
DNYANSAGAR ARTS AND COMMERCE COLLEGE, BALEWADI, PUNE – 45 
 
Subject: Human Resource Practices     Code: 506-C  Class: TY BBA 

 

PROF. ARIFA NASIR  www.dacc.edu.in 
 

UNIT-1 

INTRODUCTION TO STRATEGIC HRM 

WHAT IS STRATEGY? 

The word “strategy” is derived from the Greek word “stratus”; stratus (meaning 

army) and “ago” (meaning leading/moving). 

Strategy can also be defined as knowledge of the goals, the uncertainty of 
events and the need to take into consideration the likely or actual behavior of 
others. Strategy is the blueprint of decisions in an organization that shows its 
objectives and goals, reduces the key policies, and plans for achieving these 
goals, and defines the business the company is to carry on, the type of 
economic and human organization it wants to be, and the contribution it plans 
to make to its shareholders, customers and society at large. 

Features of Strategy 

1. Strategy is Significant because it is not possible to foresee the future. 
Without a perfect foresight, the firms must be ready to deal with the 
uncertain events which constitute the business environment. 

2. Strategy deals with long term developments rather than routine 
operations, i.e. it deals with probability of innovations or new products, 
new methods of productions, or new markets to be developed in future. 

3. Strategy is created to take into account the probable behavior of 
customers and competitors. Strategies dealing with employees will predict 
the employee behavior. 

Strategy is a well defined roadmap of an organization. It defines the overall 
mission, vision and direction of an organization. The objective of a strategy is 
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to maximize an organization’s strengths and to minimize the strengths of the 
competitors. 

Strategy, in short, bridges the gap between “where we are” and “where we 
want to be”. 

COMPONENTS OF A STRATEGY STATEMENT 

The strategy statement of a firm sets the firm’s long-term strategic direction and 

broad policy directions. It gives the firm a clear sense of direction and a 

blueprint for the firm’s activities for the upcoming years. The main constituents 

of a strategic statement are as follows: 

1. Strategic Intent 

An organization’s strategic intent is the purpose that it exists and why it will 

continue to exist, providing it maintains a competitive advantage. Strategic intent 

gives a picture about what an organization must get into immediately in order 

to achieve the company’s vision. It motivates the people. It clarifies the vision 

of the vision of the company. 

Strategic intent helps management to emphasize and concentrate on the 

priorities. Strategic intent is, nothing but, the influencing of an organization’s 

resource potential and core competencies to achieve what at first may seem to 

be unachievable goals in the competitive environment. A well expressed 

strategic intent should guide/steer the development of strategic intent or the 

setting of goals and objectives that require that all of organization’s 

competencies be controlled to maximum value. 
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Strategic intent includes directing organization’s attention on the need of 

winning; inspiring people by telling them that the targets are valuable; 

encouraging individual and team participation as well as contribution; and 

utilizing intent to direct allocation of resources. 

Strategic intent differs from strategic fit in a way that while strategic fit deals 

with harmonizing available resources and potentials to the external environment, 

strategic intent emphasizes on building new resources and potentials so as to 

create and exploit future opportunities. 

2. Mission Statement 

Mission statement is the statement of the role by which an organization intends 

to serve it’s stakeholders. It describes why an organization is operating and 

thus provides a framework within which strategies are formulated. It describes 

what the organization does (i.e., present capabilities), who all it serves (i.e., 

stakeholders) and what makes an organization unique (i.e., reason for 

existence). 

A mission statement differentiates an organization from others by explaining its 

broad scope of activities, its products, and technologies it uses to achieve its 

goals and objectives. It talks about an organization’s present (i.e., “about where 

we are”). For instance, Microsoft’s mission is to help people and businesses 

throughout the world to realize their full potential. Wal-Mart’s mission is “To 

give ordinary folk the chance to buy the same thing as rich people.” Mission 

statements always exist at top level of an organization, but may also be made 

for various organizational levels. Chief executive plays a significant role in 

formulation of mission statement. Once the mission statement is formulated, it 
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serves the organization in long run, but it may become ambiguous with 

organizational growth and innovations. 

In today’s dynamic and competitive environment, mission may need to be 

redefined. However, care must be taken that the redefined mission statement 

should have original fundamentals/components. Mission statement has three 

main components-a statement of mission or vision of the company, a statement 

of the core values that shape the acts and behaviour of the employees, and a 

statement of the goals and objectives. 

Features of a Mission 

a. Mission must be feasible and attainable. It should be possible to 
achieve it. 

b. Mission should be clear enough so that any action can be taken. 

c. It should be inspiring for the management, staff and society at 
large. 

d. It should be precise enough, i.e., it should be neither too broad 
nor too narrow. 

e. It should be unique and distinctive to leave an impact in 
everyone’s mind. 

f. It should be analytical,i.e., it should analyze the key components of 
the strategy. 

g. It should be credible, i.e., all stakeholders should be able to 
believe it. 
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3. Vision 

A vision statement identifies where the organization wants or intends to be in 

future or where it should be to best meet the needs of the stakeholders. It 

describes dreams and aspirations for future. For instance, Microsoft’s vision is 

“to empower people through great software, any time, any place, or any 

device.” Wal-Mart’s vision is to become worldwide leader in retailing. 

A vision is the potential to view things ahead of themselves. It answers the 

question “where we want to be”. It gives us a reminder about what we attempt 

to develop. A vision statement is for the organization and it’s members, unlike 

the mission statement which is for the customers/clients. It contributes in 

effective decision making as well as effective business planning. It incorporates 

a shared understanding about the nature and aim of the organization and 

utilizes this understanding to direct and guide the organization towards a better 

purpose. It describes that on achieving the mission, how the organizational 

future would appear to be. 

An effective vision statement must have following features- 

a. It must be unambiguous. 

b. It must be clear. 

c. It must harmonize with organization’s culture and values. 

d. The dreams and aspirations must be rational/realistic. 

e. Vision statements should be shorter so that they are easier to 
memorize. 
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In order to realize the vision, it must be deeply instilled in the organization, 

being owned and shared by everyone involved in the organization. 

4. Goals and Objectives 

A goal is a desired future state or objective that an organization tries to 

achieve. Goals specify in particular what must be done if an organization is to 

attain mission or vision. Goals make mission more prominent and concrete. 

They co-ordinate and integrate various functional and departmental areas in an 

organization. Well made goals have following features- 

a. These are precise and measurable. 

b. These look after critical and significant issues. 

c. These are realistic and challenging. 

d. These must be achieved within a specific time frame. 

e. These include both financial as well as non-financial components. 

Objectives are defined as goals that organization wants to achieve over a 

period of time. These are the foundation of planning. Policies are developed in 

an organization so as to achieve these objectives. Formulation of objectives is 

the task of top level management. Effective objectives have following features- 

f. These are not single for an organization, but multiple. 

g. Objectives should be both short-term as well as long-term. 
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h. Objectives must respond and react to changes in environment, i.e., 
they must be flexible. 

i. These must be feasible, realistic and operational. 

 

Importance of Vision and Mission Statement 

Some of the benefits of having a vision and mission statement are 

discussed below: 

 Above everything else, vision and mission statements provide unanimity 
of purpose to organizations and imbue the employees with a sense of 
belonging and identity. Indeed, vision and mission statements are 
embodiments of organizational identity and carry the organizations creed 
and motto. For this purpose, they are also called as statements of creed. 

 Vision and mission statements spell out the context in which the 
organization operates and provides the employees with a tone that is to 
be followed in the organizational climate. Since they define the reason for 
existence of the organization, they are indicators of the direction in which 
the organization must move to actualize the goals in the vision and 
mission statements. 

 The vision and mission statements serve as focal points for individuals to 
identify themselves with the organizational processes and to give them a 
sense of direction while at the same time deterring those who do not 
wish to follow them from participating in the organization’s activities. 
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 The vision and mission statements help to translate the objectives of the 
organization into work structures and to assign tasks to the elements in 
the organization that are responsible for actualizing them in practice. 

 To specify the core structure on which the organizational edifice stands 
and to help in the translation of objectives into actionable cost, 
performance, and time related measures. 

 Finally, vision and mission statements provide a philosophy of existence 
to the employees, which is very crucial because as humans, we need 
meaning from the work to do and the vision and mission statements 
provide the necessary meaning for working in a particular organization. 

As can be seen from the above, articulate, coherent, and meaningful vision and 

mission statements go a long way in setting the base performance and 

actionable parameters and embody the spirit of the organization. In other 

words, vision and mission statements are as important as the various identities 

that individuals have in their everyday lives. 

It is for this reason that organizations spend a lot of time in defining their 

vision and mission statements and ensure that they come up with the 

statements that provide meaning instead of being mere sentences that are 

devoid of any meaning. 

STRATEGIC MANAGEMENT  

MEANING 

The strategic management process means defining the organization’s strategy. 

It is also defined as the process by which managers make a choice of a set of 

strategies for the organization that will enable it to achieve better performance. 
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Strategic management is a continuous process that appraises the business and 

industries in which the organization is involved; appraises it’s competitors; and 

fixes goals to meet all the present and future competitor’s and then reassesses 

each strategy. 

 

STRATEGIC MANAGEMENT PROCESS  

 

1.Environmental Scanning- Environmental scanning refers to a process of 

collecting, scrutinizing and providing information for strategic purposes. It helps 

in analyzing the internal and external factors influencing an organization. After 

executing the environmental analysis process, management should evaluate it 

on a continuous basis and strive to improve it. 

 

2. Strategy Formulation- Strategy formulation is the process of deciding best 

course of action for accomplishing organizational objectives and hence 

achieving organizational purpose. After conducting environment scanning, 

managers formulate corporate, business and functional strategies. 

 

3. Strategy Implementation- Strategy implementation implies making the 

strategy work as intended or putting the organization’s chosen strategy into 

action. Strategy implementation includes designing the organization’s structure, 
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distributing resources, developing decision making process, and managing 

human resources. 

 

4. Strategy Evaluation- Strategy evaluation is the final step of strategy 

management process. The key strategy evaluation activities are: appraising 

internal and external factors that are the root of present strategies, measuring 

performance, and taking remedial / corrective actions. Evaluation makes sure 

that the organizational strategy as well as it’s implementation meets the 

organizational objectives. 

These components are steps that are carried, in chronological order, when 

creating a new strategic management plan. Present businesses that have 

already created a strategic management plan will revert to these steps as per 

the situation’s requirement, so as to make essential changes. 

Functional Level Strategy 

Functional level strategies are the actions and goals assigned to various 
departments that support your business level strategy and corporate level 
strategy. These strategies specify the outcomes you want to see achieved from 
the daily operations of specific departments (or functions) of your business. 
Your functional level strategies should reflect the fact that corporate and 
business objectives typically require the involvement of multiple functional areas 
(e.g., HR, production, R&D, etc.). So, continuing with the corporate level 
strategy of increasing market share, your functional level strategy would then 
be: 
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 HR: increase hiring of highly-trained employees 
 Marketing: improve brand identification 
 Production: reduce rejections 

Once these strategies are set, department managers can devise individual 
employee assignments to support the departmental goals. 
 
Key Variables of Functional Level Strategy 

1) Detail 

Your functional level strategy will have the most detail of the three strategy 
types. Of course, you’ll have the specific goals and actionable items for each 
department. But you’ll also have the various metrics through which you gauge 
the success of your team’s actions. 
2) Alignment 

Functional level strategies should always align with the business level strategies 
and corporate level strategies above them. 

For example, if your corporate strategy is to improve market share and your 
business strategy is to improve brand identification, you wouldn’t want one of 
your functional strategies to be for the marketing department to update their 
computer systems. Those goals are out of alignment. 

You’ll ensure your success (and gain the support of high-level management) 
when all three strategy levels are pointed toward the same result. 
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3) Progress 

When trying to measure your progress, it can be easy to include too much 
information and become inundated with data. It’s vital to keep in mind what 
your business level strategies and corporate level strategies are and only 
measure the aspects that help you determine if you’re progressing toward those 
goals. 

4) Existing Resources 

Every functional level strategy that you put in place should utilize the existing 
resources — both equipment and personnel — that each department has to 
offer. 

Put another way, you don’t want to base your marketing department strategy 
on resources they don’t have. Doing so could seriously undermine the broader 
goals above it (at the business and corporate levels). 

5) Integration 

In addition to vertical alignment, functional level strategies should also be 
integrated horizontally within and among departments. 

For example, coordinate purchasing, inventory, and shipping within your 
operations department, and those activities with any new processes in the 
production department. That way, actionable items in one department don’t put 
a speed bump in the actionable items of another department. 



DNYANSAGAR ARTS AND COMMERCE COLLEGE, BALEWADI, PUNE – 45 
 
Subject: Human Resource Practices     Code: 506-C  Class: TY BBA 

 

PROF. ARIFA NASIR  www.dacc.edu.in 
 

Now that you know what functional level strategy is and how it fits into the 
hierarchy of your business, let’s examine specific examples of goals that work 
at this level. 

 

Examples of Functional Level Strategy 

Human Resources 

1) Efficiency 

Reduce hiring and training expense by minimizing employee turnover. 

2) Quality 

Provide extensive training to decrease employee error. 
3) Delivery 

Streamline acquisition and education of talent. 

Marketing 

4) Efficiency 

Maximize cost-effective targeting of advertising campaigns. 
5) Quality 

Provide an accurate assessment of customer product preference. 



DNYANSAGAR ARTS AND COMMERCE COLLEGE, BALEWADI, PUNE – 45 
 
Subject: Human Resource Practices     Code: 506-C  Class: TY BBA 

 

PROF. ARIFA NASIR  www.dacc.edu.in 
 

6) Delivery 

Detect and react to evolving market trends. 

Purchasing 

7) Efficiency 

Negotiate purchase price to provide increased value. 

8) Quality 

Select vendors who are willing to become partners. 

9) Delivery 

Manage deliveries to avoid extensive inventory. 
Operations 

10) Efficiency 

Minimize scrap. 

11) Quality 

Increase high-quality production. 
12) Delivery 

Adapt to the latest production demands with minimal delay. 
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Accounting 

13) Efficiency 

Simplify and automate the process of gathering information. 
14) Quality 

Reduce errors in data provided to other departments. 

15) Delivery 

Provide access to information in real time. 

Research & Development 

16) Efficiency 

Test the feasibility of concepts before producing full-scale prototypes. 

17) Quality 

Design products that integrate customer demands and production capabilities. 

18) Delivery 

Speed up overall innovation using parallel design processes. 
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The Benefits of Functional Level Strategy 

Because functional level strategy is so specific, it is usually more difficult to set 
than your corporate and business strategy. But taking the time to hammer out 
the actionable strategies of each department can help you align your goals 
from the top of your organization all the way down to the individual employees. 
This will help the managers throughout your organization get a better 
understanding of how their departments (and the employees that make them 
up) impact your business and corporate level strategy. And when all the pieces 
of your business are united in achieving a singular goal, success is inevitable. 
 

CHALLENGES FOR STRATEGIC HR 

1. Increase the quality of leadership and management 

This is the major challenge identified in the Kienbaum study. And I fully agree 
that this challenge should have top priority. No organisation will be able to 
navigate the stormy seas of today’s business environment without a highly 
qualified team of executives on deck. In my view, the operational management 
quality in most organisations in developed countries is already quite high. 

The area where I see the highest need for continued development is the 
increase of leadership quality, and particularly the further development of 
strategic leadership skills. It may not surprise you that I consider strategic 
thinking and decision making as key skills for leaders which need to be honed 
on a regular basis. By the way, the need for increased quality of leadership 
and management also includes executives in the HR department. 
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2. Manage the changing business needs for talent and skills 

Companies can only stay successful in a fast-changing business environment, if 
they have a workforce that is in line with market needs and which has the 
right attitudes and skills for agile adaptation to changing business environments. 
The challenge for HR is to acquire the right talent in a fierce competition for 
the brightest brains and to continuously develop the skill-set and commitment of 
employees in a way that advances the growth of the individual and the growth 
of the company at the same time. 

3. Define a forward-looking workforce strategy 

HR, like every other department in a company, is at risk of getting bogged 
down in operational management and losing sight of longer-term strategic goals. 
That can be very risky, as demographic change and the importance of having 
a diverse workforce requires strategic planning and a vision for the workforce 
development that translates into coherent action. 

Interestingly, in the Kienbaum study, respondents from HR ranked diversity 
management very low, which in my view underlines the need for improving 
strategic thinking. Diversity is one of those factors that seems to be very soft 
and without effect on the bottom-line, but which can make a difference in 
corporate culture and productivity. In general, diversity of the workforce in 
regard to age, gender, and ethnic background – if managed strategically – can 
have a positive effect on creativity and productivity. 

4. Foster innovation throughout the organisation 

HR can have a huge influence on how innovative an organisation is. In the 
Hackett study, more than half of the companies surveyed responded that their 
business is driven by innovation. Particularly for them, having a workforce that 
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is able to consistently deliver the innovation required to stay competitive is key. 
HR can have an impact on the innovativeness of company in many ways, e.g. 
by recruiting the right talent, developing innovative skills, and creating a 
corporate culture conducive to innovation through setting the right incentives. 

5. Use data analytics to improve HR-related decisions 

The Hackett report considers data analytics an important area for action by HR, 
and I agree that this is a strategic challenge which offers a huge potential for 
every larger organisation. Interestingly, the use of Big Data in HR ranks very 
low in the list of priorities of respondents in the Kienbaum survey. 

This is understandable, for two reasons: firstly, many people in HR don’t have 
a clue about the potential benefits of using Big Data for strategic HR 
management; secondly, many of those who have looked into it, will have 
noticed a plethora of issues related to the use of data and analytics in HR 
management. These issues include, for example, data privacy concerns, the 
complexity and cost of setting up a data-driven HR analytics system as well as 
the need for HR personnel qualified in the use of data analytics. Nonetheless, 
if an organisation manages to utilise data analytics in HR, it will have 
significant benefits in regard to understanding emerging issues much earlier and 
improving HR strategies and operational decisions. 

Job Description and Job Specification 

Job Analysis is a primary tool to collect job-related data. The process results in 
collecting and recording two data sets including job description and job 
specification. Any job vacancy can not be filled until and unless HR manager 
has these two sets of data. It is necessary to define them accurately in order 
to fit the right person at the right place and at the right time. This helps both 
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employer and employee understand what exactly needs to be delivered and 
how. 

Both job description and job specification are essential parts of job analysis 
information. Writing them clearly and accurately helps organization and workers 
cope with many challenges while onboard. 

 

Though preparing job description and job specification are not legal 
requirements yet play a vital role in getting the desired outcome. These data 
sets help in determining the necessity, worth and scope of a specific job. 

JOB DESCRIPTION 

Job description includes basic job-related data that is useful to advertise a 
specific job and attract a pool of talent. It includes information such as job title, 
job location, reporting to and of employees, job summary, nature and objectives 
of a job, tasks and duties to be performed, working conditions, machines, tools 
and equipments to be used by a prospective worker and hazards involved in it. 
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Purpose of Job Description 

 The main purpose of job description is to collect job-related data in order 
to advertise for a particular job. It helps in attracting, targeting, recruiting 
and selecting the right candidate for the right job. 

 It is done to determine what needs to be delivered in a particular job. It 
clarifies what employees are supposed to do if selected for that particular 
job opening. 

 It gives recruiting staff a clear view what kind of candidate is required by 
a particular department or division to perform a specific task or job. 

 It also clarifies who will report to whom. 

Job Specification 

Also known as employee specifications, a job specification is a written 
statement of educational qualifications, specific qualities, level of experience, 
physical, emotional, technical and communication skills required to perform a 
job, responsibilities involved in a job and other unusual sensory demands. It 
also includes general health, mental health, intelligence, aptitude, memory, 
judgment, leadership skills, emotional ability, adaptability, flexibility, values and 
ethics, manners and creativity, etc. 

Purpose of Job Specification 

 Described on the basis of job description, job specification helps 
candidates analyze whether are eligible to apply for a particular job 
vacancy or not. 
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 It helps recruiting team of an organization understand what level of 
qualifications, qualities and set of characteristics should be present in a 
candidate to make him or her eligible for the job opening. 

 Job Specification gives detailed information about any job including job 
responsibilities, desired technical and physical skills, conversational ability 
and much more. 

 It helps in selecting the most appropriate candidate for a particular job. 

Job description and job specification are two integral parts of job analysis. They 
define a job fully and guide both employer and employee on how to go about 
the whole process of recruitment and selection. Both data sets are extremely 
relevant for creating a right fit between job and talent, evaluate performance 
and analyze training needs and measuring the worth of a particular job. 

WORK SCHEDULING 

MEANING 

Workforce scheduling is defined as the process of establishing the schedules of 
hourly workers to meet the current and future demands in a workplace, such 
as a restaurant, a hospital, or a retail store. It also involves defining schedules 
so that the transition from one shift to the other is seamless and work remains 
uninterrupted. 

In any industry that relies on hourly workers, workforce scheduling forms the 

foundation of smooth business functioning. And this scheduling needs to be 

efficient to take care of last-minute changes such as delays in reporting for the 

job and sudden leave of absence, among other things. But with scheduling 

automation on the rise and the growth in the number of apps available to 
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manage scheduling large workforces, workforce scheduling can be made 

simpler. 

What Is Workforce Scheduling? 

Workforce scheduling entails establishing the schedule of your current hourly 
workforce to manage the predicted amount of work in your business. 

Several factors affect the process of workforce scheduling. These factors include 
increased footfall in the retail or restaurant industry, increased tendency of 
accidents and therefore hospital visits during certain holidays, sudden emergencies 
in manufacturing or construction, and increased requirements in call or contact 
centers. 

Also, employee availability, employee skills, and employee productivity also 
determine the process of scheduling. 

Workforce scheduling is an integral component of workforce management, which 
involves taking into account predicted workloads and then the number of 
resources needed to complete the job. With dynamic industries (as are most 
industries that hire hourly workers), the workload changes frequently, and having 
an automated scheduling process in place to handle these changes is imperative. 
Workforce scheduling has gone way beyond the traditional spreadsheet. The suite 
of workforce scheduling software now available ensures that you, for all practical 
purposes, never have to struggle with planning schedules on spreadsheets again. 

From cross-device functionality to mobility for a cross-country workforce, this 
software can help the struggling manager to streamline workforce scheduling. 
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Industries That Require Workforce Scheduling 

“In 2018, 81.9 million workers age 16 and older in the United States were paid 
at hourly rates, representing 58.5 percent of all wage and salary workers,” says 
a March 2019 Bureau of Labor Statistics (BLS) report. More than half of the U.S. 
workforce is paid at an hourly rate. 
So, there's that much of the workforce to reckon with, optimize for maximum 
productivity, and retain, as unemployment numbers continue to remain low. This 
means that there are more jobs than people to fill them, and turnover in the 
hourly worker industry is high. 
The industries that hire hourly workers and require workforce scheduling are: 

 Retail 
 Healthcare 
 Hospitality 
 Contact centers 
 Manufacturing 
 Construction 
 Transportation and Logistics 

 
 
What Are the Features of Workforce Scheduling Software? 

Workforce scheduling technology and workforce management software have 
evolved to the point where they can automate the operational issues that 
managers face in optimizing workforce management. AI-powered solutions are 
also available to handle large workloads, predict the needs with changing seasons, 
and optimally create schedules for shift workers. In addition, it can also help 
employees take control of their schedules and switch shifts with other employees 
directly in case the need arises. 
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1. Labor forecasting 

 
The first step in any optimized scheduling solution is to predict the amount of 
business demand on a given day. 
AI-powered workforce management software offers insights into the number of 
the workforce required based on real-time and historical data on the trends in 
high-traffic periods and availability of manpower. It then uses this data to predict 
the number of people needed at any given time in a particular industry. 

This simplifies decision-making for managers, who can then use their time for 
more strategic work. 

Any workforce scheduling software should be able to help you plan months in 
advance and allow you to make tweaks in schedules easily. It should also be 
able to send automated notifications to employees about changes in shifts or 
cancellations. Always choose a scheduling software that has cross-device 
functionality, i.e., it serves users on the desktop as well as mobile devices. 
For larger organizations, the solution should be able to help you prepare 
schedules in advance for multiple locations and offer the same functionality of 
shift swap and automated notifications about changes. 

AI is known for personalization, and it can do so even in the case of employee 
schedules, based on the availability and work patterns of employees.  

2. Time tracking 

 
A workforce scheduling software tracks the number of hours an employee is 
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putting into the job. So, you can track overtime and better identify situations that 
result in understaffing or overstaffing. 
This is essential in case overtime or non-adherence to shift worker regulations 
leads to compliance risk. “The full employment economy we are experiencing 
requires a very sound labor management strategy that assures the most optimized 
labor force in perfect alignment with local and national labor laws,” says Sasha 
Poljak, CEO of Nimble Software Systems, Inc (Ximble), a popular employee 
scheduling software, in an interview with HR Technologist.  
3. Shift swapping 

 
The software can give employees visibility into their schedules and help them 
swap with other shift workers should the need arise – for example, in case of 
emergencies. This means there are fewer chances of employees losing pay and 
fewer chances of absenteeism, so the work does not suffer. 
4. Customizable Reports 

 
Any workforce manager who has had to prepare a worker's schedule or a report 
on a spreadsheet will know the relief an automated, customizable report can 
offer. You can choose the metrics you want to identify, such as the number of 
absences per quarter, number of shift swaps by a particular employee in a given 
week, or the pattern of increased footfall at your business in a particular season 
through a good workforce management software. This can help you make better 
scheduling decisions in the future.   
 

How to Optimize Workforce Scheduling 

Optimal workforce scheduling is almost a science. There are far too many 
variables, but the key is to use the technology available to manage these 

variables.  
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1. Assess the demands of the business 

 
Any industry that hires hourly workers knows that everyone does not bring the 
same set of skills to the business. A new crane may be operable only by one 
or two people at the most, or only one or two employees may have the skills 
necessary to handle an unprecedented rush at a restaurant. It is essential to 
keep these employees' skills in mind to schedule their work accordingly. 
Also, keep in mind predicted rush hours, predicted busy seasons, and a backup 
of employees you can mobilize when work gets busy. 

 

2. Assess employee availability and employee trends/patterns 

 
Workforce crunches are real, but they can be dealt with if you keep an eye on 
the trends your employees tend to show. For instance, the number of accidents 
during Thanksgiving tends to increase, and your employees could very well be 
the casualties. 
If some employees tend to have more sick days, then consider that and keep 
backup ready in case they can’t make it. If some employees prefer a day shift 
over a night shift, schedule accordingly to avoid burnout and unnecessary 
absences.   

3. Let the scheduling begin 

 
Once you have considered these two key factors, begin planning and arrive at a 
solution that is best suited for your business. As mentioned earlier, with 
automation, you can experiment with the most optimal schedule and then share 
it with your employees. 
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4. Make the schedule available to employees 

 
Employees should be able to view their schedules for transparency and to be 
able to change or swap them with co-workers if necessary. 
 
Benefits of Workforce Scheduling Automation 

The number of possibilities when planning employee shifts is tremendous. Each 
employee may work a different number of hours a day, there must be a fixed 
duration gap between each shift an employee works, and there could be a lot of 
unforeseen incidents that prevent easy scheduling. 

This is why AI-powered workforce scheduling solutions such 
as ORQUEST and Kronos, and automated workforce scheduling solutions such 
as shift board are here to simplify your life just that little bit. And what are the 
benefits of moving from spreadsheet to specific software? 
 
1. Test different schedule combinations to see which one works the 
best. Because workforce scheduling solutions allow you to set schedules in a 
click, you can spend the time determining what the most optimal schedule will 
be for employees, considering their requirements as well.   

2. Manage costs by optimizing staffing. Don’t just assume you will need more 
people during Halloween. Instead, use an automated scheduler to show you how 
many people you will need. 

3. Define the quality of service you provide to your customers. Optimum 
scheduling defines the quality of service you provide to your customers because 
employees are there on time and at their best to serve your customers. 
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4. Maximize productivity. Automated workforce scheduling reduces overstaffing 
or understaffing, which maximizes productivity and overall costs. 

5. Reduce unnecessary overtime. Most workforce scheduling solutions are armed 
with compliance risk solutions to help you identify issues such as unnecessary 
overtime. 

6. Increase workforce flexibility and reduce burnout. Optimal scheduling enables 
flexibility and thus improves employee satisfaction. Burnout in the hourly workforce 
is high, and this kind of flexibility can reduce it significantly. Workforce scheduling 
solutions can, in fact, help you predict burnout by identifying employee patterns 
such as late logins and increased absences. 
 
7. Enable lower turnover. Any workforce that managed efficiently, and which has 
the freedom to swap shifts and change schedules in emergencies, is more likely 
to stay with a company than one that is haphazardly managed. Al-based 
workforce scheduling solutions can help you manage a tardy workforce and 
predict flight risks and help you prepare for such instances. 
 

Types of work schedules 

Here are some of the most common types of work schedules: 

Full time  

Full-time hours are the traditional work hours most people envision when 
getting a job. Full-time employees often work between 30 to 40 hours 
throughout the week, though the standard is typically 40 hours. It depends on 
a company’s policies and expectations, as the Federal Labor Standards Act 
(FLSA) does not define full or part-time employment. Full-time employees are 
often eligible for company benefits, like health care and paid time off.  
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Example: Monday through Friday from 9 a.m. to 5 p.m. 

 

Part time  

People with part-time jobs usually work fewer than 30 hours per week. Part-
time schedules provide greater flexibility for parents, students and others who 
need it. Work schedules often involve working four-hour shifts each day or 
eight-hour shifts certain days of the week, depending on your individual 
schedule. The downside to part-time jobs is that they do not include benefits 
and often have inconsistent hours.  

Example: Monday through Thursday from 6 a.m. to 10 a.m., and Saturday and 
Sunday from 1 p.m. to 5 p.m. 

Fixed  

Fixed schedules follow a specific timetable regarding hours and days worked 
each week. The details of fixed work hours are agreed upon by the employer 
and employee before the shifts start. Fixed shifts could be for part-time or full-
time schedules. If your work schedule follows a fixed format, you have the 
benefit of consistent, predictable shifts. 

Example: Monday through Friday from 8 a.m. to 5:30 p.m.   

Flexible 

While you are expected to work a certain number of hours on a flexible 
schedule, the details of your work arrangement may vary from week to week. 
In this situation, a manager usually creates schedules just one to two weeks in 
advance based on needs, meaning your shifts can vary from week to week. 
Flexible schedules are common in retail, restaurant and hospitality industries. A 
flexible shift could be useful if you’re a student with a varied schedule.  
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Example: Monday 9. a.m. to 1 p.m., Tuesday 10 a.m. to 2 p.m., Thursday 11 
a.m. to 5 p.m., and Friday 9 a.m. to 3 p.m. 

Rotating  

Having a rotating shift means that your work schedule changes weekly or 
quarterly depending on your employer. These shifts are very common in the 
health care, military and construction fields, and require you to work different 
hours that rotate on a specific timeframe. 

Example: Your hours may include day shifts (7 a.m. to 3 p.m.), swing shifts (1 
p.m. to 9 p.m.) or night and weekend hours. 

Split  

Split shifts divide the hours you work in a day into two separate shifts. Instead 
of having one lunch break in the middle of the day, you have a break of at 
least two hours that separates your shifts. These shifts can be beneficial or 
challenging, depending on your individual circumstances.  

Common careers with split shifts include restaurant servers, who must work 
during busy meal periods, and school bus drivers, who drive children to and 
from school. No matter the career, employers must check with federal, state 
and local laws before implementing split shifts. 

Example: Monday through Friday 10 a.m. to 2 p.m. and then 6 p.m. to 10 
p.m.  

JOB STRESS 
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When is workplace stress too much? 

Stress isn’t always bad. A little bit of stress can help you stay focused, 
energetic, and able to meet new challenges in the workplace. It’s what keeps 
you on your toes during a presentation or alert to prevent accidents or costly 
mistakes. But in today’s hectic world, the workplace too often seems like an 
emotional roller coaster. Long hours, tight deadlines, and ever-increasing 
demands can leave you feeling worried, drained, and overwhelmed. And when 
stress exceeds your ability to cope, it stops being helpful and starts causing 
damage to your mind and body—as well as to your job satisfaction. 

Common causes of workplace stress include: 

 Fear of being laid off 

 More overtime due to staff cutbacks 

 Pressure to perform to meet rising expectations but with no increase in 
job satisfaction 

 Pressure to work at optimum levels—all the time! 

 Lack of control over how you do your work 

Stress at work warning signs 

When you feel overwhelmed at work, you lose confidence and may become 
angry, irritable, or withdrawn. Other signs and symptoms of excessive stress at 
work include: 

 Feeling anxious, irritable, or depressed 

 Apathy, loss of interest in work 
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 Problems sleeping 

 Fatigue 

 Trouble concentrating 

 Muscle tension or headaches 

 Stomach problems 

 Social withdrawal 

 Loss of sex drive 

 Using alcohol or drugs to cope 

 

Tip 1: Beat workplace stress by reaching out 

Sometimes the best stress-reducer is simply sharing your stress with someone 
close to you. The act of talking it out and getting support and sympathy—
especially face-to-face—can be a highly-effective way of blowing off steam and 
regaining your sense of calm. The other person doesn’t have to “fix” your 
problems; they just need to be a good listener. 

Turn to co-workers for support. Having a solid support system at work can 
help buffer you from the negative effects of job stress. Just remember to listen 
to them and offer support when they are in need as well. If you don’t have a 
close friend at work, you can take steps to be more social with your 
coworkers. When you take a break, for example, instead of directing your 
attention to your smartphone, try engaging your colleagues. 
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Lean on your friends and family members. As well as increasing social 
contact at work, having a strong network of supportive friends and family 
members is extremely important to managing stress in all areas of your life. On 
the flip side, the lonelier and more isolated you are, the greater your 
vulnerability to stress. 

Build new satisfying friendships. If you don’t feel that you have anyone to turn 
to—at work or in your free time—it’s never too late to build new friendships. 
Meet new people with common interests by taking a class or joining a club, or 
by volunteering your time. As well as expanding your social network,  helping 
others—especially those who are appreciative—delivers immense pleasure and 
can help significantly reduce stress. 

Tip 2: Support your health with exercise and nutrition 

When you’re overly focused on work, it’s easy to neglect your physical health. 
But when you’re supporting your health with good nutrition and exercise, you’re 
stronger and more resilient to stress. 

Taking care of yourself doesn’t require a total lifestyle overhaul. Even small 
things can lift your mood, increase your energy, and make you feel like you’re 
back in the driver’s seat. 

Make time for regular exercise 

Aerobic exercise—activity that raises your heart rate and makes you sweat—is 
a hugely effective way to lift your mood, increase energy, sharpen focus, and 
relax both the mind and body. Rhythmic movement—such as walking, running, 
dancing, drumming, etc.—is especially soothing for the nervous system. For 
maximum stress relief, try to get at least 30 minutes of activity on most days. 
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If it’s easier to fit into your schedule, break up the activity into two or three 
shorter segments. 

And when stress is mounting at work, try to take a quick break and move 
away from the stressful situation. Take a stroll outside the workplace if 
possible. Physical movement can help you regain your balance. 

Make smart, stress-busting food choices 

Your food choices can have a huge impact on how you feel during the work 
day. Eating small, frequent and healthy meals, for example, can help your body 
maintain an even level of blood sugar. This maintains your energy and focus, 
and prevents mood swings. Low blood sugar, on the other hand, can make you 
feel anxious and irritable, while eating too much can make you lethargic. 

Tip 3: Don’t skimp on sleep 

You may feel like you just don’t have the time get a full night’s sleep. But 
skimping on sleep interferes with your daytime productivity, creativity, problem-
solving skills, and ability to focus. The better rested you are, the better 
equipped you’ll be to tackle your job responsibilities and cope with workplace 
stress. 

Improve the quality of your sleep by making healthy changes to your daytime 
and nightly routines. For example, go to bed and get up at the same time 
every day, even on weekends, be smart about what you eat and drink during 
the day, and make adjustments to your sleep environment. Aim for 8 hours a 
night—the amount of sleep most adults need to operate at their best. 

Turn off screens one hour before bedtime. The light emitted from TV, tablets, 
smartphones, and computers suppresses your body’s production of melatonin 
and can severely disrupt your sleep. 
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Avoid stimulating activity and stressful situations before bedtime such as 
catching up on work. Instead, focus on quiet, soothing activities, such as 
reading or listening to soft music, while keeping lights low. 

Tip 4: Prioritize and organize 

When job and workplace stress threatens to overwhelm you, there are simple, 
practical steps you can take to regain control. 

Time management tips for reducing job stress 

Create a balanced schedule. All work and no play is a recipe for burnout. Try 
to find a balance between work and family life, social activities and solitary 
pursuits, daily responsibilities and downtime. 

Leave earlier in the morning. Even 10-15 minutes can make the difference 
between frantically rushing and having time to ease into your day. If you’re 
always running late, set your clocks and watches fast to give yourself extra 
time and decrease your stress levels. 

Plan regular breaks. Make sure to take short breaks throughout the day to 
take a walk, chat with a friendly face, or practice a relaxation technique. Also 
try to get away from your desk or work station for lunch. It will help you relax 
and recharge and be more, not less, productive. 

Establish healthy boundaries. Many of us feel pressured to be available 24 
hours a day or obliged to keep checking our smartphones for work-related 
messages and updates. But it’s important to maintain periods where you’re not 
working or thinking about work. That may mean not checking emails or taking 
work calls at home in the evening or at weekends. 
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Don’t over-commit yourself. Avoid scheduling things back-to-back or trying to fit 
too much into one day. If you’ve got too much on your plate, distinguish 
between the “shoulds” and the “musts.” Drop tasks that aren’t truly necessary 
to the bottom of the list or eliminate them entirely. 

 

Task management tips for reducing job stress 

Prioritize tasks. Tackle high-priority tasks first. If you have something 
particularly unpleasant to do, get it over with early. The rest of your day will be 
more pleasant as a result. 

Break projects into small steps. If a large project seems overwhelming, focus 
on one manageable step at a time, rather than taking on everything at once. 

Delegate responsibility. You don’t have to do it all yourself. Let go of the 
desire to control every little step. You’ll be letting go of unnecessary stress in 
the process. 

Be willing to compromise. Sometimes, if you and a co-worker or boss can 
both adjust your expectations a little, you’ll be able to find a happy middle 
ground that reduces the stress levels for everyone. 

Tip 5: Break bad habits that contribute to workplace stress 

Many of us make job stress worse with negative thoughts and behavior. If you 
can turn these self-defeating habits around, you’ll find employer-imposed stress 
easier to handle. 
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Resist perfectionism. When you set unrealistic goals for yourself, you’re setting 
yourself up to fall short. Aim to do your best; no one can ask for more than 
that. 

Flip your negative thinking. If you focus on the downside of every situation 
and interaction, you’ll find yourself drained of energy and motivation. Try to 
think positively about your work, avoid negative co-workers, and pat yourself on 
the back about small accomplishments, even if no one else does. 

Don’t try to control the uncontrollable. Many things at work are beyond our 
control, particularly the behaviour of other people. Rather than stressing out 
over them, focus on the things you can control, such as the way you choose 
to react to problems. 

Look for humor in the situation. When used appropriately, humor is a great 
way to relieve stress in the workplace. When you or those around you start 
taking work too seriously, find a way to lighten the mood by sharing a joke or 
funny story. 

Clean up your act. If your desk or work space is a mess, file and throw away 
the clutter; just knowing where everything is can save time and cut stress. 
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UNIT-2  

EXECUTIVE COMPENSATION 

MEANING 

Executive compensation covers employees that include presidents of company, 
chief executive officers (CEOs), chief financial officers (CFOs), vice presidents, 
occasionally directors of the company, and other upper-level managers. These 
high level employees are paid executive compensation. 

What is Executive Compensation? 

Executive compensation is the monetary and non-monetary benefits which are 
given to the senior management & executives of a company. Executive 
compensation includes salaries, perks, incentives, insurances etc. This includes 
high salaries for executive, insurances, company shares & other benefits. 

Senior management plays a pivotal role in building the company's business and 
brand. Thus, organizations look take care of these employees by giving them 
special compensation and benefits. Their salaries & compensation is based not 
only on their experience but also on their profile, qualification etc. 

 

Importance of executive compensation 

It is an important aspect of business and HRM. Senior employees are the ones 
making the strategies, taking importance decisions etc. Thus, it is extremely 
important to keep the senior management motivated. The Executive 
compensation is negotiable between the employer and potential executive. It 
can defy the organizational norms on compensation to regular 
employees. Executive compensation is offered to the chairman, CEOs, board of 
directors etc.  
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Types of Executive Compensation 

There are many different forms of executive compensation that offer a variety 

of tax benefits and performance incentives. Below are the most common forms:  

Cash Compensation – This is the sum of all standard cash salary compensation 

that the executive receives for the year.  

Deferred Compensation – This is compensation that is deferred until a later 

date, typically for tax purposes. However, changes in regulations have lessened 

the popularity of this type of compensation. Examples of deferred compensation 

include pensions, retirement plans etc 

Long-Term Incentive Plans (LTIPs) – Long-term incentive plans encompass all 

compensation that is tied to performance for tax purposes. Current tax laws 

favor pay for performance-type compensation.  

Stock options- An employee stock option (ESO) is commonly viewed as a 

complex call option on the common stock of a company, granted by the 

company to an employee as part of the employee's remuneration package 

Restricted stock- Outright grant of shares that are restricted in transferability 

and are subject to vesting. Once vested, they are economically equivalent to 

outright ownership of stock.  

Retirement Packages – These are packages given to executives after they retire 

from the company. These are important to watch because they can contain so-

called "golden parachutes" for corrupt executives.  



DNYANSAGAR ARTS AND COMMERCE COLLEGE, BALEWADI, PUNE – 45 
 
Subject: Human Resource Practices     Code: 506-C  Class: TY BBA 

 

PROF. ARIFA NASIR  www.dacc.edu.in 
 

Executive Perks – These are various other perks given to executives, including 

the use of a private jet, travel reimbursements and other rewards. 

 

 

WORKING CONDITIONS 

What is the Need for Safety in the Workplace? 

 It is not possible to measure the effects of human casualties. They can 
have grave consequences for employees and their families and friends as 
well.  

 This is why workplace safety and health measures are necessary. They 
are important for the wellbeing of employers and employees alike. The 
feeling of assurance that one has, knowing that he will return safely from 
work is greater than anything else. 

 There are occupational safety and health risks in every company. Factors 
affecting workplace safety include unsafe working conditions and 
environmental hazards. It can also include substance abuse and 
workplace violence. 

 For example, employees working in an IT company may have to work 
with faulty wires or electronics. Whereas in a construction company, 
employees may be exposed to the dangers of operating heavy 
equipment. 

 To combat these risks, employers should create strategies that ensure 
and promote safety in their workplaces. 
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 Employers should also learn the desired aspects of their employees in 
terms of safety and protection. This will help increase productivity and 
the quality of the products and services. 

Benefits of a Safe and Healthy Work Environment - 

 It goes without saying that the safer the work environment, the more 
productive it is. Productive employees are an asset to all companies. For 
instance, productive employees can produce more output in less time, 
reducing operational costs for a company. 

 Workplace safety promotes the wellness of employees and employers 
alike. Better safety equates to better health. Healthier employees do 
tasks more efficiently and they are happier in general. 

 There are very few accidents in a safe working environment. This results 
in less downtime for safety investigations and reduces costs for worker’s 
compensation. This also reduces the time needed for employees to heal 
from injuries. 

 Damage to industrial equipment creates costs for replacement and repair. 
Avoiding workplace injuries and damage to industrial equipment will incur 
fewer expenses and increase profit. 

 If employers are concerned about the safety of their employees, the 
employees are more confident and comfortable in general. 
Also, absenteeism rates drop and employees are more focused on doing 
their tasks. 

 

EMPLOYEE WELFARE  
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Employee welfare means anything done for the comfort and (intellectual or 
social) improvement of the employees, over and above the wages paid. 
In simple words, it means “the efforts to make life worth living for workmen.” It 
includes various services, facilities and amenities provided to employees for 
their betterment. 

 

Objective 

(i) To enhance the level of morale of employees. 
(ii) To create a loyal, contented workforce in organization. 
(iii) To develop a better image of the company in the minds of the employees. 
(iv) To enable the workers to live comfortably and happily. 
(v) To develop efficiency of the workers. 
(vi) To reduce influence of trade unions over the workers. 
(vii) To expose philanthropic and benevolent activities of the company. 
(viii) To make the workers know that the company takes care of them. 
(ix) To develop positive attitude towards job, company and management. 
(x) To reduce tax burden. 
(xi) To develop a feeling of satisfaction of employees with the company. 
(xii) To develop a sense of belonging to the company. 
(xiii) To retain skilled and talented workers. 
(xiv) To develop better human relation. 
(xv) To prevent social evils like drinking, gambling through improvement of 
working conditions, cultural activities and social conditions. 
 

Importance  

Employee welfare work assumes great importance because of the following 
reasons: 
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1. Lack of strong trade union movement – In the absence of strong trade 
unions and effective leaders, welfare work helps the workers in the industry to 
stand on their own feet, think properly and systematically of their interests, 
progress hand in hand and participate in the nation’s development. 
 
2. Poverty – Poverty is one of the main reasons behind the provisions of 
labour welfare activities. Indian workers in majority are poor, and are, therefore, 
unable to provide a healthy living for their families and good education for their 
children. 
 
3. Illiteracy – In India, the number of educated workers is low. Being illiterate, 
they are unable to receive advanced industrial training, understand the 
problems in industries, and understand their own interests and those of nations. 
 
4. Low level of health and nutrition – Due to poverty and illiteracy, the Indian 
workers remain unhealthy and ill fed. This reduces their productivity and 
efficiency. 
 
5. Lack of healthy recreation – Due to lack of healthy recreation, the workers 
indulge in crime and other wrong activities. The employer should provide 
means of healthy recreation in order to maintain their efficiency. 
 
6. Lack of training – The number of trained workers in India is very low. Thus, 
it is necessary to have training facilities for such a vast workforce. 
 

Types of employee welfare 

The meaning of labour welfare may be clearer by listing the activities and 
facilities, which are referred to as welfare measures. A comprehensive list of 
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welfare activities on labour welfare into two broad groups, namely: 
1. Welfare measures inside the work place; and 
2. Welfare measures outside the work place. 

Intra-mural facilities 
Intra-mural activities consist of facilities provided with in thefactories and include 
medical facilities, compensation for accidents, provision of crèches and 
canteens, supply of drinking water, washing and bathing facilities, provision of 
safety measures, activities relating to improving conditions of employment, and 
the like. 
Extra-mural facilities 
Extra-mural activities cover the services and facilities provided outside the 
factory such as housing accommodation, indoor and outdoor recreational 
facilities, amusement and sports, educational facilities for adults and children, 
and the like. 
 

Statutory welfare work - comprising the legal provisions in various pieces of 
labor legislation. 

Voluntary welfare work - includes those activities which are undertaken by 
employers for their voluntary work. Different ways of social security provision in 
India  

•  Social insurance- common fund is established with periodical 
contribution from workers out of which all benefits in terms of cash 
or kind are paid. The employers & state prove major portion of 
finances. Benefits such as PF, group insurance etc are offered.  

•  Social assistance- benefits are offered to persons of small means 
by govt out of its general revenues. E.g.- old age pension 
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INDUSTRIAL ACCIDENTS 

An accident (industrial) is a sudden and unexpected occurrence in the industry 

which interrupts the orderly progress of the work. According to the Factories 

Act, 1948: “It is an occurrence in an industrial establishment causing bodily 

injury to a person who makes him unfit to resume his duties in the next 48 

hours”. 

What Are the Main Causes of Industrial Accidents? 

Environmental Causes of Accidents 

Accidents which occur from environmental causes refer to those workplace 
accidents that happen because of the working environment. The environmental 
factors can be both natural and man-made such as workplace design. Common 
environmental causes of accidents include: 

 Poor lighting – 
Low visibility is a common cause of slips, trips, and falls. 

 Ambient temperature – 
If a workplace is too hot, overheating can occur. If the workplace is too 
cold, frostbite or hypothermia can occur. 

 Air pollution – 
Breathing issues can develop if a workplace has poor ventilation and/or 
air pollution. 

 Sound pollution – 
The sound in a workplace can cause injury to a worker’s hearing. 
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Mechanical Causes of Industrial Accidents 

Mechanical causes of industrial accidents are factors that refer to machine or 
equipment failure or breakdown. Generally, with proper maintenance and safety 
processes in place, these types of accidents are preventable. Common 
mechanical causes of accidents include: 

 Broken or damaged machine –  
Parts can be easily broken or damaged if made of poor-quality metal. 

 Power failure –  
Total or partial power failure can lead to serious injury. 

 Fire or explosion –  
Cooling failure or a small spark can lead to a mechanical fire or 
explosion. 

 Fair wear and tear –  
The older machine, the more wear and tear on the parts which can lead 
to a higher risk of mechanical accident. 

Human Factors That Cause Accidents 

Accidents caused by human factors refers to incidents in which the accident is 
directly attributed to the worker involved in the accident. Common human 
factors that cause industrial accidents include: 

 Poor housekeeping – 
An unkempt work space can lead to slips, trips, and falls. 

 Fatigue – 
When a body is tired, injury is more likely to occur. 

 Overexertion – 
Overexertion injuries are the most common type of workplace injury. 
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 Stress – 
Workers who are stressed are often more distracted and of greater risk 
of injury. 

 Dehydration – 
It is important to consume enough water to ensure you body functions 
properly. 

 Improper Lifting – 
Lower back strains and shoulder injuries are common among workers 
who use improper lifting techniques. 

Tips for the Prevention of Industrial Accidents 

When it comes to industrial accidents, incidents are almost always preventable 
when proper safety measures and employee training are in place. Tips for 
avoiding industrial accidents include: 

 Developing an employee safety plan with feedback from all level 
employees 

 Requiring monthly employee training and promote safety awareness with 
an internal safety committee 

 Focusing on skill development and education of all employees 
 Ensuring supervisors are monitoring and reporting on the progress of all 

safety measures 
 Providing avenue for employees to share safety concerns and ideas for 

improving safety 
 Establishing a planned maintenance schedule for all machines – daily, 

weekly, monthly based on manufacturer suggestion 
 Quickly repairing and addressing all defective or broken machine parts 
 Testing all equipment before use 
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 Creating a regular inspection schedule and put mechanisms in place to 
ensure it is adhered to 

ACCIDENTS REPORTS AND RECORDS 

An accident book is used on construction projects to record details of any 

accidents that occur. This is a requirement of the reporting of injuries, diseases 

and dangerous occurrences regulations (RIDDOR). Companies are legally 

required to have an accident book on sites that have 10 or more employees. 

Details of accidents that must be recorded include: 

• The date and time on which it occurred. 

• The person who was injured. 

• Any witnesses. 

• The type and nature of the injuries sustained. 

• The cause and full circumstances of the accident. 

 

1.  These details should be entered into the accident book by the injured 

person or a colleague as soon after the accident as possible. This forms a 

valuable source of evidence in the event of any legal claims, and can also be 

valuable for employers helping identify systems or processes that need to be 

changed to make them safer. For example, if it is clear from examining the 

accident book that a project has experienced a number of accidents involving 

the movement of vehicles, then the site management team can take steps to 

address that particular issue. 
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2. The Health and Safety Executive (HSE) recommend that all forms of 

accidents are recorded in the accident book, as even small incidents can 

provide a warning of more severe accidents that could happen in the future. 

However, RIDDOR identifies the more serious types of accidents which must be 

reported to HSE as well as being recorded in the book. These include: 

 Any injury that stops an employee doing their normal work for a period 
of 3 days or more. 

 Major injuries such as broken arms, ribs, legs, etc. 
 Fatalities. 
 Disease. 
 Dangerous instance occurring at work such as machinery breaking, 

scaffolding collapsing and any other appliances defecting and causing 
damage. 

3.The information contained in the accident book should be kept in an 

accessible location on site, usually with a nominated person responsible for 

accident reporting. Information contained in the book should be kept 

confidential, and to assist with this, accident books may have removable pages. 

It is a legal requirement that the information in the book is stored safely for a 

period of three years. 
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UNIT-3 

ORGANISATIONAL DEVELOPMENT 

DEFINITION 

Organisational development is a set of behavioral science based theories, 

values, strategies, and technique aimed at the planned change of the 

organisational work setting for the purpose of enhancing individual development 

and improving organisational performance, through the alteration of 

organisational members on the job behaviours. – Porras and Roberston, 1992 

 

“Organisational development is a long term effort of systematic development of 

planned change in an organisation through the utilization of various discipline of 

behavioural science, technologies, research and practice.” 

 

OBJECTIVES 

(1) To increase openness of communication among people. 

(2) To increase commitment, self-direction and self-control. 

(3) To encourage the people who are at the helm of affairs or close to the 

point of actual action to make the decisions regarding their issues through 

collaborative effort. 

(4) To involve the members in the process of analysis and implementation. 
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(5) To encourage confrontation regarding organizational problems with a view to 

arriving at effective decisions. 

(6) To enhance personal enthusiasm and satisfaction levels. 

(7) To increase the level of trust and support among employees. 

(8) To develop strategic solutions to problems with higher frequency. 

(9) To increase the level of individual and group responsibility in planning and 

execution. 

 

FEATURES 

Feature # 1. Attention on the Entire Organisation: 
Organisational development gives attention to the entire organisation to enable 
the environment in the organisation to reinforce the employees to learn 
whatever the programme specifies it. This learning is different from the 
traditional training programme that emphasises a small group or a particular 
job.   
 
Feature # 2. System Oriented: 
Development of organisation is based on system approaches. The various parts 
of an organisation interact in such a way to give momentum for interpersonal 
and intergroup cooperation. The system mainly aims at proper coordination of 
all parts of the organisation for a better performance.  
 
Feature # 3. Action Research: 
This process in organisational development is to do research study of various 
work situations. This method of study is conducted on actual work situations to 
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understand the problematic areas and remedying it accordingly, to improve the 
performance of an organisation. 
 
Feature # 4. Problem Solving: 
Action research provides the data on problems faced while executing the jobs 
and solving them through the practical experience gained over the years. This 
develops an attitude of solving the problems which ultimately leads to self- 
sufficiency. 
 
Feature # 5. Group Process: 
More importance is given to group activities rather than individuals. Thus, it 
focuses on the improvement of group performance. Organisations have 
developed various ways to improve the interpersonal relations, discussion 
between the groups, intergroup functional conflicts, formation of team, etc., so 
as to help develop the capabilities of an individual to have long-lasting personal 
relations and intergroup communication.  
 
Feature # 6. Feedback: 
This is the process by which one understands other’s views on a certain 
subject. The feedback by an individual helps to provide information, on the 
basis of which a decision can be taken. This, in a way, contributes to 
organisational development. For example, the participants are divided into 
separate groups. 
A certain group takes a decision on a given subject, which is passed on to 
other groups to obtain different opinions. Lastly, the members of different 
groups come together for a live discussion; as a sequel to which a consensus 
and final decision are arrived at on the given subject. Needless to mention that 
the total process is entirely based on the feedback, received earlier. 
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Feature # 7. Learning through Experience: 
Organisational behaviour enables an individual to learn through experience. One 
can adopt new behavioural pattern through experience. It is a self-motivated 
process, as it is said,” Experience without learning is more than learning 
without experience.” 
 
Feature # 8. Contingency Oriented: 
Organisational development is basically determined on situation. People develop 
their behavioural concept according to their experience. They are, therefore, 
able to suggest various solutions to a problem and select a suitable one 
according to contingencies. Organisational research has the viability to select 
the correct solution to a problem, since it is flexible to solutions and 
contingencies, compared to any traditional approach for solving the problem.  
 
Feature # 9. Use of Change Agent: 
The organisational development is that, it utilises a change agent (Catalyst) to 
guide the change. The change agents are normally process agents or 
consultants to guide the groups to an effective group process. These process 
agents cannot be termed as the experts to tell the group what to do. 
The role of an agent is to assist the group in solving the problem and the 
group has to solve the same by itself. The change agent integrates four main 
parts of the organisation, viz., people, structure, technology and social system 
for effectiveness of the organisation. 
 

IMPORTANCE 

The importance of OD can be judged from the following advantages: 
(a) It is need to bridge the gap between the existing and required abilities. 
(b) It improves the processes, systems, people and management capabilities. 
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(c) Performance of the organisation as a whole improves. 
(d) The quality and quantity of products improves as per demand of the 
customers. 
(e) The sales and revenue of its products and services go high. 
(f) The profitability of the company goes high. 
(g) The financial position of the company improves. 
(h) The market share of the company improves. 
(i) The company gets competitive advantage over their arch rivals in markets. 
(j) The reputation of the company as a whole improves. 
 
 

 

 

OD PROCESS 

The OD process is complicated and it takes long time to complete the process. 
It takes minimum of one year and sometimes continues indefinitely. There are 
different approaches to OD process but the typical process consists of seven 
steps, viz., initial diagnosis, data collection, data feedback and confrontation, 
action planning and problem solving, team building, intergroup development and 
evaluation and follow-up. 
(1) Initial Diagnosis: 
If executives recognise that there are inadequacies within organisation which 
can be corrected by OD activities, it is necessary to find out the professional 
and competent people within the organisation to plan and execute OD activities. 
If competent people are not available within the organisation the services of the 
outside consultants to help in diagnosing the problem and developing OD 
activities are to be taken. The consultants adopt various methods including 
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interviews, questionnaires, direct observation, analysis of documents and reports 
for diagnosing the problem. 
 
(2) Data Collection: 
Survey method is used to collect the data and information for determining 
organisational climate and identifying the behavioural problems. 
 
(3) Data Feedback and Confrontation: 
Data collected are analysed and reviewed by various work groups formed from 
this purpose in order to mediate in the areas of disagreement or confrontation 
of ideas or opinions and to establish priorities. 
 
(4) Selection and Design of Interventions: 
The interventions are the planned activities that are introduced into the system 
to accomplish desired changes and improvements. At this stage the suitable 
interventions are to be selected and designed. 
 
(5) Implementation of Intervention: 
The selected intervention should be implemented. Intervention may take the 
form of workshops, feedback of data to the participants, group discussions, 
written exercises, on-the-job activities, redesign of control system etc. 
Interventions are to be implemented steadily as the process is not a “one-short, 
quick cure” for organisational malady. But it achieves real and lasting change in 
the attitudes and behaviour of employees. 
 
(6) Action Planning and Problem Solving: 
Groups prepare recommendations and specific action planning to solve the 
specific and identified problems by using data collected. 
 
(7) Team Building: 
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The consultants encourage the employees throughout the process to form into 
groups and teams by explaining the advantages of the teams in the OD 
process, by arranging joint meetings with the managers, subordinates etc. 
 
(8) Inter-Group Development: 
The consultants encourage the intergroup meetings, interaction etc., after the 
formation of groups/teams. 
 
(9) Evaluation and Follow-Up: 
The organisation evaluates the OD programmes, find out their utility, and 
develop the programmes further for correcting the deviations and/or improved 
results. The consultants help the organisation in this respect. 
All the steps in the OD processes should be followed by the organisation in 
order to derive full range of OD benefits. 
 

 

ORGANISATIONAL CULTURE 

Organizational culture is like the genetic makeup of the organization from which 

the organization’s image and brand is created. It embodies the organization’s 

mission, vision, philosophy, values, policies, principles, products, processes, 

market history and historical data. It is not a one-off idea; it is built over time 

and shaped by experiences shared over time. 

 

KEY IDENTITIES 
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Shared Identity 
A good organizational culture creates an identity that connects every individual 
in the organization. This is what binds everyone to the core of the organization. 
It also creates a sense of belonging and inspires a desire to be part of what 
the organization symbolizes (Coca-Cola and its culture of ‘Sharing Happiness’) 

  

Cohesion 
In an organization where there is good and vibrant organizational culture, 
leaders and employees work towards a common goal or objective. No 
department is allowed to stray off course and no person is allowed to work 
contrary to the overall and mission; every project, every process, every idea is 
expected to add to the standing objective or lean towards the achievement of 
the organization’s purpose. 

  

Work-Values Alignment 
The correlation between work and the value system of an organization is an 
important element of cultural identity. A major sign that the culture of an 
organization is relevant can be found in the relationship between the 
organization’s values and the work practices adopted by its employees. In an 
organization where employees view organizational culture as important and 
relevant, they work in line with what the culture dictates; their work processes, 
practices, thought patterns and their response to work reflect the existing 
culture to varying degrees. If employees refuse to acknowledge the culture of 
an organization or are unable to define and articulate what the culture entails, 
there is high tendency for them to work contrary to what is expected or 
demanded by the organization’s leadership. 
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The Work Environment 
An organization’s culture is usually reflected in the kind of work environment 
created by leadership. If the culture promotes communication, team spirit and 
collaboration, it will be reflected in the layout and aesthetic design of the work 
environment (there may be transparent glass barriers separating offices instead 
of the usual walls). Work area may be an open space with the work space of 
each employee nothing but table and chair. If the workplace does not promote 
relationship building or prohibits collaboration, employees will be kept isolated 
from one another as much as possible 

  

Shared Language 
Shared language is not necessarily restricted to the accepted language for 
communication within the organization, it also includes accepted code words, 
technical jargon, acronyms, terminologies, words and phrases (many of which 
are usually unique to the organization while others are unique to the industry). 
In other cases, the language may also refer to the slang used within the local 
environment in which the organization is located. 

 

ORGANISATIONAL ETHICS 

What is Organization Ethics? 

 

The way an organization should respond to external environment refers to 
organization ethics. Organization ethics includes various guidelines and 
principles which decide the way individuals should behave at the workplace. 

It also refers to the code of conduct of the individuals working in a particular 
organization. 
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Core values of organizational ethics 

Ethical behaviour is based on values such as trustworthiness, respect, 
responsibility, caring, fairness and justice, and good citizenship. It also depends 
on the adherence to moral rules Organizational values tell what is important 
and this, in turn, helps in making decisions about right and wrong. Morals are 
the rules for deciding what is good and what is bad. The following are the six 
core ethical values of the organizational ethics which influences the ethical 
behaviour. 

 Trustworthiness – It is the broadest and most complicated of the core 

ethical values. It is a broad value concerned with all the qualities and 

behaviour that makes a person worthy of trust especially integrity, 

honesty, promise keeping, and loyalty. 

 Respect – Respect focuses on the moral obligation to honour the 

essential worth and dignity of the individual. It is expressed in terms of 

positive qualities such as civility, courtesy, dignity, autonomy, tolerance, 

and acceptance. It also involves prohibitions against such conduct as 

violence, humiliation, manipulation, and exploitation etc. 

 Responsibility – It speaks of the moral obligations to be accountable, 

perusal of excellence, and exercising of the self restraint. 

 Fairness and justice – Fairness and justice embodies concern with equity, 

equality, impartiality, proportionality, openness, and due process. 

 Caring – It is the central value relating to sincere and abiding concern for 

the well-being of others. Concepts of charity, kindness, compassion, 

empathy, and sharing are included under caring. 
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 Citizenship – The concept of citizenship includes civic virtues and duties 

that prescribe how the organization ought to behave as part of a 

community. The exercise of good citizenship requires doing one’s share 

to make society work and demonstrating a concern for future generations. 

A good citizen, for example, respects the law, reports crimes, serves on 

juries, votes, pays taxes and protects the environment. 

 

Necessity for organizational ethics 

The following are the ten necessities for an organization to implement 
organizational ethics. 

 To satisfy shareholder expectations 

 To protect the reputation of the organization 

 To build trust with those groups with which the organization works 

 To guard against unethical employees and competitors 

 To establish a working environment that matches the core values 

 To ensure that the organization is an equal opportunity employer 

 To maintain a safe working environment for employees 

 To engage actively with local communities as a partner 

 To maintain high standards of integrity 

 To adhere to the practice of full disclosure on the quality of goods 

and services 
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UNIT-4 

EMPLOYEE GRIEVANCE & DISCIPLINE 
 

MEANING 

Discipline is the regulation and modulation of human activities to produce a 

controlled performance. The real purpose of discipline is quite simple. It is to 

encourage employees to confirm to established standards of job performance 

and to behave sensibly and safely at work. Discipline is essential to all 

organized group action. 
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DEFINITION 

 Discipline should be viewed as a condition within an organisation 
whereby Employees know what is expected of them in terms of the 
organisation’s rules, Standards and policies and what the consequences 
are of infractions.· —Rue & Byars, 1996 

From the above definitions, you can find the following elements: 
 

 The objective is orderly behaviour . 
 Orderly behaviour is a group desire. 
 Orderly behaviour assists the attainment of organisational goals 
 When members behave appropriately as per rules, there is no need for 

disciplinary action. This is self discipline. 
 When some members violate the rules and regulations, punitive actions 

are needed to correct them. 
 Punishment serves two purposes: first, to directly punish an individual for 

an offence and secondly, to set an example for others not to violate the 
rules and regulations. 

According to Richard D. Calhoon, “Discipline is the force that prompts 
individuals or groups to observe rules, regulations, standards and 
procedures deemed necessary for an organization.” 
 
Therefore discipline means securing consistent behaviour in accordance 
with the accepted norms of behaviour. I am sure you will agree that 
discipline is essential in every aspect of life. It is equally essential in 
industrial undertakings. 
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Objectives  
The objectives of discipline are to: 
1. Motivate an employee to comply with the company’s performance 
standards: 
Employee receives discipline after failing to meet some obligation of job. The 
failure could be either directly related to the tasks performed by the employee 
or ignoring rules and regulations that define proper conduct at work. 

2. Maintain respect and trust between the supervisor and employee: 
Discipline if not properly administered can create problems like low morale, 
resentment, and ill-will between the employees. In such case, improvement in 
employee’s behaviour, if any, will be relatively short-lived and the supervisor will 
need to discipline the employee again and again. On the contrary, properly 
administered discipline will not only improve employee behaviour but will also 
minimize future disciplinary problems through good relationship between the 
supervisor and the employee. 
3. Improve the performance of the employee: 
Discipline for poor task performance should not be applied while employees are 
on training or learning the job. Nor should employees be disciplined for 
problems beyond their control, for example, failure to meet output standards 
due to the lack of raw materials. Yes, discipline should be exercised when 
employees are found responsible for unsatisfactory performance. 

4. Increase the morale and working efficiency of the employees. 
 
5. Foster industrial peace which is the very foundation of industrial democracy. 
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NEEDS OR IMPORTANCE OF EMPLOYEE DISCIPLINE  

It is impossible to attain the organizational goal without spiritual involvement of 
disciplined employees. Employees play an important role by adopting the policy, 
rules, guidelines and process set by the organization. If employees maintain the 
discipline, there will be reduction in labor cost as a result of which 
organizational goal can easily be attained as it ensures the appropriate 
utilization of human resource. But, if they don't maintain the discipline, there 
can be conflict between employee-employee, employee-management and the 
situation may be worse with other aspects too. Likewise, problems like 
reduction in productivity, reduction in credibility, low performance level may 
prevail. By adopting discipline, organizational work environment can be 
facilitated. Main benefits of discipline are described as under: 
 
 
 
1. Good work condition: 
Discipline should not be regarded only for lower level staffs. It has to be 
maintained at all levels. All employees and managers must respect and follow 
the guidelines of the discipline. It employees are disciplined, harmonious 
environment can be maintained in the organization. There can be trust, co-
operation and respect among the employees. From this, good work environment 
can be maintained. 
2. Standard job performance: 
Disciplined employees are always aware of their job responsibility and authority. 
They are not involved in unnecessary activities. They initiate to cooperate for 
better performance. They are willing to implement appropriate process and 
ready to abandon useless processes. There will be significant reduction in 
employee's absenteeism. Employees follow self supervisory and self control 
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mechanism. This will progress to optimally utilize resource and enhance work 
speed. As a result, it becomes possible to attain the job performance standard. 
 
3. Follow up of rules and regulation: 
For the attainment of specific objective, all organizations formulate various rules 
and policies. To adopt these policies and directives, discipline is required. For 
this, they make rules, policies and directions for employees too. By following the 
disciplinary guidelines, organization can easily adopt the policy formulated by the 
country. By fulfilling this legal and social obligation, organization can perform its 
activities at no pressure condition from government or concerned authority. 
4.Establishing good relation: 
Discipline can help the organization to maintain good relation with external 

agencies and authorities. Attitude and behavior of disciplined employees can 

easily impress to other organizations and supervisory bodies. By maintaining 

good relationship with government, supplier, buyer, bank and financial 

institution, shareholder, consumer and society, etc. organization can ensure its 

growth, development and prosperity more efficiently and effectively. 

Indiscipline at Workplace: Causes and Preventive 

Measures 

Causes of Indiscipline: 
The following are the common causes of indiscipline: 
1. Lack of Proper Leadership: 
People are to be motivated, inspired and prepared to conform to rules and 
regulations and behave accordingly. This can be effectively done by leaders 
whether it is managerial leadership or union leadership. Ineffective leadership 
leads to indiscipline because they fail to motivate and control the bahaviour of 
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the employees. They cannot seek their cooperation in achieving organisational 
objectives. 

2. Lack of Supervision: 
Lack of proper supervision can create problems. Maintaining discipline and 
controlling the behaviour of the employees and forcing them to follow rules and 
regulations is the supervisory responsibility. Lack of effective supervision will 
promote indiscipline. 

3. Violation of Rights of Employees. 
Employees are human beings. They are treated as human resources. As 
human beings employees have certain rights which should not be violated in 
any case. Some of these rights are, they must be treated with respect, they 
should be allowed to express themselves or raise their voice, right to contribute 
to the best of their abilities, right to justice, right to security of service, right for 
self development etc. If these rights are violated and they are suppressed they 
will feel dissatisfied. Discontent will prevail which will lead to gross indiscipline. 

4. Absence of Grievance Settlement Machinery: 
Grievances of the employees should be redressed quickly at the lowest level 
as far as possible. Settlement should not be postponed. Effective grievance 
settlement machinery should be set up to resolve the disputes otherwise 
indiscipline will result. 

5. Lack of Proper Promotional Policy: 
Every employee has an inspiration to rise. If his claim in promotion is set aside 
and his junior and inefficient is given promotion he feel discontented. This will 
provoke him for revolt and he will behave in indisciplined manner. 
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6. Employer’s Attitude: 
Employers’ attitudes towards their employees are also cause for indiscipline. 
Employers’ have certain obligation to be fulfilled e.g. ensuring safety at 
workplace, healthy conditions, adequate tools and implements, supply of raw 
materials, conforming to rules and regulations, payment of adequate wages and 
salaries etc. The breach of these obligations by the employers will lead to 
indiscipline. 

7. Lack of Communication: 
There must be effective two way communication channel. Especially upward 
communication. Superiors must listen to feelings and opinions of lower level 
staff. Lack of this channel of communication is responsible for employee dissent 
and indiscipline. 

8. Lack of Proper Rules and Regulations: 
The rules and regulations which are impractical and cannot be followed are 
responsible for creating indiscipline among employees. Also the lack of proper 
code of conduct and manual pose problems. 

9. Divide and Rule Policy: 
Managements adopting divide and rule policy also create an atmosphere of 
misunderstanding and chaos keeping the employees divided and killing their 
team spirit. 

10. Bad Working Conditions: 
Bad and intolerable working conditions promote indiscipline among employees 
of the organisation. 
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11. Discrimination: 
Discrimination on the basis of religion, caste, sex, language and other forms of 
favouritism in the matters of placement, transfer recruitment and promotion etc. 
lead to indiscipline among employees. 

12. Other Reasons: 
There are several other reasons responsible for creating indiscipline among 
employees. They include wrong delegation of authority, faulty ways of fixing 
responsibility and host of social and psychological reasons that are responsible 
for indiscipline among employees. The indiscipline results among employees 
interrelated and interwoven internal and external causes. These causes can be 
finished and very well handled by the effective leadership that suits the 
requirements of attainment of organisational goals. 

The leadership must take due care of employee welfare. Employees must also 
not forget their responsibility. They should realize it towards the organisation 
and for their fellows well-being. A two-way effective communication channel 
plays an important and significant role in removing misunderstanding and 
maintaining cordial relationship among and between employees and 
management. 

Preventive Measures 
For disciplining employees certain measures based on principles have to be 
adopted for cordial atmosphere at the workplace. The measures adopted for 
maintaining discipline should be fair, equitable and acceptable both to 
employees and employers. 

The following are some of the measures taken for maintaining discipline at 
the workplace: 
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1. The rules and regulations for maintaining discipline should be framed in 
consultation with the employees’ representatives. 

2. Employees should be given a chance to improve their behaviour. The past 
offences as far as possible be condoned after some time. 

3. Rules should be made known to employees and they should be reminded of 
those rules after regular intervals. 

4. Rules should not be made rigid but they should change with time and 
changes in the working conditions. 

5. There should be uniformity in application of rules. Everybody should be 
treated equally before rules. 

6. Breach of rules by any employee should not be allowed and rules breakers 
should be dealt with firmly. 

7. It should be remembered that the aim of rules is to prevent indiscipline and 
not to cause harassment to the employees. 

8. The offences of grave concern should be dealt with firmly by appointing a 
committee to enquire thoroughly in the matter. The committee should be un-
bias in its dealings. 

9. There must be a provision for appeal and disciplinary action taken should be 
reviewed if required. 

Essential of good Disciplinary System 

Some of the key features of a sound employee disciplinary system are: 
1. Knowledge of Rules 
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The employee must be informed clearly about what constitutes good 

behavior and the rewards that may emanate from it. All instructions 

should be clear and understandable. It is common sense that an 

employee will obey an instruction more readily if he understands it. 

The supervisor himself must know all the rules. He cannot effectively 

communicate with his workers if his own knowledge about rules is half 

baked. In fact, he needs to know more than the barest minimum that 

he wants his workers to know. This reserve of knowledge is essential 

in order to be able to answer several unexpected question from 

workers. In other works, a supervisor’s span of knowledge and 

understanding of rules should be greater than that of his workers. If 

this is not so, the supervisor will lose personal prestige both before his 

supervisors and subordinates. 

2. Prompt Action 

All violations and misconducts-big and small-should be promptly 

inquired into. For example, a supervisor is most unwise to wait until 

lunch break before rebuking a worker for arriving late. Beat the iron 

when it is hot. This is because when the penalty is imposed 

immediately following the violation of a rule the person punished tends 

to identify the punishment with the act he committed. Accordingly, the 

subordinate attempts to avoid the violation in future. This is called the 

“law of effect”. The greater the delay the more one forgets and the 

more one feels that punishment is not deserved. 

3. Fair Action 
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Promptness of disciplinary action at the cost of its fairness is not 

proper. An action in order to be fair must possess the following 

characteristics: 

o All violations-big and small-should be duly punished. A 
violation should not be overlooked or condoned merely 
because it is small otherwise this will give an impression that 
announced rules are meaningless. 

o All individuals-big and small-should receive equal punishment 
for equal indiscipline. If a rule is applied to one individual but 
not to another, the management is bound to be accused of 
favoritism. 

o Discipline should be uniformly enforced at all times. If 
management soft-pedals on taking a disciplinary action when 
there is shortage of labor and toughens its policy when labor 
is plentiful it is acting arbitrarily. Similarly, if the management 
overlooks a wrong on one occasion and punishes it on 
another occasion it is acting inconsistently. Inconsistent 
behavior of management leads to uncertainty in the minds of 
subordinates. They simply do not know where they stand. 

o The alleged violation should be fully inquired into. Making a 
mistake by hastily administering a penalty which on the basis 
of facts collected later on is found to be uncalled for will 
mean a permanent destruction of the morale of the punished 
worker and general loss of face for the supervisor. 

o The employee should always be given an opportunity to 
explain his action. The common law principle that an offender 
is innocent until he is proved guilty beyond doubt should be 
followed. The burden of proving the violation always lies on 
the management. 
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4. Well Defined Procedure 

The procedure to be followed to reach to a penalty decision should be 

carefully laid down. It should include the following steps: 

o The supervisor must assure himself that some violation of the 
rules has taken place. 

o He should state precisely and objectively the nature of the 
alleged violation. 

o He should then proceed to gather full facts about the case 
and maintain proper records. Facts will have to be gathered 
concerning the nature of the event, the participants and the 
surrounding circumstances. Extenuating circumstances such as 
ill-health, family troubles, etc., should be found out. A critical 
analysis should be made of the person’s background such as 
his past service record, length of service, local practice, etc. 
Fact gathering is often a process of fact-sifting. Opinions 
should not be mistaken for facts. The methods used for 
gathering the fact must not smack of spying and statements 
should not be prejudged. 

o After all the facts have been gathered, thought should be 
given to the various types of disciplinary action which can be 
taken in the case in question. It is advisable to prepare three 
separate lists of actions. The first list should include all types 
of disciplinary action to make certain that no possibility is 
overlooked. The second list should classify penalties according 
to rank in order to acquaint the executive with those actions 
which lie within his command and those for which he should 
refer the case to his superiors. The third list should include 
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only those penalties, which the offense in question specifically 
calls for. 

o The appropriateness of a disciplinary action should be decided 
in terms of its effectiveness in correcting the employee. This 
is very important because the purpose of a disciplinary action 
is to mend an employee and not to punish him, to help him 
and not to harm him. 

o The accused employee should have the right to appeal to 
higher authorities. 
 

5. Constructive Handling of Disciplinary Action 

Disciplinary action should be handled in a constructive manner. It 

should be carried out by the immediate line supervisor. This employee 

should be told not only the reasons for the action taken against him 

but also how he can avoid such penalties in future. Disciplinary action 

should be taken in private. By exposing an employee to public ridicule 

the supervisor attacks his dignity and social standing. This may 

produce an opposite effect on the employee. He may react violently or 

may become obstinate to preserve his ego. 

It is most unwise for a supervisor to take a general disciplinary action 

against a group of subordinates. Disciplinary action is a matter for the 

individual. It is the individual who should be held responsible for any 

wrong. A management which takes disciplinary action against a group 

is likely to set off a wave of unrest associated with falling morale and 

even the possibility of wildcat strike. 

After the disciplinary action has been taken the supervisor must 

assume a normal attitude towards the employee. He should revert to 
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his role of a helping hand-as if nothing has happened. This is possible 

only when the supervisor uses an impersonal approach in 

administering a penalty. He should not engage in personal ridicule, 

insult or even criticism. He should avoid getting into an argument. In 

short, he must play the role of a judge enforcing the law with 

impartiality. 

Hot-stove Rule 
Discipline should be imposed without generating resentment. Mc Gregor 

propounded the “red hot stove rule” which says that a sound and effective 

disciplinary system in an organization should have the following characteristics- 

Immediate: Just as when you touch a red hot stove, the burn is immediate, 

similarly the penalty for violation should be immediate/ immediate disciplinary 

action must be taken for violation of rules. 

Consistent: Just as a red hot stove burns everyone in same manner; likewise, 

there should be high consistency in a sound disciplinary system. 

Impersonal: Just as a person is burned because he touches the red hot stove 

and not because of any personal feelings, likewise, impersonality should be 

maintained by refraining from personal or subjective feelings. 

Prior warning and notice: Just as an individual has a warning when he moves 

closer to the stove that he would be burned on touching it, likewise, a sound 

disciplinary system should give advance warning to the employees as to the 

implications of not conforming to the standards of behavior /code of conduct in 

an organization. 

GRIEVANCES 
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A grievance is a sign of employee’s discontent with job and its nature. The 
employee has got certain aspirations and expectations which he thinks must be 
fulfilled by the organisation where he is working. When the organisation fails to 
satisfy the employee needs, he develops a feeling of discontent or 
dissatisfaction. 
According to J.M. Jucius, “A 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”. 
 

Grievance – Features 
On the basis of the above definitions, features of grievance can be listed as 
given below: 
i. Grievance reflects dissatisfaction or discontent experienced by employees. 
ii. It is a sense of injustice to one’s job meted out by the employer. 
iii. It may be expressed or implied. 
iv. It may be verbal or written. 
v. It may be real or imaginary. 
vi. It may be valid and legitimate or may not be so. 
vii. Grievance may arise out of something related to employee’s service 
contract. 
viii. Grievance, not addressed in time, gives rise to discontent, frustration, poor 
morale and low productivity. 
 

Types of Grievance 
Type # 1. Visible Grievances or Hidden Grievances: 
When the grievances are clearly visible to the others is called visible 
grievances. But it is not necessary that all times these are visible then these 
are called hidden one. It is called hidden grievances. 
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Type # 2. Real or Imaginary: 
The grievances may be real or imaginary also. These may be called genuine 
or imaginary too. When a grievance is due to a valid reason and related to the 
terms of employment only. The management or concerned party responsible for 
redressing of grievance is called real, genuine or factual grievance. Second, 
imaginary grievance is that when it is there not for any valid reason. The 
management is not at fault. It is called imaginary only. 
 
Type # 3. Expressed or Implied: 
There may be expressed or implied grievances. When an employee felt the 
grievance and expressed or reports to the management in written or oral forms, 
is called express because it has been made clear. When it is not made clear 
but from the situation it can be inferred or judged that there is a grievance. 
That type of grievance is called implied grievance. 
 
Type # 4. Oral or Written: 
According to the way of expression, the grievances can be oral or written. 
When orally it is reported or expressed then it is called oral grievance. An 
employee makes a written complaint then it becomes written grievance. Entirely 
according to their expression the grievances are classified. 
 
Type # 5. Disguised Grievances: 
Sometime the grievances take place but the employees do not know the 
reasons of grievances. The causes of grievances are unknown. These are 
called disguised grievances. This type of grievances take place due to mental 
pressure or frustration due to other factors and not related to work. 
 
Type # 6. Individual or Group Grievances: 
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The grievances may be related to individual employee or a group of 
employees. In group we may include team, department, etc. When an individual 
is affected then it is called individual grievance. When a group is affected due 
to the grievances and reported then it becomes a group grievance. Other 
factors for formation of types are not considered other than party affected. 
 
Type # 7. Union Grievances: 
The union presents the grievances to the management on behalf of member 
employees then it becomes union grievance. It is presented in the interest of 
everyone in the union and not for individual employee. When the employees 
felt that the terms of employment are violated then union takes the initiative in 
reporting of the grievances. The union presents the case for collective 
agreements in this case. 
 
Type # 8. Policy Grievances: 
When a grievance is related to policy of the company relating to terms of 
employment is called policy grievance. The terms of employment may include 
appointment, training, compensation, promotion and transfer, rewards and 
incentives, bonus, allowances, etc. When these are violated by the 
management and reported by employees’ union then it becomes a policy 
grievance. 

 

Points to be Kept in Mind while Handling a Grievance 
 
The following points are relevant to be kept in mind during handling a 
grievance: 
1. Every grievance must be given due respect and considered important. 
2. A grievance should not be postponed with hope that people will “see the 
light” themselves. 
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3. A grievance should be put in writing. 
4. A relevant facts about a grievance should be gathered by management and 
their proper records should be maintained. 
5. The employee should be given free time off to pursue his grievance. 
6. Management should take a list of all solutions and later evaluate them one 
by one in term of their total effect on the organisation. 
7. Decision once reached should be communicated to the employee and acted 
upon by the management. 
8. Follow-up must be done by the management to determine whether action 
taken by it has favourably changed the employee’s attitude or not. 

 

Causes of Grievances: 
Grievances may occur due to 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, favouritism, nepotism, caste affiliations and regional feelings. 

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

5. Employee relations: 
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. 

GRIEVANCE SOLVING PROCEDURE 

1. Timely Action: 

The first and foremost requisite in grievance handling is to settle them 
immediately as and when they arise. Or say, grievances need to be nipped in 
the bud. Sooner the grievance is settled, lesser will be its effects on 
employees’ performance. This requires the first line supervisors be trained in 
recognizing and handling a grievance properly and promptly. 

2. Accepting the Grievance: 
The supervisor should try to recognize and accept the employee grievance as 
and when it is expressed. It must be noted that acceptance does not 
necessarily mean agreeing with the grievance, it simply shows the willingness 
of the supervisor to look into the complaint objectively and dispassionately to 
deal with the grievance. Evidences suggest that more the supervisor shows his 
or her concern for the employees, lesser is the number of grievances raised by 
the employees. 
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3. Identifying the Problem: 
The grievance expressed by the employee maybe at times simply emotionally, 
over-toned, imaginary or vague. The supervisor, therefore, needs to identify or 
diagnose the problem stated by the employee. 

4. Collecting the Facts: 
Once the problem is identified as a real problem, the supervisor should, then, 
collect all the relevant facts and proofs relating to the grievance. The facts so 
collected need to be separated from the opinions and feelings to avoid 
distortions of the facts. It is useful to maintain the facts for future uses as and 
when these are required. 

5. Analysing the cause of the Grievance: 
Having collected all the facts and figures relating to the grievance, the next 
step involved in the grievance procedure is to establish and analyse the cause 
that led to grievance. The analysis of the cause will involve studying various 
aspects of the grievance such as the employees past history, frequency of the 
occurrence, management practices, union practices, etc.. Identification of the 
cause of the grievance helps the management take corrective measures to 
settle the grievance and also to prevent its recurrence. 

6. Taking Decision: 
In order to take the best decision to handle the grievance, alternative courses 
of actions are worked out. These are, then, evaluated in view of their 
consequences on the aggrieved employee, the union and the management. 
Finally, a decision is taken which is best suited to the given situation in the 
organisation. Such decision should serve as a precedent both within the 
department and the organisation. 

7. Implementing the Decision: 
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The decision, whatsoever taken, must be immediately communicated to the 
employee and also implemented by the competent authority. McGregor’s “Hot- 
stove Rule” should be strictly followed while implementing the decision. The 
decision, thus, implemented should also be reviewed to know whether the 
grievance has been satisfactorily resolved or not. 

 

 

 

 

 

 

 

 

 

UNIT-5 

E-HUMAN RESOURCE 

 

DEFINITION OF E-HRM 

E-HRM has been defined as “a way of implementing HR strategies, policies 

and practices in organizations through a conscious and directed support of 
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and/or with the full use of web-technology-based channels” or more recently, 

and more broadly, as “the planning, implementation, and application of 

information systems for both networking and supporting actors in their shared 

performing of HR activities”. 

E-JOB DESIGN 

Job design is defined as a process of describing a job in terms of its duties 

and responsibilities; the methods to be used in carrying out the job in terms of 

techniques, systems, and procedures; and the relationship that should exist 

between the job holders and their superiors, subordinates, and colleagues. 

Goals of Job Designing: 
Job designing has vital impact on the employees as well as the organization. 
The main goal of designing a job are as follows: 
i. Facilitating the interest of employees towards the job and enhancing their 
satisfaction 
ii. Increasing employee motivation and productivity 
iii. Enhancing employees’ skills by identifying their training needs 
iv. Covering the modern needs of employee participation 
v. Ensuring safer working environment 
vi. Making the communication process clear and effective in the organization 
vii. Improving the quality of working life of employees 
viii. Eliminating the unnecessary levels of supervision, checking, and control 
ix. Establishing high-level standards for customer service 
x. Minimizing cost by reducing wastage. 
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Guidelines for Job Designing: 
The cautious framing of job design ensures that the real objectives of job 
design are achieved. 
 
While designing a job, following key factors should be considered: 
i. Identifying the tasks clearly and forming natural work units 
 
ii. Fixing the responsibility associated with a job clearly 
 
iii. Allowing an appropriate provision for the autonomy of doing a work in the 
job design 
 
iv. Equipping the employees to participate in decision-making 
 
v. Including the details about working environment of a job 
 
vi. Developing interest of employees in their jobs 
 
vii. Presenting the timely feedback to employees on their performance 
viii. Providing timely recognition and sufficient support to employees 
ix. Establishing good relationship and open feedback channels to get effective 
feedback from the employees. 
 

E-Human Resource Planning 

Human resource planning (HRP) is the continuous process of systematic 

planning ahead to achieve optimum use of an organization's most valuable 
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asset—quality employees. Human resources planning ensures the best fit 

between employees and jobs while avoiding manpower shortages or surpluses. 

KEY TAKEAWAYS 

 Human resource planning (HRP) is a strategy used by a company to 
maintain a steady stream of skilled employees while avoiding employee 
shortages or surpluses. 

 Having a good HRP strategy in place can mean productivity and 
profitability for a company. 

 There are four general steps in the HRP process: identifying the current 
supply of employees, determining the future of the workforce, balancing 
between labor supply and demand, and developing plans that support the 
company's goals. 

 

Understanding Human Resource Planning (HRP) 
Human resource planning allows companies to plan ahead so they can 
maintain a steady supply of skilled employees. That's why it is also referred to 
as workforce planning. The process is used to help companies evaluate their 
needs and to plan ahead to meet those needs. 

Human resource planning needs to be flexible enough to meet short-term 
staffing challenges while adapting to changing conditions in the business 
environment over the longer term. HRP starts by assessing and auditing the 
current capacity of human resources. 

Challenges of Human Resource Planning 
The challenges to HRP include forces that are always changing, such as 
employees getting sick, getting promoted, or going on vacation. HRP ensures 
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there is the best fit between workers and jobs, avoiding shortages and 
surpluses in the employee pool. 

To satisfy their objectives, HR managers have to make plans to do the 
following: 

 Find and attract skilled employees. 
 Select, train, and reward the best candidates. 
 Cope with absences and deal with conflicts. 
 Promote employees or let some of them go. 

Investing in HRP is one of the most important decisions a company can make. 
After all, a company is only as good as its employees, and a high level 
of employee engagement can be essential for a company's success. If a 
company has the best employees and the best practices in place, it can mean 
the difference between sluggishness and productivity, helping to lead a 
company to profitability. 

Steps to Human Resource Planning 
There are four general, broad steps involved in the human resource planning 
process. Each step needs to be taken in sequence in order to arrive at the 
end goal, which is to develop a strategy that enables the company to 
successfully find and retain enough qualified employees to meet the company's 
needs. 

Analyzing Labor Supply 
The first step of human resource planning is to identify the company's current 
human resources supply. In this step, the HR department studies the strength 
of the organization based on the number of employees, their skills, 
qualifications, positions, benefits, and performance levels. 
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Forecasting Labor Demand 
The second step requires the company to outline the future of its workforce. 
Here, the HR department can consider certain issues like promotions, 
retirements, layoffs, and transfers—anything that factors into the future needs of 
a company. The HR department can also look at external conditions 
impacting labor demand, such as new technology that might increase or 
decrease the need for workers. 

Balancing Labor Demand With Supply 
The third step in the HRP process is forecasting the employment demand. HR 
creates a gap analysis that lays out specific needs to narrow the supply of the 
company's labor versus future demand. This analysis will often generate a 
series of questions, such as: 

 Should employees learn new skills? 
 Does the company need more managers? 
 Do all employees play to their strengths in their current roles? 

Developing and Implementing a Plan 
 

The answers to questions from the gap analysis help HR determine how to 
proceed, which is the final phase of the HRP process. HR must now take 
practical steps to integrate its plan with the rest of the company. The 
department needs a budget, the ability to implement the plan, and a 
collaborative effort with all departments to execute that plan. 

E-Recruitment & E-Selection 

E-recruitment methods  
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The main purpose of the recruitment process is the generation of an applicant 

pool truly interested in working in organization as a response to a job posting. 

The traditional recruiting methods are: 

 • print media advertising, such as job advertisements and recruitment 

brochures;  

• networking;  

• recruitment agencies. 

 In addition, there are some Internet-based methods, very effective for 

recruiting. These recruitment methods are driven by skills. Employers describe 

their free positions in the skill terms, while applicants provide an extensive 

detail of their skill. On most sites, job seekers can post their resumes and 

browse through listings for free, applying for jobs that interest them. Recruiters 

will need to focus on what applicants have to offer versus their current position 

title. Employers using Internet services must pay to list an opening and 

establish a direct link to their web site.  

1. Organizations may use their own corporate web site as a recruiting tool. In 

this case, the recommended best practices are:  

• Provide information regarding corporate culture to allow applicants to assess 

their own fit with the company.  

• Provide detailed, yet concise descriptions of career opportunities that identify 

upcoming projects and specify the training and development opportunities 

available. Modern career paths are usually more difficult to define than 

traditional vertical trajectories, so it will be important to discern and then 
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communicate how employees advance through the organization. Multiple team 

assignments will allow employees to learn about the organization as a whole, 

while simultaneously developing new and valuable skills. 

 • Create an attractive site that is easy to navigate One of the most important 

elements of recruiting individuals will be the creation of an effective recruitment 

message. During the recruiting process, more information is better. Research 

confirms that applicants perceive organizations as more or less attractive simply 

based on the amount of information they receive during the recruitment 

process. Existing research on recruitment indicates that the particular 

information applicants receive about a potential job opportunity plays an 

important role in determining whether they will apply for an open position. 

2. SIDES – Staffing Industry Data Exchange Standard Staffing Industry Data 

Exchange Standard – SIDES was develop in order o provide a set of standards 

for the exchange of information 1 6 Economy Informatics, 2003 between 

staffing customers, sta ffing suppliers and intermediaries. SIDES consist of a 

suite of XML-based specifications designed to support a full range of staffing 

processes. These standards will enable all participants in the staffing supply 

chain (staffing companies, hiring managers etc.) to exchange information about 

job requisitions, candidates, assignments, time sheets etc. electronically, and 

dramatically reduce the cost and cycle times of data entry and data errors. 

3. E- Work – integrated and HR-XML certified solution for flexible workforce 

management E-work is based on an end-to-end procurement platform for 

sourcing, hiring, mana ging, invoicing, payment and pay rolling the enterprise-

wide contract workforce, named ProSource 
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E-Selection methods  

Usually, it is difficult to decide where recruiting ends and selection begins. The 

main purpose of the selection process is to distinguish individuals on the basis 

of important characteristics. In a changing environment, the speed of the 

selection process becomes important. 

e-Selection is a paperless process where electronic documents and information 

can be quickly disseminated nationwide or worldwide. The most important 

methods for e-recruitment are:  

• electronic resumes 

 • online assessments  

• online interviewing  

• online assessment centres 

 Electronic resumes  

Applicants submit their resume using e ither email or the organization's website. 

With electronic submission, applicants can send their resumes to thousands of 

organizations. More than 2.5 million resumes were already online in January 

2001. For experienced candidates, resumes represent an efficient way to stress 

on cognitive ability, job know ledge, and capacity to work. Resumes that outline 

position accomplishments with quality indicators represent an individual's work 

portfolio. Since past performance is one of the best predictors of future 

performance, resume information that outlines past performance will serve as a 

proxy measure of job knowledge and an applicant's ability to perform similar 
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responsibilities in a new organization. Resumes will also provide education and 

grade point average (GPA) information. GPA represents a measure of cognitive 

ability, being a compound index that captures cognitive ability and motivation. 

Many large organizations, such as Microsoft, request GPA information from 

applicants.  

Online assessment 

 Previously paper-based instruments become web-viewable. Interactive forms 

allow applicants to access a web site, complete and summit their responses. 

Applicant’s responses are scored automatically and applicant profile is 

generated immediately. Online testing allows a company to offer applicants an 

immediate feedback concerning their potential fit with the organization. 

 Online interviewing 

 Most companies evaluate candidates on interviews based. Interviews can be 

designed to measure almost any applicant characteristic. While a structured 

interview measures cognitive ability, a structure interview measures interpersonal 

skills. The technologies used to conducts applicants interviews online are video-

conferencing technology and web cams, which allow for video and audio 

streaming between geographically remote locations 

 

E-COMPENSATION 

• Compensation is the total reward received by an employee in exchange 
for services performed for an organization. It can include both direct pay 
(salary and wages) and indirect pay (benefits programme).  
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• The e-compensation systems are those software packages which are 
bought or developed by companies and are accessible through the 
company’s intranet or over the internet which all the employees would be 
able to reach it through browsers from anywhere (in case of internet). 

• A formal compensation administration program is the basic management 
tool for ensuring that employees are satisfied, that both internal and 
external equity are maintained, and that control is maintained over 
compensation costs. Such a program will help attract top talent, retain 
core employees, and encourage longevity while efficiently using financial 
resources.  

• Establishing an effective compensation administration program requires 
job analysis, job evaluation, and job pricing. Once established, it is 
important to maintain and update the following aspects of the program: 
salary banding, employee classification, salary increases, performance 
appraisals, and longevity increases. 

Procedure of E-compensation 

• Discussion of the objectives of the executive benefit program  
•  Planning the preliminary design  
• Exploring funding and security alternatives  
• Developing a final plan  
•  Analysing and selecting funding vehicles  
• Developing implementation plans and executive plan administration  
•  Storing all the plans and the data into system 

 

Benefits of using E-compensation 
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 Compensation Alerts notify managers when a Compensation Cycle is 
available for their group. When complete, changes are submitted and 
routed for approval  

 Automated Salary proration and eligibility rules further eliminate manual 
intervention  

 View total compensation-related information for direct reports from a 
central location, including salary, cash components, and non-cash items  

 Request or grant base salary increases for employees, which are 
automatically routed for approval, either during targeted review periods or 
on an ad-hoc basis  

 Request or grant a base salary increase for a group of employees, which 
you can optionally track against an approved salary-increase budget  

 Easily set up workflow to automate approval routing  
 Use PeopleSoft's global functionality to ensure that all text, date 

formatting, and data elements are appropriate for multinational operations  
 Conduct business in any of 14 languages, or use Unicode support to 

translate PeopleSoft Enterprise E-Compensation into 200 additional 
languages. 
 

E-HR RECORDS & INFORMATION 

Human resource records refer to the informational documents utilized by an 
organisation to carry out its functions. It represents the memory of organisation. 
The records provide information about the organisation which is maintained in 
tangible form i.e. written, pictorial, charts etc. 

They are therefore tangible evidence of the activities of the organisation. 
Personnel records provide information about the position of HR in the organi-
sation e.g. – records relating to training, performance, absenteeism, wages and 
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salary, labour turnover, productivity, morale surveys, job satisfaction, social 
security, employee welfare etc. Conventionally records are stored in the form of 
papers, cards, files, charts, blue prints etc. But in modern times records are 
stored in C.Ds, video films, audio cassettes etc. 

 

Objectives  

The main objective of record in not storing but to have information for making 
analysis of various problems. Effectively stored records enable better analysis of 
the problems. 

Records serve the following purpose. 
(1) Help managers to identify, prepare and implement training programmes for 
employees and executive development for managers. 

(2) Facilitates in decision making in respect of transfer, promotion, demotion, 
redeployment etc. 

(3) Helps in preparing wage and salary sheets. 

(4) Enables to provide information relating accidents, absenteeism, labour 
turnover, wages and salaries to governmental agencies. 

(5) Facilitates human resource audit. 

(6) Enable research in human relations. 

(7) Provide knowledge about validity of employment tests and interviews. 
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(8) Maintain data in respect of leaves, training, promotion, transfer, layoffs, 
dismissals, expenses incurred on employee benefits etc 

Precautions in Maintaining Records 
The records serve many purposes. The records of personnel’s are to be 
maintained from the date of their induction till the time of their retirement or 
leaving the organisation. According to Jucius Michael certain precautions are 
essential in maintaining the personnel records. 

They are: 
(1) All hiring information for every employee may be kept in a folder. The other 
information concerning the employee such as performance evaluation, 
educational qualifications, training, disciplinary actions, if any, against the 
personnel etc. are placed in the folder. 

(2) Besides folder a card containing important information may be filed in the 
folder enabling the easy availability of the employee record at any point of 
time. 

(3) In some cases, where the number of employees is very large, data 
processing equipment may be used for maintaining records. 

 

Types of Personnel Records 
 

The basic records of personnel’s in industrial enterprises are the following: - 
 
Individual Service Record: 
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This record includes name and address, sex, age, educational qualifications, 
experience, department & section, date of appointment, date of superannuation, 
wage, increment, promotion received, transfer etc. of employee. 

Performance Record: 
Ratings given to each employee on the basis annual performance appraisal is 
included in this record. 

Leave Records: 
It includes the different types of leaves taken by the employees and the leaves 
balance. 

Training Record: 
This includes the training programmes attended by the employees with date 
and time periods. 

Health and safety Records: 
These records include the information about accidents, medical reports, 
insurance records etc 

E-HR REPORT 

The most productive HR teams rely on effective business reporting, but with so 
many staff members at various stages of the employee lifecycle, the 
undertaking may feel daunting. The good news is that HR reporting doesn’t 
have to be cumbersome or time-consuming, especially when you can easily 
generate the reports you need by using an all-in-one human capital 
management (HCM) platform.  

Here are five standard HR reports that will contribute to more effective 
decision-making and a deeper understanding of your workforce: 
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1. Headcount Report 
In a joint SHRM/Globo force study, 47 percent of HR leaders cited employee 
retention and turnover as their top workforce management challenge. Both 
turnover and retention rates can be measured more easily when you have a 
reliable headcount report, which reflects the current employee count after hires, 
terminations, and transfers. With greater clarity about the number of employees 
in each department and function, you can begin to explore the factors that 
impact turnover—and what you can do to improve retention. 

A headcount report is also helpful in illustrating trends in employee movement. 
It allows you to see which departments have lost talent over time and which 
have grown to full capacity. A comprehensive headcount report forms the 
foundation of reports such as the employee census, time and attendance 
reports, and training cost summaries. With real-time headcount data from an 
HCM platform, you can report on: 

 Employee count and turnover by location, department, or function 
 Retention rates across job level or title 
 FTE (full-time equivalent) versus overall employee headcount 

2. Recruiting Report 
When you get recruiting data from an all-in-one HCM platform, you have all 
information about candidates and open positions in one place, helping you save 
time and build a more efficient recruiting process. A recruiting and applicant list 
report gives you a complete picture of hiring activity, showing you: 

 All open and filled positions 
 The number of candidates for each position 
 The average time and cost to hire for each position 
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 Where candidates are in the recruiting process, so no one falls through 
the cracks 

A Capterra survey of HR professionals found that 75 percent rely on software 
to track recruiting activity, and of those, 94 percent say the software has 
improved their hiring process. It can do the same for you, helping you stay 
organized and better equipped to compete for talent. Instead of managing 
recruiting activity with email and spreadsheets, you can generate real-time 
recruiting reports from a centralized database and see exactly where you stand 
in fulfilling your recruitment goals. 

3. Performance Management Report 
Performance management is an important way to align employee action with 
company goals. With clear and easily accessible employee performance 
reporting, you can see your best performers, as well as those who need 
coaching or training. A performance review report not only shows manager 
feedback and ratings, but it can also draw on information from other documents 
that you’ve stored in each employee’s performance profile, such as: 

 Disciplinary records 
 Productivity reports 
 Performance improvement plans. 

Performance management discussions are more fruitful when performance data 
and history are readily accessible. When managers have the necessary 
resources to deliver thoughtful and honest feedback, everyone benefits. HCM 
software compiles and organizes employee performance data in one place, 
giving managers access to performance data and facilitating productive 
performance discussions. 
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4. Compensation Report 
A compensation report is a critical HR report for understanding earnings growth 
over time, as well as employee pay, which may comprise the following:  

 Base salary 
 Overtime 
 Incentives 
 Paid leave  
 Payroll deductions 

Spreadsheets can hold a lot of compensation data, but they’re hard to keep up 
to date. In contrast, a centralized HR platform allows you to easily access real-
time payroll data and generate reports for a range of stakeholders in HR, 
accounting, and company leadership. 

A compensation report doesn’t just deliver accurate earnings information. It can 
also help you stay in compliance with the Affordable Care Act (ACA) and other 
federal regulations. For example, a compensation summary report provides 
details on employee payroll deductions for employer-sponsored health benefits, 
helping you coordinate open enrolment and ongoing benefits administration in 
an efficient and compliant manner. 

5. Diversity Report 
Certain organizations are required by law to conduct diversity reporting 
annually, most commonly in the form of the Equal Employment Opportunity 
report or EEO-1. An all-in-one platform with compliance reporting features can 
help you collect information about employee age, gender, and ethnicity, and 
store it securely. With reliable demographic information about employees, you 
can better understand the makeup of the workforce, and develop HR policies 
and programs that serve employees’ needs. 
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E-HR AUDIT 

Meaning 
HR audit is an important management control device. It is a tool to judge 
organisations performance and effectiveness of HR management. According to 
Dale Yoder, “Personnel audit refers to an examination and evaluation of 
policies, procedures and practices to determine the effectiveness of personnel 
management.” 

Features 
The essential features of HR audit are: 
(1) The measurement and effectiveness HR management’s mission, goals, 
strategies, policies, programmes and activities, and 

(2) To determine the action plan for future in response to the results from such 
measurement. 

According to R.D. Gray, “the primary purpose of audit is to know how the 
various units are functioning and how they have been able to meet the policies 
and guidelines which were agreed upon; and to assist the rest of the 
organization by identifying the gap between objectives and results for the end 
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product of an evaluation should be to formulate plans for corrections or 
adjustments.” 

Objectives 
Objectives of HR Audit: 
(1) To review every aspect of management of HR to determine the 
effectiveness of each programmes in an organisation. 

(2) To seek explanation and information in respect of failure and success of 
HR. 

(3) To evaluate implementation of policies. 

(4) To evaluate the performance of personnel staff and employees. 

(5) To seek priorities, values and goals of management philosophy. 

 

 

Need for Human Resource Audit 
Though there is no legal obligation to have HR audit as in case of financial 
accounts but the managements have realized its need and usefulness. 
Therefore, they have taken up HR audit voluntarily. 

It is done to fulfil the following needs: 
 

(1) The managements of organisations have realized the need for HR audit 
because of powerful influence on motivation of employees at work due to 
participation of employees in decision making. 
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(2) Growth of organisation needs HR audit. Large organisation requires 
continuous feedback for improvement in performance of its employees. 

(3) Mounting pressures from trade unions of employees and their participation 
in formulating employment policy and questioning of managerial competence 
have raised the need for HR audit. 

(4) An effective two-way communication system has also facilitated the need for 
HR audit. 

(5) Many plants are located at large distances. This also made the HR audit 
compulsory. 

(6) The HR audit becomes essential because of delegation of authority and 
decentralization of power. 

Approaches to HR Audit 
 

According to William Werther and Keith Davis, there are five approaches for 
the purpose of evaluation. 

These are briefly outlined as under: 
(1) Comparative Approach: 
Under this approach auditors identify one model company and the results 
obtained of the organisation under audit are compared with it. 

 

(2) Outside Authority Approach: 
In outside authority approach a benchmark is set to compare own results. A 
standard for audit set by outside consultant is used as benchmark. 
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(3) Statistical Approach: 
Under statistical approach the statistical information maintained by the company 
in respect of absenteeism, employee turnover etc. is used as the measures for 
evaluating performance. 

(4) Compliance Approach: 
Under compliance approach the auditors make a review of past actions to 
determine to see whether those activities are in compliance with the legal 
provisions and in accordance with the policies and procedures of the company. 

(5) MBO Approach: 
Under MBO approach specific targets are fixed. The performance is measured 
against these targets. The auditors conduct the survey of actual performance 
and compare with the goals set. 

 

 


