiOn ‘'S * The Manager’s Role

= An Employer’s Responsibility




Module Seven: Review Questions
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Module Seven: Review Questions

2. What is harassment?
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Module Seven: Review Questions

3. What is bullying?
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Module Seven: Review Questions

4. Incidents may manifest as:
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Module Seven: Review Questions

5. The cost of harassment, if unattended is:




Module Seven: Review Questions

6. In this event, a manager should:




Module Seven: Review Questions

7. What does the code POLITE stand for?




Module Seven: Review Questions

8. When conflict is over the phone, you should:




Module Seven: Review Questions

9. An Employer’s Responsibility is:




Module Seven: Review Questions

10. The following statement is TRUE:




4
Diseases of the soul are more dangerous and more numerous

than those of the body.

Cicero



MODULE EIGHT

Workplace Wellness

When your employees are healthy and fit, they are less
likely to be absent from work due to illness and more likely
to be engaged in what is going on around them.




Wellness Behaviors




Wellness
Trends

Wellness addresses the
psychological, cognitive,
and physical health of
your workforce.




The Case for Wellness

e Promote your EAP/EFAP
e Undertake Health Risk Assessments

e Maintain contact with absent employees and
let them know they’re missed




= \Wellness Behaviors

lllustration 4

= \Wellness Trends

Practical N
Q_

= The Case for Wellness




Module Eight: Review Questions

1. What are the three important wellness behaviors?




Module Eight: Review Questions

2. Wellness should address:
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Module Eight: Review Questions

3. What is a major cause for concern with regard to wellness

in the workplace?




Module Eight: Review Questions

4. The effects of negative stress can:
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Module Eight: Review Questions

5. Examples of wellness benefits in the workplace are:




Module Eight: Review Questions

6. Which statement is TRUE?
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Module Eight: Review Questions

7. What can an employer do with regard to wellness?




Module Eight: Review Questions

8. What can an employee do with regard to wellness?




Module Eight: Review Questions

9. Early intervention may come in the form of:




Module Eight: Review Questions

10. An EFAP should provide:
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is not fair. Get usec




MODULE NINE

Providing Feedback to

Employees

Your employees expect your feedback whether it is a pat on
the back, or time for change.




Feedback Model

Informal feedback

Formal feedback

360-degree performance review




The
Feedback
Sandwich

When offering feedback,
avoid the word “but”
after you make a
comment, especially a
compliment.




Encouraging Growth
and Development

The payoff for you as a manager is that even if
you are giving someone unwanted news, they
will appreciate the way that you deliver it.



* Feedback Model
- |
Practical \Q/_ = The Feedback Sandwich

I"UStratiOn ‘s = Encouraging Growth and

Development




Module Nine: Review Questions

1. When giving feedback, one should:




Module Nine: Review Questions

2. The following is NOT a type of feedback:




Module Nine: Review Questions

3. The 360-degree performance review:




Module Nine: Review Questions

4. The Feedback Sandwich consists of:




Module Nine: Review Questions

5. The following statement reflects the Feedback Sandwich:




Module Nine: Review Questions

6. The following statement is FALSE:




Module Nine: Review Questions

7. When offering feedback you should:




Module Nine: Review Questions

8. The following statement is TRUE:




Module Nine: Review Questions

9. What is the drawback of the Feedback Sandwich?




Module Nine: Review Questions

10. Informal feedback might be:
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MODULE TEN

Disciplining Employees

Despite our best efforts at hiring the right people,
sometimes they do not behave or learn in the way that we
anticipate, and so discipline follows their actions.




The General Discipline

L Process

Act quickly

Clarify the expectations of the
employee’s role

Clearly and consistently document the
steps




The Progressive
Discipline
Process

Whether the issue was
an isolated or lone
incident

The employee’s length
of service with the
company




Having Discipline
Meetings

If they refuse to sign it, that too is a disciplinary
matter that you may have to address.




Following Up

Often the initial
progressive discipline
meetings that you hold
are enough to correct the
unwanted behavior.
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®= The General Discipline Process

lllustration 4

= The Progressive Discipline Process

Practical N
Q_

= Having Discipline Meetings




Module Ten: Review Questions

1. The General Discipline Process involves:
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Module Ten: Review Questions

2. The Clarify step of the GDP is best defined by:




Module Ten: Review Questions

3. The Assist step of the GDP is best defined by:




Module Ten: Review Questions

4. The Act Quickly step of the GDP is best defined by:




Module Ten: Review Questions

5. Progressive Discipline is best defined as:




Module Ten: Review Questions

6. When Managing Incompetence one should:




Module Ten: Review Questions

7. When Managing Misconduct one should:




Module Ten: Review Questions

8. The following is an example of an Aggravating Factor:




Module Ten: Review Questions

9. An example of a Discipline Meeting is:




Module Ten: Review Questions

10. When in a Disciplinary Meeting, one should:
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MODULE ELEVEN

Terminating Employees

Should you find yourself continually trying to modify an
employee’s behavior and unable to get the desired results,

then considering dismissal, or termination, is the logical
next step.




Documenting Events

It is easiest in cases of clear and serious
misconduct or breach of conduct, but even less
serious or cumulative events can lead to

termination.




Making the
Decision

e Am | being hard on this
person unnecessarily?

e How serious were the
infractions or
performance issues
that led to this




Communicating the
Decision

The termination meeting is simply an advanced
stage of progressive discipline, but with very dire
consequences.




= Documenting Events

Practical

= Making the Decision

lllustration

= Communicating the Decision




Module Eleven: Review Questions

1. When in the second stage of the Progressive Disciplinary

Process, one should:




Module Eleven: Review Questions

2. The following statement is FALSE with regard to

documentation:




Module Eleven: Review Questions

3. The following statement is TRUE:




Module Eleven: Review Questions

4. When deciding to terminate an employee, one should:




Module Eleven: Review Questions

5. The following is NOT a question you should ask yourself

before dismissing an employee:




Module Eleven: Review Questions

6. The following Statement is TRUE:




Module Eleven: Review Questions

7. When dismissing an employee, one should:




Module Eleven: Review Questions

8. Why shouldn’t you dismiss an employee on a Friday?




Module Eleven: Review Questions

9. If career transition assistance is provided:




Module Eleven: Review Questions

10. After a termination meeting:




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to understanding Human Resources
Management is well on its way.




Words From the Wise
AL

Success consists of going | cannot believe that the purpose of To know how to do
from failure to failure life is to be happy. | think the purpose something well is to enjoy it.
without loss of enthusiasm. of life is to be useful, to be
responsible, and to be - Pearl Buck
- Winston Churchill compassionate. It is, above all to

matter, to count, to stand for
something, to have made some
difference that you lived at all.

- Leo Rosten
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