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Preface 
 

A workforce that is well-versed, dynamic, and multifaceted in nature 

contributes to rising organisation. Human resource professionals, 

including business owners, managers, and supervisors, need to be 

up-to-date on the latest practises and have a solid theoretical 

grounding in human resource management strategies to effectively 

handle such a workforce. 

Thus, the content of Human Resource Management has been 

meticulously developed to be both thorough and accessible for 

students and practitioners alike. This book provides an accessible 

and logical discussion of human resource management's 

foundational concepts. 

I am grateful to all the learned people for their constant support and 

motivation in bringing this book. Human resource management's 

foundational ideas are laid forth in this book. 

 

In addition to the theoretical discussion in each chapter, several real-

world examples are included. The book is useful for graduates and 

undergraduates studying HRM. The concept mentioned will 

contribute to improve the quality of students' education.
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Introduction to Human Resource Management 

 
 

Introduction: 

Management of human resources (HRM) involves 

coordinating efforts between a business and its employees to 

achieve mutual objectives. Human resource management, or 

HRM, refers to the facet of management that focuses on the 

administration of workers. By gaining people's full 

commitment, it hopes to get the most out of them. To put it 

simply, it's the science of finding, training, and retaining a 

skilled staff to help a business succeed. 

Human resource management, as defined by Invancevich 

and Glueck, focuses on optimising the contribution of 

employees to business objectives and personal aspirations. It's 

a method of leading employees to perform at their highest levels 

for the benefit of the company. 

Human resource (or personnel) management, in the sense of 

getting things done through people, is an essential part of every 

manager's responsibilities; however, many organisations find it 

advantageous to establish a specialist division to provide an 

expert service dedicated to ensuring that the human resource 

function is carried out efficiently. 

The cliche that "people are our most precious asset" is one 

that no member of the executive team would dare to dispute. 

And yet, many businesses must face the fact that their 

employees will stay. 

● Under valued
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● Under trained 

● Under utilized 

● Poorly motivated, and consequently 

● Perform well below their true capability 

Businesses now must adapt and manage change at a far quicker clip than in 

the past, since the pace of change is unprecedented. Companies of all sizes 

can only hope to meet this issue head-on if they have the proper people in 

place to put their company plan into action. 

 

The labour market for highly qualified professionals is very aggressive and 

costly. Hiring new people might be a hassle for the current personnel. 

Employees need time to learn the ropes and get acclimated to the company's 

culture, as well as to learn about and gain expertise with the company's 

products, processes, and overall operations. 

Human resource management has a different role in businesses of varying 

sizes, missions, functions, complexities, structures, physical product types, 

and attractiveness as employers. The ultimate goal of this role is to "ensure 

that at all times the business is correctly staffed by the right number of people 

with the skills relevant to the business needs," meaning that the company is 

neither overstaffed nor understaffed overall, or in regards to any particular 

discipline or work grade.
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Nature of Human Resource Management: 

Human resource management is the practise of aligning people and 

businesses to achieve mutual objectives. Among the many HRM 

components are: 

• Its presence is universal, since it may be found in any business. 

• Outcomes, not procedures, are prioritised. 

•Among its goals is assisting workers in reaching their full potential. 

• It inspires workers to do their very best for the company. 

• Individuals and teams are crucial to success in the workplace. 

• It aims to improve productivity by assigning employees to specific 

tasks. 

• It aids a company in achieving its long-term objectives by staffing it 

with knowledgeable and driven individuals. 

• It promotes an atmosphere where employees from all levels of the 

company can get along and work together productively. 

• It draws on the fields of psychology, economics, etc., for its insights 

and information. 

Human Resource Management: Scope 

What is within HRM's purview



Human Resource 

Management 

 

 

Personnel Aspect: 

Issues like these fall under the broader umbrella of 

"human resource management," which also includes issues like 

compensation, benefits, incentives, productivity, layoffs, and 

more. 

Welfare Aspect: 

Canteens, creches, rest and lunch rooms, 

accommodation, transportation, medical support, education, 

health and safety, leisure facilities, etc. are all part of this. 

Industrial Relations Aspect: 

Union-management interactions, joint consultation, 

collective bargaining, grievance and disciplinary processes, 

conflict resolution, etc. 

Human Resource Management: Objectives 

The primary goals of HRM are; 

•To aid in the accomplishment of the organization's objectives. 

• To make the most of human resources by using them efficiently and 

helping them grow to their full potential. 

•Keeping people's dignity in mind, that's why. 

• To zero down on and gratify specific client requirements. 

•Individual objectives must be brought into harmony with 

organisational objectives. 

•Employee morale is important to build up and maintain at a healthy 

level. 

• To staff the company with competent people who are inspired to do 
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their best. 

• Maximizing the worker's sense of accomplishment and contentment 

in their position. 

• Improve and sustain fulfilment in one's professional life. 

• To be conscientious about and sensitive to the concerns of others in 

terms of both ethics and social responsibility. 

• Helping workers grow in all facets of their individuality. 

• To better equip the worker to carry out the duties of the position 

already held. 

• To provide workers the tools they need to do business with clarity 

and accuracy. 

• To encourage teamwork, cooperation, and camaraderie among 

members of different groups. 

 

The objectives can be defined under four heads, as 

follows: Societal Objectives: 

Social and ethical considerations informed the development of 

the societal goals, which aim to address the issues and 

opportunities facing modern society. And while they're at it, 

they need to limit the damage to the company that these requests 

may do. Organizations risk being regulated if they don't utilise 

their power in ways that are good for society. Regulations 

enforcing reservation in employment, as well as discrimination, 

safety, and other similar laws, are examples of social constraints 

on human resource choices. 

Organizational Objectives: 
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The goals of the company acknowledge the importance of human resource 

management to its success. Management of human resources is a strategic 

tool that helps businesses achieves their goals. The HR division's only 

purpose is to aid the rest of the company. 

 

Functional Objectives: 

 

The goal of setting functional goals is to ensure that each department 

continues to provide an adequate level of service. The organization's human 

resources strategy should evolve with the needs of the business. The service 

level provided by the department should be adapted to the needs of the 

business it supports. 

 

Personal Objectives: 

 

Individuals are more likely to succeed in their jobs when they have clear 

personal goals that also improve their ability to contribute to the company. If 

you want to keep your staff happy and keep them motivated, you need to help 

them achieve their own goals. Or else productivity and morale will fall, and 

turnover will increase.
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Evolution & Development of HRM: 

Evolution and Development of HR Management 

A major focus of reformers before to 1900 was on 

enhancing people's experience in the workforce. In an effort to 

better their working circumstances, some workers tried to form 

unions or go on strike. Human resource management, on the 

other hand, emerged formally as a distinct business function 

sometime around 1900. Prior to that point, most personnel 

decisions such as hiring, firing, training, and salary adjustments 

were decided at the discretion of individual managers. In 

addition, starting in 1885 with the work of Frederick W. Taylor 

and others, scientific management studies helped management 

find methods to make labour more efficient and less fatiguing, 

hence improving worker productivity. 

 

Specialists in areas like buying and human resources 

became commonplace as companies expanded. Around 1910, 

when businesses multiplied, the first human resources divisions 

were set up. Frank and Lillian Gilbreth, among others, did 

extensive work on the topic of task efficiency and effectiveness. 

Elton Mayo's Hawthorne Studies, undertaken in the mid-1920s, 

examined the effects of group work on the productivity of its 

members. Employee testing and counselling programmes owe 

their existence to the findings of these research. 

Unions flourished in the 1930s because of new 

legislation in the United States protecting workers' rights, such 

as the National Labor Relations Act of 1935. After the labour 

unions gained influence in the 1940s and 1950s, the personnel 
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departments of many companies, particularly those in the 

manufacturing, utility, and transportation sectors, took on more 

responsibility in the areas of collective bargaining and 

union/management relations. Historically, HR was responsible 

for a wide variety of administrative tasks, including payroll and 

retirement recordkeeping, shareholder visit scheduling, school 

connections, and corporate picnic planning. During this time, 

HR was more important inside organisations as a staff function 

supporting operational (line) departments, and line/staff 

concerns began to have a greater impact on HR in subsequent 

decades. 

 

Changes in HR departments were widespread as a 

result of the increased regulatory obligations and limits brought 

about by social legislation in the 1960s and 1970s. Human 

resources departments have to up their game professionally and 

start thinking about the possible legal consequences of their 

actions. Concerns regarding the influence of automation and 

job design on worker productivity has prompted a reevaluation 

of employee engagement and output quality by several 

companies. 

 

As businesses downsized, shuttered operations, and 

reorganised during the 1980s, human resource management 

took on an increasingly important strategic role. Human 

resources departments' main focuses shifted to outplacement 

and retraining of workers. The need to rein in rising health care 

expenses as a result of receiving these benefits became more 

pressing as well. 
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The process of reorganisation persisted throughout the 

'90s. The conventional HR function has begun altering its 

emphasis, according to a research of HR executives 

participating in reengineering the HR management in their 

firms. Future human resource managers will need to take a 

more strategic and proactive approach, as seen in Figure. 

 

 

 

The relevance of factors such as shifting demographics 

and a lack of available personnel with the necessary skills has 

risen. HR departments have had to deal with the challenges and 

opportunities that come with a more diverse workforce as a 

direct result of demographic changes. Human resources (HR) 

outsourcing and computerization of HR administrative 

components, especially in small organisations, have also gained 

attention. Finally, the expansion of employee rights problems 

like drug testing and smoking bans is having an impact on the 

administration of HR functions. 

 

The business world would face problems and Olympic 

competition would culminate in the following developments in 

the 21st century. 

 

• A global society free of borders 
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• Diversity 

 

Informed Authority • Knowledge Based Economy 

 

As a consequence of increased contact between 

individuals of different backgrounds and nationalities, a new 

kind of person has emerged: the global citizen who shares 

values, interests, and connections with people all over the 

world. The borderless world introduces a great deal of 

complexity to the environment, inter-organizational 

interactions, commercial practises, and socio-cultural variety 

due to the release of many factors. 

Managing people effectively is a critical skill for today's HR 

managers. He is tasked for connecting the company and its staff 

in a manner that benefits both parties. He has to care about the 

team, the tasks at hand, and the outcomes he's expected to 

produce. He has to find a way to reconcile his care for others 

with his dedication to his job. Therefore, he has to be able to 

effectively employ both human and non-human resources in 

order to put plans into motion. 
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Figure 2.1: Shifts in HR Management 

The managerial skills of an organisation are put to the 

ultimate test when dealing with human resources. 

• Diverse individuals make up the pool of available 

human resources. They are made up of many distinct people, all 

of whom have distinct personalities defined by their own 

particular patterns of emotional and cognitive reactions to the 

world around them. 

• People's actions may be very varied and convoluted. 

When it comes to things like promises, compliments, and 
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criticism, they may have vastly different responses. Especially 

in a team-based workplace, it is particularly challenging to 

foresee their actions. Their actions are inconsistent and hard to 

anticipate. 

• Modern workers have higher standards of life since 

they are more educated, more skilled, have access to more 

advanced technology, and so on. 

• What each individual gives to the world is entirely up 

to him. Motivated employees provide better results for their 

employers. 

Therefore, it is the manager's responsibility to 

acknowledge that greatness is the product of the efforts of 

particular people rather than of collective efforts. It was PF 

Drucker who noted that "man, of all the resources accessible to 

man, may grow and develop," highlighting the potential of 

human workers. The issue of how to create a working 

environment that encourages employees to be their most 

productive selves remains unsolved. 

Functions of HRM 

Manpower planning: 

The costs associated with insufficient manpower are high. 

 

• When a company has too few workers, it can't take advantage of economies 

of scale and specialisation, which costs money and leads to fewer orders, 

customers, and revenues. 

 

•Modern laws requiring redundancy payouts, consultation, minimum notice 

periods, etc., make it expensive to reduce or remove overstaffing, which is 

inefficient and expensive if it persists. For the most part, having too many 
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employees decreases a company's ability to compete successfully. 

 

Staffing plans need comparing an organization's current and projected 

resources with an analysis of its current and projected demands. Then, the 

necessary actions may be planned to restore equilibrium between supply and 

demand. 

 

As a result, the first step is to take a "satellite picture" of the current workforce 

profile (numbers, skills, ages, flexibility, gender, experience, forecast 

capabilities, character, potential, etc. of existing employees) and then adjust 

this for 1, 3, and 10 years ahead by amendments for normal turnover, planned 

staff movements, retirements, etc, in line with the business plan for the 

respective time frames. 

 

If current plans aren't altered, the consequence should be a succession of 

rudimentary supply scenarios. (As a byproduct of HR management, this 

obviously necessitates a large amount of data gathering, categorization, and 

statistical analysis.) 

 

A personnel manager's ability to foresee future needs is limited, and their 

primary responsibility may instead lie in vetting and revising the rough 

forecasts of other managers. Potential labour demands in the future will 

emerge from: 

 

Market and output projections 

 

• How tasks have changed as a result of technological advancements 

 

• Changes in labour effectiveness as a consequence of education, experience, 

reorganisation, inspiration, etc. 

 

• Shifts in how jobs are typically done (e.g. use of subcontractors or agency 
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staffs, hiving-off tasks, buying in, substitution, etc.) 

 

• Modifications in light of changes in the law, such as the introduction or 

elimination of payroll taxes or the introduction of stricter health and safety 

regulations. 

 

•What's New: New Government Regulations (investment incentives, regional 

or trade grants, etc.) 

 

The result of this "staring into space" should be a "well-thought out" and 

rational staffing demand timetable for a range of future dates that can be 

contrasted with the rough supply schedules. The comparisons will show what 

has to be done to strike a healthy middle ground. 

 

That, in turn, will require further planning of such recruitment, training, 

retraining, labour reductions (early retirement/redundancy), or changes in 

workforce utilisation as will bring supply and demand into equilibrium, and 

not just as a one-time but ongoing workforce planning exercise, the inputs to 

which will need constant varying to reflect 'actual' as opposed to predicted 

experience on the supply side, and changes in production actually achieved, 

as opposed to forecas.
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Recruitment and Selection of Employees: 

Before beginning the search for new employees, you 

should: 

Job analysis is the process of breaking down a position 

into its component parts and writing that information into a job 

description so that hiring managers have a clear picture of the 

skills, experiences, and qualifications they need to succeed. 

•A close examination of the need of recruitment in the 

case of replacement employees (replacement should rarely be 

an automatic process). 

•Bad hires may be very costly since they are essentially 

the same as making a purchase (the pay or salary multiplied by 

the expected number of years of service). It's for this reason that 

some businesses (and certain businesses for specific 

professions) turn to outside specialist consultants to assist with 

the recruiting and selection processes. 

• Similarly, some smaller businesses "head hunt," or 

actively seek out, talented employees from other companies so 

that they may bring their talents and expertise in-house. The 

'cost' of incompetent hiring is high enough that even for routine, 

day-to-day positions, recruiters and hiring managers should 

have enough training to properly evaluate candidates. 

The most common places where people are hired 

are: 

• Publicity and introductions within an organisation (at 

times desirable for morale purposes) 
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• Military professionals (and careers masters at 

schools) 

• The Appointment Boards at Universities 

• Assistance organisations for the jobless 

• Publicizing (often via agents seeking specialised 

positions) or through regional media (e.g. commercial radio) 

In cases where the group prints its own ads, a 

distinctive logo or other trade mark may help draw attention 

quickly; nevertheless, it must take care not to violate any laws 

against discrimination on the basis of race, gender, or other 

characteristics. The number of open positions and the number 

of people to be hired will determine the application process (in-

person interview vs. written application vs. filling out a form). 

 

It is very desired for many positions that candidates 

always fill out a health questionnaire (although this is not 

always detrimental to the applicant's likelihood of getting hired 

since businesses are mandated to employ a proportion of 

handicapped persons). 

In jobs where sanitation concerns are primary, a 

medical check should be required before offer letters are sent to 

ensure that all questions about candidates' health and fitness are 

answered. This is particularly true when the company is 

investing time and money into educating the new hire, as is the 

case with an apprenticeship. 

The interview process may be as short as a five-minute 

"conversation" or as long as several days and can be conducted 
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by a single person (e.g., a supervisor or department manager), 

a panel of interviewers, or a series of interviews with various 

specialists. Although it's likely that one's own judgement 

abilities matter the most, there are methods such as selection 

testing that may help. 

● Aptitudes (particularly useful for school leavers) 

● Attainments 

● General intelligence 

In more senior posts other techniques are: 

● Leaderless groups 

● Command exercises 

● Group problem solving 

(These are only some of the methods often used; professional selecting 

organisations make use of a wide variety of additional methods as well). 

 

Obviously, successful recruiting requires training in interviewing and 

evaluating prospects. The former mostly entails instructing interviewers on 

how to get information from applicants, while the latter teaches them how 

to evaluate them. Rating applicants usually entails assigning points for 

several characteristics including experience, expertise, physical/mental 

capabilities, intellectual levels, motivation, prospective potential, 

leadership qualities, etc. to ensure uniformity (and help verify for that) 

(according to the needs of the post). Incorporating the standard deviation 

of scores into a normal distribution would prevent outlier assessments. 

 

Employee Motivation 

 

Retaining talented employees and motivating them to give their all on 
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the job calls for a constant review of the financial, psychological, and even 

physiological incentives provided by the company. 

 

However, up to half of the gross pay of manual workers is often the 

result of local negotiations, and details (such as which particular hours 

shall be worked) of conditions of service are often more important than the 

basics, which are often determined externally (by national bargaining or 

government minimum wage legislation). For this reason, there is room for 

the deployment of financial and other incentives at the regional and 

municipal levels. 

 

Good personnel policies are necessary since staffing requirements will 

change depending on the productivity of the workers (and on the level of 

industrial peace attained). The latter may be influenced by a variety of 

other elements (such as working conditions, social support, employee 

perks, etc.), but pay and benefits packages must be seen as "fair and right" 

for workers to feel motivated. 

 

Thus, human resource management cares deeply about the results of 

payment and other systems, even if the underlying mechanics are the 

purview of specialists in other fields. 

 

In addition to the well-known shortcomings of monetary compensation 

as a motivator, the changing composition and character of work are 

highlighting the significance of findings from the field of behavioural 

research (e.g. moreservice and professional jobs and far fewer unskilled 

and repetitive production jobs). 

 

The former ask for workers who are more educated, mobile, and multi-

skilled than their economically dependent predecessors and who are more 

likely to be affected by factors such as job satisfaction, engagement, 
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participation, etc. 

 

As a result, HRM should serve as a reference for learning about and 

getting ideas for implementing behavioural science's discoveries. It might 

just be a question of bringing upper-level management up to speed on 

what's being accomplished elsewhere, and of introducing middle managers 

to fresh perspectives on how to optimise job design, organisational 

structure, and employee agency. 

Employee Evaluation 

There are three reasons why it's important for a company to 

regularly conduct a headcount and evaluate employee performance 

in their current positions: 

 

● To increase organisational effectiveness by boosting the 

efficiency of individual contributors (this should happen 

automatically in the hands of competent managers), but 

(about once a year) two crucial inquiries should be made: o 

What changes were implemented to boost productivity last 

year? 

● How can we help him or her do better next year? 

● We need to be able to spot talent already in the organisation 

so that we may promote from within. 

● Organization or to move people into positions more suited 

to their skillsets and professional development. 

 

If there are no hard numbers to go on, this strategy will serve to:  

● Provide a fair means of correlating compensation to 

performance (often this salary performance review takes 

place about three months later and is kept quite separate 

from 1. and 2. but is based on the same assessment). 
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● Employees are reviewed and scored by their immediate 

supervisors and managers, not by the HR department. 

Typically, employees serve as: 

● Advising upper management on the concepts and goals of an 

assessment system and developing one that is tailored to the needs 

of certain companies and contexts. 

● Appropriately designing systems in tandem with managers, 

supervisors, and employee representatives. Getting the help and 

input of the appraisers and the appraised parties. 

 

Help in developing neutral criteria for judging performance, 

such 

 

1. Establishing goals to be attained; 

2. Detailing how to establish measurable goals and get consensus; 

3. A discussion of self-evaluation; 

4. Getting rid of unnecessary steps and complexities. 

 

• Informing the public of the event's goals and laying out the plan 

for using the system for employees. 

 

• Planning and implementing the training for managers and 

supervisors who will be doing the actual evaluations/appraisals. 

Human interaction skills training in addition to technical or 

procedural training. (The major flaw of assessors is a lack of faith 

in their own abilities to deal with cases of poor performance.) 

Keeping an eye on the programme to make sure it doesn't go stale, 

following up on training/job exchange/etc. suggestions, and 

reminding supervisors of their duties. 
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Due to widespread opposition to evaluation/appraisal schemes and 

the persistent desire to weaken or otherwise undermine such 

initiatives, comprehensive periodic assessments of such 

programmes should be considered essential (managers resent the 

time taken if nothing else). 

 

Fundamentally, an assessment / appraisal plan is only a 

formalisation of what is done informally anyhow (for example, if 

there is a vacancy, debate about internal movements and efforts to 

push square pegs into'squarer holes' are both the outcome of casual 

evaluation). The majority of supervisors are in favour of merit pay, 

but it still has to be assessed. When this is part of everyone's regular 

routine, it helps nurture talent, flags those who aren't putting in the 

effort, and motivates those who are putting in the effort. 

 

Relations in the Workplace 

While it's clear that a company should strive to improve its 

interactions with its workforce, precisely what constitutes "good 

industrial relations" remains elusive. 

 

As a result of the interdependence of the following elements, it is 

clear that a successful industrial relations system requires: 

 

a) The workforce (including self-organized groups and official trade 

unions) and their representatives; 

b) Companies (together with their upper-level management and 

official groups like trade and professional organisations); 

c) The law, the government, and its agencies, as well as 

"independent" agencies like the Advisory Conciliation and 



Human Resource 

Management 

 

 

Arbitration Service. 

 

Work can be reduced to managers issuing orders and employees 

carrying them out, but in reality, there is a wide range of "forms" 

that have developed to regulate the conduct of parties (i.e. laws, 

custom and practise, observances, agreements) that makes the 

issuing and receiving of orders anything but straightforward. There 

are now two distinct kinds of "rule" in use: 

 

• "Substantive," including the establishment of minimum wages and 

working conditions; 

 

• "Procedural," which involves deciding how employees should be 

handled and establishing protocols. 

 

Lots of common sense goes into establishing these guidelines, 

including: 

 

• Limitations imposed by the parties' financial, policy, and market 

positions (for example, not all unions have the resources to back 

industrial action, some have policies against striking, some 

businesses are more susceptible to strikes than others, and some 

won't change unless worker demands are met). 

 

First an agreement is reached, and then, as a result of market forces, 

compensation is determined; 

 

• Differences in manufacturing technologies (a strike at a newspaper 

will have an immediate impact, but in shipbuilding the effects may 
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not be felt for months); 

 

• The balance of power within the community, which shifts from 

workers (or unions) to employers (or consumers) in boom and bust 

economic periods, respectively. 

 

Workers and employers in Western-style economies often have 

considerable leeway in formulating their own norms and enforcing 

their own agreements. The term "volunteerism" describes this 

situation. But it doesn't imply the government isn't doing anything 

at all. That's important because: 

 

Minimum wage was established to: 

 • protect the vulnerable; 

• Forbid racial and gender bias; 

• To establish baseline requirements for health, safety, and other 

crucial aspects of service delivery; 

• To limit the likelihood of power play by either side. 

 

Manager of Human Resources Duties 

 

Depending on the company, the human resources manager's role in 

the framework of industrial relations may include any of the 

following seven activities: 

 

Managers should consult someone who is up-to-date on industrial 

law (both legislation and precedents) in order to:  

•responsibilities like not discriminating against people with 
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disabilities, not disclosing employees' "spent" convictions, adhering 

to codes of practise, etc., when it comes to enforcing disciplinary 

measures or making layoff decisions, and determining 

organisational policies (in conjunction with other managers) that 

adhere to legal and moral requirements. 

 

• Represent the company as its official negotiator in both regional 

(inside the plant) and national (with other plants) settings. One way 

to do this is to join a trade group's negotiation team or to serve as 

the group's critic or adviser on policy matters. The agreements 

reached may concern either the substance or the process of the case. 

The personnel director will keep other executives and supervisors 

aware of discussions, even if they have no direct role in them. 

 

• Agreements must be understood in a way that makes sense to the 

people who will be putting them into practise at the appropriate 

organisational level (this can involve a lot of new learning at 

supervisory level and new pay procedures and new recording 

requirements in administration and even the teaching of new 

employment concepts – like stagger systems of work - at 

management level). 

 

• To keep an eye on how well agreements are being upheld 

throughout the company and to draught guidelines to make sure they 

are. An illustration of this would be the procedure for selecting a 

new executive director. 

 

• The wage provided to a new yet experienced hire, taking into 

account any applicable bonuses for previous work, skill, or 

education. 
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• Is it to fix things when they go wrong? When people managers 

operate at a'remote' staff level, they may fix industrial relations 

mistakes committed at the local level without causing any loss of 

dignity (face) at the working level. Things that go wrong at the plant 

level, as well as undesirable modifications, variations of 

comfortable "arrangements" and practises, and unpopular 

interpretation of agreements, may be attributed to "human resource 

management" and the murkiness of its logic. 

 

• To serve as a catalyst (and frequently provide the machinery) for 

the institutionalisation of consultative processes and employee input 

into organisational decision-making. There is no way for a formal 

agreement to cover all possible work-related situations in terms of 

conduct and working environment. In addition, employees will 

desire to be informed about and engaged in the particulars of work 

life the more highly educated they are required to be and the more 

mentally taxing the activity is. Rules for a flexi time system, the 

determination of absenteeism correction, and the content of jobs are 

three examples of the kinds of issues that may be decided solely by 

management in some organisations but a matter for joint 

consultation (not negotiation) in others with a more modern outlook 

and philosophy. The discipline of human resource management 

plays a significant role in the dissemination and development of new 

ideas. 

 

• Maintain personnel records of training, experience, achievements, 

qualifications, awards, and possibly pension and other records; 

generate data of interest to management in regards to workforce 

numbers, costs, skills, etc. as relevant to negotiations (i.e. the cost 

of pay rises or compromise proposals, effect on differentials, and 

possible recruitment/retention consequences of this or whether 

agreement needs to be known instantly). 

Provision of Employee Services 
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Many businesses routinely invest in their workers' emotional and 

physical health as a strategy of retaining valuable personnel and 

recruiting new ones. 

 

This assistance may take numerous shapes, from direct financial aid 

to referring clients to professionals who can help them work through 

personal issues. 

 

Some examples of everyday behaviour are: 

 

• Plans for workers' compensation, extra sick days, and 

consultations with the company doctor; 

•Leave-of-absence plans at times of loss; 

•Retraining of workers who have been wounded, ill, or 

incapacitated, as well as the occasional or permanent transfer to 

lighter duties; 

• The upkeep of disability statistics and registrations (complex legal 

requirements exist in regards to quotas of handicapped employees, 

with a corresponding necessity for "certificates" in cases when 

quotas are not met and recruiting must take place); 

•Allowing employees to take part in extracurricular activities, 

including sports, social events, and hobbies, as well as a wide range 

of work-related events; 

•The availability of dining areas, such as cafeterias and snack bars; 

• Possible help in providing financial and other support to workers 

in need (possible oversight of an employee-managed benevolence 

fund or plan); 

 

•There will be a greater emphasis on providing information guides, 
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•Health and safety legislation that prioritises employee well-being, 

including the provision of first-aid instruction and retirement 

preparation seminars. 

 

When it comes to organisations, health and safety might be located 

everywhere from the HR department to the IT department. Human 

resource management (HRM) is typically in charge of 

administration, training, and education regarding awareness and 

understanding of the law, as well as alerting all levels of 

responsibility regarding new requirements, while "production" or 

"engineering" management takes care of the provision of safe 

systems of work and safe places and machines, etc. 

Employee Education, Training and Development 

Training is the deliberate and methodical imparting of the 

mindset, body of knowledge, and pattern of abilities necessary 

for competent performance of a task or job; development is "the 

growth of the individual in terms of ability, understanding, and 

awareness;" and education is "mind preparation" that takes place 

outside of the actual work environment. 

For any organisation to succeed, all three must be in place. 

● Prepare employees to handle more complex jobs; 

● New and young employees (apprentices, clerks, etc.) 

must be trained in the traditional manner. 

● Improvements in productivity and quality of work 

(etc.); 

● Respect legal mandates (for things like health and 

safety, for example); 

● Educate individuals (orientation programmes, 

retirement seminars, etc.); 
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Adjust as necessary to new technological, legislative, and 

informational requirements. Diagnosing non-traditional demands 

is difficult; it often relies on the managers' gut feelings, their own 

experiences, and the information provided by gaps in service. 

Some places to look for ideas are: 

● Using one's common sense, since it is usually evident 

that employees will need to be prepared for the 

introduction of new machinery, work systems, task 

requirements, and changes in the nature of their jobs; 

● Statistics showing low productivity per worker, 

performance indices, unit prices, etc.; records showing 

high absenteeism, tardiness, illness, etc.; 

● Suggestions from authorities and training groups in 

relevant industries; 

● Managers' and supervisors' sources of motivation and 

creativity; Predictions of future staffing requirements. 

● Ideas sparked by articles in the technical press, 

instructional publications, and anecdotal accounts of 

the work of others; 

● Professional advice given by experts (e.g. education 

and training officers, safety engineers, work-study 

staff and management services personnel). 

 

Training design encompasses considerably more than just the 

creation of courses, and may involve things like: 

● Learning via observing experienced professionals; 

● Getting guidance from more seasoned individuals; 

● Job rotations both within and outside the company, as 
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well as participation in working parties and project 

teams, might lead to unexpected discoveries. 

● Participating in research, report writing, and visiting 

other works or organisations; Taking on scheduled 

reading, or following on from the use of self-teaching 

books and video recordings. 

 

When it comes to group instruction, options outside classroom 

instruction include: 

● Presentations given by seasoned or specialised 

managers; 

● Organizing and participating in conferences and other 

types of meetings where people may talk to one 

another; 

●  Senior staff briefings; 

● Games that simulate real-world scenarios, including 

role-playing activities; 

● The use of media like videos and computers in the 

classroom 

● Exams, quizzes, panel "games," group forums, 

exercises in observation, and inspection and reporting 

based on case studies (and discussions). 

● Cost-effectiveness, the presence of gaps in provision, 

the identification of new requirements, the reordering 

of priorities, and, most importantly, the realisation of 

the training's stated goals are all reasons to conduct an 

evaluation of the training's efficacy. 
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In cases when outcomes can't be quantified, it may be difficult to 

determine the latter. It is up to the discretion of upper 

management to determine how successful an initiative to alter 

attitudes and behaviours, develop leadership skills, encourage 

initiative and set lofty goals has been. While absolute 

confirmation is probably unattainable, managers will no longer 

help in identifying needs, releasing individuals, or aiding with 

training projects until they see positive trends in the evaluations. 

 

Executives' evaluations will factor on whether or not the work 

resulted in the following outcomes: 

 

● Greater productivity, efficiency, and adaptability on 

the part of staff; 

● New hires may become productive and informed more 

quickly than would be possible with experience alone; 

● Enhancing the efficiency with which tools and 

methods of production are used; 

● Reduced redundancy needs (via retraining); 

● Lessening of both individual and property-based 

accident rates; 

● Staff members are now more equipped to handle more 

challenging tasks, and their credentials have increased. 

● Greater organisational commitment from workers, 

together with an increase in their openness to new 

ideas and approaches to problem solving.
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Personnel Policy: 

A company's personnel policy is a "collection of rules 

that outline the method in which the company deals with any 

subject pertaining to human resources or people." An effective 

personnel policy will be in line with standard procedures, 

documented, widely disseminated, and flexible enough to deal 

with unexpected changes. 

The major steps involved in Personnel Policy framing is as 

follows” 

● Identify the need for a policy 

● Information collection 

● Policy Drafting and Review 

● Management Support 

● Implement the Policy 

● Communicate the policy 

Identify the Need for a Policy 

Any company worth its salt will have the rules and 

procedures in place to make the office environment secure, 

well-run, friendly, encouraging, and free of discrimination. 

While this is true, the company may wish to formalise every 

possible deviation from the norm by creating a policy. The 

majority of workers should be considered when creating 

policies, not the minority of outliers. 

As a result, Organization s is reluctant to draught rules 

to cover every possible scenario, leaving limited room for 

management to accommodate the varied demands of its 
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workforce. 

On the other hand, businesses need to have enough procedures 

in place to ensure that workers never feel like they are part of a 

favoritism- and unfairness-free zone.Hence the need analysis 

for a policy is a prerequisite in policy framing. 

It's important to have a plan in place: 

 

• If workers' behaviours show they are unsure of what is expected 

of them (dress codes, email and Internet policies, cell phone use), 

• When help on how to proceed in different scenarios is required 

(standards of conduct, travel expenditures, purchase of company 

merchandise), 

• When necessary for the company's legal protection (consistent 

investigation of charges of harassment, non-discriminatory hiring 

and promotion), 

• To ensure that the business always follows applicable rules and 

regulations (Minimum Wages, Factory Law), 

• To set and enforce uniform guidelines for how to conduct oneself 

at work (including progressive disciplinary measures, safety 

precautions, meal and break times, and smoking policies), and 

• To treat workers fairly and consistently (benefits eligibility, paid 

time off, tuition assistance, bereavement time, jury duty). 

• Organization may also desire to create a policy for a variety of 

other reasons. Keep in mind that bad behaviour on the part of one 

employee is no excuse for implementing a policy that will effect 

everyone on the staff. 

 

Information Collection: 
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When it's clear that a policy is needed, the next step is to figure out 

what the organisation hopes to achieve by drafting the policy in 

question. Organization may want to explain the rationale behind the 

policy change wherever feasible. The policy must include sufficient 

information to clarify the company's stance, but it is unrealistic to 

expect to handle every possible scenario. 

 

Policy Drafting and Review: 

 

Use clear language and straightforward ideas while writing the 

policy based on the gathered data. Talk to the individuals who will 

be affected by the policy the most: those who must read it, those 

who will be responsible for enforcing it, and those who will be 

governed by it. An HR professional has to ask "what if" questions 

to ensure sure a policy addresses all the necessary details as well as 

the most common scenarios that may arise. However, this should 

not consume your thoughts to the point of obsession, since no policy 

can possibly account for every conceivable scenario. 

 

It's recommended to choose a few workers, or a pilot group of 

employees, to study the policy and ask any queries they may have. 

Employees' ability to comprehend and implement the policy is 

strengthened by the comments provided in this evaluation. The 

Policy must then be revised in light of the comments made. 

 

Management Support: 

 

Managers who will be responsible for implementing the Policy 

should read it through. The policy might benefit from their input and 

having them feel like they have a stake in the organisation. 

 



Human Resource 

Management 

 

 

The organisation should have begun this process much sooner, 

maybe even when the need for the policy was first recognised, but 

management support throughout policy implementation is essential. 

Before disseminating a policy to workers, the organisation should 

have its attorney analyse any provisions that may be seen as legally 

binding or contentious, as well as any provisions that could have a 

direct impact on the employees' rights and freedoms (such as 

security measures). Tell the lawyer that the organisation does not 

want the policy to be recast in "legalese." The company wants to 

make sure the policy is legally sound and written. 

 

Implement the Policy: 

 

Distribute and evaluate the new policy either in small groups, 

individually, or in a corporate meeting, taking into account the 

contentiousness of the policy and the ease with which it will be 

comprehended. It's important to offer workers an opportunity to 

voice concerns and ask questions about the policy. 

In all cases, the policy should be written out on one page of paper, 

with the employee's signature appearing on a separate sheet. 

Employees may acknowledge receipt and comprehension of the 

policy, while also receiving a copy to keep on file. 

 

Communication of Policy: 

 

If the Organization has a handbook for its employees, it should 

incorporate the Policy. Moreover, Organization may choose to 

include the policy into the New Employee Orientation programme. 

Some businesses save their rules in a dedicated policy folder on the 

shared drive of their intranet. Likewise, the company should 

probably keep track of the dates of the rules they've replaced. The 

company may require them in the future for legal or other purposes. 
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Record-keeping: 

 

Employee recordkeeping is the foundational function of human 

resources. Employee data is recorded, stored, and retrieved for use 

in various contexts. Application forms, health records, employment 

history (positions held, promotions, transfers, and layoffs), seniority 

lists, wages and hours worked, absenteeism, turnover, and tardiness 

are all examples of employee data that must be kept on file. 

Maintaining accurate and up-to-date employee files is crucial for a 

variety of human resources tasks. The interest of workers in their 

own personnel files is at an all-time high. They are curious in the 

contents, the reasoning behind specific claims, and any changes 

made to the relevant documents. 

 

The following may be gleaned from employee files: 

 

1. A repository of complete and current data on the company's 

staff. 

2. Second, a tool for determining the best course of action in 

relation to an employee, often by drawing parallels to the 

performance of other workers. 

3. Third, it may be used as a reference when looking to hire 

new staff by demonstrating average salary ranges for 

similar positions. 

4. A record of disciplinary actions taken in the past against 

workers. 

5. The foundation for data used to audit and direct HR 

practises. 

6. The ability to fulfil certain legal obligations 
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Every worker at the firm has three different sets of records kept by 

the company. Each employee is given their own file in the 

company's system. The Human Resources department is responsible 

for creating, maintaining, and protecting these personnel files, 

which may include sensitive information. The employment 

application, a family emergency contact form, a record of any 

disciplinary actions taken, the applicant's resume, the applicant's 

signature on a copy of the company's handbook and an 

acknowledgment that employment is at-will, the applicant's most 

up-to-date personal information, and a list of references are all 

standard documents to be included in a personnel file. Although not 

all personnel files will have the same contents, they will share many 

commonalities. 

 

Payroll records are also kept, which include information on previous 

positions held, departments worked in, salary adjustments, and 

more. 

There is also a medical record for each employee. Only authorised 

personnel from Human Resources and the employee themselves will 

have access to the information included in the employee's medical 

file. The privacy and security of patients' medical records are 

prioritised. 

 

Summary: 

 

Human resource management (HRM) is a systematic strategy to 

securing, inspiring, and growing a company's most valuable asset: 

its people. It's an area of expertise focused on defining the right kind 

of company culture and implementing initiatives that uphold the 

business's guiding principles. 
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Human resource management is forward-thinking rather than 

backward-looking, meaning it anticipates and acts on future 

requirements rather than waiting to be informed how to handle 

issues like staffing, compensation, and training when they develop 

or issues with employees. Manpower planning, selection, 

performance assessment, wage administration, training, and 

management development are all typical activities of personnel 

managers that will be included into HRM's application 

methodologies. Special programmes will be implemented on top of 

these to boost communication, participation, and production. 

Human resource management, in its broadest sense, may be 

understood in three ways. Employees are an organization's most 

important resource, therefore it makes sense to devote resources to 

helping them grow professionally. Second, they cannot be handled 

like material assets since they are human resources, which have 

unique qualities. Humanizing the workplace and introducing human 

values are important to this strategy. And last, human resources 

doesn't only care about workers as people; it also considers the 

organization's social reality, its units, and its procedures. These 

include the individual's position or job within the organisation, the 

dyadic unit (comprised of the individual and his/her supervisor), the 

teams in which they participate, the procedures between teams, and 

the organisation as a whole. 

 

Human resource management, or HRM, is concerned with 

enhancing the quality of employees, who are the organization's most 

important asset since they are the creators, distributors, and 

consumers of all goods and services. HRM is unquestionably a 

development of the traditional method and mindset. However, it 

goes far beyond its predecessors—human resource management and 

psych. When compared to training and development, HRM is 

broader and more in-depth. It takes a holistic, interdisciplinary 

approach to the problem from the ground up. Basically, it's a 

methodical approach to making sure everyone in an organisation has 

the tools they need to succeed in their jobs, both now and in the 
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future, so that the business can meet its objectives and the workers' 

wants and needs are adequately satisfied. 

 

Human resource management (HRM) uses the assembly line 

paradigm to oversee employees. To achieve high levels of 

dedication to the company's strategic objectives, the HRM model is 

defined as employee-oriented, with a focus on the maximising of 

individual abilities and motivation via interaction with the 

workforce. It's a valuable asset that should be put to good use. It's 

an excellent investment opportunity. Human resource management 

(HRM) is concerned with both the organisational structure of work 

and all the employment practises necessary to carry out the task. 

Human resource management (HRM) encompasses more than just 

human resources (HR) or "people practises" (PPS). When managing 

people, it's important to consider both their individual and group 

needs. As its name suggests, conventional personnel management is 

not strategic; it is independent of the company; it is reactive; it is not 

long-term; and it is restricted in scope since it deals mostly with low-

level, unionised staff. Human resource management places a greater 

emphasis on individual growth and development than does standard 

personnel function. Human resource management, in contrast to 

personnel administration, is more of a preventative measure. Human 

resource management's defining characteristic is the increasing 

strategic importance of the field. 

 

People management is more art than science. It's a "art" where you 

have to make a lot of judgments based on little information and learn 

from your errors. 

Review Questions: 

1. Discuss the nature of human resource management? 

Also define the scope of HRM in today’s 

organizational context. 
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2. Discuss 

a. Societal Objectives 

b. Organizational Objectives 

c. Personal Objectives 

3. Explain in detail about Evolution and Development of 

Human Resource Management. 

4. What are all the various functions of HRM? Discuss 

the same with relevant examples.
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5. Why a Personnel Policy is very vital in an 

organization? Explain the same with illustrations from 

your organization of choice. 

6. Discuss about Record Keeping in HRM. What are all 

the essential records that are maintained for an 

employee? 

7. Discuss 

a. Industrial Relations 

b. Employee Evaluation 

c. Recruitment and Selection of Employees 

d. Traditional HR function
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Human Resource Planning and Procurement 

 
 

Introduction: 

HRP refers to a set of policies and procedures designed 

to make the most of an organization's people in terms of 

recruitment, training, development, and retention. The goal is 

to have the proper people in place for each job, and to make the 

most of the people already in place. Human Resource Planning 

(HRP) is a functional aspect of the business planning process. 

Management's efforts in this area are focused on synchronising 

the needs of various business sectors with the resources they 

have at their disposal. Human resource planning consists mostly 

of the following steps: forecasting (what will be needed in the 

future), inventorying (what is already available), anticipating 

(comparing current and future needs), and planning (necessary 

programme to meet future requirements) 

Human resource planning: 

Objectives of HRP: 

● Human Resource Planning's primary goals are 

to: 

● Optimize the use of existing human resources; 

● Determine or foretell needs in the future; 

● Adapt to the new circumstances; 

● Integrating into established corporate 

strategies; 
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● Plan beforehand for job cuts; 

● In addition to providing a foundation for HRD, 

● Help negotiate for more production. 

HRP's Advantages: 

● There are several positive outcomes from well-

executed HRP. To name a few: 

● Build a pool of potential employees. 

● Anticipating future HR requirements. 

● Staff members should be systematically 

considered for promotions. 

● Help form the foundation for HRM. 

● Support for succession and career planning. 

Need for HRP 

Some of the most important reasons why HRP is being 

stressed on a global scale are as follows: 

Employment and Unemployment Scenario 

There may be more college-educated people out of 

work, but many industries are suffering from a severe talent 

gap. As a result, it's more important than ever to find ways to 

bring in and retain talented individuals. 

Modifications in Technology: 

Production techniques, marketing strategies, and 



Human Resource 

Management 

 

 

management philosophies have all seen massive and quick 

changes in recent decades. They have had a significant impact 

on the nature and setting of work. As a result, issues with 

layoffs, retraining, and reassignment arise. All of this points to 

the need of carefully and methodically planning for future 

human resource requirements. 

Transformations in the Organization: 

The type and speed of change in the organisational 

environment, activities, and structures impact labour needs and 

necessitate strategic considerations, especially in a volatile 

environment typified by cyclical swings and discontinuities. 

Demographic Changes: 

HRP must adapt to a workforce that is becoming more 

diverse in terms of age, sex, literacy, technological inputs, and 

social background. 

Deficiencies in Available Skills: 

In spite of the widespread belief to the contrary, a lack 

of employed workers does not indicate a competitive job 

market. The complexity of modern organisations necessitates 

the availability of a diverse set of scarce and unusual specialised 

abilities. When workers like that go, it causes problems. 

Effects of Government Pressures: 

Organizations have been prompted to engage in 

systematic HRP due to government regulation and changes in 

laws concerning affirmative action for underrepresented 

groups, working conditions and hours of work, prohibitions on 

women and child employment, casual and contract labour, etc. 
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Legal Restrictions: 

No longer are arbitrary decisions made at the top or 'at 

will' employment practises tolerated. Today, it is more difficult 

than ever to downsize a business efficiently and affordably due 

to regulations. Because of the recent changes in labour 

legislation concerning layoffs and closures, it is simple to 

expand by hiring more people but challenging to reduce the 

workforce. Managers of people resources need to think ahead, 

ideally to avoid difficulties with staffing. 

Effects of Pressure Groups: 

Internal recruiting and promotions, preference to 

workers' children, displace individuals, sons of the soil, etc. are 

only some of the conflicting demands imposed on company 

management by organisations like unions, politicians, and those 

displaced from land by the site of huge corporations. 

Systemic Thinking: 

As part of the ongoing revolution in information 

technology, the macro-computer and the expansion of systems 

thinking have placed an emphasis on strategic forethought and 

innovative approaches to managing massive databases of 

employee information. 

Lead Time: 

In order for the person to be selected, trained, and 

deployed with the essential new knowledge and abilities, a 

lengthy lead time is necessary. 

Levels of HRP 
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HRP occurs at the following stages: 

Human resource planning occurs on a national scale by 

the federal government. a. Global demand and supply for 

human resources are predicted. 

a) The Indian government, by way of illustration, lays 

out the HRP's aims in rolling five-year plans. 

b) At the sectoral level, both the federal and state 

governments develop HRPs for specific industries. Sectors such 

as manufacturing, agriculture, and others. 

c) At the industry level, HRPs are developed by the 

relevant industries themselves. 

d) Human resource plans (HRP) for specific divisions 

or industries are developed at the unit level. The following tiers 

are included once again. 

• Plant level; 

• Department level; and 

• Divisional level. 

HR Planning Process 

Figure 1 depicts the phases of the human resources 

planning process. 

1. It is important to note that the HR planning process 

starts with thinking about the organization's goals and strategy. 

The next step is to conduct an external and internal analysis of 

the demand for and supply of human resources, and to make 

appropriate projections. A human re- source information 
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system provides the essential data for evaluating one's own 

people resources (HRIS). 

After the analyses are finished, predictions may be 

made to locate the gap between the available human resources 

and the ones that are needed. Both immediate and long-term 

human resource strategies and plans are required to rectify the 

current situation. 

Human resource management techniques are tools that 

help businesses plan for and respond to fluctuations in labour 

demand. These HR strategies provide the overarching 

framework under which HR operations will be built and 

administered. In the end, targeted HR strategies are created to 

provide the HR management team a clearer sense of where to 

go. 
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Figure 1.1: HRP Process 

Developing the HR Plan 

Long-term goals should serve as the basis for the HR strategy. When it comes 

to human resources, for instance, a company can't only think about the next 

month or the next year when making plans. To properly allocate resources, it 

is necessary to anticipate future growth or contraction in business activities, 

as well as any technology changes that might impact the company. Plans for 

reassigning workers within the company, reducing the workforce, or 

retraining current workers may all be formulated on the basis of such 

assessments. Employees' existing levels of knowledge, skills, and talents, as 

well as the anticipated vacancies caused by retirement, promotion, transfer, 

sick leave, or termination, are all relevant factors to think about. 

 

In conclusion, the HR strategy serves as a future road map, detailing where 

and when people will be required, as well as what kind of training and 

development those employees will need. Succession planning allows for 

employees' professional development to be guided by their own goals while 

still meeting the demands of the business. 

 

In addition, there is a need for harmony between the pay plan and the HR 

growth and development choices. In conclusion, the HR department's efforts 

will be more effective if they are coordinated with the company's overarching 

strategy and HR plan. 

 

Human Resource Planning Evaluation 

 

The following advantages should emerge from well-planned human resource 

strategies: The human resource implications of company actions are more 

readily apparent to upper management. If management can foresee potential 

inequities in the workforce, it may be possible to reduce HR expenditures 

before they balloon out of control. When requirements are predicted and 
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recognised in advance of the actual staffing need, there is more time to seek 

personnel. Women and underrepresented minorities may benefit more by 

being included in future expansion strategies. The training of future leaders 

may be more strategically organised. 

 

The degree to which these outcomes can be quantified provides a yardstick 

by which HR strategy may be assessed. Another method involves comparing 

the actual demand at a later date with the predicted demand. Successful HR 

planning may be inferred from an organization's human resources being in 

tune with the demands of the company throughout time. 

 

The Impact of Scanning the Environment on HRP 

 

By examining their surrounding environment, businesses may identify 

potential risks and possibilities. Given that all businesses must compete for 

the same pool of talent, scanning has a significant impact on HR strategy. 

The capacity to attract, retain, and develop a talented workforce is a key 

performance indicator. 

 

The availability of workers to an employer may be affected by a number of 

things. Figure 1.2 shows examples of some of the most influential 

environmental influences. Factors such as government intervention, 

economic, geographical, competitive, and labour market factors, as well as 

worker makeup and work habits, are all relevant. 
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Figure 1.2: External Environmental Scanning 

Government Influences: 

The government has a pivotal role in determining the availability of 

workers. As the government has become more involved in 

regulating HR operations, modern managers face a growing and 

sometimes perplexing number of requirements. This means HR 

strategy should be developed by those familiar with the rules and 

laws governing their field. 

 

Human resource strategies are impacted by tax laws on a federal, 

state, and municipal level. Pension and Social Security laws might 

affect traditional retirement trajectories and finance alternatives. 

There may be changes to job-training activities connected to 

workforce expansions if tax breaks for job-training costs are reduced 

or made more generous. Tax law changes may have a major impact 

on employee perks. The availability of tax credits for day care and 

educational assistance for employees may influence the ways in 
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which businesses go about hiring and keeping staff. In conclusion, 

HR planning must take into account several rules, regulations, and 

policies imposed by the government. 

 

Situation in the economy: 

 

Human resource strategies must take into account the ups and downs 

of the economy while making plans. Organizational goals and plans 

take into account elements like interest rates, inflation, and 

economic growth as they relate to the availability of personnel. The 

economy is a major factor in pay, overtime, and hiring/firing 

decisions. Let's say the unemployment rate drops as a result of 

improved economic circumstances. The competition for skilled 

workers in a market with 3% unemployment is far lower than that 

in a market with 7% unemployment. When the unemployment rate 

is 3%, there are obviously a lot fewer people looking for work of 

any type. Those that are available may not be as qualified for the 

jobs that are open because of their lack of experience, education, or 

motivation to work. Generally speaking, it becomes simpler to fill 

positions when the unemployment rate rises since there will be more 

competent applicants to choose from. 

 

Worries About the Competition and the Geography: 

 

When developing HR strategies, companies need to take into 

account factors like location and industry competition. 

 

1. Inflow of new residents.  

2. Different businesses in the neighbourhood  

3. Employees' distaste for moving across the country. 
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4. Local, direct rivals in the market. 

5. International competition's effect on the region (e.g. 

 

A region's net migration rate is crucial. Cities in the South, 

Southwest, and West of the United States, for instance, have had 

tremendous population growth over the previous decade, making 

them a prime location from which to recruit workers. 

The availability of workers is very susceptible to the hiring practises 

of competing businesses in the area. A huge pool of qualified 

civilian workers, formerly employed by the military, may become 

temporarily accessible if, for example, a big military installation is 

shutting or relocating to another site. In contrast, a new factory 

opening may temporarily reduce the number of available workers in 

a given market. 

 

Many employees, particularly those with working spouses, have 

been more hesitant over the last decade to accept geographical 

migration as a prerequisite for advancement in the firm. With this 

shift in the market, businesses have had to revise their HR strategies 

and programmes devoted to employee growth. 

Similarly, direct rivals are a significant external influence that might 

affect the hiring process. A business might lose out in the long term 

if its leaders don't take into account the competitive nature of the 

labour market and don't provide wages and benefits that are on par 

with those of other companies operating in the same sector and 

region. A substantially lower-quality workforce may come from 

underpaying or undercompeting. 

 

Finally, while doing environmental scanning, it is important to take 

in the effect of international rivalry, among many other external 

elements. As companies throughout the globe relocate their 

operations and their employees, it seems that a global battle for 
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labour is emerging. 

 

Functional Analysis of the Position: 

 

Many companies are quickly adopting a new approach to the 

management of human resources (HR) process as they emerge from 

years of downsizing and restructuring and realise the worth of their 

human resources. Job analysis aids in comprehending the 

characteristics required of workers, as described by behavioural 

descriptors, in order to achieve peak performance. Some examples 

of these include one's intelligence, charisma, and other generalizable 

traits. Integrating HR practises, defining the business strategy of the 

organisation, and optimising the delivery of its services to clients 

can be achieved by linking HR activities through a common 

language and framework, reflecting the values and mission of the 

organisation, and setting clear expectations of performance for 

employees. The current job analysis plays a crucial role in directing, 

learning, and developing the actions of workers. An important part 

of contemporary job analysis is equipping workers with resources 

to help them grow, such as those that help them: 

 

a) The requirements of a certain task; 

b) The skills and experience a person brings to a position; and 

c) The specific deficiencies (training and education requirements). 

 

The goal of this contribution is to set the stage by providing a 

concise definition of the current status and historical development 

of Job Analysis as a human resources strategy, locating its 

application within the context of the organisation, and describing the 

challenges that must be met in light of its expanding use across all 

divisions and branches. 
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As a term, "Job Analysis" means: 

 

All other human resource functions are built upon the foundation of 

job analysis. Even before World War I, it was clear that analysing 

jobs was crucial. The American Psychological Association's 

Principles for the Validation and Use of Personnel Selection 

Procedures and the United States Government's Uniform Guidelines 

on Employee Selection Procedures (1978) both state that a thorough 

job analysis must precede any significant human resources 

initiatives. 

 

Job analysis, in its most basic definition, is the act of methodically 

acquiring, recording, and analysing data regarding the tasks 

associated with a certain job. The information gathered in a job 

analysis and represented in a job description comprises a description 

of the work's setting and primary tasks, as well as details on 

necessary abilities, duties, mental models, and analytical methods. 

Among them are interviews, task inventories, functional job 

analysis, and the job element technique, as well as the Position 

Analysis Questionnaire, which is concerned with more broad 

patterns of human behaviour. 

 

To assist subsequent and related HR operations including recruiting, 

training, development, performance management, and succession 

planning, a job analysis paints an objective image of the work, not 

the person doing the job. There are two essential purposes that job 

analysis fulfils in relation to these activities. Job analysis ensures 

that HR decisions are defensible to employees (leading to good HR 

management) and to the courts by ensuring that they are fair and 

accurate (e.g., hiring the right person for the job, making the right 

decisions on training, performance management, development, etc). 

(resulting in saving of costs, time and reputation). 
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Job analysis is crucial because: 

 

Scientific management posits that knowing exactly what constitutes 

an employee's work entails is the key to increasing productivity. For 

human actions to resemble those of a machine, it is essential to have 

a clear understanding of the goals of the project, as well as the skills 

and tools required to complete it. Job analysis, supported for many 

years by scientific clipboards and stopwatches, has since been 

regarded as the gold standard for determining how quickly and 

accurately tasks may be completed. 

 

However, job analysis lost favour along with scientific management 

as its popularity waned in the decades after World War II. The 

increasing focus on interpersonal communication as the key to 

productivity led to the widespread adoption of job analysis as a tool 

for determining appropriate wage levels. Concerns about unfair 

discrimination and similar value have rekindled interest in this field 

among contemporary employees and businesses. Unlawful 

discrimination in the workplace may arise in two main contexts: 

 

in the requirements for employment and the methods used to 

evaluate a candidate's suitability for the position. The purpose of job 

analysis is to determine which activities, when combined, make up 

a certain occupation. 

 

If this context is lacking, hiring requirements may come out as 

discriminatory. 

 

Newfound curiosity for employment analysis may also be traced 

back to the age-old problem of relative value. Pay equity occurs 
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when workers in various occupations who do similar tasks are paid 

the same amount of money. The main difficulty with the similar 

worth dispute is that women who work in positions that are 

equivalent to those held by males only earn roughly 65% of what 

men do. A thorough work analysis is required to establish whether 

or not duties in different jobs are sufficiently similar to warrant 

salary comparisons. Many individuals care deeply about the topic of 

comparable employment. 

Nature of Job Analysis: 

The cornerstone of human resource management is the job analysis, 

which is a methodical approach to collecting and analysing data on 

the nature, duties, and responsibilities of occupations, as well as the 

organisational and individual factors that influence their 

performance. The first step in any job analysis is to identify the 

factors that set the position apart from others. The following details 

may be useful in drawing this distinction: 

 

● Habits and actions while at work. 

● Used Machines and Equipment  

● Exchanges with Other People  

● Environment of Employment,  

● Goals for improvement, or  

● Provision of and reception of supervision. 

● Budgetary and monetary repercussions  

● Relevant information, expertise, and skillset required. 

 

Job Analysis and Job Design: 

 

It's helpful to distinguish between work design and analysis. 

Broader in scope, job design aims to balance the demands of the 

business for increased efficiency with those of the people actually 

doing the work. Meaningful work that is integrated smoothly into 

the organization's operations is becoming an increasingly important 
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goal for job design. The goal is to make each worker's efforts more 

harmoniously complement those of other workers by modifying, 

streamlining, expanding, and enhancing their tasks. 

 

Job analysis is a more specific method of collecting information 

about work activities. To better understand what is done on a work 

and what skills are required to execute a job as it has been created, 

job analysis is conducted. This knowledge may be valuable in 

redesigning jobs. Job descriptions and job specifications are 

documents that record the details discovered during a job analysis. 

 

Jobs and the evolving nature of work: 

 

Writers and analysts are increasingly raising the possibility that the 

whole notion of employment itself may become irrelevant in the 

future. In several high-tech fields, for instance, workers often 

switch between cross-functional project teams. In these fields, it is 

more important to complete obligations and achieve outcomes than 

to execute detailed tasks. A project team of eight people, for 

instance, designing software to enable various credit cards to be 

used with ATMs globally, would divide their time between working 

on certain tasks alone and on other projects in collaboration with 

other team members. Employees working on this project will likely 

move on to other initiatives after its completion. Changes of this 

kind might occur multiple times a year. Because of this, their 

competence and abilities, rather than their output, serve as the 

foundation for recruitment, selection, and compensation. Managers' 

roles shift as well; they now help their project teams by acting as 

facilitators, resource gatherers, and obstacle clearers. Traditional 

occupations, however, are still available in many sectors that rely 

on employees with lower levels of education and training. The 

repetitive nature of the labour and the small number of activities 

that each person does make these occupations amenable to research 

into their effects on workers. Researching low-skilled occupations 

and high-tech employment obviously calls for distinct methods. In 
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the case of lower-skilled, task-based professions, many of the 

standard procedures for determining job descriptions remain 

applicable. A job description is becoming less relevant in today's 

fast-paced, high-tech businesses. 

 

Virtual workers need the flexibility to do their duties effectively 

without the aid of written job descriptions or other conventional 

characteristics that might be beneficial for more stable positions. 

 

Analysis of Work Activities 

 

The activities, functions, and functions of a job are the subject of an 

activity analysis. A task is a discrete, measurable, and observable 

set of actions within a wider body of labour known as a 

responsibility. The distinction between tasks and responsibilities is 

not always clear or required since both define actions. In the case 

of an employment supervisor, one of their responsibilities may 

include conducting interviews with potential new hires. 

Responsibilities at work are the expected behaviours of an 

employee. 

Many of the traditional steps of job analysis may be carried on for 

professions that are primarily focused on completing tasks. 

Extensive effort is taken to specify what exactly is done on a task, 

as evidenced in the steps of classical job analysis that are discussed 

later in this chapter. Created via observation and interview, job 

descriptions detail the duties and responsibilities of an 

organization's employees. 

 

Job Analysis with a Focus on Competencies 

 

There is a shift in emphasis away from the specific activities and 

responsibilities that make up a job and toward the skillsets required 

to carry them out. This change highlights the fact that it is people's 

talents, not only organisational factors, that determine an 
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organization's success. It may be more useful to concentrate on the 

competences utilised, as proposed by E.E. Lawler, than than 

thinking of persons as having professions that are generally stable 

and can be put up into traditional job descriptions. Competencies 

are fundamental traits that are associated with better performance 

by individuals or groups of people. Competencies may be 

categorised by knowledge, skills, and abilities. 

Competencies both in Plain Sight and Behind the Scenes 

 

Figure 2.1 depicts the fact that there are both invisible and  

competencies. Knowledge, being more obvious, is valued by many 

companies when it comes to making employment matches. Skills 

range from the easily recognisable (expertise in building financial 

spreadsheets) to the more nebulous (expertise in bargaining). 

However, it is the aforementioned hidden competences of talents 

that may prove to be the most helpful, since they are the ones that 

really contribute to improved performance. Abilities such as 

strategic relationship conceptualization and conflict resolution are 

more difficult to detect and evaluate. 

 

Competency analysis is being used by a rising number of 

companies. The American Compensation Association (ACA) 

conducted a study of over 200 companies to learn why their 

businesses have adopted a competency-based approach to 

compensation. The three most common explanations were 

 

a. spreading word about what kinds of actions are appreciated 

across the company; 

 

b. Improving the company's overall skill set; and 

c. Placing premium on employees' skills as a source of competitive 

advantage for businesses. 

 

Many of the first attempts to utilise competencies have been "job-
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based," or focused on identifying skills and knowledge in relation 

to certain occupations. This is why the competence approach is a 

natural progression from conventional methods of job analysis. 

However, some businesses are going farther with the competence 

strategy by emphasising abilities specific to certain roles. Work 

teams, in which employees often switch roles, have contributed to 

this change. These responsibilities may fall under the headings of 

leader, supporter, tactician, technical expert, administrator, or 

another category. Competency analysis is a tool for determining 

what skills are necessary for team members to fulfil their various 

functions. As a result, HR initiatives like as selection processes, 

training programmes, and policy changes will need to be rethought 

in light of the varying skill sets required of staff members. 

 

Methodology for Analyzing Competencies: 

 

The competence method to job analysis takes into account how 

knowledge and skills are applied, as opposed to the conventional 

approach that focuses on identifying the activities, obligations, 

knowledge, and abilities connected with a position. In addition to 

looking for obvious indicators of competence, the competency 

approach searches for the less obvious but frequently more 

important aspects that contribute to top-notch performance. When 

discussing employee attitudes, for instance, many managers have a 

hard time putting their finger on the precise meaning they're going 

for. The competence approach makes use of certain methods to aid 

managers in providing concrete illustrations of what they mean by 

attitude and how that mindset impacts productivity. 

 

Competency assessments may be conducted in a number of ways, 

with behavioural event interviews being one of the most popular. 

The following are the stages of this process: 

 

• A group of upper-level managers determines which aspects of 

future performance outcomes are crucial to the company's business 
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and strategic goals. 

 

• Compared to earlier definitions, these ideas may cover more 

ground. 

 

• Employees with specialised skills are recruited to serve on panels. 

Workers at varying levels of performance, as well as their superiors, 

managers, and instructors, may all fall into this category. 

 

• In order to collect concrete examples of work habits and real 

events, a facilitator from HR or an external consultant will 

interview the panel members. When conducting an interview, it is 

common practise to inquire as to how the interviewee felt at various 

points along the sequence of events being discussed. 

 

• The facilitator creates in-depth explanations of each competency 

using the behavioural occurrences. Workers, managers, and others 

in the company will benefit from the clarity and specificity provided 

by this phase of description. 

 

• All of the competencies are ranked, and the prerequisite skill sets 

are listed. After that, each position's required skills are outlined in 

detail. 

 

• Job-specific performance expectations have been established. 

Competency-based methods of hiring, upskilling, and paying 

employees are urgently needed. 

Competency examples employed by businesses may be found in a 

broad variety of settings. The following were found to be prevalent 

in one study of 10 businesses. 

 

● A priority for the clientele. 

● Leadership. 
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● Teamwork is emphasised. 

● Innovation. 

● Technical know-how. 

● Adaptability. 

● With a focus on achieving results. 

 

An Analysis of the Organization and the Roles It Plays: 

 

Job analysis is the bedrock of other HR processes and must be 

performed for effective HR management. Job analysis in 

organisations is a procedure that needs careful preparation of many 

different elements. Figure 2.1 shows some of the factors to think 

about while preparing and reviewing job descriptions and job 

requirements, including who will be doing the work, who will give 

the data, and who will conduct and utilise the data. Once these 

choices are made, they have repercussions for a variety of HR 

processes. First and foremost, job analysis is used to gather facts 

that may be used to write detailed job descriptions and 

requirements. 

 

Duties Identified Through Job Analysis: 

 

Most approaches to analysing jobs need that an expert either explain 

what happens on the work or produce a series of assessments about 

the many tasks that must be accomplished. The person actually 

doing the work, a supervisor, or a professional job analyzer could 

all be good sources for this kind of information. Each has its merits, 

but also its limitations. The supervisor may be the go-to guy for 

what has to be done, but the workers usually know more about the 

day-to-day operations. However, they may not have the expertise 

to do a job analysis and make useful conclusions from the data 

gathered. As a result, the HR department and the operational 

managers need to work together closely throughout the job analysis 

process. 
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Figure 2.1: Decisions in Job Analysis Process
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Depending on who is most suited to handle the various 

steps of the job analysis process, different people may be given 

responsibility for different parts of the procedure. Organizations 

with a human resources department often have a structure 

similar to that seen in Figure 2.2. Managers in smaller 

businesses often have to take on all of the tasks shown in Figure 

2.2. Human resources departments at bigger businesses often 

oversee this process and draught standard operating procedures 

and job descriptions. Managers check the HR department's 

work to make sure it's thorough and accurate. In the event of a 

substantial employment change, they may also seek a 

reevaluation. 

 

 

 

Figure 2.2: Typical Job Analysis Responsibilities 

Job Descriptions and Job Specifications 

In most cases, the job description and job specifications 

are combined into one document that contains several different 

sections. An overview of each section follows next. 
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Job Descriptions 

A job's duties and responsibilities are outlined in the job description. The 

manual explains in short detail what is done, where it is done, and why. 

Standards for performance should be derived directly from a position's 

description, outlining the tasks to be completed and the criteria by which 

success will be determined. It's obvious why the performance requirements 

are included. Workers have a higher chance of succeeding in their jobs if 

they are clear on both the expectations and the metrics for measuring their 

performance. The job description duty statement and performance 

requirements employed by a telecoms company's customer response 

representatives are shown in Figure 2.3. 

 

Unfortunately, performance expectations are routinely left out of job 

postings. If job descriptions are not shared with workers but are instead 

utilised only as tools by the HR department and management, even if 

performance requirements have been created and linked to job descriptions, 

employees may not be aware of them. The usefulness of job descriptions 

would be reduced under such an approach. 
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Figure 2.3: Sample Job Description
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Job Specifications: 

The job description explains the tasks that need to be 

completed, but the job requirements detail the precise 

information and talents that employee must have to accomplish 

the job well. Education, work experience, the necessary set of 

skills for the job, personal skills, and the necessary level of 

mental and physical fitness all count toward KSAs. Job 

requirements for a data entry operator might include a high 

school diploma or equivalent, six months of relevant job 

experience, the ability to type sixty words per minute, 

exceptional visual attention, and the knack for meeting tight 

deadlines. The key skills and abilities (KSAs) required to do a 

job successfully are outlined in a detailed job description, not 

the unique skills and experiences of the incumbent. 

Techniques of collecting information for Job Analysis 

It is possible to learn more about available employment 

opportunities by conducting interviews and/or distributing 

questionnaires. 

a) Questionnaires 

When a wide range of positions has to be addressed, questionnaires for 

employees to fill out and submit for approval may be quite helpful. 

They may assist the analyst save time during interviews by 

documenting only factual material and by providing guidance on 

how to best frame questions in preparation to ensure that all 

necessary topics are covered. 

 

It is recommended that the following foundational details be included 

in the questionnaire: 
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• The employee's official title in the company. 

• The position of the employee's immediate supervisor. 

• The names and numbers of subordinate positions inside the 

organisation that report to the incumbent (best recorded by means 

of an organisation chart). 

• A short (one or two sentence) explanation of the job's major 

responsibilities or goals. 

• An outline of the primary responsibilities of the position. Depending 

on the nature of the activities, they should detail the nature of the 

resources managed, the tools used, the people communicated with, 

and the regularity with which they are performed. 

b) Interview 

To get a feel for a position, it's common practise to 

conduct interviews with current employees and double-check 

the results with management. The purpose of the interview is 

to gather all of the necessary information for the position, 

including but not limited to the topics discussed in the 

questionnaires section. 

 

To this end, a job analyst should: 

 

● Use a structured series of questions to guide the 

interviewee into organising their answers; 

 

● Get specifics on what individuals do; 
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● Don't let the employee get away with exaggerating or 

being too nebulous when describing his or her duties; 

and 

● Have the employee describe explicitly how much 

autonomy they have in the position and how much 

direction they get from their supervisor. 

Methods for Crafting Position Descriptions 

Briefly outlining the essential duties of the position, 

based on the study of that task, is the best approach for writing 

a job description. Here are the typical sections that make up a 

job description. 

Job Title 

The job's current or planned title conveys as much 

information as feasible about the role it plays and its relative 

importance within that role. 

With a report to 

Under this section, the title of the manager or higher-

up to whom the position reportes may be found. 

Overall Responsibilities 

Purpose of the Position: Describe in as few words as 

possible the overarching goal of the position. The goal is to 

paint a picture of the function and how it differs from others in 

no more than two or three phrases. 

 

The Most Important Duties 
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In order to outline the primary responsibilities of the 

position, the following steps are taken: 

 

1. Recognize and document all necessary steps. The 

specifics of how each activity is performed are not spelled out, 

but their goals and significance are indicated. 

 

2.Analyze the original list of activities and, if at all 

feasible, reduce the number of items by grouping similar ones 

together until there are no more than, let's say, seven or eight 

primary activity areas left. 

 

3.Third, prioritise how you will list the various 

responsibilities. Possible alternates are: 

 

• How often they occur (constantly, periodically, on a 

set schedule, etc.); 

 

● First, a focus on time; 

● Importance in descending order; and 

 

Main management activities such as goal-setting, 

planning, organising, coordinating, operating, leading and 

motivating employees, and enforcing policies and procedures. 

 



Human Resource 

Management 

 

 

4. Using short, numbered paragraphs, describe each 

major responsibility. The description should be no more than 

one or two sentences long; however, subtasks may be tabulated 

(a, b, c, etc.) beneath the main description if required. To 

properly describe an activity, a typical statement would: 

 

a. Get rid of all the extra words by beginning with an 

action verb. Words like "recommend," "do," "ensure" and 

"collaborate" are all examples of active verbs, indicating that 

these actions are the real ones that need to be taken. performs, 

suggests, oversees, and verifies; 

 

b. Explain the action taken in as few words as possible; 

and 

 

C.Explaining the work's significance might help in 

establishing goals and benchmarks for success. 

 

Recruiting & Hiring: 

Recruitment: 

 

The term "staffing" refers to the practise of filling open 

positions with qualified candidates. From an employer's point 

of view, staffing comprises finding the right quantity and kind 

of applicants using HR planning data, interviewing and 

choosing those who will most likely do a good job. Prospective 
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employees' impressions of employers and the chance of landing 

satisfying positions are influenced by the hiring process. This 

chapter and the one that follows it place a heavy emphasis on 

the organisational viewpoint. 

 

Recruiting and choosing candidates are the two main 

components of staffing. Both selection and recruitment are 

discussed in this chapter. Recruitment is the act of attracting 

and selecting potential candidates for open positions within a 

company. If there are exactly as many applicants as there are 

open positions, then there is no true selection process since the 

decision has already been made. There is a choice to be made: 

either accept all applicants or leave certain positions vacant. 

 

Many companies are struggling to fill open positions 

because they cannot find people with the necessary set of skills. 

As a result of ebb and flow in the economy, however, 

fluctuations in both the need for and supply of workers are 

inevitable. Learning the fundamentals of the labour market will 

help you better comprehend the recruitment process. 

 

As a matter of fact, companies may choose from a 

number of different labour markets when looking to fill open 

positions. The varying economic and social circumstances 

across regions, sectors, and vocations give rise to such 

marketplaces. 

 

Employment markets may be categorised in a variety 
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of ways, such as by location, industry, and degree of education. 

Managerial, administrative, professional/technical, and blue 

collar jobs are all possible subsets of the labour market. 

Different types of markets are categorised differently, 

including local, regional, and national markets, as well as 

national and worldwide labour markets. For instance, after the 

fall of the Soviet Union, a new sector of the labour market 

emerged. Because to the lack of possibilities in their own 

nations, many highly qualified Soviet scientists were 

accessible. They have attracted the attention of many research 

institutions, including Sun Microsystems, where they have 

been offered positions. Many of these new hires have remained 

at home while maintaining technological connections to their 

U.S.-based businesses. 

 

Local recruitment in what is a nationwide labour 

market is likely to provide unsatisfactory response rates. 

Example: if you're trying to hire a full professor in the field of 

accounting and you're located in a tiny town, you probably 

won't have much luck. On the other side, it may not be essential 

to broaden your search for assembly line employees throughout 

the country if you just need them for low-skilled tasks. Which 

labour markets are relevant is a function of the skills required 

for the job and the availability of workers in that area. 

 

Adapting recruitment strategies may be necessary if the 

labour market changes. When a new large company moves into 

a certain area, it may have a chilling effect on the local job 

market by attracting potential employees away from smaller 
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businesses. 

There are three major ideas that need to be taken into 

account in order to fully grasp the construction of labour 

markets in which recruitment occurs. Work force, applicants, 

and applicants pool are the three categories in question. 

 

Assuming all methods of recruiting are exhausted, the 

pool of potential employees comprises all eligible citizens. 

Many diverse approaches exist for contacting this massive pool 

of potential candidates. Newspaper advertisements and college 

recruitment, for example, both target distinct demographics of 

the working-age population. 

 

The applicant pool is the pool of people from whom 

hires may be made using a certain recruitment strategy. A 

company may, for instance, only consider candidates with an 

MBA from prestigious colleges for management trainee 

positions. If the company had advertised for management 

trainees over the radio instead of the internet, it would have 

received a significantly different pool of candidates. 

 

At least four hiring choices influence the composition of the candidate 

pool: 

 

• Method of recruitment, including selection of advertising media and 

potential use of placement agencies what is stated and how it is conveyed in 

a recruitment message 

 

• Minimum education and work experience standards for applicants 
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• Managing the administrative details, such as when hiring is done, how often 

candidates are contacted, and whether or not they are allowed to see their 

application histories. 

 

Everyone who is considered for an opening is part of the application pool. 

The size of the pool of potential applicants may be affected by several 

variables. To provide just one example, not all MBA grads from top schools 

will be interviewed by the aforementioned company since not all of them will 

volunteer for the interview. At this stage, the candidate pool is determined by 

the organization's and the industry's respective reputations as places to work, 

the organization's own screening efforts, and the information accessible to 

the applicant population. The final choice is taken from the pool of applicants 

if a qualified individual can be located. 

 

A company's staffing strategy will vary greatly depending on the size and 

composition of the labour force population and the demand and supply of 

personnel. Since many companies prefer to promote from within whenever 

possible, yet hire from the outside for entry-level positions, internal labour 

markets also have an impact on the recruitment process. There are a number 

of strategic choices to be taken in the recruitment process, and we'll talk about 

some of the most important ones below. 

 

Choices in Recruiting Strategy and Planning 

 

The level of difficulty or success of the hiring process is directly related to 

the choices made throughout the recruitment process. Figure 3.1 provides a 

high-level perspective of these selection criteria for new hires. 

 

Determining where to recruit, who to recruit, and what skillsets will be 

needed is all part of a successful recruiting plan. The question of whether to 

conduct searches internally or outside is a crucial one.



Human Resource 

Management 

 

 

 

 

Figure 3.1: Recruiting Decisions 

Internal vs. External Recruiting: 

There are pros and cons to both internal promotions (internal recruiting) 

and external hires (external recruitment) for filling vacancies. Some 

companies excel at using promotions from inside as a motivating tool, 

which is consistent with the widespread consensus. Nonetheless, if strictly 

adhered to, it has the primary drawback of sustaining status quo. 

Additionally, if members of a protected class are not sufficiently 

represented in the business, there are equal employment problems with 

employing internal recruitment. 

 

New perspectives and ideas may be brought into a company via external 
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recruitment. It may be more cost-effective to bring in experienced 

outsiders, such as accountants or computer programmers, than than train 

inexperienced employees. The issue with bringing in new staff from the 

outside for any job beyond entry level is the time it takes for them to get 

up to speed. Choosing an outsider over an inside candidate for a promotion 

might have a detrimental effect on existing staff, which is another another 

disadvantage of external recruitment. 

 

Most businesses use a hybrid strategy that makes use of both internal 

and external resources. It's possible that businesses that operate in dynamic 

and competitive environments will need to prioritise acquiring resources 

from outside the company rather than cultivating their own internal 

resources. However, internal promotions may be the best option for 

companies that operate in more static situations. Some companies may also 

decide to cast their nets internationally in search of qualified outside 

applicants. 

 

Flexible Staffing as Recruiting: 

 

Who should be hired is determined by whether or whether the company 

opts for the more conventional route of hiring full-time employees or takes 

a more flexible approach, such as hiring temporary workers, independent 

contractors, PEOs, or leased workers. 

 

Due in large part to rising government required expenditures, many 

businesses feel they cannot afford to maintain a regular, full-time 

workforce. But the monetary stakes aren't the only ones in question. Many 

businesses are hesitant to expand their staff due, in part, to the extensive 

body of government rules that serves to define the employment 

relationship. Employers may save money on full-time benefits like paid 

time off and retirement plans by using flexible employment arrangements, 

and they can also expand their recruitment pool by targeting people 
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seeking work on a temporary basis. When implementing a flexible staffing 

strategy, non-conventional recruitment channels and personnel are used. 

Temporary workers, freelancers, and leased employees all fall under this 

category. 

 

Recruitment Process 

 

When a position opens up in a major company, the chain of command 

often alerts the HR department. A popular technique to kick off the hiring 

process is to submit a request to the HR division, which is analogous to 

submitting a supply demand to the buying division. The HR representative 

and the management need to go through the job description and job criteria 

to make sure they accurately reflect the current role and the skills and 

experience sought in a candidate. Human resources and managers may 

agree that these standards need to be adjusted. Determining whether a 

position is for a computer programmer or a systems analyst, for instance, 

has major implications for the nature of the recruitment campaign and the 

process of narrowing down the pool of candidates. Some examples of 

typically stated specifications include 

 

Requirements in terms of physique may be set for certain positions. Jobs 

that demand certain skillsets, such as assembling of a television set or other 

electrical equipment, typing, or lifting large objects, need specific physical 

attributes. Physical and skill requirements for each individual position 

must be laid forth. Height, weight, eyesight, finger dexterity, voice, poise, 

hand-and-foot coordination, motor skills, colour vision, age range, and so 

on are all examples of such factors. 

 

Intelligence, memory, judgement, planning prowess, estimation skills, 

the capacity to read and write, maintain focus, read and understand 

scientific texts, do basic arithmetic computations, etc. are all examples of 

mental requirements. It's necessary to highlight the most crucial skills 
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while hiring for a position. 

 

Emotional and social requirements refer to a person's outward 

appearance, manners, emotional stability, aggressiveness or 

submissiveness, extroversion or introversion, leadership qualities, 

cooperative traits, initiative and drive, skill in dealing with others, socia1 

adaptability, etc., all of which will have an impact on his ability to work 

with others. 

 

Certain upper-level managers are held to a higher standard of conduct 

than others, and this standard is outlined in detail in organisational policies 

and procedures. These are not enumerated but should be remembered 

while hiring, screening, and placing candidates. 

Methods of Recruitment 

There are just three broad categories into which 

recruiting strategies may be placed: (a) Direct Methods (b) 

Indirect Methods, and (c) Third-Party Methods.
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a) Direct Methods 

Some examples of direct approaches to finding new 

employees include public events with recruiters present, 

employee interactions with the general public, staffed 

exhibitions, and waiting lists. Educator Institutions: High 

Schools may be heavily used for the recruitment and training of 

clerical, labour, and apprenticeship personnel. Colleges, 

university departments, and specialised schools like the Indian 

Institutes of Technology and the Indian Institutes of 

Management are utilised to train people for technical, 

management, and professional careers. A placement officer or 

instructor in charge of placement at such a school often helps 

bring in potential companies, sets up interviews, and distributes 

student resumes. The businesses keep track of these schools, 

communicate with them often, and provide them with company 

literature detailing available positions, future plans, etc. 

Students who meet these criteria and are interested in applying 

for the advertised position(s) will be sent to the company's HR 

department. 

Interaction with the Public: Workers are informed of 

specific openings, and they spread the word to their own 

networks. 

Manned Exhibits: Companies exhibit at fairs and conferences, 

send out mobile offices to target areas, and send out recruiters 

to speak at events. 

Waiting Lists: The company's own application files are often 

relied upon by many. People who have shown interest in 

working for the company by visiting the HR department or 

contacting them by mail or phone may be found in these files. 
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When these kinds of documents are up to date, they may be a 

great resource. 

b) Indirect Methods 

Newspaper, radio, magazine, technical journal, and 

brochure ads all fall under the umbrella of "Indirect Methods." 

Advertising in newspapers and professional and technical 

periodicals is undertaken when qualified and experienced 

people are not accessible via other means. If you're looking for 

a new career, you may put an ad for anything in a newspaper or 

magazine, but if you're looking for a position in engineering, 

you should only look in engineering publications. 

 

An appointment notice that has been carefully crafted 

will attract only competent candidates. Only those who are 

qualified for the post will apply if the advertising provides 

enough information for them to determine whether they are 

qualified to do the work. 

 

c) Third-Party Methods 

Under these procedures, a number of different 

organisations are consulted in order to find potential employees. 

The list goes on and on: recruitment businesses, management 

consulting firms, indoctrination seminars for college 

instructors, friends, and family, commercial and private 

employment agencies, state agencies, placement offices of 

schools, colleges, and professional organisations. 

 

There are private agencies that only hire people for 
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certain jobs, such as secretaries, salespeople, technicians, 

accountants, computer specialists, engineers, executives, etc. 

These intermediaries serve as a bridge between hiring 

businesses and qualified job seekers. Their expertise allows 

them to understand their customers' wants and requirements and 

to target their recruitment efforts accordingly. 

 

Employment and labour exchanges, often known as 

state or public employment agencies, are the primary public 

sector employment agency. Services such as counselling, job 

placement aid, information on the job market, salary rates, etc. 

are also available. 

 

Executive search firms have detailed employee files on 

executives and propose qualified candidates for management, 

marketing, and production engineering positions. These 

organisations are viewed with the same suspicion as pirates, 

headhunters, and raiders. 

 

Seminars designed to indoctrinate college instructors 

on the difficulties facing corporations are held on a regular basis 

and academics are often requested to attend. The goal of these 

visits and dinners is to leave a good impression on academics 

so that they would recommend the firm to their peers and assist 

recruit the necessary staff. Family and friends of current 

workers are a wonderful pool from which to hire new workers. 

Unfortunately, this is likely to promote nepotism, the practise 

of giving jobs to members of one's own social group or caste. 

The company may have difficulties as a result of this. 
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Companies often turn to labour unions for help filling 

open positions. Requests for recommendations from unions are 

usually made out of politeness and to show collaboration. 

 

Engineers, scientists, and business leaders may often 

get good leads and tips from their respective professional 

societies. Some of them provide placement by mail order. 

Agencies that specialise in temporary staffing hire their 

own employees, both full- and part-time, and make them 

accessible to businesses for short-term projects. 

 

Daily availability at the plant gate or employment 

office is a source of casual labour. The majority of 

manufacturing facilities depend on it, at least somewhat. If you 

look closely, you'll see that this is the most speculative source 

possible. 

 

A person with skills that another company needs may 

be "deputed" to work for that company for a certain amount of 

time. Expertise is readily accessible, but as you would expect, 

integrating such workers into the company is not simple. 

 

Selection, Placement and Induction: 

The term "selection" refers to the method by which qualified candidates are 

chosen for open positions in an organisation. An firm has less of a chance 

of succeeding if its workforce isn't up to par. Choosing the best candidate 

is just part of the selection process. It is the hope of both the hiring company 
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and the candidate that the applicant's knowledge, skills, and abilities 

(KSAs) will be a good match for the demands of the position. Because it is 

not always easy to discern precisely what the candidate can and wants to 

perform, the work is complicated. Both the employer's and the candidate's 

decisions over whether or not to accept a job offer depend on how well the 

two parties mesh. An individual is said to be "placed" when they are 

successfully matched with a suitable employment opportunity. 

 

It is important to see human resource placement as a matching process. 

Disparities between an applicant's resume and the job's needs are a typical 

cause of rejection. The productivity and quality of an employee's output 

depend on how well they are suited to their position. Matching also has an 

effect on operational and training expenses. Failing to get the desired output 

from employees may waste a lot of time and money. Three to five times the 

employee's annual wage is what it's estimated to cost a business to deal with 

the consequences of employing the wrong person. 

 

Unfortunately, wrongfully placing employees is not uncommon. A crucial 

aspect of human resource management is making suitable placement and 

selection choices. These choices have been called the most important by 

some. If an organisation does not have the requisite personnel in place with 

the proper KSAs, modifications to incentive pay programmes, increased 

training, or better job design may not have much of an influence on 

productivity. A person who lacks natural talent for a certain occupation will 

not thrive under even the most optimal training conditions. 
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Figure 3.2: Reasons to select or Reject 

Consider the fact that, on average, a large number of candidates are 

rejected by businesses while trying to understand the selection process. 

Approximately 56% of job candidates are unsuccessful in some 

companies. The most common factors that influence an employer's 

decision to hire or pass on a candidate are shown in Figure 3.2. Two old-

school HR platitudes highlight the need of careful consideration 

throughout the hiring process. 

 

A faulty selection process cannot be remedied by further training. If the 

correct people lack the necessary KSAs throughout the hiring process, it 

will be extremely difficult for the company to make up for it by attempting 

to train the wrong people for the position. 

 

"Your opponent will recruit the best person if you don't." If you don't hire 

the proper person, you'll have to pay the opportunity cost of losing them 

to a competitor. 

 

What selection is like in nature? 

 

It may be crucial for a new hire to enter a position with the necessary 

knowledge, skills, and abilities (KSAs) already in place. Mathematical 
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prowess, welding experience, or familiarity with spreadsheet software are 

just a few examples of the kinds of specialised KSAs that could be 

employed in the hiring process. If conducted appropriately, a job analysis 

may serve as a springboard for locating relevant KSAs. As part of a job 

analysis, current employees may assist determine which KSAs are most 

crucial to a company's performance. When a candidate's KSAs are 

evaluated against those of an open position, a match may be made. 

 

However, in certain positions, it may not be required to have a particular 

set of KSAs right once; they may be taught on the job. De-emphasizing 

the importance of perfectly matching candidates' KSAs to a job and 

instead focusing on more generic indicators of success may be a suitable 

selection approach for certain positions. 
 

 

Figure 3.3: Selection Strategy Choices 

 

 

Particular KSAs may be less significant than general 

capacity to learn and conscientiousness, for instance, if an 

organisation typically employs at the entry level and promotes 

from within. One's aptitude for learning determines how 
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quickly and effectively they can absorb new information and 

use it on the job. A conscientious person may approach their 

work with meticulousness, accountability, and structure. The 

use of general intelligence and conscientiousness may be 

preferable than concentrating on particular KSAs for selection 

judgments, as shown in Figure 3.3. Whether a company relies 

on a list of detailed KSAs or takes a more broad approach, both 

methods rely on the usage of criteria and predictors of job 

performance to choose the best candidates. 

 

Criteria, Predictors, and Job Performance: 

Knowing what qualities in workers are linked to 

successful job performance is crucial to any selection strategy. 

To identify what kind of workers will be most effective, it helps 

to first define what is meant by "success" (performance). A 

selection criteria is an essential skill or trait for the position. 

Having a specific skill set is frequently a requirement for 

employment. 

 

One such criteria is "appropriate employee 

permanency," which states that an employee must remain in 

their position for at least as long as it takes the company to 

recoup the cost of training and recruiting them. Ability, drive, 

intellect, conscientiousness, suitable risk, and longevity are all 

shown to be potentially useful selection factors in Figure 3.4 for 

a wide variety of occupations. 
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Figure 3.4: Job Performance, Selection Criteria and 

Predictors
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Employers look for quantitative indications of selection 

criteria (such desire and ability) to use as predictors of whether or 

not those characteristics are present in a job candidate. Individual 

interests, income needs, and longevity at past employment could be 

strong predictors of the criteria adequate permanency, as shown in 

Figure 3.4. 

 

Gathering information on a candidate should centre on 

identifying indicators of how likely they are to succeed in the 

position. The most important thing is that the predictors be relevant 

to the work being done, valid, and trustworthy. Only a genuine test 

score may be used as a basis for predicting work performance. 

 

When relevant to the tasks at hand, one's work history may 

serve as a reliable indicator of how well one will do in a certain 

position. The effectiveness of any selection instrument (including 

but not limited to an application form, test, interview, minimum 

educational qualifications, or needed years of experience) depends 

on its ability to reliably predict actual work performance. Selecting 

the incorrect candidate and rejecting the right one are both possible 

outcomes when using unreliable predictors in the decision-making 

process. 

 

Selection Process 

 

Initial Screening or Preliminary Interview 

This is a preliminary stage of the selection process, during 

which applicants are informed of the position's requirements and 

asked to provide information about themselves, such as their 

educational background, work experience, desired remuneration, 

and so on. If the applicant is deemed qualified, he moves on to the 

next round of consideration; otherwise, he is disqualified. This is a 



Human Resource 

Management 

 

 

quick and dirty screening that may be done in person at the 

company's human resources department. A lower-level executive in 

the HR division is responsible for this. Care has to be taken to avoid 

hastily rejecting qualified applicants. An interviewer's demeanour 

should be friendly, open, and relaxed given the importance of this 

opportunity for personal interaction with the organisation. 

 

Application Scrutiny: 

 

You may be familiar with the practise of asking questions 

about your qualifications on a blank piece of paper. This is done in 

places where there are no pre-made application forms. The 

candidate must include personal information such as age, marital 

status, education level, job experience, and references. One 

company may utilise three distinct application forms for three 

distinct employee groups. These forms may be tailored to managers, 

supervisors, and general workers, respectively. Some forms are 

short, straightforward, and easy to complete, while others may be 

lengthy, involved, and difficult to respond. Avoid using terms like 

"nationality," "race," "caste," "religion," and "place of birth" since 

they have been linked to biassed thinking. Especially when 

applications are received in direct response to an advertising and no 

preliminary interview has taken place, an application form should 

be created to act as a very effective preliminary screening device. 

 

The application serves two purposes: I to assess the 

applicant's qualifications for the position for which he is seeking; 

and (ii) to set the stage for the interview. 

 

 

 

Examination of applications is frequently able to exclude 
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potential applicants because they do not meet the required level of 

education, experience, or other qualification and character 

attributes. 

 

Selection Test 

 

One definition of a test is a representative sample of an 

individual's performance, attitude, or behaviour. It may also refer to 

a methodical process for contrasting the actions of many 

individuals. 

 

The use of tests for personnel selection rests on the premise 

that people have various levels of knowledge and expertise in areas 

relevant to the position being filled, and that these differences can 

be sufficiently and correctly quantified. The purpose of these exams 

is to rule out the potential of bias on the side of the interviewer or 

the manager. As a result, only potential ability will be taken into 

account throughout the selection process. The exams also have the 

potential to reveal skills and knowledge that would not be uncovered 

via traditional methods like interviews and resumes. 

 

There are many different kinds of tests used in the selection 

process, but they may generally be broken down into four broad 

classes. 

 

a. Exams of Academic Prowess or Intelligence  

b. Assessments of Actual or Potential Abilities, 

c. Assessments of Characteristics and Traits, 

d. Disinterestedness Checks, Section  

e. What these checks measure are outlined below. 
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a) Achievement or Intelligence Tests 

 

One alternative term for these is "proficiency tests." These 

evaluate the proficiency or expertise gained via formal education 

and practical practise. The applicant's abilities are evaluated in this 

way. You may divide them into two categories: 

 

The term "Trade Test" is often used to refer to examinations 

designed to assess occupational knowledge. These tests evaluate 

candidates' ability to use common office machines and identify 

whether or not they have experience with typing and shorthand. 

These exams are often given orally and comprise of a sequence of 

questions that, if answered correctly, would demonstrate a 

candidate's mastery of the subject matter. It's possible to use written, 

visual, or performance assessments in addition to oral exams. 

 

Work-Sample Tests: These evaluate a candidate's ability to 

operate various pieces of machinery. Giving him a task and 

evaluating his performance is one way to accomplish this. In a 

typing test, for instance, the examiner would hand out text to be 

written and keep track of the examinee's typing speed and number 

of typos. 

 

b) Aptitude or Potential Ability Tests 

 

A candidate's potential for picking up a new skill or 

profession may be gauged by taking one of these tests. Any 

abnormalities or flaws in a person's sensory or cognitive abilities 

may be identified with the use of these tests. These hone on on 

certain abilities, such as intelligence, observation, and mechanical 
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or musical prowess. Tests may be referred to as "intelligence tests," 

"mental ability tests," "mental alertness tests," or "people tests," 

among other names. There are 3 distinct varieties: 

 

To determine whether a person has the cognitive abilities to 

solve novel issues, we may administer a battery of mental tests, such 

as the Intelligence Quotient (IQ) test. A person's ability to 

communicate, interact, reason, perceive quickly, and see space is all 

dependent on these factors. 

 

Individuals' potential to pick up the skills necessary for a 

certain field of mechanical work may be assessed via mechanical 

aptitude tests. Apprentices, mechanics, maintenance workers, and 

mechanical technicians may all benefit from these when making 

hiring decisions. 

 

Ability to do a job is evaluated by psychomotor or skill 

tests. These tests are given to individuals whose abilities depend on 

the precise control and synchronisation of their skeletal muscles. 

These are often utilised in the hiring process for semi-skilled and 

repetitive positions like as assembly, packaging, testing, and 

inspection. 

 

3. Personality Tests 

 

These let us learn more about a person's core beliefs, emotional 

responses, level of maturity, and prevailing disposition. An 

individual's motivation, resilience in the face of adversity, social 

skills, and self-presentation may all be gauged with the use of these 

tests. They are expressed in terms of the importance of various 

characteristics, including but not limited to: self-assurance, 

ambition, tact, emotional control, optimism, decisiveness, 
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sociability, conformity, objectivity, patience, fear, distrust, 

initiative, judgement, dominance, impulsiveness, sympathy, 

integrity, and stability. These examinations are designed to foretell 

how well an applicant would do in a position of management or 

supervision. 

There are three primary categories of personality tests: 

 

● Objective Tests: These tests assess neuroticism, 

independence, aggressiveness, passivity, and 

cockiness. 

● Projective Tests: The applicant is required to 

superimpose his or her own meaning on top of 

predetermined standard stimuli in these examinations. 

His own beliefs, drives, and temperament will 

determine how he reacts. 

● Situation Tests: They test the candidate's adaptability, 

resilience, and resourcefulness in the face of adversity. 

These exercises often simulate a scenario in which a 

group lacks a designated leader and must solve a set of 

challenges or come to a set of decisions on its own. 

 

b) Interest Tests 

These examinations are meant to find out what a person is passionate about 

and what sort of profession would make him happy. These interest tests are 

then utilised for career recommendations and evaluated using a well crafted 

questionnaire.
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Interview 

An interview is a structured discourse between a single 

interviewer and several interviewees. There are three goals to 

accomplish during an interview for a job: I gathering 

information, (ii) imparting knowledge, and (iii) inspiring the 

candidate. To make an accurate assessment of a candidate's 

character, it's important to gather details about their experience, 

education, and hobbies in addition to their training and 

employment history. It is important to brief the applicant about 

the organisation, the position, and the HR practises before they 

start working there. Also, it should facilitate the development 

of a cordial working connection between the employer and 

applicant and inspire the qualified candidate to pursue 

employment with the business or organisation. It might be a 

one-sided affair, however, if put into effect. This tool is useful 

solely for learning more about the potential applicant. As a rule, 

none of the other two goals is met. 

Types of Interview 

Informal Interview: It's possible this could happen 

anyplace. During the hiring process, the employer or a human 

resources manager may inquire about the candidate's identity, 

background, and qualifications. It's not deliberate but comes in 

handy when the job market is tight and someone is needed 

quickly. Such an interview may take place in the candidate's 

home, or at the home of a friend or family of the hiring manager. 

Formal Interview: This is conducted in a more official setting 

by the employment officer using a set of predetermined 

questions. The interview location and time will be determined 

by the relevant employment agency. 
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Planned Interview: This has been a meticulously orchestrated 

official interview. The interviewer will have a game plan in 

place for how long they will spend with each applicant, what 

information they will ask for and what they will provide, what 

structure the interview will take, etc. Depending on the 

specifics of the strategy, he may be able to adapt it somewhat. 

Patterned Interview: This is likewise a prearranged 

meeting, however it has been meticulously prepared for. 

Questions and topics are laid up in advance. The interviewer 

asks each question on the list in order. 

Non-directive Interviews are structured in such a way that the 

interviewee is free to express his or her opinions without fear 

of retaliation. Whenever the applicant is quiet, the interviewer 

gently encourages them to continue. The objective is to not limit 

the applicant in any way by asking leading questions during the 

interview. 

Depth Interview: This is intended to probe deeply into the 

candidate's history and thought processes, as well as to go 

deeply into a topic of great interest to the candidate. The idea is 

that if an applicant does well in an area of interest to him, he 

will be more likely to devote himself fully to his work if he is 

hired. 

Stress Interview: To put the applicant through his paces and 

see how he responds under pressure, this is set up. For gauging 

how people will react under challenging circumstances, this is 

a great tool.
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Group Interview: This is meant to test the applicants' mettle in 

a competitive environment. It is possible to conduct group 

interviews with all of the applicants if they are brought into the 

office at the same time. The applicants might also be given a 

subject to debate and evaluated based on who takes the lead, 

who contributes the most, who presents the best, and who 

responds most positively to the others. 

Panel Interview: People on the interview panel or the selection 

committee are responsible for making these decisions. This is 

common practise for management and supervisory roles. It 

takes use of the panellists' pooled expertise and opinions. The 

panel may want to meet with the applicant one-on-one for a 

long interview. 

Physical Examination 

Once an applicant has passed one or more of the 

screening processes, he or she will be referred to the 

organization's physician or another medical officer who has 

been authorised for this purpose to undergo a physical 

examination. 

 

These goals may be accomplished by a thorough 

physical examination: 

 

• It provides insight into whether or not a candidate is 

qualified for the position at hand. 

• It identifies preexisting infirmities and collects 

documentation of them, which may be useful in determining the 

company's liability in the case of a workman's compensation 
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claim at a later date. 

• It aids in avoiding the hiring of people who are 

afflicted with communicable illnesses. 

• It aids in the placement of individuals who are 

ordinarily employable but whose physical limitations may limit 

them to certain employment categories. 

Confirming Previous Employment and Education 

Three references from people who know the applicant 

well in his everyday life should be included on the application. 

It's possible that they are people he's worked with before, pals, 

or colleagues from his field. 

They are contacted through mail or phone and asked for 

their honest opinion on the candidate, either on a set of 

predetermined issues or more generally. They may rest easy 

knowing that whatever they share with us will remain private. 

Yet, most of the time, either no answer is given or it is a positive 

one. 

Final Decision 

Those that make it through the hoops are given serious 

consideration. For jobs when more applicants exist than 

openings, the top candidates are chosen based on their test 

results. 

Placement 

Sometimes you have to choose your targets with 

precision. It's not uncommon for more than one candidate to be 

chosen for a single open position. In the second scenario, 

workers need the green light from their superiors before being 

placed under separate management structures. In the first 
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scenario, he must also provide his stamp of approval, but 

preferably before any finalists are chosen. The morale, 

productivity, and safety of an organization's workforce all 

benefit from strategic placement. 

Induction 

This is the last step before a new hire receives his 

training for the position. A new employee's induction is the 

process of orienting them to their new position and the company 

as a whole. The major goal is to make the new hire proud to 

work for the organisation by "selling" the company to him. 

 

A worker's coworkers and manager are essential cogs 

in the workplace machine. This requires familiarity with them, 

their processes, and the company's rules and procedures so that 

he can seamlessly fit in. There may be high lab or turnover if 

induction and orientation weren't properly handled, which 

would cause unnecessary stress and costs. 

Induction Programme 

● The following are elements that should be included in a 

comprehensive orientation programme: 

● The background of the organisation, the nature of its 

offerings, the manufacturing method used, and the primary 

tasks he must do. 

● The value of the position and any relevant details, such as 

required skills and potential dangers on the work. 

● Departmental roles and organisational hierarchy. 

● The employee's own division and role within it, as well as 

his overall significance to the company. 
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● Concerning personnel matters, including policies and data 

sources. 

● The rules, regulations, goals, and customs of the company. 

● Service, amenity, and welfare facility terms and conditions. 

● Policies on regular work hours, overtime pay, workplace 

safety, reporting procedures, time off, and absences. 

● Discipline and the method for resolving complaints. 

● Health care, counselling, and recreational opportunities. 

● Possibilities for advancement, relocation, programme 

participation, and a positive work environment. 

There are essentially three parts to every induction programme: 

 

Employee orientation that covers the basics, such the company's history and 

how things work. The goal is to foster a sense of loyalty and commitment to 

the company in the recipient. 

 

A detailed orientation from the boss: The employee is given a tour of the 

office and shown his assigned work area. He is also given information about 

the company's infrastructure and culture. The goal is to help the worker 

become more comfortable in his new position and surroundings. 

Additional training from the HR department or the manager: Within a week 

to six months after the first introduction, a foreman or a specialist will 

undertake this. 

 

The aim is to determine whether the worker is happy with him in a 

satisfactory manner. The challenges the newcomer is having are addressed 

one-on-one via assistance and counselling. 
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Summary 

 

McDonald's International Human Resource Management: A Case Study 

 

McDonald's Corporation is one of the most recognisable brands in the world. 

With its iconic golden arches, the American fast food franchise has expanded 

to 91 other nations. McDonald's feeds 33 million customers every day from 

its more than 18,000 locations across the globe. For McDonald's, sales 

outside the United States account for more than half of the company's 

operational income. For these kinds of numbers, McDonald's has to employ 

more than a million people, and by the year 2000, that number had doubled 

to almost two million. 

 

McDonald's has had to tailor its offerings and HR policies to local laws, 

policies, economies, and cultures in the various countries in which it operates. 

Just a few instances show how people have adjusted to their surroundings. 

As an alternative to beef, McDonald's serves lamb or mutton in countries like 

India where it is considered offensive to eat beef. McDonald's has created 

teriyaki burgers specifically for the Japanese market. In several Middle 

Eastern nations, male and female customers must use separate eating areas at 

McDonald's. 

 

It was also necessary to modify HR procedures. McDonald's human 

resources experts investigate the new nation before opening stores there to 

see what changes need to be made to the company's HR practises there. One 

way to learn more is to talk to human resources representatives at other 

American companies doing business in the nation and ask them about the 

rules, politics, and customs of the area. In addition, the company uses an in-

depth analytical plan to make sure no details are missed. Information 

obtained might include if there are any age or time-of-day limits on hiring, 

whether or not part-time work is permitted, and what kinds of benefits must 

be provided to both full- and part-time workers. Several nations in Eastern 
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Europe that once practised communism now offer locker facilities and 

showers for its workers. In many regions, especially in the suburbs and 

outlying sections of big cities, it is not possible to have a constant water 

supply to a residence, much alone a shower. To ensure that workers have 

access to sufficient transportation to go to and from work, an assessment of 

public transit options is also necessary. 

 

When a company decides to expand into a new nation, it has to start hiring 

locals immediately. Whenever a new McDonald's restaurant is opening in a 

nation, it tends to attract a lot of interested job seekers. For example, the first 

McDonald's in Moscow, Russia, which now employs more than 1,500 

people, received 27,000 applications. McDonald's places a premium on 

customer service, therefore the company's hiring practises reflect that 

priority. 

 

The goal when hiring for customer-facing roles like counter agent or cashier 

is to find people that are outgoing and like helping others. Some candidates 

may undergo a trial period of conditional employment in order to guarantee 

that they would represent McDonald's in a positive light and get along well 

with other workers. 

 

The firm utilises a selection profile for store managers that places an 

emphasis on leadership capabilities, strong expectations for employees, and 

the ability to effectively manage a business in the fast-paced restaurant 

industry. After a candidate has been screened and interviewed, they may be 

invited to work for up to a week at a restaurant. This is the stage when the 

interviewees and the employers may gauge whether or not they would be a 

good match for one another in the job. Internal promotions based on 

performance in the role are used to choose the next set of store managers and 

assistant managers after the first group has been picked. 

 

The importance of educating new personnel after the restaurants are manned 
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cannot be overstated. To better serve its international franchisees, 

McDonald's has localised its American-created Hamburger University 

courseware into 22 languages. The personnel chosen to work at McDonald's 

establishments in other nations get training after the trainers and supervisors 

have received their own training.
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Review Questions: 

1. Discuss the need and objectives of HRP. Discuss HRP 

as applicable to a manufacturing organization. 

2. Discuss HR Planning Process in detail. Also discuss 

the various levels of HRP. 

3. Define Job Analysis and its relevance in an IT 

organization. 

4. What are all the various classifications of Job 

Analysis? Discuss the same. 

5. What is Job Description and Job Specification? As a 

HRP Manager, how you will prepare the same for 

employees at positions of your choice? 

6. Why Recruitment plays a vital role in anorganization? 

What are all the factors to be considered while 

recruiting a new employee? 

7. Discuss Recruitment Process. 

8. Discuss Selection and Placement in detail. 

9. Discuss about an effective Induction Programme with 

suitable illustrations.
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Human Resource Appraisal and Development 

 
 

Introduction 

Evaluations of employee performance have just a short history. 

Taylor's groundbreaking Time and Motion research in the early 

20th century are its progenitors. However, this is of little use 

since the same can be stated about almost every aspect of 

contemporary human resource management. Work performance 

review as a unique and formal management technique had its 

origins in the Second World War, making it less than 60 years 

old. Appraisal is a modern concept, although the art of valuation 

dates back millennia. It's possible history might rank it as the 

second-oldest occupation after farming. According to Dulewicz 

(1989), "... a natural human inclination to form judgements 

about others one is working with, as well as about oneself." 

Evaluation seems to be both necessary and ubiquitous. Work 

performance evaluations, including those of subordinates, are 

more likely to be made informally and arbitrarily in the absence 

of a formal, systematic approach. The natural human tendency 

to evaluate others may lead to low morale, ethical violations, 

and legal issues in the job. Judgments need to be legal, fair, 

defensible, and accurate, but there is little hope of any of those 
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things happening in the absence of a formalised evaluation 

mechanism. A performance review system's humble beginnings 

may be traced back to an effort to justify salary. That is, the 

justification of an employee's income or wage was determined 

via the process of assessment. 

There was a direct correlation between the steps taken and 

tangible results. Reduced compensation was the consequence of 

an employee's less-than-ideal performance. Instead, a raise 

would be warranted if they consistently exceeded their 

supervisor's expectations. 

The potential growth benefits of evaluation were seldom taken 

into account. It was believed that a change in salary would be 

the sole necessary incentive for an employee to step up their 

game or maintain their current level of performance. 

As expected, this simple approach didn't always work as 

planned. Early scholars in the field of motivation understood, 

for instance, that workers with similar skills might have vastly 

varying levels of motivation and output while receiving the 

same salary. Empirical investigations verified these findings. 

Wage levels were significant, but they were not the sole factor 

influencing productivity. Factors like motivation and 

confidence were also shown to have a significant role. The 
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consequence was a gradual rejection of the conventional focus 

on reward outcomes. Beginning in the 1950s, the United States 

began to understand appraisal's potential as a tool for motivation 

and growth. In that age, the foundations were laid for what 

would eventually become the standard method of performance 

review. 

Human Resource Appraisal 

Definition: 

An yearly or semiannual interview between a 

supervisor and an employee to review the employee's 

performance on the job and recommend areas for growth and 

development is a common kind of performance evaluation. 

Appraisal findings are factored in, either directly or 

indirectly, to salary increases or decreases in many companies. 

That is, the highest-performing workers are singled out for the 

lion's share of any merit pay raises, bonuses, or promotions 

based on the findings of the evaluation process. 

Equally important is the use of assessment data to single 

out underachievers for further support, or, in the worst case 

scenario, for dismissal, demotion, or a pay cut. (Organizations 

should be mindful of local restrictions that may limit their 

ability to terminate workers or reduce pay.) There is a lot of 

doubt and debate about whether or not this is a good use of 

performance assessment, which is used to determine and justify 

bonuses and punishments. According to studies (Bannister & 

Balkin, 1990), appraisees are more likely to participate in and 

be pleased with the evaluation process if it results in tangible 
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benefits for them. These results provide a formidable obstacle 

to the view that evaluation results and incentive outcomes 

should be kept completely separate. Some people also believe 

that managers should be accountable for conducting regular 

performance reviews and having open discussions with workers 

about how they may improve. Critics argue that the common 

practise of ignoring compensation when evaluating 

performance is founded on confused and contradictory 

assumptions about what drives people to succeed. 

Separate pay and salary evaluations, in which increases 

and bonuses for merit are chosen arbitrarily and sometimes in 

secret by supervisors and managers, contribute to the problem 

of inconsistency in many firms. 

Methods for Identifying and Measuring Employee 

Performance: 

A worker's performance is their actions, or lack thereof. 

Employee contributions to the company may be affected by 

factors such as: 

▪ The Output Quantity 

▪ Productivity quality 

▪ Promptness of results 

▪ Workplace Presence 

▪ Cooperativeness 

 

Some positions may call for additional measures of 

performance, but the ones mentioned above are universal. 
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However, they are broad in scope; the aspects most fundamental 

to success in each position are instead defined by a unique set 

of work requirements or job performance characteristics. 

Teaching, research, and service are all examples of possible 

employment requirements for college professors. In essence, 

job requirements describe what a business is paying an 

employee to accomplish and are thus the most crucial aspects of 

any given position. Given the significance of these factors, it is 

crucial to monitor workers' progress against predetermined 

benchmarks and share the outcomes with them. Nearly all jobs 

have more than one criteria or dimension for success. Among 

the many metrics that are considered when hiring a baseball 

outfielder are home runs, batting average, fielding percentage, 

and on-base performance. Multiple work criteria are 

commonplace in many industries, including sports, and a 

particular individual may excel at one criterion more than 

another. The organisation may place greater weight on some 

characteristics than others. Assigning a numerical value to each 

criterion allows you to see their relative relevance while 

evaluating candidates for a single position. 

Job Criteria and Information-Types: 

There are three distinct sorts of information that 

managers get about the efficiency with which their staff 

performs their duties. Information based on traits, on the other 

hand, identifies more abstract qualities like a person's pleasant 

demeanour, their initiative, or their ingenuity, and may have 

little relevance to a certain position. Many judicial rulings have 

found that performance reviews based on attributes like 

adaptability and overall demeanour are too imprecise to be used 

as the foundation for performance-related HR decisions. 

Information that is "behavior-based" focuses on the 
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kinds of actions that employers find most desirable. A 

salesperson's effectiveness may be gauged by watching how 

they utilise words to sway customers. Information based on an 

employee's conduct is harder to track down, but it has the benefit 

of explicitly outlining the actions that need be taken in order to 

meet management's expectations. One issue is that there may be 

a number of actions that all work well in a particular scenario. 

The definition of verbal persuasion, for instance, may be elusive 

for a salesman. 

What the worker has done or achieved is taken into 

account in performance reviews. The results-based strategy is 

effective for tasks where metrics can be easily implemented. 

However, it's easy to focus on what can be counted and overlook 

what's just as important but harder to quantify on the job. A car 

salesman, for instance, could baulk at filling out paperwork or 

doing anything else that isn't directly tied to making sales if 

that's all he gets paid for. In addition, focusing only on outcomes 

while ignoring the process of arriving at those outcomes might 

lead to ethical or even legal complications. 

Pertinence of Criteria: 

Relevant criteria should be considered for evaluating 

performance. Relevant criteria often centre on the most 

significant elements of workers' tasks. In an insurance claims 

centre, for instance, assessing customer service employees 

based on their looks would be less meaningful than analysing 

the percentage of calls that were correctly handled. Important 

job requirements should be defined and connected back to 

workers' job descriptions, as seen in this example. 

Possible Issues with the Criteria: 
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Any performance measurements that fail to account for 

all of the responsibilities associated with a given job are 

inherently flawed. One example of a flawed performance metric 

is basing an employee's evaluation on the quantity rather than 

quality of hiring they make. Contamination of criteria occurs 

when unimportant criteria are mixed in. If a telemarketer's looks 

is a criterion, then it's likely tainted since the consumers never 

see him or her. More often than they should, managers rely on 

flawed or tainted metrics to evaluate employee performance. 

Objective and subjective metrics may be used to 

evaluate performance. The quantity of automobiles sold or 

invoices paid are two examples of objective measurements that 

can be tallied easily. More judgement is required to use 

subjective measurements, and they can't be quantified as easily. 

Ratings of employees' customer service skills by their managers 

are an example of subjective metrics. When compared to 

subjective metrics, objective ones might be less well defined 

because of their narrower focus. However, there is always a 

chance of contamination or other random mistakes when using 

subjective assessments. Both have their limitations and should 

be handled with caution. 

Performance Standards: 

It is not enough to know that an employee creates 10 "Santro"s 

every day to draw firm conclusions about their performance. 

Having something to gauge the data against is essential. Perhaps 

15 Santros are the magic number for a productive workday. 

Depending on your perspective, performance standards may be 

thought of as either a set of benchmarks or a set of goals/targets 

to be attained. Both the company and its workers profit when 

performance expectations are reasonable, quantifiable, and easy 

to understand. In a way, performance standards outline what 
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constitutes adequate work. In order to ensure that everyone is 

on the same page about the anticipated level of performance, it 

is crucial to lay out clear goals and criteria before any work 

begins. 

 

Figure 1.1: Terms defined in standards (illustration) 

Quantitative or qualitative evaluations, such as "excellent" or 

"unsatisfactory," are often used to reflect the degree to which criteria have 

been satisfied. At times, it might be challenging for several individuals to 

agree on how well performance has been compared to the benchmark. The 

phrases used to assess workers' conformity to established criteria are shown 

in Figure 1.1. To reduce the potential for misunderstandings, the levels are 

described in terms of performance criteria rather than specific numerical 

values. 

Goals for sales volume and product quality are two examples of common 

quantitative measures of success. A non-numerical measure of performance 

is whether or not the cash drawer was balanced at the conclusion of the shift. 

 

Standards are often prepared by someone not directly involved in the task, 

such as a supervisor or quality control inspector, although employees may 

also do a good job of writing them. Workers with more experience and their 

managers are more likely to agree on what defines a job well done. Therefore, 
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these people can work well together to establish norms. 

 

Uses of Performance Appraisal: 

 

Performance assessment (PA) is the method of assessing an employee's work 

performance in relation to predetermined criteria and providing feedback on 

how to improve. Employee rating, employee evaluation, performance review, 

performance assessment, and outcomes appraisal are several names that have 

been used to refer to the same thing. 

 

It's easy to assume that performance assessment is a straightforward method 

for determining an employee's pay, providing constructive criticism, and 

highlighting areas of improvement. Office, professional, technical, 

supervisory, middle management, and non-union manufacturing employees 

in the United States all have access to formal performance review systems. 

 

When an organisation must negotiate with a powerful union, performance 

reviews are often limited to the paid, non-union workers. Unions, which often 

place more value on seniority than on merit, can't employ performance 

reviews. The union's official position is that all members are of similar 

competence; thus, the worker with the greatest experience is seen as the most 

competent; therefore a performance review is superfluous. 

 

There may be solid reasons why many managers dislike doing performance 

reviews. Not all workers will get glowing reviews, and it may be 

uncomfortable to discuss performance reviews with underachievers. If there 

isn't enough information on individual workers' performance, it might be hard 

to tell them apart. 

 

Additionally, some managers believe that doing performance reviews is 

tantamount to playing God with regards to their workers' pay and 

advancement opportunities. There are two broad purposes for performance 
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reviews in most businesses, and they often compete with one another. One 

responsibility is to assess worker performance for the sake of compensation 

and other personnel considerations. Given the weight that these evaluations 

may have on whether an employee is promoted or let go, managers may find 

them challenging to implement. Individual growth also has a significant 

effect. When a manager is in such position, he or she is frequently portrayed 

more as a confidant than a judge, and the tone of the meeting changes 

accordingly. The focus is on spotting talent and helping workers chart their 

futures. 

 

Administrative Uses: 

 

 

Rewards for workers are generally tied to a performance review system in 

which they can see how their efforts are being evaluated. The notion that pay 

increases should be based on performance rather than seniority is founded on 

the concept of performance-based compensation. Workers in performance-

based pay schemes are rewarded monetarily for their efforts. Traditionally, a 

manager's responsibility has been to assess an employee's performance and 

provide recommendations or final say on pay based on such assessments. 

There is a risk of a perception of inequality in pay for the most productive 

staff if there is a breakdown at any point in the process. 

 

It is normal practise to consider evaluations of work performance as a factor 

in establishing remuneration. Employees also place a high value on the other 

administrative purposes of performance assessment, such as judgments about 

promotion, termination, layoff, and transfer assignments. Performance 

reviews, for instance, might provide a rationale for the sequence in which 

layoffs are carried out. Therefore, the performance reviews must clearly 

demonstrate the disparities in employee performance if the employer argues 

that the decision was based on performance. Performance assessments are 

also necessary for documenting promotions and demotions that are merit-
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based. 

 

In the event of a legal dispute between an employee and their employer about 

a termination, promotion, or salary change, a performance review is a critical 

defining factor. Consequently, the broad implementation of performance 

evaluations inside administrative structures is most likely driven by a sense 

of urgency. However, leniency is only one of several issues that arise when 

ratings are put to administrative use. 

 

Development Uses: 

 

 

An employee's performance review may be a vital resource for gathering 

insights and direction for their professional growth. Managers may keep their 

staffs up to date on their progress, have open dialogues about where they can 

improve, and map out training programmes when they have a clear picture of 

their workers' strengths, opportunities, and training requirements thanks to 

performance assessment feedback. To put it another way, the manager in this 

case acts more like a coach. The role of a coach is to recognise and reward 

strong performance, identify areas for growth, and provide guidance to staff 

on how to achieve those goals. After all, workers may not always be aware 

of their own room for development, and managers cannot realistically 

anticipate growth if they fail to provide guidance on how to identify and 

address areas for progress. Unlike administrative applications of performance 

assessment, which often include comparisons between people, the goal of 

developmental feedback is to influence or reinforce a specific behaviour. 

Improvement efforts should include providing positive reinforcement for 

desired actions. 

 

The performance appraisal's growth feature might help the worker zero in on 

areas where they want to improve. An employee, for instance, learned that 

her lack of familiarity with cost accounting was the only thing blocking her 
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from being considered for a management position in her company during a 

performance review interview focused only on growth. Her manager 

recommended that she look into attending a weekend class at a nearby 

university. 

 

Teamwork creates a new environment in which to conduct performance 

reviews. Team members are privy to the employee's efforts, even if the 

management isn't. It was mentioned before in the 360-degree assessment 

function that teams may also express constructive criticism. The topic of 

whether or not teams can manage administrative appraisal remains 

unanswered. Teams, when given the freedom to develop their own 

assessment systems, seem to have a hard time adjusting to the concept of 

differentiated incentives and a strong preference for eliminating the element 

of judgement altogether. If so, then maybe the most beneficial use of group 

evaluation is in the realm of personal growth.
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Performance Appraisal Methods and Evaluation 

There are several approaches that may be used to evaluate performance. 
 

Figure 1.2: Performance Appraisal Methods 

 
Different approaches are broken down into four 

categories in Figure 1.2. After outlining each technique, this 

section moves on to explore how they may be combined. 

Combinations may occur across positions in the same 

company or between tasks within the same employment. 

 

Category Rating Methods 

 

Category rating techniques, in which a 

management marks an employee's performance on a 

particular form separated into categories of performance, 

are the simplest ways for assessing performance. Standard 

techniques for evaluating groups include the visual rating 

scale and the checklist. 
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Graphic Rating Scale 

 

The visual rating scale provides a continuous scale 

on which to provide a rating for a worker's performance. 

This approach is the most popular one since it is so easy to 

implement. Each task on the list is checked by the rater 

against the rating scale to ensure the correct rating has been 

assigned. Comment space is provided after each rating 

factor for more explanation. Two distinct kinds of visual 

rating scales are now in use. People are often given a rating 

on both of them. The most popular form, which is also the 

first, describes the ideal candidate's qualifications for the 

position (quantity of work, quality of work, etc.). The 

second is more focused on actions, detailing various actions 

and rating their efficacy. 

Of course, the visual rating system has its flaws as 

well. It is common practise to lump together unrelated 

characteristics and have the rater choose only one of many 

possible options. A further issue is that the descriptive 

phrases employed in such scales may have various 

meanings to different raters. Initiative and collaboration are 

two of those terms that may be taken in a variety of ways, 

depending on the context in which they are employed. 

 

Despite their widespread usage, mistakes are 

common when using graphic rating scales because raters 

sometimes rely too much on the form itself to determine 

performance rather than the underlying data. Whether it be 

a visual rating scale or the checklist that follows, there is a 

strong emphasis on the rating instrument and its limitations. 

The rating scales are effective to the extent that they are 

appropriate for the individual and the position being 

evaluated. Managers who are forced to use an inappropriate 

tool to assess employee performance usually express 

dissatisfaction with the rating form. 
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Checklist 

 

The checklist consists of a series of items, each of 

which is a statement or a phrase. Raters look for remarks 

that accurately portray workers' traits and performance. 

Normal items in a checklist include the following: 

 

● is relied upon to do tasks in a timely manner 

 

● seldom volunteers for extra shifts 

 

● works well with others and provides support 

 

● is open to feedback 

 

● is always trying to better themselves 

 

Any phrase or word on the checklist may be given 

a different weight, depending on the user's preferences. 

After that, we have a measurable outcome. This is because 

the weights are often calculated by a separate department, 

such as human resources, and the rating supervisor is thus 

typically unaware of them. 

The checklist has various flaws, including the 

following: As with the graphical rating scale, various raters 

may interpret the words or sentences differently; if a 

weighted checklist is employed, it is difficult to interpret the 

rating findings; and (3) raters do not give the weights to the 

elements. These challenges hinder the rater's ability to 

effectively advise the employee throughout their discussion 

of the checklist. 

 

Comparative Methods 

 

 

Employing a comparative approach necessitates 
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that managers evaluate staff members in direct comparison 

to one another. A computer supervisor may, for instance, 

evaluate the efficiency of a data entry operator by 

comparing their work to that of other data entry operators. 

Examples of comparison methods include ranking, paired 

comparison, and forced distribution. 

 

Ranking 

 

Employees are listed from best to worst in terms of 

performance. The biggest problem with using rankings is 

that the disparities between people are not clearly defined. 

Those placed second and third may not vary much in 

performance, while those rated third and fourth could differ 

greatly. Assigning points to represent the magnitude of the 

gaps helps mitigate this issue. Somebody has to be at the 

bottom of the list if you're going to rank them. The lowest-

ranked member of one team could be the most valuable 

contributor to another. Also, if the set of things to rank is 

quite big, the process of doing so becomes highly 

cumbersome. 

 

Forced Distribution 

 

Ratings created using any of the previous 

techniques may be distributed using the forced distribution 

approach. It does, however, need a comparison among the 

employees in the relevant work group. The forced 

distribution technique uses a bell-shaped curve to plot 

assessments of workers' performance. Through the use of 

the forced distribution approach, a nurse manager, for 

instance, might assign a proportion of their staff to each of 

a number of predetermined performance tiers. A metric for 

forced distribution is shown in Figure 1.3. 

 

This strategy presumes the existence of the well-known bell-shaped curve 



Human Resource 

Management 

 

 

of performance among the population being studied. In reality, the bell-

shaped normal distribution is not a good approximation to the distribution 

of performance evaluation scores. Sixty percent to seventy percent of a 

company's workers typically fall into the top two performance tiers. This 

trend might be attributable to the exceptional work of several workers, or it 

could be the result of unfair favouritism. 
 

Figure 1.3: Forced Distribution 

Different approaches are broken down into four categories in Figure 1.2. 

After outlining each technique, this section moves on to explore how they 

may be combined. Combinations may occur across positions in the same 

company or between tasks within the same employment. 

 

Category Rating Methods 

 

Category rating techniques, in which a management marks an employee's 

performance on a particular form separated into categories of performance, 

are the simplest ways for assessing performance. Standard techniques for 

evaluating groups include the visual rating scale and the checklist. 

 

Graphic Rating Scale 

 

The visual rating scale provides a continuous scale on which to provide a 
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rating for a worker's performance. This approach is the most popular one 

since it is so easy to implement. Each task on the list is checked by the rater 

against the rating scale to ensure the correct rating has been assigned. 

Comment space is provided after each rating factor for more explanation. 

Two distinct kinds of visual rating scales are now in use. People are often 

given a rating on both of them. The most popular form, which is also the 

first, describes the ideal candidate's qualifications for the position (quantity 

of work, quality of work, etc.). The second is more focused on actions, 

detailing various actions and rating their efficacy. 

Of course, the visual rating system has its flaws as well. It is common 

practise to lump together unrelated characteristics and have the rater choose 

only one of many possible options. A further issue is that the descriptive 

phrases employed in such scales may have various meanings to different 

raters. Initiative and collaboration are two of those terms that may be taken 

in a variety of ways, depending on the context in which they are employed. 

 

Despite their widespread usage, mistakes are common when using graphic 

rating scales because raters sometimes rely too much on the form itself to 

determine performance rather than the underlying data. Whether it be a 

visual rating scale or the checklist that follows, there is a strong emphasis 

on the rating instrument and its limitations. The rating scales are effective to 

the extent that they are appropriate for the individual and the position being 

evaluated. Managers who are forced to use an inappropriate tool to assess 

employee performance usually express dissatisfaction with the rating form. 

 

Checklist 

 

The checklist consists of a series of items, each of which is a statement or a 

phrase. Raters look for remarks that accurately portray workers' traits and 

performance. Normal items in a checklist include the following: 

 

• is relied upon to do tasks in a timely manner 
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• seldom volunteers for extra shifts 

 

• works well with others and provides support 

 

• is open to feedback 

 

is always trying to better themselves 

 

Any phrase or word on the checklist may be given a different weight, 

depending on the user's preferences. After that, we have a measurable 

outcome. This is because the weights are often calculated by a separate 

department, such as human resources, and the rating supervisor is thus 

typically unaware of them. 

The checklist has various flaws, including the following: As with the 

graphical rating scale, various raters may interpret the words or sentences 

differently; if a weighted checklist is employed, it is difficult to interpret the 

rating findings; and (3) raters do not give the weights to the elements. These 

challenges hinder the rater's ability to effectively advise the employee 

throughout their discussion of the checklist. 

 

Comparative Methods 

 

 

Employing a comparative approach necessitates that managers evaluate 

staff members in direct comparison to one another. A computer supervisor 

may, for instance, evaluate the efficiency of a data entry operator by 

comparing their work to that of other data entry operators. Examples of 

comparison methods include ranking, paired comparison, and forced 

distribution. 

 

Ranking 
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Employees are listed from best to worst in terms of performance. The 

biggest problem with using rankings is that the disparities between people 

are not clearly defined. Those placed second and third may not vary much 

in performance, while those rated third and fourth could differ greatly. 

Assigning points to represent the magnitude of the gaps helps mitigate this 

issue. Somebody has to be at the bottom of the list if you're going to rank 

them. The lowest-ranked member of one team could be the most valuable 

contributor to another. Also, if the set of things to rank is quite big, the 

process of doing so becomes highly cumbersome. 

 

Forced Distribution 

 

Ratings created using any of the previous techniques may be distributed 

using the forced distribution approach. It does, however, need a comparison 

among the employees in the relevant work group. The forced distribution 

technique uses a bell-shaped curve to plot assessments of workers' 

performance. Through the use of the forced distribution approach, a nurse 

manager, for instance, might assign a proportion of their staff to each of a 

number of predetermined performance tiers. A metric for forced distribution 

is shown in Figure 1.3. 

 

This strategy presumes the existence of the well-known bell-shaped curve 

of performance among the population being studied. In reality, the bell-

shaped normal distribution is not a good approximation to the distribution 

of performance evaluation scores. Sixty percent to seventy percent of a 

company's workers typically fall into the top two performance tiers. This 

trend might be attributable to the exceptional work of several workers, or it 

could be the result of unfair favouritism.
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Figure 1.4: Customer Service Skills 

Constructing Behavioural Scales 

First, a list of relevant work aspects must be compiled before 

the construction of a behavioural scale can begin. An employee's success 

on the work depends mostly on these elements. Some of the most 

important facets of a college professor's work include: 

• Course organization 

• Attitude toward students 

• Fair treatment, and 

• Competence in subject area. 
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Short phrases that explain both desired and unwanted 

behaviours are crafted in the style of crucial episodes (anchors). After that, 

they are reinterpreted or placed into a certain occupational category. 

This is often done in groups, and it takes consensus from between 60 and 70 

percent of the group to officially assign a dimension. The committee, made 

up of industry insiders, then gives each anchor a score between zero and 

one hundred to indicate how positively or negatively they behave. These 

anchors are calibrated to a scale when given a number. 

 
 

 

 

 

 

 

 

 

Figure 1.5: Development Process for Behavioral Anchors 

There are several issues with behavioural techniques that need be taken into 

account. First, it takes a lot of time and energy to create and keep up 

behaviorally anchored rating scales. In addition, various job categories within 

an organisation call for distinct sorts of performance reviews. BARS forms 

would need to be customised for each position at a hospital, such as the 



Human Resource 

Management 

 

 

nurses, nutritionists, and receptionists. 

 

Management by Objectives 

 

An individual's desired level of performance within a reasonable time frame 

is outlined in management by objectives (MBO). Objectives for each 

manager should be based on the organization's larger goals and aims, but 

MBO shouldn't be used as a pretence for a superior to prescribe what each 

manager or employee should be working toward. MBO is not restricted to 

management evaluations, although it is most often used in this context. 

Appraisal by outcomes, target-coaching, work planning and review, 

performance targets, and joint goal setting are all terms for what MBO really 

is. 

 

Important MBO Concepts 

 

An MBO assessment method is predicated on three primary assumptions. 

First, it's been shown that when workers have a hand in formulating goals 

and strategies, as well as deciding on metrics for success, they're more likely 

to fully commit to them. 

 

Second, if the goals are specified in detail, the worker has a higher chance of 

meeting them. When a superior sets goals for an employee, the employee 

may experience ambiguity and misunderstanding, leading to less productive 

work. When an employee sets their own goals, they have a much clearer idea 

of what is expected of them. 

 

 

 

Third, outcomes should be defined by quantifiable performance goals. When 

evaluating subordinates, it's best to avoid using broad, overly-nebulous terms 

like "initiative" and "cooperation," as is frequent in many superior-based 
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evaluations. The building blocks of any goal are the discrete steps that will 

be followed to reach that goal. The following are some examples of possible 

goals: 

 

Monthly regional sales reports are due on the fifth. 

 

Get orders from at least 5 new clients per month. 

 

Payroll expenses as a percentage of revenue should not exceed 10% at all 

times. 

 

Produce less than 5% in scrap. 

 

Every available position in the company must be filled within 30 days. 

 

The MBO Process 

 

It takes four steps to fully implement a guided self-evaluation system utilising 

MBO. These stages, shown in Figure, will be described more below. 

 

The employee and their supervisor go through the job description and the 

main responsibilities that make up the position. The goal is for both parties 

to have a firm understanding of what the work entails. 

 

The creation of performance criteria is essential. At this stage, we settle on 

some definite, quantifiable benchmark for success. A salesperson, for 

instance, may do well to have a monthly quota of selling five automobiles. 

 

Employee and supervisor work together to develop goals for the future. It's 

possible that the car salesman wants to do better, so he or she decides to raise 

their monthly sales goal from four to six vehicles. Be aware that the target 

established and the performance standard are not always the same. The ideal 
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goal is one that can be reached in a reasonable amount of time. 

 

• Ongoing conversations on performance: The goals serve as the foundation 

for ongoing conversations between the individual and their supervisor. Even 

if a formal review meeting is arranged, the employee and management are 

not have to wait until then to talk about the worker's performance. During the 

time frame, both parties may collaborate to adjust their goals and provide 

updates on their progress.
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Figure 1.6: MBO Process 

MBO Critique 

No management tool is perfect, and certainly MBO is 

not appropriate for all employees or all organizations. Jobs with 

little or no flexibility are not compatible with MBO. For 

example, an assemblyline worker usually has so little job 

flexibility that performance standards and objectives are 

already determined. The MBO process seems to be most useful 

with managerial personnel and employees who have a fairly 

wide range of flexibility and control over their jobs. When 

imposed on a rigid and autocratic management system, MBO 

may fail. Extreme emphasis on penalties for not meeting 

objectives defeats the development and participative nature of 

MBO.
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Combination of Methods 

MBO is not a good fit for all companies or all people, 

but no management tool is. MBO doesn't work for jobs where 

you have no room to manoeuvre. The performance 

requirements and goals of an assembly line worker, for 

instance, are often established in advance. The MBO approach 

seems to be particularly beneficial for management staff and 

workers who have significant autonomy in their roles. The 

MBO approach may not work in an organisation with a top-

down management style. An overemphasis on punishments for 

falling short of goals undermines the learning and collaborative 

benefits of MBO. 

Combination of Methods 

There is no ideal means of evaluation. In fact, studies 

have shown that switching up your approach won't improve 

accuracy or reduce rate mistakes. It is conceivable and could 

even be advisable to employ a performance measuring system 

that combines more than one of the aforementioned 

approaches. Take into account several permutations that might 

balance out the following benefits and drawbacks: Although 

category rating systems are simple to create, they are seldom 

useful for gauging the success of long-term strategies. 

What's more, they could exacerbate issues with inter-

rate dependability. When making administrative choices, such 

as salary rises, a comparative method may be helpful since it 

helps mitigate leniency, central tendency, and strictness 

problems. However, when compared to other techniques, the 

comparative approaches do a poor job of connecting 

performance to organisational objectives and providing useful 
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feedback for improvement. 

When it comes to progress, narrative approaches excel 

since they can collect more data via feedback. However, they 

might be so disorganised that they are useless if clear criteria 

or standards aren't defined. These approaches are also not 

suitable for administrative purposes. While the behavioural 

and objective techniques do a good job of connecting employee 

performance with corporate objectives, doing so sometimes 

takes more time and energy than may otherwise be necessary 

to clearly establish expectations and train workers. It's possible 

that these methods won't be useful in entry-level positions. 

Managers who have thought through what they want to achieve 

with a performance evaluation system will be in a better 

position to pick and select among the aforementioned tools. 

Combinations such as a visual rating scale for 

performance on key work criteria, a written explanation of 

training and improvement opportunities, and an overall 

ranking of individuals in a department are all possible. Salary 

exempt workers, non-exempt salaried employees, and 

maintenance personnel may all call for a somewhat different 

set of benefits. 

Human Resource Training: 

Every employee, at every level of the organisation, 

must undergo regular training. Training is crucial for staying 

abreast of the ever-evolving technological landscape, as well 

as the evolving ideas, values, and overall environment. 

Employees at all levels of a business need access to effective 

training programmes in order to provide their best work. It's 

also necessary if an employee is transferred from one kind of 

assignment to another. In this light, the purpose of this module 
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is to introduce students to training as a concept, the need of 

training, the ways by which training may be conducted, the 

assessment of training, the retraining of employees, and the 

aspects of organisational learning. 

Historically, almost two-thirds of training budgets 

have gone toward educating upper-level managers while the 

other third has been allocated to entry-level employees. This 

percentage, however, is shifting. Businesses are beginning to 

understand that it is as important to invest in the growth of their 

frontline employees as it is to hone the skills of their upper 

management. Also, another thing is shifting. When 

circumstances are tight, it is common practise in human 

resource management to reduce spending on things like 

training. As a result, many organisations are able to 

considerably cut their training costs. However, more and more 

companies see training as an investment in their human capital, 

rather than merely an expense. 

It's noteworthy to note that training's significance 

grows when firms reorganise and adopt new strategies. 

Training is necessary to ensure that employees who must adjust 

to the new circumstances have the skills they'll need to do so 

successfully. Managers also need opportunities for 

professional growth and training to hone their leadership 

capabilities. Effective training often results in productivity 

improvements that more than cancel out the cost of training in 

a variety of contexts. Human Resources Perspective details a 

research that set out to quantify the financial benefits of 

education. 

Definition 

Training is the procedure through which individuals 
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learn skills that contribute to the success of an organisation. 

Training may be seen in either a limited or wide light, 

depending on how it is connected to the goals of the business. 

In a narrow sense, training equips workers with clear and 

distinct abilities that may be applied to their current positions. 

Some people differentiate between training and development, 

with the latter emphasising the acquisition of skills applicable 

in both the present and the future at work. 

Training Responsibilities 

The training duties indicated in Figure 2.1 are representative of 

a typical distribution. The HR department is a go-to for any 

questions or concerns related to training. Individual 

operational managers may not have the same perspective on 

employee careers and organisational growth as the unit as a 

whole. This distinction becomes most apparent at lower 

organisational levels. 
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Figure 2.1: Typical Training Responsibilities 

The greatest source of technical knowledge utilised in skills training, 

however, is most likely managers. They are also in a better position to 

assess whether workers need more education. Managers are in a unique 

position to assess their workers' potential and talk to them about their 

future ambitions for their careers due to their frequent and personal 

interactions with their staff. 

 

It's become more clear that successful training requires close 

collaboration between operational managers and human resources 

specialists. That's why it's crucial for the HR department and the 

operational managers to have a training relationship. Human resources acts 

more as a consultant and training planner for managers in this arrangement 

than as a training authority. 

 

 

Types of Training Internal Training: 

 

On-the-job training is preferred since it is convenient for employees and 

saves money by reducing the need to transport them to off-site training 

facilities. However, the expenses of a trainee learning on the job might 

include lost clients and damaged equipment, and the learner may get 

irritated if things do not go smoothly. 

 

Technical education often takes place inside businesses. The focus of 

most technical education is on the acquisition of specific skills, such as the 

operation of sophisticated computer-controlled equipment. As a result of 

how quickly technology is evolving, training demands have shifted to 

emphasise developing and maintaining technical abilities. The 

Occupational Safety and Health Administration (OSHA), the 

Environmental Protection Agency (EPA), and other federal agencies have 
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all passed or proposed legislation that would require basic technical skills 

training in affected industries. In addition to traditional classroom 

instruction, the use of web-based training and intranets is on the rise as 

effective internal training tools. 

 

Informal training has evolved as a source of internal training, and this 

happens via workers' interactions with and feedback to one another. 

Seventy percent of what workers know about their occupations comes 

from informal learning from coworkers rather than standardised training. 

The level of informal education may be attributed to a number of causes. 

First, when workers collaborate on teams and projects, they have 

opportunities to learn from one another and ask questions. Secondly, 

workers look to one other for guidance rather than to management for 

training and development opportunities. Third, knowledge is gained 

informally when workers strive to reach organisational objectives. 

Problems with informal training include the possibility that workers may 

get instruction that is inaccurate or incomplete. 

 

External Training 

 

There are a number of motivating factors for receiving instruction from 

other sources: When an organisation has few internal training resources 

available, it may be more cost-effective to bring in an external trainer to 

perform the necessary instruction. It's possible that we won't have enough 

time to create internal training materials. It's possible that the HR 

department's in-house experts aren't up to snuff on whatever topic requires 

instruction. Training programmes that bring workers together with their 

supervisors and colleagues from different firms might be beneficial. 

 

Training is increasingly being contracted out. Employees are being 

trained by external vendors. For instance, many software companies host 

user conferences where workers from various companies may learn about 
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the latest updates and capabilities. In addition, if a large number of workers 

need to be taught, suppliers may conduct the sessions on-site. 

 

Several computer software manufacturers give workers technical 

certificates on their products. A Master Certified Novell Engineer or a 

Microsoft Certified Product Specialist, for instance, demonstrates a high 

level of technical expertise. The certificates also allow workers stuff to put 

on their resumes should they desire to change employment. Employers 

benefit from these certifications as well because they can be used as 

requirements for certain positions when hiring and promoting new staff. If 

a company pays for workers to get certified, employees may see the 

employer more favourably and be less prone to quit. 

 

Learning Principles: The Psychology of Learning 

 

Learning is at the core of all training initiatives, and so is the realisation 

that work in companies provides a context for continuous learning. 

Learning is a complicated psychological process that is still poorly 

understood by both academic psychologists and professional educators. 

 

A common mistake made by trainers and managers is to think that the 

act of providing the material guarantees its retention. However, learning 

only occurs when new knowledge is taken in, processed, and incorporated 

into one's life in some manner that requires a shift in perspective or 

intentional action. Research on learning may help managers improve the 

quality of their training programmes. We then explain some of the most 

important concepts of learning that should underpin every training 

programme. 

 

Intention to Learn 
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It's important to remember that everyone learns at their own pace and 

has their own unique capacity for applying what they've learned. It is not 

enough to have the capacity to learn; one must also have the desire to do 

so. How important is my work to me? is a question that may help assess a 

person's level of motivation to study. How crucial is it that I take the time 

to study the material? Are there any benefits to me from studying this? why 

should I care? It's also worth noting that individuals have different 

expectations for their own receptiveness to training-based learning. These 

beliefs may be a reflection of the individuals' self-concept rather than their 

actual cognitive abilities. Individual instruction is most useful for those 

who lack confidence in their own abilities. Traditional training seems to be 

more successful with those who already have a strong sense of self-

efficacy. People's drive to learn is influenced by their sense of self-

efficacy. 

 

Whole Learning 

 

Instead of diving right into the intricacies, it's best to offer trainees a 

high-level overview of the work they'll be undertaking. Gestalt learning is 

a term used to describe this kind of learning. This implies that after workers 

have had a chance to observe how everything fits together, instructions 

may be broken down into smaller pieces. 

 

Intentional guidance is another idea, and it relates to teaching trainees 

the methods and techniques that will help them succeed in their training. 

Trainers may increase learner engagement by emphasising the relevance 

of the training to the trainees' future roles. If, for instance, customer service 

professionals are being prepared for a wide range of challenging client 

calls, that training should include an overview of those calls, the vocal 

signals signalling the calls' various categories, and the expected results for 

each. 
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Reinforcement 

 

According to the law of effect, which forms the basis of the notion of 

reinforcement, individuals are more likely to repeat answers that result in 

a positive reward and less likely to repeat acts that result in a bad 

consequence. Both external and internal reinforcements may be used in 

training contexts. When a rookie salesperson successfully responds to a 

question from a manager and receives praise for it, she may feel rewarded 

in more ways than one (a feeling of pride). When a learner receives praise, 

they are more inclined to keep at it. 

 

Behaviour Modification 

As a result of extensive research on reinforcement, a systematic method 

of training has been devised. Behavior modification is a common strategy 

that draws on the ideas of psychologist B.F. Skinner, who argued that 

learning does not involve doing but rather altering one's actions. There are 

four distinct methods for altering behaviour that are used in behaviour 

modification. There are four methods: reinforcement (both positive and 

negative), punishment, and extinction. The next sections examine each 

individual component. 

 

Positive reinforcement occurs when a person gets what they want. An 

employee's outstanding attendance may be positively reinforced by 

providing a desired reward, such as an additional hour of pay if they are on 

time to work every day of the week. 
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Through the process of trying to prevent a negative outcome, negative 

reinforcement is created. To escape their manager's wrath, some workers 

make it a habit to come at work promptly each morning. Therefore, the 

employee does the required activity because of the threat of criticism. 

 

Punishment refers to any measure done to discourage a person from 

repeating a wrongdoing. If a stock clerk at a grocery store leaves the 

stockroom in an unclean condition, her management may have her stay late 

and clean it up as a form of punishment. 

 

Extinction is a method for shaping behaviour via the non-response to a 

stimuli. The goal is to reduce the likelihood of a recurrence of negative 

actions. 

 

Every one of these methods has been shown to be effective in altering 

behaviour, and in certain cases, a combination of many may be necessary. 

However, studies show that positive reinforcement of the intended action 

is more successful for most training scenarios. 

 

Immediate Confirmation 

 

The idea of quick confirmation in learning states that reinforcement 

should be provided as soon as feasible after training for optimal retention. 

Learners should get immediate feedback on the correctness of their 

responses. Let's say, for the sake of argument, that a company's buying 

division has instituted a brand-new method of reporting stock levels. If a 

buying manager is introducing a new technique to inventory processors, 

he or she could not have them fill out the complete new inventory form. A 

manager may instead describe the whole procedure and then divide it into 

smaller chunks, having each learner complete the form section by section. 

The buying manager may quickly and easily validate or correct trainees' 
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work before moving on to the next portion of the form by verifying it after 

each area is completed. This instant verification fixes mistakes that, if 

committed throughout the whole form, may set a pattern that would have 

to be unlearned later on. 

Learning Practice and Patterns 

Putting what one has learnt into practise is an essential part of the 

learning process. Behavioural modelling, practise, and learning curves 

have all been shown to be useful in the training design process, according 

to both study and experience. 

Behaviour Modelling 

Behaviour modelling, or simply imitating the actions of others, is one of 

the most fundamental and effective methods of learning. Avoiding the 

blunders one observes others make is an example of a kind of modelling. 

Training skills that require the integration of theory and practise lends 

themselves especially well to the use of behaviour modelling. 

Active Practice 

During training, students engage in active practise when they carry out actual 

job-related activities and responsibilities. It's more efficient than just reading 

or listening without actively participating. According to studies, the most 

important aspect in achieving better results after training is actual practise.
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Every learning environment should include active practise once some 

foundational knowledge has been provided. It's a perk of having a mentor on 

the job, one of the many benefits of learning on the job. Let's pretend 

someone's in customer service training. The learner should be given a chance 

to contact a client to put their newly acquired knowledge to practise after 

receiving some basic selling instructions and product specifications. 

 

Spaced Vs Mass Practice 

 

There are two common techniques to organise actual training. The first kind 

of practise is called "spaced practise" and involves spreading out your 

workouts across multiple hours or days. Massed practise, on the other hand, 

is when an individual does all of their practise at once. Some types of learning 

benefit more from spaced practise, while others are best served by massed 

practise. Cashiers, for instance, may be trained on a new equipment by 

dividing their time between operating the machine and doing routine chores. 

This means that rather than having all of the instruction take place at once, it 

will occur over the course of many sessions. 

Some activities, like memorization, benefit better from group practise. 

Suppose you work in appliance distribution and have to remember the 

available dishwasher models in 20 days, one model every day. The first 

solution would be forgotten by the time you mastered the third. 

 

Learning Curves 

 

A person's "learning curve" might seem quite different depending on the 

context in which they are being trained. How a training programme is 

structured may be affected by the usual shape of a learner's curve while doing 

a certain job. The pace of growth in knowledge and/or competence may 

accelerate at initially, but subsequently level off under certain circumstances. 

For instance, the production rate of a stamping machine often climbs 

significantly in the beginning of an employee's training, and then decreases 
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when the usual rate of output is achieved. This curve describes the learning 

process for doing the vast majority of mundane tasks. 

Another typical scenario is a learner attempting to master a challenging but 

novel activity without first having a firm grasp of the foundational principles 

of the position. The rate of learning follows this curve: it starts out slowly, 

speeds up for a time, and then levels off. One such example is learning how 

to fix bugs in computer systems, which may be particularly challenging for 

someone with little or no prior experience with such systems. 

 

Transfer of Training 

 

There are two requirements that need to be accomplished for training to be 

effectively transferred from the classroom to the workplace. The first step is 

for trainees to be able to use the skills they've been taught on the job. Second, 

it's crucial to keep applying what you've learned on the job. Making ensuring 

that training is as similar to actual work as feasible might help with 

knowledge transfer. Trainees should be exposed to real-world scenarios 

similar to those they would face on the job. Managers may learn to conduct 

more effective interviews, for instance, by practising their craft with 

simulated candidates that reply in the same manner as real-life candidates 

would. 

 

Needs and Benefits of Training 

 

The constant and rapid progress of technology makes training a need. New 

technological developments in any area—be they technical, managerial, or 

behavioral—quickly render previously established systems and methods 

obsolete. Companies that don't put in place processes to keep up with and 

take advantage of new technologies quickly fall behind and become 

irrelevant. However, a company's success may be boosted by investing in the 

growth of its employees. 
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The need for such instruction arises for other reasons as well. There are a 

number of causes for this training need, which are discussed below. 

 

When hiring new employees or those with little experience, it's important to 

provide them with thorough instructions to ensure they do a good job. 

 

• Individuals must not only put in time and effort, but also do it efficiently, 

with little in the way of oversight, spending, or waste, all while turning out 

high-quality products and services. 

 

•The operators need training in new procedures due to the growing usage of 

rapidly evolving manufacturing techniques and other activities. 

 

• It's important to provide older workers with refresher courses so they may 

remain proficient in the latest methods and technological advancements. 

 

•When an employee is transferred, promoted, or demoted, they often need to 

learn new skills for their new position. 

 

It is important to keep an eye on this kind of progress, however, so that it 

serves some kind of useful purpose. Employees are more prone to become 

dissatisfied as a result of growth if they are not provided with chances to put 

their newly acquired skills and knowledge to use. Monitoring the directions 

in which workers should grow for the greatest interests of the business would 

be considerably aided by a solid training sub-system. A well-designed 

training programme also makes sure that workers progress in ways that are 

in line with their aspirations. 

 

Therefore, the desired outcomes of a well-designed and -implemented 

training programme are: 

 

There will be less garbage and spoiled food; 
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• Enhanced efficiency in the workplace; 

 

• Faster mastery with less effort; 

 

Facilitates less work for managers; 

 

• Decreased frequency of machine failure and associated repair costs; 

 

• Lower occurrences of accidents; 

 

Better product quality; 

 

• Increased output speed; 

 

• a rise in satisfaction and a decrease in complaints; 

 

• Increase in effectiveness and production; 

 

Reducing the rate of human resource obsolescence 

 

• Allowing the company to provide more monetary incentives and 

possibilities 

 

• For wage increases and promotions inside an organisation; 

 

• Increased knowledge and ability; and 

 

•Developing oneself. 

 

•Systems Approach to Training 
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How much is learned and applied on the job is a good indicator of how 

effective an orientation or training programme is. Training initiatives that are 

not well-thought-out, organised, and random frequently result in a large loss 

of potential revenue. Whether or whether an employer makes a concerted 

effort, training and learning will occur, particularly in unstructured work 

groups, as employees pick up new skills and knowledge from their 

coworkers. But if training isn't well-planned and structured, employees may 

not gain the most useful skills for the company. Assessment, implementation, 

and evaluation are the three main stages of a training system, and they're 

shown in Figure 2.2.
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Figure 2.2: Model of a Training System 

Assessment Phase 

It is during this evaluation that planners settle on the 

training's need and define its goals. A manager evaluating the 

work of billing department clerks could conclude that those 

employees might benefit from training in data entry and 

keyboarding. It's possible to set a goal of having secretaries type 

60 words per minute error-free. The goal is made concrete by 

defining the criteria for success as the number of words per 

minute with no mistakes. The secretaries would take a test in 

which they enter data using a computer keyboard as a means of 

transitioning between evaluation and actual practise. 

 

Implementation Phase 

 

The assessment findings will be used to kick off the 
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implementation process. A billing manager and HR training 

expert, for instance, may collaborate to figure out the best way 

to speed-train the clerks. At this stage, preparations would be 

made for teachers, classrooms, resources, and so on. A 

corporation may employ a computer-generated instruction 

manual in tandem with a dedicated training course for data 

input. Once training has taken place, then implementation may 

begin. 

 

Phase of Evaluation 

 

In every endeavour, the assessment stage is essential. 

Evaluation focuses on finding out whether the instruction had 

the desired effect. The input gleaned by training monitoring 

bridges the gap between the program's implementation and 

assessment stages, allowing for more informed goal-setting in 

subsequent sessions. 

 

Training Needs Assessment 

 

In order to achieve their goals, businesses often invest 

in training their employees. The first step in the diagnostic 

process for creating training goals is identifying the specific 

training requirements of the company. In the same way that a 

doctor would evaluate a patient before prescribing medicine, an 

organisation or an individual employee would need 

investigation before any treatment could be devised to improve 

performance. There are three places managers may look to 
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determine where they need further training. Figure 

 

The procedures used for each of the three data sets are 

shown in 2.3. 

 

 

 

Analyses of Organizational Structures 

 

Organizational analysis, which views the company as a 

system, is the first step in identifying training gaps. Knowledge, 

skills, and abilities (KSAs) that will be required by employers 

in the future have been identified as an integral aspect of the 

company's strategic human resource planning. 

 

When doing organisational studies, it is important to 

take into account both internal and external factors that may 

have an impact on training. Prior to the training demands 

becoming essential, the issues created by the technological 

obsolescence of existing employees and an inadequately 

educated labour pool from which to pull new workers should be 

addressed. Take, as an example, a middle-sized telecoms 

company that is experiencing rapid growth but is also struggling 

to adapt to the rapidly changing market. 
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Figure 2.3: Levels of Training Need Assessment
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The company realised during its strategic planning that it 

needed to increase the degree to which its activities were 

computerised. The corporation foresaw that if it set up an intranet, 

more of its internal and external communications would take place 

online. It was necessary to provide many workers with portable 

computers and provide them with the necessary training to utilise 

them. 

Measures of organisational success in their day-to-day 

operations are a valuable data point for researchers. Training gaps may 

be continuously revealed by in-depth assessments of human resources 

data. It is possible to identify certain divisions or sections that are 

struggling due to high employee turnover, high absenteeism, poor 

performance, or some other issue. After analysing such issues, 

training goals might be formulated. In order to do a requirements 

analysis at the organisational level, you may want to look at the 

following potential data and performance indicators: 

● Grievances 

● Customer complaints 

● Statistics on accidents 

● Rates of equipment use 

● Observations 

● Training Committee Recommendations 

● Departure Formalities 

● Waste/scrap/quality assurance information 

 

Analyses of Tasks 
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Analyses of the tasks completed inside an organisation are 

another method for determining where training is needed. A thorough 

understanding of the organization's needs for each position is crucial 

for doing these types of studies. Job descriptions and job requirements 

outline the duties of a position and the qualifications needed to execute 

those duties successfully. Training needs may be determined by 

comparing work requirements with current employee knowledge, 

skills, and capacities. 

To continue with our illustrative example, let's say that at a 

telecommunications company, assessments were undertaken to 

determine the duties of engineers who would function as technical 

teachers for other workers. Management devised a programme to 

educate the engineers in the necessary instructing skills by outlining 

the responsibilities of a technical teacher. 

Individual Analyses 

Persons and their work practises are the subject of the third 

strategy for identifying training requirements. Analyses of both the 

work and the individual converge in Figure 2.4 to reveal areas in 

which more training is required. The most typical method for 

conducting such in-depth studies is to examine feedback received 

during performance reviews. An effective HR information system 

may be utilised to identify employees who need more education or 

instruction in a certain field. 

A formal examination of an employee's performance is 

required to identify areas for improvement via the performance 

appraisal process. Then, training may be customised to assist the 

worker improve in those areas. Asking managers and regular workers 

alike about their own personal training requirements is another useful 

method. Managers may use the findings to learn what issues their staff 

members are experiencing and how they suggest those issues be 

addressed. 

Questionnaires or one-on-one or focus group interviews with 

managers and workers are also viable options for conducting a 
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training needs survey. The goal is to collect data on how the people 

concerned see the issues. Here are some good places to look for 

information to utilise in your own research: 

 

● Questionnaires 

● Crucial Incident Reporting and Record-Keeping 

● Tools for acquiring work-related knowledge 

● The Results of Evaluation Centers' Data 

● Competitions based on demonstrated competence 

● Simulation yields fruitful outcomes 
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* Opinion polls  
 

Figure 2.4: Job Performance to Analyse Training Needs 

 

 
Establishing Training Objectives and Priorities 

After doing the necessary assessments to determine the extent of the 

demand for training, the next step is to set training goals and priorities. 

Based on the information obtained, a gap analysis is created to show how 

far a company is from where it needs to be in terms of its employees' skills. 

The deficit will be closed by establishing training goals and priorites. 
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Training is effective if it leads to the desired outcomes. Measurable 

targets are the hallmark of useful goals. A novice salesclerk, for instance, 

would have as a two-week goal mastering the names and uses of all of the 

products in the department. The degree to which this goal is achieved 

might be seen as an indicator of the extent to which the learner has 

internalised the material presented. 

 

Training goals may be established in any of the following four domains: 

 

• The increased workload due to training (for example, number of words 

per minute typed or number of applications processed per day) 

 

• Performance Improvement Due to Training (for example, dollar cost 

of rework, scrap loss, or errors) 

 

Performance on the job promptly following instruction (for example, 

schedules met or budget reports turned in on time) 

 

• Training leads to cost savings (for example, deviation from budget, 

sales expense, or cost of downtime) 

 

Prioritizing training needs is important since there are always various 

training requirements within an organisation and training costs money. 

Organizational goals should be used to prioritise training requirements. 

The training that will have the greatest impact on the overall health of the 

company is prioritised, with the goal of seeing tangible benefits as soon as 

possible. 

 

Training Approaches 
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Training may begin after goals have been established. Whatever the 

nature of the training, whether it be job-specific or more general, the right 

method of instruction must be selected. The training methods described 

above are broken down into their respective categories. 

 

On-the-Job Training (OJT) 

 

On-the-job training is by far the most popular kind of education in any 

given firm (OJT). People do learn through on-the-job experiences, whether 

or not the training is intentional, especially if the experiences evolve over 

time. Managers, coworkers, or both may provide on-the-job instruction. In 

order to effectively train an employee, a manager or supervisor must be 

able to both explain and demonstrate the desired behaviours. 

 

Job Instruction Training (JIT) 

 

Job instruction training refers to a supervised sort of on-the-job 

education (JIT). During WWII, JIT was used to train inexperienced 

citizens to work in factories manufacturing military equipment. JIT is still 

in use due to its proven effectiveness. Indeed, its methodical structure 

makes it a great tool for instructing trainers in the art of training. 

 

Problems with OJT 

 

Due to its adaptability and practicality, on-the-job training has become 

the norm in almost every industry. However, OJT is not without its flaws. 

 

The lack of structure in OJT is a prevalent issue. It's possible that those 
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providing training have little to no training experience, no time to devote 

to it, and no interest in doing so. In such a setting, students are mostly on 

their own, and training is unlikely to be beneficial. Another issue is that 

OJT might cause delays in production. The learner may as well have 

received no training at all if the teacher is incompetent and leaves them to 

figure out the work on their own. Effective on-the-job training (OJT) 

requires careful planning and execution, however. 

 

Simulation 

 

When training using simulation, a setting is created that is an exact 

replica of the actual workplace. Trainees benefit from being removed from 

the hectic pace of production but being immersed in a realistic 

environment. An employee may learn the PBX console without the usual 

pressures of the work by practising on a mock console in a simulated 

environment. 

 

Therefore, it's possible that real calls will be handled with less error. 

 

Vestibule training is a sort of simulation in which the environment, tools, 

and procedures of a certain employment are recreated in a controlled 

setting. Airlines employ simulators to teach pilots and flight attendants, 

astronauts use imitation space capsules for training, and nuclear power 

plant personnel use replica control rooms and consoles for refresher 

training. 

 

The development of computing and the widespread use of the Internet 

as a training resource have led to an increase in the usage of behavioural 

simulations and computer-generated virtual reality. Using a computer-

generated simulated environment, a person may practise a task in detail. 

Virtual reality (VR) training may include the use of computers, audio 



Human Resource 

Management 

 

 

equipment, and video equipment. When lives are at stake or costly 

equipment is at risk, such as when instructing future pilots on how to fly a 

Boeing 757 or when instructing police officers on when to fire their guns, 

this method is invaluable. 

Cooperative Training 

Internships and apprenticeships are two common forms 

of cooperative training. Both include both classroom study and 

practical application. 

Internships 

Internships are a kind of on-the-job training that often 

include a combination of on-the-job and classroom education at 

vocational schools, secondary schools, or universities. 

Internships benefit those participating in them as much as they 

do their host companies. Internships provide participants with 

real-world experience, a reference on their resumes, and an 

opportunity to research prospective employers. College 

campuses provide a low-cost selection tool for businesses 

looking to fill open positions, since interns may be seen in 

action before a permanent recruitment is made. 

Apprenticeships 

Employers, trade unions, and government 

organisations all utilise apprentice programmes to provide 

workers with on-the-job training and development. 

Apprenticeships allow workers to get practical experience in a 

field under the supervision of professionals. A department of 

the Indian Labour Law may keep an eye on things like training, 

tools, duration, and competency. Carpentry, plumbing, 

photoengraving, typesetting, and welding are just few of the 

many skilled trades for which apprentice programmes are 
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common. The standard duration of an apprenticeship ranges 

from one to five years. While training, the apprentice earns a 

salary that is lower than that of the certified worker. 

Classroom and Conference Training 

Skills-based training and developmental training may 

both benefit from the utilisation of training seminars, courses, 

and presentations. An important element of this training 

consists of lectures and group discussions. Conference training 

includes, for instance, the various management development 

courses provided by trade organisations and educational 

institutions. 

Classroom training often consists of short courses, 

lectures, and meetings hosted by the firm itself, whereas 

conference training frequently takes the form of sales meetings 

hosted by the company. Training methods including case 

discussions, DVDs, and cassettes are often used in both 

classroom and conference settings to facilitate learning. 

Recognizing that adults in classroom instruction have different 

expectations and learning styles than younger pupils is 

especially crucial. 

Selecting Training Approaches 

Once the training requirements have been determined and the 

training goals have been established, it is time to pick the 

training techniques and methods. The plethora of possible 

training approaches is increasing as new training technologies 

emerge. As shown in Figure 2.5, there are many different 

aspects to think about when deciding which training methods to 

use. 
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Figure 2.5: Considerations while selecting 

training approaches 

Evaluation of Training 

The purpose of a training evaluation is to determine 

whether or not the desired outcomes were achieved after the 

training. All too frequently, training is carried out without any 

plan for eventual assessment of its efficacy. Evaluation is 

necessary since training takes time and money. Perhaps the 

management dictum that "nothing improves until it is 

measured" holds true in the realm of training evaluation. Some 

companies really use this notion of assessment by linking 

employee learning and compensation. 

A cost-benefit analysis is one method for determining 

whether or not a training programme is worth its investment. 
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It's simple to compare costs and advantages until you have to 

put a price on some of the perks, as was indicated before. 

Evaluation of the output's value both before and after training 

is the best method. Any improvement is evidence of training's 

positive effects. It may be challenging to accurately assess the 

costs and benefits in certain cases. 

Because of this, the practise of using benchmarks in 

education has become more popular. 

Benchmarking Training 

Some businesses are adopting external benchmark 

metrics to compare training programmes, rather than 

conducting their own internal evaluations. Human resources 

managers do benchmarking by collecting information about 

their company's training programmes and comparing it to 

similar programmes at similar companies of a similar size and 

sector. The ASTD Benchmarking Service provides useful 

information for making comparisons. More than a thousand 

businesses yearly fill out in-depth surveys to contribute to this 

service's database of training-related information. Training may 

also be measured against standards established by the American 

Productivity and Quality Centre and the Saratoga Institute. 

Training costs per worker, among other metrics, are trackable 

in both cases. 

Levels of Evaluation 

Prior to starting any training, it is important to think 

about how progress will be measured. Donald L. Kirkpatrick 

proposed a four-tiered framework for assessing educational 

programmes. Figure 2.6 illustrates how the use of different 

measurements (response time, learning time, behaviour, and 
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outcomes) for assessing training makes it progressively more 

difficult to draw valid conclusions. But when it becomes clear 

that the training really affects behaviour and outcomes, rather 

than just response and learning-level assessments, its worth 

rises. Even though subsequent studies have questioned the 

degree of independence between the four levels of Kirkpatrick's 

diagram, it is still common practise to utilise the diagram's four 

levels to highlight the significance of conducting training 

evaluations. 

 

 

 

 

 

Figure 2.6: Levels of Training Evaluation
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Reaction 

Organizations gauge trainees' reactions by talking to them or giving 

them surveys. Let's pretend that 30 managers spent two days learning how 

to conduct successful job interviews. Managers' responses to a survey 

asking for feedback on the training's worth, instructors' teaching styles, and 

the program's overall impact on their work would provide a helpful 

reaction rate indicator. Nonetheless, initial responses may just reflect how 

much participants enjoyed the course, rather than how much they learned 

from it. 

 

Learning 

 

The proficiency with which trainees retain information, ideas, concepts, 

theories, and attitudes is a good indicator of their learning levels. It is usual 

practise to provide pre- and post-training tests covering the same ground 

to measure progress in mastery. In certain companies, the outcomes of 

exams are used to judge whether or not workers learned anything useful 

from training sessions. If students are having trouble understanding the 

material, teachers get constructive criticism and work to improve the 

delivery of the material by redesigning the courses. To continue the 

example, if managers attending the interviewing training were to be given 

a test at the conclusion of the session, it might show whether or not they 

had retained information about the different sorts of interviews, what 

questions were appropriate, and what were not. To pass a test is no 

indication that the student has learnt anything or will act differently. 

 

 

 

A multiple-choice exam provided at the conclusion of training 

programmes on hazardous waste operations and emergency response for 

chemical employees was shown to not accurately reflect whether or not 
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trainees had truly learned the content. 

 

Students will also confirm that their recall and performance on a test of 

course material will vary depending on how long it has been since the 

training was delivered. 

 

Behaviour 

 

First, by conducting interviews with trainees and their colleagues to 

gauge the training's impact on job performance, and second, by witnessing 

trainees in action on the job, a behavioural evaluation of training may be 

conducted. The managers' workshop attendance may be evaluated, for 

instance, by monitoring them while they conduct real-life interviews with 

potential new hires in their respective departments. A behavioural 

indicator of the interviewing training may be acquired if the managers 

asked questions in the manner in which they were instructed and utilised 

appropriate follow-up inquiries. However, unlike reactions and learning, 

behaviour is more difficult to quantify. The management's desired 

outcomes may not materialise even if the desired actions are adopted. 

 

Results 

 

Companies check how well their training programmes help them reach 

their goals. This form of assessment is possible by comparing records from 

before and after training, and the outcomes are quite tangible, including 

productivity, turnover, quality, time, sales, and expenses. Data on how 

many people were employed as a result of job offers given before and after 

the interview training may be compiled. 

 

The challenge in measuring outcomes is establishing causality between 

training and any observed improvements. There might have been other key 
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contributing elements as well. Managers who participated in the 

interviewing training programme, for instance, may be evaluated based on 

the rate of employee turnover both before and after the training was 

implemented. However, turnover may also be affected by the state of the 

economy, the demand for goods, and the calibre of the workforce. 

Managers need to be aware of all the factors that go into identifying the 

true impact of training in order to make an accurate assessment of the 

outcomes. 

 

Walt Disney World as a Case Study 

 

Walt Disney World is among the most well-known companies in the 

world. While Disney is well-known for its many resorts and theme parks 

across the globe, the company is also held up as an example by many in 

the human resources industry for how to best educate staff to provide 

exceptional customer service. Training workers in the Disney culture is 

essential to creating Disney enchantment. Candidates that make it through 

the audition process and go on to join the cast go through an orientation 

period followed by on-the-job training. The Disney Institute was founded 

to disseminate the Disney training methodology to other companies due to 

the company's success in this area. 

 

Dierberg's, a grocery store business headquartered in St. Louis, 

Missouri, is just one company that has seen the Disney magic and believes 

in it. Dierberg's HR director, Fred Martels, attended a Disney Institute class 

on customer service and staff orientation, after which he instituted a new 

two-hour orientation programme for all new hires. They were provided 

with a guidebook, shown a movie on the company's history, and given an 

overview of the company's safety and policy standards. Idle, in Martels's 

words. After finishing the two-hour orientation, it seemed that many new 

hires were unmotivated and confused about the company's goals and the 

nature of their customer service responsibilities. Then Martels participated 

in a class at the Disney Institute to learn more about Disney's philosophy 
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on customer service and orientation. Therefore, Dierberg's overhauled its 

whole orientation process. The HR department took inspiration from 

Disney and covered the previously blank walls of the orientation and 

training rooms with photos of shops, corporate history, and other 

memorabilia. This manner, new hires may get some insight into the 

company's past. They do activities designed to encourage participation and 

conversation. They see updated films that highlight corporate 

development, employment prospects, and service to customers. Dierberg's 

new orientation programme is built on encouraging communication and 

collaboration between employees. 

 

As a result, managers all around Dierbergs have seen an uptick in new 

hires' friendliness toward customers and colleagues. Dierberg's has been 

recognised for its efforts to inspire its workforce and keep its best people 

on board, in part because of these alterations. Dierberg's has obviously 

invented its own special sauce. 

Review Questions: 

● Define Human Resource Appraisal. How will 

you identify and measure employee 

performance?
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● What do you mean by Performance Standards? Set the 

Performance Standards of a Sales Personnel of an 

organization of your choice. 

● What are all the various uses of Performance appraisal? 

Discuss in detail with illustrations. 

● Discuss the various Performance Evaluation Methods 

and Evaluation, in detail. 

● Explain the importance of Training in an organization. 

What are all the various types of Training available at 

a HR Manager’s disposal? 

● Discuss the Psychology of Learning and its outcomes. 

● Explain the needs and benefits of training. 

● Discuss Systems approach to Training in detail. 

● How will you establish Training Objectives and its 

Priorities? Discuss in detail. 

● Discuss the various types of Training approaches.
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Human Resource Motivation and Compensation 

 
Introduction 

In its early stages, management theory had a rather 

mechanical perspective of what drives people. 

Organizational members' aims are assumed to align 

with or be subordinate to those of the organisation as a 

whole. It was taken for granted that workers would 

react well to management and would be financially 

motivated by bonuses. Fredrick Taylor, often regarded 

as the "father of scientific management," was the most 

prominent advocate of early management theory. To 

maximise the efficiency of a worker in "harmony" with 

a machine, Taylor's scientific management concepts 

called for a meticulous examination of each step of the 

process. Experts in the field would determine the 

parameters of each stage of the process, as required by 

scientific management. 

 

From 1927 to 1932, the Hawthorne studies laid the 

groundwork for the human relations movement, which 

defined the organisation as a social system. Findings 

indicated that monetary compensation is not the only 

factor in motivating people to work hard. Researchers 

discovered the significance of working with others. 

Worker happiness inside the company might be 

improved by adopting certain leadership styles. What 

motivates a person to do action is often described in 

terms of that individual's wants or desires. A person's 

requirements evolve throughout time as they go 

through different phases of their career and as different 
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demands are met. 

 

Motivation – Definition: 

 

Individuals, such as Scott, have provided their various 

wordings for the definition of motivation; yet, the core 

ideas remain consistent. 

 

"Motivation is the process of getting individuals to 

work together to achieve a common objective." 

 

McFarland, on the other hand, has a different 

definition: 

 

"Motivation" is defined as "the process by which 

impulses, drives, wants, ambitions, strivings, and 

necessities directly govern or explain human 

behaviour." 

From these definitions, we may extrapolate the 

following traits of intrinsic motivation: 

 

Inspiration comes from inside and can't be taught. 

Inspiration is a state of mind that arises from inside a 

person. To have a need is to have an internal experience 

of wanting something more than you now have. 

People's actions are influenced by their emotions. 
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The individual gets inspired on a holistic level. Every 

member of the team is a whole in his own right, and his 

requirements are intrinsically linked. These have 

various effects on the observable behaviour. Human 

behaviour is characterised by continuity since the 

experience of needs is an ongoing process. 

 

A person's level of motivation may be calculated as the 

sum of their hopes for the future and their confidence 

in their capacity to bring those hopes to fruition via a 

specific action. The term "valence" is used to describe 

the value expected, and it is defined as the degree to 

which an individual prefers one result over others. 

 

The term "expectancy" refers to the degree to which 

one is certain that a given behaviour will produce a 

given result. This motivates us to formulate the 

following formula: 

 

Motivation = Valence x Expectancy 

Importance of Motivation 

 

It's no secret that employee morale is a major influence 

in any business's productivity. With uninspired 

workers, an organization's resources will be wasted. 

Each manager or supervisor has the responsibility of 

inspiring the appropriate behaviours in his or her 
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employees. Regardless of the kind of organisation, 

inspiring its members requires an understanding of 

human nature and the factors that influence individual 

behaviour. The following points highlight the 

significance of motivation in the workplace: 

 

Employees that are inspired to do their best 

consistently outperform their peers. William James 

observed that highly motivated workers were able to 

put in effort equal to or more than 80% of their 

potential. And if they weren't fired, the study's hourly 

workers could probably keep their employment 

working just 20-30% of their potential. A successful 

business requires great performance from its 

employees, and this performance can only be achieved 

via the right kind of inspiration and encouragement. 

 

• Absenteeism and turnover are reduced because 

workers are more invested in the company and more 

committed to their work. Problems arise for the 

company as a whole when employee turnover and 

absenteeism are high. It takes a long time to bring on 

board and train a significant number of new employees. 

This is very difficult in today's highly competitive 

business environment. The company's image will 

suffer as a result of this, too. 

 

Companies are born out of society, thus it's important 

that employees be able to adapt to new ways of doing 

things inside the company. Organizations need to adapt 
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to the needs of the times by taking into account societal 

changes in technology, value systems, etc. Employees 

often push back against such changes when 

management implements them in the workplace. 

However, if they are inspired to do so, they will 

embrace, introduce, and execute these adjustments, 

helping the business stay on the path to success. 

 

Motivation and Behaviour 

 

Those that were inspired to achieve their goals did so. 

If a person is lacking something, he will act in ways 

designed to provide him with that something. The 

mental strain caused by a need, or the belief that 

something must be had, might develop into a desire, 

depending on the circumstances. When incentives exist 

to meet demands, the resulting tension is alleviated and 

the desired action is performed. Once stress is gone, 

behaviour stops. However, after one need is met, it 

often gives way to a desire for a new need, or the same 

need, once a period of time has passed. There will be 

no end to this process. However, if the need is unable 

to be met for whatever reason, the individual may 

experience frustration, which may be thought of as the 

buildup of tension due to unmet needs. At this point, 

the individual will make an effort to alter his actions in 

order to remove the causes of his unmet wants. This 

can include, for instance, making more efforts to meet 

those needs. However, there may be a great deal of such 

elements, and some of them could even be out of his 

hands. That's why he can't just satisfy a desire and be 
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done with it. Since frustration is not a desirable state, 

he will attempt to coax the individual back to a more 

desirable state by other actions. 

 

The individual would make adjustments to his routine 

to remove any potential sources of frustration that 

were preventing his needs from being met. However, 

there are many obstacles that stand in the way of the 

individual reaching his objective, and some of them 

may be beyond his control. The irritation he feels as a 

result of his inability to influence these issues persists. 

Even though there will be wide variances in 

behaviour, certain commonalities may be drawn out. 

● Flight: Leaving the field or hiding from the situation is 

one technique to deal with frustration. Those who find 

their work to be too aggravating often decide to leave 

their employers.
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● Apathy: The act of seeming uninterested is another 

way to disengage. Even if a dissatisfied worker doesn't 

quit his job in person, he may find ways to avoid doing 

his task, such as by reading, daydreaming, or otherwise 

diverting his attention. 

● Aggression: Aggression, an act committed against 

someone or an object, is a more typical response to 

irritation. When refused a promotion, an employee may 

act out aggressively by criticising his supervisor in 

front of coworkers. 

Aggression may be internalised when a dissatisfied 

person blames themselves, or it can be externalised when it is 

directed towards the cause of the anger or put onto others. Acts 

of hostility that are normally directed towards a human target 

instead of inanimate one. 

Motivation Theories 

Ability, motivation, and support all contribute to the kind of 

performance that companies want in their employees, although the latter is 

frequently overlooked. The term "motivation" refers to the internal drive 

that prompts behaviour. Humans only ever do action for one reason: to 

advance themselves toward some end. As a result, motivation is a drive 

toward a certain end, and it is seldom experienced in isolation. In the same 

way that motive is the root of the term "motivation," these other words—

"need,” “want,” “desire,” and “drive”—are all comparable to motive. 

Performance, reactions to pay, and other human resource issues are all 

interconnected with motivation, making it crucial to grasp the concept. 

Many different theorists have come up with their own perspectives and 

theories on motivation, hence there are many approaches to analysing it. 

They all come at the topic of intrinsic motivation from unique perspectives, 

theoretical frameworks, and life experiences. As such, we don't settle on a 

single method as the gold standard. Both methods have advanced our 

knowledge of what drives people. 



Human Resource 

Management 

 

 

Content Theories of Motivation 

A key focus of content theories of motivation is on the underlying needs 

that drive people's actions. The most prominent hypotheses will now be 

briefly discussed. 

Maslow’s Hierarchy of Needs 

Abraham Maslow established a theory of human 

motivation that has been widely discussed in the past. Maslow's 

theory places a hierarchical hierarchy on the five different types 

of wants he identified in humans. A person will not make efforts 

to address more advanced wants until the more fundamental 

ones are met. Maslow's famous hierarchy includes the 

following levels: (1) physiological needs, (2) safety and 

security needs, (3) belonging and love needs, (4) esteem needs, 

and (5) self-actualization needs (Figure 1.1). 

(i) Physiological Needs 

Because of their persistent nature until they are at least partially met, 

physiological requirements are shown at the base of the pyramid. Until these 

demands are met to the extent necessary for the effective functioning of the 

body, the person will likely spend most of his time engaging in activities at 

this level, and will have little drive to engage in activities at higher levels.
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(ii) Safety and Security Needs 

After the most basic requirements have been met, it's 

time to focus on meeting needs at a deeper level. At this stage, 

it's important to prioritise safety and security. In a culture where 

workers are reliant on their employers, concerns about personal 

safety may assume more significance. 

(iii) Social Needs (Belonging and Love) 

Assuming one's physiological and safety requirements have 

already been met, the importance of meeting one's social needs 

rises in the hierarchy. As a social creature, man has an innate 

need to fit in with and be accepted by a wide variety of peer 

groups. When the want to connect with others is paramount, 

that's when people really start to blossom. There is a relaxed, 

collegial atmosphere among the staff. Workplaces like these 

tend to flourish when tasks become monotonous, repetitive, or 

oversimplified. When employees are extensively monitored and 

managed without an open line of communication to upper 

management, tensions rise. Employees in such a setting rely on 

ad hoc networks to meet unmet social requirements like 

belonging. 

Esteem Needs 

Self-respect, self-confidence, a sense of personal value, 

a sense of originality, and a need for acknowledgement all fall 

under the category of esteem requirements. 

(iv) Self Actualization Needs 

The pursuit of self-actualization is the need to develop one's full latent 

abilities. This is associated with the development of innate skills, which in 

turn motivate individuals to seek out contexts in which they may fully 

blossom. Both physical and social mastery of one's surroundings are 

necessary for competence and success. 
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Maslow's hierarchy is typically used with the underlying premise that 

employees in sophisticated technology civilizations have fulfilled their 

fundamental requirements for survival, social connection, and self-

actualization. As a result, they will be driven by the need to boost their own 

self-esteem before worrying about the approval of others or reaching their 

own potential. So it's important that people have opportunities to meet 

these requirements at work, and that the work itself is satisfying and 

inspiring. 

Herzberg’s Motivation / Hygiene Theory 

Motivators are assumed to be the only cause of strong motivation in Frederick 

Herzberg's motivation/hygiene hypothesis. Hygiene and upkeep concerns are 

another source of workplace unhappiness. Here, we have a side-by-side 

comparison of Maslow's hierarchy of requirements and Herzberg's theories 

on motivation and personal cleanliness (figure). 

 

Despite the need of considering hygiene aspects in order to minimise 

employee unhappiness, Herzberg's study suggests that managers may not be 

able to encourage their employees to perform harder even if all of these 

maintenance demands are satisfied. The idea proposes that managers should 

use motivators as instruments to increase employee performance since they 

are the only things that get workers working harder and more efficiently.
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Figure 1.1: Comparison between Maslow’s theory and 

Herzberg’s model 

There are 10 "Hygiene" variables (sources of 

motivation) that Herzberg identifies. 

Motivational Factors 

● Achievement 

● Recognition 

● Work 

● Responsibility 

● Advancement
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In many cases, a rise in overall productivity may be traced back to an 

employee's perception of these characteristics, which have a beneficial 

impact on their level of work satisfaction. The workers will be pleased if 

these things improve, but they won't mind if they go down. Since they 

boost workers' happiness, they may be utilised to encourage people to put 

in more effort at the office. 

Hygiene Factors 

● Interpersonal Relations 

● Company policy / administration 

● Supervision 

● Salary 

● Working Conditions 

These aspects have nothing to do with the work itself, but rather with 

the context in which it is done. There is no increase in production, and the 

sole benefit is that it is protected against the losses that would otherwise 

occur as a result of the work constraints. These considerations are essential 

to ensuring that workers feel happy at work. In other words, workers will 

be unsatisfied with any raise over this point, but they will be angry if their 

pay is reduced below this point. Thus, they are also known as causes for 

dissatisfaction. 

Process Theories of Motivation 

According to process theories, an individual's level of 

motivation may be influenced by a number of things, such as 

his or her own needs, the demands of the circumstance, and the 

anticipated benefits of the task. Proponents of this theory don't 

try to stereotype individuals but recognise the variety among 

us. 

 



Human Resource 

Management 

 

 

Lyman Porter and E.E. Lawler developed a process 

theory that suggests that an employee's attitude toward fairness 

in the workplace may have a significant impact on how they do 

their duties. Perception in the workplace refers to an 

individual's overall impression of their work experience. A 

simplified version of Porter and Lawler's model is shown in 

Figure 1.2; it suggests that individuals' expectations have an 

impact on their motivation. People may feel mistreated and 

unhappy if their expectations are not fulfilled. 

 

Assume, for the sake of the Porter and Lawler model, that a 

salesclerk feels inspired to make an attempt at her profession. 

She hopes to get both extrinsic (outside the workplace) and 

intrinsic (inside the job) benefits from her work here (external). 

The salesperson may be motivated by intrinsic incentives such 

as a sense of pride or appreciation. Pay, perks, a clean and safe 

workplace, and other hygienic working circumstances are all 

examples of extrinsic incentives. Both monetary and 

nonmonetary incentives are included into the sales associate's 

assessment of her performance. After a while, she decides 

whether she likes or dislikes her work. Once she reaches this 

point, predicting her behaviour becomes very difficult. One of 

three things may happen if she is unhappy: she could strive 

harder to achieve her goals, she could learn to accept her current 

situation, or she could just stop trying. Even if she is really 

happy, it doesn't guarantee that she will put in extra effort. 

Perhaps she'll even start slacking off a little since she now has 

what she's always desired. Perception is central to Porter and 

Lawler's theory of motivation. The feedback loop in Figure 1.2 

also shows that it is performance that increases happiness rather 

than the other way around. 
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Figure 1.2: Porter and Lawler Motivation Model 

Other Theories of Motivation 

McClelland’s Needs Theory: 

McClelland identifies three distinct categories of 

intrinsic drives. He categorised them as the desire for authority, 

social acceptance, and personal success. McClelland and his 

colleagues have conducted extensive study in this area, 

focusing notably on the topic of accomplishment motivation. 

Power Motive: 

Power is the capacity to cause or influence conduct. The study of the "power 

motivation" dates back quite a ways in academic circles. People who are 

motivated by power tend to be ambitious for leadership roles, aggressive in 

discussion, and demanding of others' attention.
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Affiliation Motive: 

People are naturally sociable creatures who thrive when they have 

opportunities to connect with others in settings where they feel 

welcome. Affiliation is often mistaken for altruistic intentions. 

Achievement Motive: 

Behavioral experts have noticed that certain individuals have a 

burning ambition throughout the years. McClelland has concluded 

from his studies that the desire to succeed is a separate and unique 

human motivation. It's also easy to single out and evaluate 

independently. 

Theory X and Y 

According to McGregor, the managerial act of leading people inside 

an organisation necessitates the use of broad generalisations and 

suppositions about people and the way they behave. The objective 

of these assumptions, whether or not they have been consciously 

crystallised or explicitly expressed, is to anticipate human 

behaviour. Because of the intricacy of the elements affecting human 

behaviour, even the most fundamental ideas regarding this 

phenomenon might diverge widely. McGregor has separated these 

speculations into two distinct vantage points, which he calls Theory 

X and Theory Y. 

Theory X 

This has always been the accepted explanation for human nature. 

McGregor's thesis relies on a set of presumptions about human nature. 

Here are how he puts it: 

 

● Management is accountable for coordinating the resources of a 

company (including its finances, assets, infrastructure, and 

employees) to achieve its economic goals. 
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● The typical person's lazy disposition leads him to put in as little 

effort as possible. 

● The typical person is unmotivated, despises taking charge, and 

would rather follow orders. 

● It's human nature to be averse to new experiences and methods. 

● People have a natural tendency to put themselves first. 

Theory Y 

McGregor provides the following description of the Theory Y 

presumptions: 

 

The use of one's body and mind in productive endeavours is as 

normal as those used in recreation and recreation. The typical person 

doesn't have a negative attitude about labour. Work may either be 

rewarding or punishing, depending on the circumstances. 

 

It is possible to motivate employees to work toward corporate goals 

without resorting to coercion or punishment from on high. It is 

natural for a person to guide and manage their actions toward goals 

they care about. 

 

• The value you place on achieving your goals is proportional to the 

benefit you anticipate from doing so. The highest value of these 

honours often arises as a direct result of working toward the 

organization's goals. 

 

• The ordinary person's intellectual capacity is underutilised in 

today's fast-paced industrial society. 
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One possible shift in management strategy is suggested by the 

premises of Theories X and Y. The importance of management and 

staff working together is emphasised. Maximum production is 

sought for with little micromanagement. In most cases, personal 

ambitions do not seem to be at odds with those of the company. 

That's why it's not only in the company's best advantage to support 

the initiatives that workers take since they're acting in their own self-

interest. 

Theory Z 

The key tenets of Japanese management are outlined in Theory Z, along with 

suggestions for how they may work in the context of the United States and 

elsewhere. Ouchi has proposed five main components of Theory Z, all of 

which are grounded in Japanese management practises. These include a focus 

on the human elements of coordination rather than the technical ones; a 

strong link between the company and its staff; employee participation; a lack 

of a rigid organisational structure; and the responsibility of the leader to foster 

these qualities.
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Human Resource Compensation 

Compensation: 

Establishing appropriate pay rates is a challenging aspect of human resource 

management. It's not only difficult, but also very important to the company 

and its workers. Incentives offered to workers may make or break a company. 

The overall operational expenses make it imperative to effectively manage 

employee remuneration. Examining pay from an organisational vantage point 

may also provide light on how different types of employee attitudes and 

behaviours influence the efficiency and productivity of different departments 

and divisions within a company. Key outcomes like as job satisfaction, 

recruitment, retention, performance, skill development, teamwork, and 

adaptability may be influenced by compensation in direct ways. 

 

Establishing a fair and equitable pay structure is a major challenge for every 

company. The end goal is straightforward, but getting there is not. Consider 

how much emphasis an employer places on output. Possibly the employee is 

concerned about the price his skills will command in a competitive labour 

market, or with the rising cost of living. Currently, topics of pay levels and 

compensation structures are garnering the greatest attention, and this trend is 

expected to continue in the foreseeable future. Compensation rates in the 

plant or company, industry, area, and country will naturally be called into 

consideration. The broader topic of what factors influence pay arrangements 

is connected to this. 

 

This requires familiarity with the factors that shape salaries, the structure of 

organisations that make decisions, and the established norms and practises of 

certain businesses and sectors. Standards and mores of a given location, a 

rapid shift in technology, the availability of a suitable labour pool, the firm's 

competitive status, and the industry's overall sales and profit prospects may 

all play a significant role in determining the ultimate outcome. 
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There are several factors that must be balanced when deciding on 

compensation rates, such as how often and by how much rates should be 

adjusted, how they should be allocated among workers, and which companies 

should be included. Wage and salary disputes are a common component of 

workplace conflicts involving such a wide range of issues. Take-home pay, 

or the amount of money an employee keeps after taxes, insurance, and other 

deductions, is an important factor to consider when setting salary. Retirement 

funds like the provident fund and pension schemes make up a portion of these 

withholdings. The ratio of his current income to his future retirement income 

might vary depending on the specifics of his situation. A higher salary is often 

required in an employee's younger years due to the higher costs associated 

with things like child care, medical care, and leisure activities. The working 

adult has to plan for his retirement years by saving for a home and a reliable 

source of income so that he may continue to live comfortably in his familiar 

environment. Salary and tax planning is another area of concern. For this 

reason, many companies now provide taxable fringe benefits to their 

employees. It is necessary to determine whether taxes are levied on cash 

earnings or on the sum of earnings and benefits.
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Functions in Compensation Management 

There are four main ways in which the compensation function aids 

the efficiency of an organisation. 

 

Compensation may be used to entice talented people to work for a 

business. For the same level of work, a company that offers a higher 

salary will have a greater pool of competent candidates than its 

rivals. 

 

• Competitive pay is a proven method of attracting and retaining a 

high-quality workforce. While there are numerous elements at play, 

a competitive internal pay structure and enticing perks offered by a 

company's compensation policy may go a long way toward keeping 

skilled employees. As a result, turnover drops, along with the money 

needed to find, hire, and train new workers. 

 

Employees are more likely to put out their best effort when they are 

financially rewarded for doing so. Companies in the manufacturing 

and retail sectors, for instance, utilise financial incentives to boost 

output and revenue without adding staff. The average output of 

labour rises as workers put up their maximum effort. The same 

amount of work may be done by a smaller workforce thanks to 

higher productivity. As a result, the company is able to save money 

on salaries and boost its bottom line. 

 

Since pay is a major expense for most businesses, reducing these 

expenditures may have a positive impact on efficiency. 

 

In a nutshell, there are two main goals in doling out pay: to show 

appreciation for previous work and to encourage future success. 



Human Resource 

Management 

 

 

Compensation Policies and Objectives 

A pay statement is meant to lay forth the company's wage policies. Each 

party involved must carry out the compensation rules and inform their 

subordinates of the details. As such, the compensation strategy should seek 

to: 

 

● Each position's worth inside the organisation must be 

acknowledged in respect to the others. 

● Consider the compensation levels of organisations that are 

comparable to your own in terms of size, output, and guiding 

principles. 

● To guarantee consistent income. 

● As much as possible, help people realise their maximum economic 

potential. 

● To make sure that everyone in the organisation benefits from the 

efficiencies that have been made. 

● There are many possible goals for a pay structure, some of which 

are listed here. 

● That way, the worker may be paid a fair rate. 

● To ensure that everyone receives a fair amount of money and that 

no one is singled out. 

● The goal is to incentivize and recognise excellent performance. 

● To inspire staff to create and embrace more efficient ways of doing 

work. 

● Prevent unnecessary resource or tool waste. 

● To inspire workers to make decisions independently and 

creatively. 

● To discourage working overtime unless absolutely necessary. 
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Compensation Administration 

A well-run compensation system for management and fair pay for 

workers are the two main goals of compensation administration. A well-

designed compensation administration programme will have the following 

objectives: 

 

● Equal remuneration for equal effort is a must in every company. 

● Payment parity between similar jobs is a priority. 

● Payment adjustments in response to economic conditions. 

● Appreciation for one's own skills and abilities. 

● Administration and upper management's familiarity with the 

plans. 

● Methods for arriving at reasonable solutions to compensation 

issues. 

 

Seven principles of compensation administration are laid forth by D.S. 

Beach in his book Personnel, The Management of People at Work. 

 

• The company should have a well-defined strategy for determining pay 

scale variations in light of differing skill, effort, responsibility, and 

working environment needs for different positions. 

• Efforts should be taken to ensure that the company's overall pay and 

salary structure is consistent with that of the broader labour market or 

relevant sector. 

• Careful attention must be paid to separating workers from their 

occupations. 

•It is important that everyone be paid fairly, regardless of their 

circumstances; nevertheless, within a certain salary range, some leeway 

may be given to account for differences in experience and other factors. 
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•Each person's strengths and contributions are unique, therefore there 

has to be a system in place to fairly account for them. 

•If possible, a system for resolving salary disputes should be established. 

•The process used to establish pay rates should be communicated clearly 

and transparently to both workers and the union, if present. 

 

To begin with, the salary package must be seen as fair and equitable by 

workers if the firm is to succeed in luring talented people to join the team. 

The first step in achieving equality is to create a consistent and systematic 

connection between the starting salaries of various positions within the 

company. "Job assessment" refers to the method used to create this 

structure. 

Compensation Determinants 

The first step is to make a clear distinction between two similar but 

distinct inquiries. As a starting point, one may wonder what causes 

compensation disparities across workers within the same business. Many 

authors have postulated that factors such as background knowledge, 

aptitude, and experience play a role. A number of other factors, including 

the product market and the labour market, are also important in 

establishing salaries. 

Product Market 

Competitive remuneration in the same or similar 

industries is a major factor in setting prices. According to 

Dunlop (1957), companies in the same sector "encounter 

identical restrictions of technology, raw resources, product 

demand, and price," all of which act as a ceiling on wages. As 

a result, a company will be at a disadvantage in the market for 

its products if its labour expenses are higher than those of its 

rivals. For the simple reason that such expenses are often 

reflected in increased product pricing. If Hindustan Motors, for 

instance, has greater labour expenses than Maruti Udyog, it 
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would be more challenging for Hindustan Motors to provide the 

same quality vehicle at a reasonable price. As a result, product 

market forces may place a ceiling on pay for employees. 

 

Labour Market 

Businesses fight not just in the market for products, but also for 

talent. For instance, Maruti Udyog competes with other businesses 

for the same pool of technical and managerial talent. If wages are 

excessively low compared to those of rivals, it may be difficult to 

hire and keep enough qualified workers. Since there is so much 

rivalry for jobs, it follows that there must be a minimum wage. 

Many businesses try to head this off at the pass by assuring 

prospective employees that their overall remuneration is on par 

with, if not better than, the market average. 

Compensation Survey 

A compensation survey is a method for gathering information on the pay 

structures, practises, and programmes prevalent in a certain labour market. 

It's a valuable source of knowledge for a variety of situations. The issue of 

setting and modifying wage levels is especially pertinent to this data. 

Compensation plans might be backed up with these results. The reasons for 

conducting a salary survey might vary from company to company. It is 

recommended that a company review the available compensation data 

before launching a compensation survey. If no such data is readily 

accessible, a business may either commission its own survey or join forces 

with similar entities to undertake a joint survey.
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Information on benefits, bonuses, and other forms of pay outside 

direct salary should also be included in the data acquired via surveys 

in addition to information on the main positions and how they 

compare to the roles in the questioned firm. If they are left out, the 

overall value of the pay package is misrepresented. Information 

about the organization's characteristics is also helpful for gauging 

the degree to which the surveyed organisation is like the 

organisation under study. The compensation survey processes need 

to be handled with extreme caution in any scenario. 

 

It is difficult, time-consuming, and expensive to conduct a salary 

survey. Therefore, before conducting their own pay study, 

businesses should carefully analyse those that have already been 

conducted. There are a lot of things an organisation needs to think 

about before selecting to utilise a premade standard survey. Before 

anything else, consider whether or not the data gathered from the 

survey will meet the requirements of the company. If an 

organisation needs more data than a single survey can offer, it may 

always commission many. Second, how representative are the 

companies polled of the companies the employer wants to compare 

salaries against? Third, are the job descriptions in the current poll 

specific enough to be compared to those in one's own organisation? 

 

Personal interviews, mail surveys, and telephone interviews are the 

three most common ways to conduct a salary study. The personal 

interview is the most trustworthy, despite its high cost and lengthy 

duration. The compensation administrator may learn a lot about the 

state of the industry's pay practises via conducting a compensation 

survey. 

Compensation Structure 

Effective compensation plans are predicated on systematic work 

appraisal in order to set reasonable price tags for similar but distinct tasks. 

Compensation is often determined by the following criteria in addition to 
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those offered by a job description and evaluation: 

 

● Financial stability of the company 

● Worker demand and supply 

● What the current market rate is 

● The cost of living 

● Productivity 

● Collective bargaining strength of labour unions 

● Necessary Skills for the Position 

● The perspective of upper management 

● Considerations of psychology and social context 

 

It is essential that the company's pay plan be tied to its overall goals. 

Companies often have pay scales that are at odds with the company's larger 

goals. For instance, a business may aim to provide high-quality products 

while also offering a direct reward that is quality-focused. To learn what 

wants have to be met by a pay system, a survey of attitudes should be 

conducted. How do workers feel about their existing compensation, and 

what do they really want? Attitudes are determined and maintained, in 

great part, by the compensation system. Why people work for a firm and 

what drives them should be at the forefront of every study. 

Wage Structure in India 

In addition to a regular salary, most employees also get other benefits 

such as a dearness allowance, overtime compensation, yearly bonus, 

incentive schemes, and a variety of other perks. 

Basic Wage 

The Fair Wages Committee study discusses the idea of a basic wage. 

That "minimum wage" that "provides not just for the bare sustenance of 
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life but for the maintenance of the effectiveness of the employees by giving 

some level of education, medical necessities, and comforts" is the floor of 

the basic pay, as determined by this Committee. Compared to the dearness 

allowance and yearly bonus, which often fluctuate with changes in the cost 

of living indexes and the success of the sector, the basic pay has been the 

most steady and set. 

Dearness Allowance 

Dearness allowance rates will be included in the pay 

structure's final determination. Real earnings of workers are 

likely to change substantially in the setting of shifting patterns 

of pricing and consumption. The things a worker can afford to 

purchase with his salary are crucial to his quality of life. 

 

Therefore, appropriate modifications in these salaries 

are necessary to safeguard the actual earnings of the workers 

when there is a rise in prices and, therefore, an increase in the 

cost of living. In other nations, pay adjustments are made 

automatically in step with changes in the cost of living. 

 

To account for the fact that the cost of living tends to 

fluctuate often in India, the country's pay structure includes a 

peculiar provision known as the dearness allowance. Many 

different methods exist in our nation now for compensating 

workers for rising prices. They are different in practise 

depending on the region and the kind of business. 

 

A flat rate is one kind of dearness allowance payment, 

in which the same amount is given to all groups of employees 

regardless of their income levels. The government also 
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publishes periodic figures on the consumer price index, which 

serves as the second technique. It reflects changes in the cost of 

a standard set of products and services that are purchased by 

working-class households. What this means is that the indexes 

reflect the changes in the cost of living as a result of changes in 

consumer prices. 

Slabs are a third way for determining the amount of the 

dearness allowance. With this system, employees are given a 

specific amount of dearness allowance based on their salary 

tier. No matter how high the pay rate goes, at a certain point 

there will be no more dearness allowance paid out. People like 

this approach because it is simple and fair. 

 

Extra Time Pay 

 

It's possible that overtime work in industry dates back 

to the beginning of the industrial revolution. Management often 

requests overtime from workers in order to make up for things 

like misallocated resources, missed shifts, and unplanned 

obstacles (like a broken equipment) that arise when planning 

ahead is neglected. Overtime is a common practise in the 

business world and is often required to fulfil tight deadlines or 

unexpected surges in production, or to provide some wiggle 

room for managers to better match available labour to output 

requirements. 

 

Legislation ensures that manufacturing and workshop 

workers get their legally mandated overtime compensation. If 

an employee works more than 9 hours in a day or more than 48 
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hours in a week, they are entitled to overtime pay at double their 

regular rate. This is the case whether or not the employee is 

classified as a "worker" under the Factories Act or the 

Minimum Wages Act. Working overtime is beneficial since it 

allows people to improve their earnings. 

 

Bonus Each Year 

 

Though bonuses have long been a part of industrial pay 

packages, it wasn't until the Payment of Bonus Act, 1965 that 

they were given the legal standing of a guaranteed right to 

workers. As stated in the Act, every business with 20 or more 

workers is considered a "factory" for the purposes of the law. 

Employers are required by law to provide workers with a bonus 

equal to at least 8.33% of base wage. The cap has been set at 

20%. Employees whose earnings or salaries do not exceed 

3,500 rupees per month are not eligible to receive a bonus under 

the Act. If an eligible worker's monthly income is higher than 

Rs 3,500, then Rs 2,500 will be deducted instead. Available 

excess is used to calculate bonus amounts under the Act. 

Methods of Motivation 

 

Both the narrow definition of "incentive" (meaning 

"participation") and the broad sense of "incentive" (meaning 

"monetary motivation") have been employed. In this context, it 

refers to the financial incentives given to workers so that they 

may achieve the highest possible output. 
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Both monetary and non-monetary incentives exist. 

Attractive pay, bonuses, dearness allowances, transportation 

allowances, housing allowances, gratuities, pension, and 

provident fund contributions are all crucial financial incentives. 

Non-monetary incentives might include things like title, job 

description, working conditions, social standing, perks, tenure, 

development potential, and say in company decisions. Incentive 

payout policies and procedures, however, vary widely. 

 

Individual pay incentive plans, group reward schemes, 

and enterprise-wide incentive programmes are the three broad 

categories that have emerged to describe incentive structures. 

Over and above a base salary, an employee may be eligible for 

the individual pay incentive scheme. Work measuring 

approaches such as looking at prior performance, negotiating 

with the union and the management, conducting a time study, 

using standard data, setting elemental times in advance, and 

sampling work are the basis for individual incentive schemes. 

A person may be incentivized in four distinct ways: by the 

number of hours worked, by a set piece rate, by a predetermined 

promotion schedule, or by a share of the profits. An individual's 

hourly rate of compensation remains the same under the 

measured day-work incentive wage scheme regardless of his 

performance. The most basic and common kind of incentive 

pay is the piecework system. In this system, a person's pay is 

directly related to the amount of work they put in. Employees 

in a group plan get a minimum wage guarantee, and any 

additional compensation they earn due to exceeding 

expectations is based on their percentage of the total workforce. 

In a gains-sharing system, financial incentives are remunerated 

more generously for production over a target level. Due to the 
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profit sharing between business owners and employees, the 

worker sees a salary rise of less than one percent for every one 

percent increase in production. 

 

Bonuses are distributed within a group or region on a 

per-person or per-unit basis, depending on the scheme's 

parameters. The incentive is contingent on meeting or 

exceeding a predetermined goal or saving time on the job (the 

gap between scheduled and real work hours). A situation in 

which (a) collaboration is essential and (b) high levels of 

productivity are more dependent on the cooperation existing 

among a team of employees than on the individual efforts of 

team members may be most conducive to the implementation 

of such schemes. 

Employees and management work together under the 

umbrella of the company-wide incentive system, which aims to 

I minimise labour, material, and supply costs, (ii) increase 

corporate loyalty, (iii) foster amicable labor-management 

relations, and (iv) cut down on turnover and absenteeism. 

 

Profit sharing is a component of an organization-wide 

incentive scheme in which an employee gets a predetermined 

percentage of the business's profits in exchange for voluntarily 

entering into an agreement. The primary goal of a profit-sharing 

arrangement is to foster a more collaborative and cohesive 

atmosphere. The benefits of such a plan include I teaching 

workers to be more cost-conscious and productive, (ii) fostering 

better lines of communication and a more engaged workforce, 

(iii) being easy to implement with little overhead, and (iv) being 
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inflation-neutral if designed correctly. One of the cornerstones 

of a successful profit sharing scheme is that it supplements 

existing compensation rather than replacing it. The union's full 

backing and cooperation is necessary for this plan to succeed. 

 

Fringe Benefits 

 

Wages and salaries are an insufficient proxy for the 

value of workers' compensation for their efforts. There are also 

"fringe perks" offered, which are supplemental services and 

advantages. Fringe benefits are characterised by the following 

features: 

 

These perks are in addition to the usual salary that 

employees get. Therefore, they should not be seen as a 

replacement for regular pay. 

 

• Employees are expected to profit most from these 

provisions. 

 

Benefits provided as fringe benefits to workers are 

unique in nature and cannot be obtained by the employees 

themselves. 

 

Fringe benefits only apply to monetary or cash 

equivalent perks. 
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When compared to social programmes, the scope of 

fringe benefits is somewhat narrower. In contrast to social 

programmes, which may be offered by several organisations, 

fringe benefits are supplied only by employers. Fringe benefits 

should not include perks that have no bearing on the job. 

 

There are a few broad categories for fringe benefits. 

Meggison divides them into two categories based on their 

goals: those that ensure workers' safety, and those that aim to 

boost morale and productivity by lowering staff turnover. 

Retirement plans, worker's comp, unemployment insurance, 

and various forms of social security fall under the latter 

category, among other benefits. The second category includes 

paid time off (PTO), paid holidays (Holidays), paid sick days 

(Sick Pay), discounted products and services (Discounts), and 

other similar perks provided by the employer. 

 

Statutory, contractual, and voluntary fringe benefits are 

also distinguishable types of compensation packages. Social 

security, medical care, unemployment benefits, workers' comp, 

provident fund, and gratuity are all examples of statutory 

benefits. Allowances for things like transportation, housing, 

and education may be part of the benefits packages offered by 

companies to their employees as part of collective bargaining 

agreements. Group insurance, a death benevolence fund, a 

washing allowance, leave encashment, a leave travel 

concession, a transportation allowance, a family planning 

incentive, service awards, and suggestion rewards are all 

examples of voluntary fringe benefits offered by the 
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organisation. 

 

Even though they make up a significant portion of 

workers' total pay, employees sometimes overlook the 

importance of fringe benefits because of their lack of clear 

correlation to salary or other forms of remuneration. They used 

to be a small but growing part of employees' paychecks, but 

now they make up a significant portion of it, driving up the 

company's expenses. If an effort is made to tailor the fringe 

benefit system to the requirements of human resources, 

however, it may become successful. 

 

Compensation's Behavioral Aspects 

 

Compensation in whatever form is influenced by 

behavioural variables. Most employees are motivated by the 

prospect of financial gain. Except in volunteer settings, most 

individuals anticipate monetary reward for their time and work. 

The degree to which workers feel they are getting fair value 

from their employers, whether in the form of base pay, variable 

compensation, or perks, may have a significant impact on both 

their performance and their attitude toward their employment 

and their employers. 

 

Equity 

 

People want to be compensated properly in all respects, 
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from their basic salary to any bonuses or perks they may get. 

Equity refers to the degree to which one believes that the 

outputs of one's efforts are proportional to those inputs 

(outcomes). An individual's inputs consist of their age, 

education, experience, productivity, and whatever else they 

bring to the table. The outputs of an organisation are the 

benefits obtained by an individual in return for their efforts, or 

inputs. Pay, perks, recognition, accomplishment, prestige, and 

any other monetary or nonmonetary incentive all count as 

outcomes. Individuals determine whether or not their pay is fair 

by comparing their own work and performance to that of others 

and the benefits those others get. It is important to note, 

however, that these evaluations are subjective and dependent 

on the opinions of the one making the comparison. 

 

When making comparisons, if the inputs and outputs 

aren't evenly matched, it might lead to a feeling of unfairness. 

The concept of equity has internal and external factors to 

consider. 

Distributive and Procedural Equity in Damages 

What this implies in practise is that workers' pay is 

commensurate with the KSAs they bring to their positions, as 

well as their responsibilities and successes. Procedural justice 

and distributive justice are two important aspects of internal 

equality. 

 

The term "procedural justice" refers to the extent to 

which workers feel their rights were respected in the course of 

a company's hiring, firing, and compensation processes. When 
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evaluating procedural fairness, both the written regulations and 

the behaviour of managers and supervisors are taken into 

account. The compensation system, including starting salaries, 

raises, and evaluation of performance, must be seen as equitable 

by those receiving it. 

 

One of the most important concerns is the method 

utilised to determine salary levels for various positions. and (2) 

how are salary ranges determined for certain positions? 

Distributive justice, or the perceived fairness of the amounts 

provided for performance, is a related problem that must be 

taken into account as well. This aspect of fairness concerns the 

connection between remuneration and output. It may be seen as 

more unfair if, for instance, a dedicated employee with fantastic 

performance gets the same across-the-board rise as an 

employee with attendance issues and middling performance. 

Similarly, if two workers with comparable performance records 

get different but notably higher pay raises, the other worker 

may conclude that the disparity is the result of bias on the part 

of management. 

Some institutions have appeals processes in place to address 

complaints about fairness. When dealing with private companies, 

the appeals process is often more informal than when dealing with 

government agencies. After an employee has exhausted all options 

with their direct management, they may next reach out to human 

resources. 

 

Pay Transparency 

 

The degree of transparency or opacity that companies permit about 
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their compensation structures is a further equality problem. What 

people in other departments earn, how much they've been promoted, 

and the existence of several salary tiers are all examples of salary 

details that are off-limits in closed systems. Increasing numbers of 

companies are opening up their pay systems by notifying workers 

about compensation rules, offering a basic overview of the 

foundation for the compensation system, and stating where an 

employee's salary falls within a pay grade. Having access to this data 

helps workers make more informed comparisons of their own 

equity. Managers must be able to provide a good reason for any 

compensation gaps under an open pay system. 

 

External Equity 

 

To attract and retain top talent, your company must provide salaries 

that are competitive with those offered by other companies for 

comparable work. If workers do not believe they are being 

compensated fairly, turnover will likely increase, the company will 

have trouble attracting and retaining skilled and scarce-skill people, 

and it will be more likely to hire and keep workers with lesser levels 

of knowledge, skills, and abilities. 

 

Human Resource Mobility 

 

For businesses, mobility is a way to adapt to the ever-evolving 

demands of the market, whether that be a shift in the company's 

structure or the demand for its products or services, or the adoption 

of a novel approach to accomplishing tasks. Promotion and transfers 

are the most common forms of mobility within a company. 

Promotion and relegation are both included in the concept of 

mobility at times. 
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Reasons for Traveling 

 

The benefits of mobility include: 

 

● For the purpose of increasing efficiency inside the 

company; 

● Improve productivity in the workplace; 

● To adjust to operational shifts; and 

● To ensure discipline. 

 

Promotion 

 

A promotion, in its most basic sense, is an increase in one's position 

within their current organisation, leading to more responsibility and 

sometimes a higher compensation. Depending on the situation, a 

promotion might be either temporary or permanent. "promotion is 

the transfer of an employee to a position that earns more money or 

conveys some desired status," write Clothier and Spriegel. 

Marketing's Reason for Existence and Its Benefits 

 

A raise in status is an incentive to learn and grow in one's position, 

and it may also spark renewed enthusiasm for the work itself. Yoder 

argues that promotions are beneficial because they "form an 

effective reward for loyalty and cooperation, long service, etc." and 

"provide incentive to initiative, enterprise, and ambition; minimise 

discontent and unrest; attract capable individuals; necessitate logical 

training for advancement; and attract capable individuals." 

 

Benefits and reasons for using promotions include: 
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● Appreciate the hard work of an employee and encourage him to 

keep it up; 

● Create an environment where workers are motivated to 

outperform one another in order to advance in their careers; 

● Keep our brightest workers; 

● Lessen frustration and dissatisfaction; 

● Boost the efficiency with which personnel use their expertise; 

● To attract qualified and capable workers. 

 

Distinct Categories of Promotion 

The many forms of advertising that exist are explored here. 

 

● Each job may be linked to several others in a methodical 

manner thanks to multiple chain promotion. As a result of 

the well-defined entry and leave points for each post, it 

allows for several promotion possibilities. 

● When an employee receives a "up or out" promotion, they 

are either promoted internally or encouraged to look for 

other work opportunities. When a person is passed over for 

a promotion, they often leave the company to find work 

elsewhere. 

● Unlike other types of promotions, a dry promotion does not 

come with a monetary bonus. In the academic world, for 

instance, a promotion to the position of department head 

does not result in a raise in pay. 

Promotion Programme and Procedure 

It is important for any company to plan out their marketing 

campaigns in advance. There are four components that make up a 



Human Resource 

Management 

 

 

well-thought-out advertising campaign: 

 

● Creation of a marketing strategy, 

● The naming of advertising avenues, 

● Performance reviews, and 

● Centralized filing systems. 

We'll go into great depth about every factor. 

 

1. Formulation of Promotion Policy: There should be a 

healthy divide between promotions from inside and new hires 

from outside the company. This means that there has to be a 

clear, fair, and consistent policy behind promotions. According 

to recommendations made by the National Institute of 

Personnel Management (NIPM), a promotion strategy along 

these lines might be implemented: 

● Promote from within rather than bringing in new 

people to fill leadership positions. 

 

● Belief that merit, rather not just seniority, will 

determine advancement opportunities. Capacity, 

effectiveness, temperament, productivity in the work, 

health, 

 

● Promotions are awarded based on a number of 

variables, including leadership ability, work history, 

and length of service. 
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● It's important to draw out an organisational chart to 

show everyone the steps to success. In the presence of 

a job analysis and a deliberate salary policy, the 

creation of such a graph is a simple task. 

 

● It is important to clarify the promotion procedure so 

that everyone knows who may propose and manage 

promotion cases. A promotion may be initiated by a 

department head, but final permission must be granted 

by upper management after the personnel office has 

been requested to assess whether or not the promotion 

may have unintended consequences. 

 

● Every promotion should be temporary until it can be 

determined whether the new employee is up to the task. 

During this trial time, he receives the compensation for 

the higher position; but, if he does not "make the 

grade," he will be returned to his previous position and 

salary. 

2. Promotion Channels: Finding and documenting many 

promotional avenues is essential. Organizational job analysis 

and succession planning are intertwined with this method. 

3. Promotion Appraisals: An employee's chances of getting a 

promotion are tied closely to the results of their annual 

performance review.
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4. Centralized Records: Since a worker's promotion is based 

on their education, experience, skills, talents, and appraisal, it's 

crucial that all of this information be documented and kept in 

one place. 

5. Bases of Promotion: Employees may advance in rank based 

on their own merit, their length of service, or a mix of the two. 

Let's talk about them all in terms of how we may use them to 

our advantage in advertising. 

6. Seniority as a basis: It suggests a comparable amount of 

time spent working for the same company. The benefits of this 

include that it is straightforward to track and analyse, that it is 

intuitive to run, that it helps keep staff from leaving their 

positions, and that it gives senior workers a feeling of 

accomplishment. There are drawbacks as well, such as the 

possibility that people stop learning beyond a certain age, the 

failure to acknowledge an employee's success or potential, and 

the stifling of their will to succeed. 

7. Merit as a basis: A person's merit is their set of abilities, 

their track record of accomplishment, and their overall level of 

expertise. Motivating high-performing workers to put in extra 

effort is beneficial because it helps preserve efficiency by 

rewarding those who deserve it for their achievements. It has 

certain drawbacks, such as the fact that it's hard to assess 

someone's merit, that merit is a measure of previous 

accomplishment rather than future potential, and that it may 

make long-serving workers nervous. 

8. Seniority-cum-Merit as basis: Since there are flaws in 

using either seniority or merit as the only basis for promotions, 

a sensible strategy would use a hybrid of the two. Various 
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mechanisms can be put in place to ensure a fair distribution of 

seniority and merit in promotions: for example, setting a 

minimum length of service, giving equal weight to seniority and 

merit, and only considering employees who meet certain 

minimums in terms of performance record and qualifications 

for promotions. 

 

Progression through the ranks of government agencies in India 

is often based on seniority. Both the seniority system and the 

seniority-cum-merit system are in place for promotions in the 

public sector. Promote from within, or "promote the best guy 

available," is the general rule in the private sector. 

Demotion 

A demotion is a reduction in a person's official rank, 

pay grade, and scope of duties. In the workplace, demotion is a 

kind of punishment. Consistent misbehaviour, such as breaking 

the rules of regulations, having an unsatisfactory attendance 

record, or being disobedient, may lead to a demotion. 

Demotion, according to Beach (1975), is "the transfer of an 

employee to a position of lesser rank and salary typically having 

lower degree of effort and responsibility." 

Causes of Demotion 

Any of the following may lead to a demotion: 

 

● Due to the current economic climate, it may be 

necessary to downgrade certain employees. 

● It is the employee's incompetence if they are unable to 

perform up to expectations. 



Human Resource 

Management 

 

 

 

● When an employee is unable to adapt to any 

technological change implemented by the organisation, 

this is a kind of resistance to change. 

 

When it comes to the procedure of demoting employees, a five-point 

guideline was proposed by Yoder, Heneman, Turnbull, and Stone 

(1958). 

 

● Establishing a set of regulations that may be broken 

without cause for dismissal; 

● All staff should be made aware of this; 

● It is imperative that any allegations of misconduct be 

thoroughly investigated. 

● Disciplinary action taken in the event of a breach 

should be applied uniformly and fairly, preferably by 

the direct supervisor; 

● We recommend include a review clause. (If the 

workplace is unionised, this review is built in via the 

grievance process; if not, the employer must provide 

other mechanisms for review.) 

 

Transfer 

 

When an employee's income, status, and 

responsibilities remain the same, he may be transferred 

to a different job, section, department, shift, plant, or 
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position within the same company or to a different 

company altogether. "a lateral shift causing movement 

of personnel from one job to another typically without 

incurring notable change in tasks, responsibilities, 

skills required, or salary," as defined by Yoder 

andothers (1958). Whether the firm or the worker 

comes up with the idea for the transfer is irrelevant. In 

addition, its duration might be either short- or long-

term. 

 

Generally speaking, transfers are made for the 

following reasons: creating a more cohesive team at 

work 

Goals: 

● Improve the organization's efficiency 

● Increasing the Flexibility and Expertise of Key Positions 

● To accommodate unforeseen shifts in workload 

Purpose: 

●  Improve workplace harmony by addressing conflicts 

● To fix a misplacement 

● To break up the routine 

● Workforce restructuring: 

● To reprimand workers 

● Varieties of Funds Moved 

The following categories describe possible reasons for an 

employee transfer. 
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Transfers in production are done to accommodate 

business needs. Effective workers who are idle in one 

division or area may be redeployed to fill a need 

elsewhere. These kinds of payments aid in maintaining 

steady work. 

 

One kind of transfer, known as a "replacement 

transfer," relieves an older worker by assigning them to 

a less demanding position in another department or 

division. 

 

Rotation is another name for versatility transfers. 

Designed to help workers grow in all aspects of their 

profession, it involves a series of rotations through 

different positions. It's a great antidote to routine and 

dullness. 

 

Transferring employees as a means of correcting errors 

in hiring or assignment is an example of a personnel or 

remedial transfer. The misplaced worker is then moved 

to a better position. 

 

Where there is regularised rotation and more than one 

shift, shift transfers occur often. 

 

Methods of Transfer 
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Every company has to have a transparent and equitable 

transfer policy that all employees are aware of. 

Typically, a high-ranking executive is given the 

authority to determine the criteria that must be met 

before a transfer request is considered authorised. 

Safeguards should be put in place to prevent 

unnecessary or excessive relocations, such as when a 

significant number of people are relocated. In order to 

be effective, a transfer policy must: 

 

Clearly define the categories of transfers and the terms 

under which they will occur; 

 

 Determine which official has the power to make and 

carry out transfers; 

 

If a transfer is allowed simply within a subunit or if it 

is allowed across departments, divisions, or plants as 

well, please specify. 

 

State the criteria that will be used to make the transfer, 

such as seniority, performance, or any other 

consideration; 

 

Set the salary for the transferring employee. 

 Give the individual affected plenty of notice of the 
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move; 

 

And they must:  

• Be in writing;  

• Be informed to all parties involved; 

 

Make sure it doesn't happen too often or only for the 

purpose of a money change. 

Separation 

 

A'separation' occurs when an employee leaves a 

company. It might be because to a death, retirement, 

termination, suspension, or layoff. 

 

Resignation 

 

An employee's resignation or quit is a voluntary 

departure from employment. It might be voluntary (due 

to health, marriage, or other job prospects) or 

mandatory (to prevent firing). The company may be 

able to correct recruiting problems and bring in new, 

more talented personnel if enough people leave. But if 

there is too much turnover, it will damage the business. 

Therefore, the HR department conducts a "Exit 

Interview" with the departing employee to discover the 

true grounds of resignation so that appropriate steps 

may be done to prevent unnecessary departures. The 
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following are the most important components of a well-

executed departure interview: 

● Gain the trust of the employee by promising him that his comments 

will be treated as private. 

● Let the employee know that the goal of the interview is to foster a 

more positive environment at work. 

● It's recommended that a personnel officer in charge of interviews 

conduct the meeting. 

● Have compassion and listen patiently throughout the interview. 

● If an employee resigns, it's important to investigate why they're 

leaving and make sure they've passed over all responsibilities to 

the appropriate party. 

● Reassure him that his well-being is still a priority for the 

organisation. 

 

Retirement 

 

● The moment an employee decides to retire is a watershed moment 

in his or her career. It's the leading factor that makes workers leave 

a company. There are three distinct retirement eras: 

● Compulsory Retirement: When a worker reaches a certain age, 

they are required to retire. The mandatory retirement age for 

federal employees is 58 years old, whereas in the private sector it 

is 60 years old. 

● Premature Retirement: In the event of ill health, physical 

impairment, family emergency, etc., an employee may be forced 

to retire earlier than the age limit stipulated. If his employer agrees 
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to an early retirement, he will get all retirement benefits due to him. 

● Voluntary Retirement: Employees who have worked for the 

company for at least the required amount of time may be offered 

the chance to retire early in exchange for a one-time cash payout 

if the company is going through a restructuring or closing 

permanently. Golden Hand Shake is the term for this retirement 

arrangement. 

Dismissal 

A dismissal occurs when an employee's employment is ended as a 

disciplinary measure for wrongdoing or poor performance. This action by 

the company is quite unusual. All of this is done in accordance with the 

notion of natural justice. An employee who is about to be fired will be 

given a chance to explain his actions and provide justifications for why he 

should not be let go. 

 

Suspension 

 

Because suspension is so severe, it is usually handed down only after a 

thorough investigation has taken place. When an employee has to be 

investigated for disciplinary reasons, his suspension will not affect his 

employment status. A subsistence payment is paid to the employee during 

any suspension. 

 

Retrenchment 

 

In a profitable business, "retrenchment" refers to the permanent 

termination of an employee's employment for financial reasons. 

Retrenchment is defined as the "termination by the employer of the 

services of workman for any reason other than termination of services as 

punishment given by way of disciplinary action, or retirement either 



Human Resource 

Management 

 

 

voluntarily or reaching age of superannuation, or continued ill-health, or 

the closure and winding up of a business" (Industrial Disputes Act, 1947). 

The Act stipulates the following requirements for redundancy. 

 

A written explanation of the retrenchment and the employee's rights to 

a month's pay in lieu of notice is required. 

 

A payment of 15 days' pay for each year of service is required to be 

made to the worker. 

 

• The proper governmental authority must be notified in the way 

specified. 

 

• If no other arrangement exists, the employee with the shortest tenure 

must be let go first. 

 

Employees who have been laid off should be given hiring priority. 

 

Layoff 

 

The term "layoff" refers to the temporary withdrawal of an employee 

from the payroll of the organisation due to factors beyond the control of 

the employer. In theory, it could go on forever. The worker, however, has 

not been laid off and may be rehired at any point. During a layoff, the 

employer and employee relationship is not severed but instead temporarily 

put on hold. It's a short-term suspension from work. When an 

organization's human resources are not being used profitably, layoffs may 

be necessary to minimise costs. A layoff is described as "the failure, 

unwillingness, or incapacity of an employer, on account of scarcity of coal, 

electricity, or raw materials or buildup of stocks or breakdown of 
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equipment or for any other cause" under Section 2(KKK) of the Industrial 

Disputes Act, 1947. Industries that experience regular cycles and seasonal 

fluctuations are more likely to implement layoffs again. Workers in mines 

are let go when there is an unsafe level of combustible gas in the air, a 

flood, fire, or explosion. 

 

A lay-off worker is entitled to half of the basic earnings and dearness 

allowance that would have been given to him had he not been laid off, as 

stated in Section 25(c) of the Industrial Disputes Act, 1947. However, the 

laid-off worker must meet the following requirements to qualify for this 

compensation: 

 

The following are all red flags: • He can't be a badli or a temp. 

 

Muster records of the industrial institution must include his name. 

 

One year of continuous employment is a prerequisite, as is his degree. 

 

At least once a day during regular business hours, he must report to work 

on time as scheduled. 

 

If the laid-off employee rejects job offers within five miles of his former 

workplace, he forfeits his access to unemployment benefits. When a layoff 

occurs because of a strike or a decrease in output from another department, 

no severance pay is required. Paying the compensation is optional for 

businesses that have a seasonal nature, in which labour is conducted only 

occasionally, or which employ less than twenty people. 

 

Absenteeism 
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The estimated annual cost of absenteeism in the United States is $505, 

per employee. A worker's absence from work may not seem like a big deal. 

If a manager requires 12 individuals in a unit to get the job done, but four 

of those 12 people are missing for most of the time, it's likely that the unit's 

work will not be done, or that more workers would need to be employed. 

 

Absenteeism 

 

Multiple factors might lead to an employee missing time from work. 

Causes of unplanned absences are shown in Figure 3.1. Absenteeism is, of 

course, inevitable in certain cases. Occasionally, employees may be unable 

to report to work due to personal concerns or illness (such as a sick family 

member). We call this "involuntary absence" (or "absenteeism"). 

However, many cases of absence may be prevented; this kind of absence 

is known as voluntary absenteeism. It's not uncommon for a few of 

employees to account for a large chunk of the overall absenteeism in a 

company. 

Many companies have sick-leave policies that enable workers a specific 

number of paid missing days per year due to the fact that sickness, death 

in the family, and other personal reasons for absences are inevitable and 

reasonable. The public sector, utilities, and manufacturing companies have 

the greatest absenteeism rates. Companies in the retail and wholesale 

sectors had the lowest absenteeism rates, presumably because of the high 

usage of temporary labour. 

 

Measuring Absenteeism 

 

Continuous monitoring of absence data in work units is 

a crucial first step in controlling or decreasing absenteeism. By 

keeping tabs on absences, managers may identify slacking 
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workers and the divisions where it is most prevalent. 

Absenteeism may be calculated or measured in a number of 

different ways. The United States Department of Labor 

suggests the following method for calculating absence rates: 

((Number of person-days lost through job absence 

during period) x 100) / ((Average number of employees) x 

(Number of Work Days)) 

Figure 3.1: Reasons for Unscheduled Absences
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Controlling Absenteeism 

When managers have a better grasp on what motivates employees to take time 

off without calling in sick, they are better equipped to curb instances of 

voluntary absences. There are, however, a number of theories that propose 

different approaches to the problem of employee absenteeism. Managers and 

executives should emphasise the importance of a company's clearly defined 

regulations on absenteeism, which should be included in a handbook for 

workers. One possible indicator of how well a company manages absenteeism 

is the strictness of its policies and procedures regarding the issue. Recent 

research has shown a close connection between absenteeism rates and anti-

absenteeism regulations. 

There are primarily three avenues that may be pursued to reduce 

absenteeism: 

● discipline, 

● a focus on the good, and 

● both together in one. We'll take a quick look at each of them after the 

break. 

Disciplinary approach: 

Discipline is often used in the workplace. The initial warning is 

verbal, but following warnings are written, and then suspension and 

termination are possible consequences for chronic tardiness. Giving 

workers monetary bonuses, public praise, paid time off, or other 

prizes for maintaining a high level of attendance is one example of 

positive reinforcement. Positive strategies of lowering absenteeism 

include rewarding regular attendance, providing incentives for 
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missing less than a certain number of days, and allowing employees 

to purchase back unused sick days. 

 

Combination approach: 

 

Combination methods are most effective when they simultaneously 

reinforce desirable actions and discourage undesirable ones. 

Providing paid sick leave banks for workers to utilise to some extent 

is one of the most effective ways to reduce absenteeism. After that 

point is reached, workers may lose compensation if they continue to 

leave work unless they suffer from a serious disease that triggers 

long-term disability insurance. 

A no-fault absence policy is one alternative. In this setting, it is up 

to individual workers to manage their time instead than relying on 

management to determine whether or not an absence is justified. 

 

Discipline, up to and including termination of employment, may be 

implemented if absence levels reach an unacceptable level. When it 

comes to employee benefits, some companies go above and above 

by offering a paid time off (PTO) programme that rolls each 

employee's vacation, holiday, and sick days into one account. 

Employees may take time off for anything they need, whether it is 

sickness, personal matters, or vacation. After an employee's allotted 

number of sick days has been used up, they will not be compensated 

for any extra days off. Overall, time away from work frequently 

rises because workers utilise all of their PTO by using unused days 

as vacation. However, PTO programmes have been shown to 

minimise absenteeism, especially for single-day absences. 

 

Labor Turnover 
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Turnover, like absenteeism, is linked to discontent in the workplace. 

When workers leave a company, it is said to have high turnover. 

High employee turnover rates are expensive and detrimental to 

production. The annual turnover rate at one company was above 

120%! The annual cost to the business was $1.5 million due to 

decreased production, longer training periods, more time spent 

interviewing and selecting new employees, and decreased efficiency 

on the job. However, turnover is crucial for more than just financial 

reasons. Problems including long training periods, scheduling 

disruptions, extra hours worked, errors, and a lack of institutional 

knowledge are all exacerbated by high personnel turnover rates. 

In a competitive market like the computer sector, workers have more 

options than ever to go to another company. 

 

Types of Turnover 

 

The two main categories of employee turnover are voluntary and 

involuntary. Termination from employment constitutes involuntary 

turnover. When an employee decides to leave their position 

voluntarily, it is considered voluntary turnover. Lack of challenge, 

greater opportunities elsewhere, income, supervision, location, and 

pressure are all contributing factors. Turnover is not always a bad 

thing. Some attrition in the workforce is desired, particularly if the 

departing employees are less productive and dependable members 

of the team. 

 

Measuring Turnover 

It's possible to get many distinct figures for an organization's 

turnover rate. The following calculation, provided by the U.S. 

Department of Labor, is often utilised. 
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Sum of workers who left their positions in the last month multiplied 

by 100 divided by the total number of employees for the month. 

 

Normal annual turnover rates may be anything from absolutely 

nothing to well over a hundred percent, with the amount being 

significantly different for different sectors. When an organisation 

has low standards for entry-level workers, there is more likely to be 

a high turnover rate among lower-level workers compared to upper 

management. Therefore, calculating turnover rates by individual 

departments is crucial. One corporation, for instance, had a 

moderate turnover rate across the board, but eighty percent of that 

rate was concentrated in a single division. This inequity pointed to 

the necessity for intervention in that unit. 

 

Controlling Turnover 

 

There are a number of strategies that may be used to reduce 

employee turnover. During the hiring process, it is important to 

provide a detailed description of the position and a thorough 

preview of the duties involved so that the new hire's expectations 

are in line with the actual work. Improving selection and better 

matching candidates to positions is an effective strategy for reducing 

voluntary turnover. Employers may cut down on voluntary turnover 

by refining their selection processes and employing employees who 

are less likely to cause disruptions in the workplace due to poor 

behaviour and subpar results. 

 

Employees who have been given a thorough introduction to the 

organisation and who have been given enough training are less 

likely to quit once they've been oriented successfully. Payment is 

also crucial. To reduce employee turnover, remuneration should be 

fair and reasonable. For personnel like salesmen, whose pay is 
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directly proportional to their performance, insufficient incentives 

might lead to voluntary departure. Employee retention may be 

improved by strategic internal promotions and career development 

programmes if workers think they have room for growth inside the 

company. 

As a final point, the company may not be able to prevent employee 

turnover if it is caused by intangible, individual causes. Those who 

work part-time are especially vulnerable to this. Many workers 

leave for causes beyond of an organization's control, including the 

following: 

 

For example, if an employee relocates outside of the region, 

The worker has to take time off to care for their family, 

 

Assuming neither the worker nor his or her spouse is relocating: 

A college student worker completes their degree programme. 

 

Although some employee turnover is unavoidable, companies 

should take measures to reduce it, especially when it's the result of 

internal causes like ineffective management, insufficient 

instruction, or contradictory company policy. HR practises have to 

be scrutinised as part of overall efforts to reduce employee turnover. 

Everything from output to quality to service to absenteeism and staff 

turnover can be tracked back to specific actions taken inside a 

company. It has long been believed, however, that HR's 

contributions are impossible to quantify. In certain circumstances, 

this myth has caused problems for human resources since it gives 

the impression that HR professionals can offer value only via 

mysterious means. That is not the case; human resources, like 

marketing, law, and finance, must be measured by the results they 

provide for the business. Human resource effectiveness is not as 
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simple to define and quantify as it may be in other, more amenable 

fields, but it may be done. 

 

In business, success is often measured by how well established 

objectives have been accomplished. The term "efficiency" refers to 

how effectively tasks are completed while yet remaining within a 

reasonable budget. The cost per produced item is another measure 

of efficiency. An efficient use of scarce resources is essential if an 

organisation is to succeed in its mission. Providing on-site child care 

for all workers, for instance, might assist a firm accomplish an 

effectiveness objective of lowering turnover but could be too costly 

(cutting efficiency of expenditures) for that employer to adopt. 

 

Human resources' primary clients are other divisions, managers, 

and staff members. Some HR tasks may be outsourced if in-house 

resources are insufficient, unaffordable, or of low quality. Human 

resources operates as its own sub-department. Its actions (or 

inactions) have ripple effects across the whole corporation. Human 

resources cannot perform its job well unless it has a crystal clear 

understanding of its purpose and the people it serves. That view 

ought to bring the HR team together and serve as the foundation 

for their choices. Human resources may present itself as a partner 

in an organisation if it can show the rest of the company that its 

contributions to the business's success can be quantified. Human 

resources personnel need to be ready to assess the outcomes of HR 

operations to show the rest of the corporation that the HR unit is a 

partner with a positive effect on the bottom line. The Human 

Resources department then has the responsibility of sharing this 

data with the rest of the company. Successful HR actions may be 

shown via accurate measurement. 

Summary 

Case Study: Benchmarking HR at Goodyear Tire and 

Rubber Company 
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Goodyear Tire and Rubber Company, like other companies, has 

seen tremendous change and focused on developing novel 

approaches to old problems. The organisation has utilised 

benchmarking to learn about HR and other areas of operation that 

perform very well. Goodyear has found more effective methods of 

operation by monitoring its own processes and comparing those 

measurements to those of other businesses. 

The aim behind benchmarking is to learn from other companies' 

successes by analysing their best practises and adapting one's own 

operations accordingly. Seventy percent or more of the Fortune 500 

corporations routinely engage in benchmarking. Using benchmarks 

helps businesses zero in on what really matters for their success or 

failure. 

When Goodyear embarks on a benchmarking assignment, up to 

three months are dedicated to preparation. The company's goals are 

a prominent topic of conversation. Those who take part in the 

procedure are given instruction on how to do so. The responses to 

the targeted questions established by the benchmark team provide 

information regarding actual procedures and outcomes. Questions 

and answers may need to be developed via in-person or telephone 

interviews, the recruitment of an academic to create a scientific 

study of the issue at hand, or the use of outside consultants. But the 

primary goal is to learn more about Goodyear's and the other 

company's (or firms') procedures. In order to make comparisons and 

come up with new ideas, sharing information is essential, which is 

what benchmarking is based on. 

 

The firm recently assembled an internal committee consisting of 

members from a variety of departments to study pay practises as part 

of a larger benchmarking effort. The group formulated questions 

and conducted research on issues including variable pay, top-

performer pay, and the impact of training on salary. Team members 

initially identified the knowledge gaps and developed a plan to fill 

them. The group evaluated the methods used by several successful 
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businesses after interviewing their leaders and collecting data from 

many other sources. After that, it suggested several alterations that 

should be implemented at Goodyear. When HR first started 

analysing its own procedures against industry standards, several 

different factors were taken into consideration. We compared our 

practises in areas such as leadership training, career advancement, 

security, and pay, among others. The corporation wants to align staff 

rewards with its aims of boosting customer service and shareholder 

happiness. Goodyear's HR department made certain adjustments, 

including a new pay strategy, after spending around six months 

studying many Fortune 100 businesses. The company realised that 

in order to maintain competitiveness and improve customer service, 

it needed to clearly define the employee performance review process 

and link that activity to Goodyear's business goals. That connection 

required open dialogue about the roles and responsibilities of 

everyone involved. Accordingly, the Chairman's salary is now 

somewhat at risk due to the company's financial performance. 

 

The HR Director at Goodyear has detailed the company's approach 

to using benchmarking to measure the efficiency and performance 

of internal processes. If your company's objective is constant 

improvement, he argues, it will always be curious to see how other 

businesses operate. Also, HR has to be in sync with the business's 

overall goals and acknowledged as a useful change agent. 

Review Questions 

● Discuss the importance of Motivation. Explain 

the same with relevant theories. 

● How Motivation and Behavior are 

interrelated? Discuss the same. 

● Discuss about Compensation Structure in a 

nationalized bank of your choice. 

● Why Compensation Policies are necessary to 
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an organization? Discuss its impact in detail. 

● Discuss the objectives of Compensation

and Compensation administration.
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● Discuss the various determinants of Compensation. Also 

discuss Compensation Survey in detail. 

● Discuss Compensation Structure in Indian Companies. 

● Discuss Compensation from Behavioral

 aspects perspective. 

● Discuss Human Resource Mobility. What is its purpose? 

● What are all the various types of transfers? What are all the 

various types of absenteeism?
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Industrial Relations & Administrations 

 
 

Introduction – Administration of Discipline 

Discipline is the training of humans to behave in accordance with 

predetermined standards. Discipline exists for one simple reason: to ensure 

that workers are performing to expected standards and are acting in a 

responsible and safe manner while on the job. Every successful collective 

endeavour requires a strict adherence to established rules and regulations. 

 

The first definition of discipline offered by Webster's Dictionary is 

"instruction that corrects, moulds, strengthens, or perfects." The second 

definition refers to the exercise of power via the imposition of order, while 

the third describes the use of coercion in the form of correction or 

correctional measures. When the first and second definitions are combined, 

we may say that discipline is the training or moulding of behaviour via the 

use of incentives, or that discipline is the conditioning or moulding of 

behaviour through the use of rewards and/or penalties. The third definition 

is more specific since it focuses on the act of punishing those who have 

done wrong. 

 

Aspects of the following may be gleaned from the aforementioned 

definitions: 

 

• Proper conduct is expected. 

 

• The desire for order in a group 

 

• Proper conduct aids in accomplishing group objectives. 
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It is not necessary to take disciplinary action against members who 

conduct properly in accordance with the rules. Having discipline over 

oneself is like this. 

 

Disciplinary measures are necessary when certain members break the 

norms and regulations. 

 

• Punishment has two functions: first, to teach the offender a lesson for 

his or her wrongdoing, and second, to deter such transgressions in the 

future. 

 

Employees that do their jobs well are praised, given job stability, and 

sometimes even promoted. Those who disrupt the workplace or fail to meet 

expectations face consequences that make it very apparent what is and is 

not tolerated. The vast majority of staff members accept this method as an 

acceptable means of maintaining safety and order while also ensuring that 

all members of the organisation are working in accordance with the same 

high standards. Self-discipline is the most effective kind of discipline for 

most workers. When fines are necessary, it's usually due to the actions of 

both management and the offending employee. This is why a supervisor 

should only use punishment as a last option. One thing that a boss should 

never do is use discipline as a way to assert their dominance and control. 

 

In most cases, a verbal warning is the first step in a formal punishment 

action. 

 

Definition of the Objectives of Discipline 

 

According to Dessler (2001), the aim of discipline is to instil in workers 

a respect for the rules and regulations of the company. Organizational rules 

and regulations serve a similar function to that of societal laws, and when 
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they are broken, disciplinary action is taken (Bittel & Newstrom, 1990). 

 

The following are some of the reasons for and goals of punishment. 

 

In order to: • Uphold legal standards 

 

• In order to correct the wrongdoing 

 

• To provide a good example for others by always doing what is required 

of them 

 

Maintaining efficient operations is a top priority, therefore we have put 

up some guidelines to follow. 

 

• To boost productivity 

 

Why? • To keep the harmony in the workplace 

 

In order to foster better relationships at work and increase tolerance, 

 

In order to foster a more productive work environment and higher levels 

of output, 

According to Dessler (2001), there are three pillars around which a just 

and fair disciplinary procedure is built. 

 

There are rules, a tiered system of punishment, and a procedure for 

appealing a ruling. 
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Let's look at this matter in further depth. According to Dessler (2001), 

the very first building block is a stable set of norms and regulations. Theft, 

vandalism, intoxication on the job, and disobedience are all covered by 

these regulations. The guidelines are meant to provide workers an idea of 

what is expected of them and what is not. This is often addressed in the 

course of an employee's orientation. 

 

Another pillar of successful discipline is a tiered system of punishments 

(Dessler, 2001). Dessler says that punishments might start with a verbal 

reprimand and progress to written warnings, then to suspension, and finally 

to termination. In most cases, the severity of the punishment is determined 

by the nature of the offence and the offender's prior criminal record. 

According to Dessler (2001), an appeals procedure should be included 

in the disciplinary process to guarantee that punishment is applied properly 

and equally. 

Right to take Disciplinary Action 

The right to take disciplinary action arises from the 

employer-employee relationship and is governed by the 

employment contract, the company's standing order (for 

employees), or the company's conduct and discipline (appeal) 

regulations (for supervisory personnel). Before taking any kind 

of action against a disobedient worker, it's important to figure 

out which disciplinary guidelines may really be used in this 

case. 

 

 

Disciplinary Action Procedure 

At the outset, an investigation has to be launched into 
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the allegations of wrongdoing or the complaint itself. 

Disciplinary measures must be taken at that point. 

The company grants the following permissions to its 

different levels of staff: 

Authority to impose punishment; 

● a court with the power to hear appeals; and 

● One such authority is the reviewing committee. 

 

Judicial precedent has informed the development of a 

complex process that must be adhered to in order to ensure that 

disciplinary action is free of flaws. The steps that need to be 

taken are simply outlined below: 

 

● Initial research, 

● The drafting and presentation of a charge sheet, 

● Conducting a national inquiry, 

● Inquiry Officer's Report, 

● The Disciplinary Body Must Take Into Account the 

Enquiry Officer's Report, 

● Disciplinary procedure and information sharing, 

● Appeal. 

What to Expect From the Disciplinary Process 

Dissemination of the Bill of Indictment 
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The employee who has fallen behind on his work must 

be given a charge sheet and given a deadline to explain his 

absence. The charge sheet should be written in plain English so 

that the employee has no trouble comprehending what he is 

being accused of. To the extent practicable, a chargesheet 

should reference the applicable section of the company's 

standing orders. If the accusation is event-based, the time, date, 

and location of the incident should be included. The veracity of 

the punishment rides on the results of the investigation into the 

misconduct outlined in the charge-sheet, so it's important to take 

your time when drafting it. It is important that the charge sheet 

be translated into the spoken language of the area. If at all 

feasible, the offending worker should be physically served with 

the charge-sheet drawn up against him and officially signed by 

the disciplinary authority, and an acknowledgment of receipt 

should be sought. If the worker is not available to sign the 

charge sheet or if he refuses to sign it in the presence of two 

witnesses, it should be sent to his local and home addresses 

through registered cover with acknowledgements due. It is 

important to keep the charge sheet unopened in case it is 

returned undelivered with comments from postal officials. The 

employer shall post the charge-sheet on the bulletin board or 

take other action as specified in the standing instructions in this 

situation. It may be required to publish the contents of the 

charge-sheet in a widely circulated local newspaper. 

 

Suspension Pending Enquiry 

If the allegations against an employee are severe 

enough, or if the disciplinary authority has reason to believe that 

he would intimidate witnesses or tamper with evidence, then the 
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employee may be suspended from work until the matter is 

resolved. During the investigation time, the worker will be paid 

subsistence wages in accordance with the applicable 

regulations. 

 

Consideration of the Explanation 

When a worker is given the opportunity to respond to a charge sheet, he 

or she may do so by providing an explanation in the form of: 

 

● Having admitted guilt and begged for leniency, 

● After vehemently denying the allegations and calling for an 

investigation, 

● To provide no justification whatsoever, 

● Time extension request for explanation submission. 

 

If an employee acknowledges guilt for a small offence and begs for 

forgiveness, the investigation is skipped and a decision is made without 

further delay. Nonetheless, if the wrongdoing is severe enough to justify 

termination or dismissal, management should nonetheless organise to 

perform a formal inquiry, even if the accused employee admits to the 

accusations. 

 

 

If the worker gives an explanation in which he or she claims that the 

accusations made against them are unfounded, malicious, or otherwise 

fabricated, the charges against the worker must be dismissed. Before 

deciding on a penalty, a thorough investigation should be conducted in 
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accordance with established protocol. 

 

If an employee fails to provide an explanation within the allotted time 

frame, management must take the necessary measures to conduct a 

thorough investigation. 

 

The worker in question has good cause to ask for more time to offer an 

explanation, and the employer should oblige. 

 

Notice for Holding the Enquiry 

 

The disciplinary authority shall issue an order appointing an enquiry 

officer or an enquiry committee to conduct the inquiry of the charge-sheet 

after considering the explanation of the charge-sheeted workman or when 

no reply is received within the prescribed time limit. The inquiry officer 

may be an internal employee or an independent third party, but care must 

be made to designate only such a person who is neither a witness nor has 

any personal interest in the topic for which the charge-sheet has been 

issued. The management representative's name should be included there as 

well. A notice of inquiry should then be issued by the enquiry officer. The 

date, time, and location of the investigation must all be included in the 

notice of enquiry. The worker should be required to appear before the 

inquiry with any witnesses or supporting paperwork he may have. If the 

worker is unable to make it to the scheduled inquiry, the notice of inquiry 

should state that the hearing will be conducted ex-parte. The construction 

worker should be given enough time to prepare his defence before the 

investigation is conducted. 

 

Holding of the Enquiry 
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The purpose of conducting an investigation is to determine whether or 

not the accused worker is responsible for the offences listed in the charge 

sheet. By doing so, the inquiry officer gives the worker a fair chance to 

present his side of the story by cross-examining any witnesses or evidence 

presented against him and by scrutinising any witnesses or evidence 

presented in his own defence. The affected worker has the right to give a 

statement in his own defence in addition to any other remedies that may be 

available. 

assertions made in rebuttal to the complaint. The burden of proof rests 

squarely on the shoulders of management, represented by the evidence 

officer, during the investigation, not the accused worker. The worker 

should not be assumed guilty until the management side has shown 

sufficient evidence of wrongdoing. 

 

The Enquiry 

The following people, in addition to the inquiry officer, must be 

present at the scheduled inquiry date and time: 

 

 

● Presenting Officer:  The Presenting Officer will be in charge of the 

case from the management's perspective, bringing in witnesses and 

any necessary paperwork to back up the claim. If he is a witness, he 

will be questioned before everyone else. Both the accused worker 

and his witnesses or documents are subject to cross-examination by 

the presenting officer. 

 

 

 

• Delinquent Employee:  Absence of the charged employee precludes 

a claim that a proper investigation was conducted. If, however, he 
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declines to participate in the investigation after presenting himself, 

or if he does not report for the enquiry after receiving the notice to 

him, the enquiry may go exporter, provided that an explicit statement 

to that effect had been included in the notice of the enquiry. 

Furthermore, the investigation might be conducted ex-parte if the 

slacking worker refuses to participate in it. It is not recommended to 

allow the erring worker another chance at the investigation, but rather 

to conduct an ex-parte investigation. It would be appropriate for the 

inquiry officer to allow the delinquent employee to participate in the 

enquiry after documenting this information in the proceedings if he 

shows up for the enquiry after certain witnesses have been 

interviewed. To provide the dishonest worker a chance to cross-

examine witnesses who were questioned without him, the inquiry 

officer should bring back those individuals who testified while he 

was absent. 

 

● Representative of the Delinquent Employee:  If the delinquent 

employee requests in writing on the charge sheet or at a later date 

that he be allowed to bring a competent coworker of his choice to 

help him in the investigation, this should be permitted. Depending on 

the company's policies, a worker who is a member of a registered 

trade union may be represented during an investigation by a union 

committee member who has been invited to attend the hearing at his 

or her request. 

 

● The Procedure of Enquiry: The enquiry officer shall note the date, 

time, and location of the inquiry, as well as the names of any 

witnesses and get their signatures on the order-sheet if the delinquent 

employee is present at the start of the investigation. The steps he 

should take following that are as follows: 
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● Explain the charge-reasoning sheet's and reasoning for the overdue 

employee's response, and acquire his signature to affirm. If the 

offending worker has not already done so in response to the charge 

sheet, he should be asked whether or not he pleads guilty. It is 

important to document any admissions of guilt and to have everyone 

involved to sign and date the document. If the wrongdoing was very 

small, a full-scale investigation would be unnecessary. If the 

accusation is severe enough that, if proven, it would lead to 

termination, then an investigation is warranted. 

● The method to be followed in the inquiry should be explained to the 

delinquent employee, including that the presenting officer will 

submit witnesses/documentary evidence/exhibits in support of the 

accusation and that the delinquent employee will have a chance to 

cross-examine these witnesses. After that, the slacking worker 

should be given a chance to present his witnesses, and the 

management representative should be given the chance to cross-

examine them. 

 

● The offending worker will be given another chance to provide any 

supporting evidence or testimony. The investigator is allowed to ask 

any witness or the erring worker leading questions at any time 

throughout the investigation. Neither the officer presenting the case 

nor the offending worker may ask leading questions of the other's 

witnesses.
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. 

● The accused worker must go through cross-examinations of each 

supporting witness. 

● The worker who has been accused on the job must be given a chance 

to question management's witnesses. An endorsement to that effect 

should be recorded by the inquiry officer if he chooses not to cross-

examine any witnesses. 

● The offending worker should be required to bring his or her own 

witnesses one by one, with the presenting officer being given the 

opportunity to cross-examine these individuals. After the delinquent 

worker's witnesses have been interviewed and cross-examined, the 

employee should be invited to deliver his statement. If he has any 

supporting paperwork, he may submit it as well. If the offending 

worker refuses to present witnesses or documents, or if he or she 

refuses to give a statement, the inquiry officer must include that fact 

in the order-sheet and get signatures from all parties involved. If the 

investigation is not completed during the first session and more 

witnesses need to be questioned, the hearing may be resumed on the 

next day, or on any other day that all parties agree upon. The inquiry 

officer should gather signatures from all parties involved and provide 

an appropriate endorsement on the order sheet in this circumstance. 

● Each page of the inquiry procedures should be signed and dated by 

the accused worker, his representative (if any), the relevant witness, 

and a representative from management. Each page of the witness's 

statement should be signed exclusively by the relevant witness. Each 

page of the proceedings will include the inquiry officer's signature 

after he has certified that the statement has been recorded by him and 

conveyed to the parties in their language before to being requested to 

sign. The inquiry officer should issue an endorsement to that effect 

and have it certified by those present if the delinquent employee still 
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refuses to affix his signature after being urged to do so. 

 

Ex-parte Enquiry: 

 

If the delinquent worker fails to appear on the 

scheduled inquiry day, an ex-parte enquiry may be performed 

in accordance with standard procedure. The presenting officer 

in such an investigation is responsible for presenting the case 

against the charged employee. By questioning the witnesses, 

the inquiry officer helps the court reach a reasonable verdict on 

the veracity of the allegations. To avoid convening an ex parte 

inquiry during the first sitting itself, it is recommended that a 

new date of enquiry be set. Analysis of the Inquiry: The inquiry 

officer will next evaluate the available information and provide 

a conclusion after the investigation is complete. An inquiry 

officer must provide his own rationale for accepting or rejecting 

the testimony of a witness if there is no supporting evidence for 

his decision. The inquiry report is a written document that 

should make it very apparent whether or not the employee who 

was accused of misconduct was found guilty. Inquiry officers 

should reach conclusions that make sense and are supported by 

the facts presented throughout the investigation. He (the 

investigator) may write down his findings and the rationale 

behind them as specifically and accurately as he sees fit. 

 

 

 

Inquiry reports should not include any guesswork or 
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speculation. Any reasonable man who is not otherwise familiar 

with the matter should be able to draw the same judgement as 

the inquiry officer based on the evidence presented. 

 

     Final Decision of the Disciplinary Authority 

 

A report of the investigation is sent to the Disciplinary 

Board. The employer must provide the worker a copy of the 

inquiry officer's report before making a decision based on the 

findings. If he agrees with the enquiry officer's findings, he may 

issue an order on the quantum of punishment after recording his 

reasons for the same in writing, taking into account the 

seriousness of the misconduct, the delinquent employee's track 

record, equitable treatment with precedents of action taken, etc. 

The delinquent worker is informed of this through written 

order. 

 

If the disciplinary authority chooses to take action 

against the employee for his misbehaviour, he or she may do so 

by imposing any of the following sanctions, with the severity 

of the sanction proportional to the seriousness of the 

wrongdoing. The two forms of punishment are: 

 

 

       Minor Punishments 

● Detector or Alert System; 

 

● Financial penalty (in accordance with Section 8 of 
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the Payment   of Wages Act); and 

 

● Deferring Pay Raise (either with cumulative effect or 

non-cumulative effect). 

 

 

          Major Punishments 

 

• Demotion; 

 

• Releasing; and 

 

• Dismissal 

 

Discharge or dismissal orders should include the 

specific violations committed by the employee who was let go, 

as well as the effective date of the order. Unless otherwise 

specified in the standing rules, a discharge or dismissal order 

should take effect as of the date of the order. 

 

 

      Appeal 

 

An employee has the right to challenge any disciplinary 

action taken against him. The reviewing court has the option to 

uphold, modify, lessen, or overturn the sanction. 

 

    Conclude 

 

The employer has the authority to enforce company 

policy and set the tone for employee conduct inside the 
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company. A fair and adequate inquiry in accordance with the 

principles of natural justice must be conducted by the employer 

prior to issuing an order of discharge or dismissal. The worker's 

right to file an industrial dispute against the order would be 

moot if the adjudicator subsequently overturned the board's 

judgement. The technical criteria of a criminal trial are not 

applicable to a domestic investigation, but the enquiry officer 

must nevertheless act in line with the principles of "fair play" 

and "natural justice" while conducting the enquiry. In order to 

decide whether or not the accusation brought against the 

offending worker is proven, a domestic investigation must be 

done with an open mind, honesty, and good faith. 

 

 

In today's business world, even for the most egregious 

acts of wrongdoing, no company can fire an employee without 

first going through a lengthy disciplinary process. If the 

arbitrator determines that the employer did not act in good faith, 

that there was victimisation or unfair labour practises, that 

management committed a basic error or violated a principle of 

natural justice, or that the finding was completely baseless or 

perverse, the employer may be found guilty and subject to 

sanctions. 

 

 

 

Legal Procedures Relating to Discharge or Dismissal: 

Individual Dispute 

 

An exception to the rule that the Industrial Disputes 

Act, 1947 does not apply to individual disputes is the dispute of 
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an individual workman pertaining to his discharge, dismissal, 

retrenchment, or termination from employment (Sec.2a). 

 

Prior to Introduction of Sec. II A 

A worker might be fired for cause in 1971 if the 

company followed the domestic inquiry process and the worker 

was found to have committed misbehaviour on the job. If the 

investigation was performed objectively and in accordance 

with the principles of natural justice, the management's 

judgement could not have been challenged in a labour court. 

The court had no say in the severity of the sentence. However, 

the court may step in if and only if (SCO Case - SC - 1958) 

 

● Lack of good faith existed, or 

● If you have been the victim of a crime, experienced an 

unfair labour practise, 

● Where natural justice has been disregarded or 

 

 

● There was no rationale for the results, which were in fact 

counterintuitive. 

 

          Role under Section II A 
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Since December 15, 1971, thanks to the Industrial 

Disputes (Amendment) Act, Section 11-A has been part of the 

Act. The Supreme Court's ruling in Indian Iron & Steel Co. Ltd. 

and Another vs. their Workmen was cited in the Statement of 

objectives and reasons (1958-1 LLJ.260). It also cited ILO 

guideline No.119, which states that an employee who is 

unhappy with his or her termination of employment should be 

able to appeal the decision to an impartial third party, such as 

an arbitrator, a court, an arbitration committee, or a similar 

body. 

 

         Relevance of Subsection A of Section II 

 

Before the implementation of Section II-A, the 

Tribunal lacked the authority to overturn the finding of 

wrongdoing recorded in the domestic investigation unless one 

or more of the flaws highlighted by the Supreme Court in the 

case of Indian Iron & Steel Co. Ltd., were present. The Tribunal 

had no authority to intervene in the conduct of disciplinary 

proceedings or the imposition of punishment because it was 

viewed as a managerial function, unless the finding was 

perverse or the punishment was so severe that it gave rise to an 

inference of victimisation or unfair labour practise. Under this 

Section, however, the Tribunal is given the authority to 

reevaluate the evidence from the domestic investigation and 

determine for itself whether or not the evidence on which the 

employer relied proved the misbehaviour against the worker. 

An employer can no longer rely on the Indian Iron & Steel Co. 

Ltd. ruling, which placed restrictions on the Tribunal's 

authority. Vaidialingam J. ruled that "the tribunal is now at 
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liberty to evaluate not only whether the finding of misconduct 

recorded by an employer is valid, but also to dissent from the 

stated finding if a reasonable cause is made forth." What was 

originally decided to a considerable extent by whether or not an 

employer was satisfied has shifted to whether or not a tribunal 

is satisfied. In the end, the Tribunal might rule that there was 

insufficient evidence to show misconduct or that the 

misbehaviour that was proven was not severe enough to justify 

termination of employment. 

 

For the first time, this section gives the tribunal the 

authority to decide whether or not misbehaviour has been 

proven on its own. This is true even if the employer reaches a 

conclusion after conducting a thorough investigation. 

Additionally, for the first time ever, the Tribunal has the 

authority to review and potentially overturn a company's 

disciplinary action. It's clear that the Legislature believed 

certain limits on the types of evidence that may be considered 

by the courts were necessary after giving them so broad 

authority. The caveat includes such limits. The Proviso only 

stresses that the tribunal must reach its own conclusions about 

wrongdoing, punishment, and relief to be awarded to workers 

solely on the basis of the "items on record" before it. 

Cases involving retrenchment or retirement are not 

covered by Provision II-A since that section explicitly states 

that it applies only to discharge and dismissal. 

● Industrial Dispute (Amendment) Act, 1982 

● If the court determines that the reason for the dismissal 

or discharge was: 
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● As a result of unfair treatment, Bad faith, 

● Lacking any respect for fairness 

● Because of blatant lies or a retaliatory penalty that will 

confuse you. 

The penalty under Sec.254 falls on the employer 

regardless of whether the worker is reinstated. 

 

          Management of Grievances 

 

Not a single corporation can claim that none of its 

workers ever had any complaints. It's possible that some, or all, 

of these complaints are fabricated. Unhappiness, 

dissatisfaction, apathy, poor morale, frustration, etc. are all the 

results of a grievance, and they have a trickle-down effect on 

an organization's production and efficiency. 

 

Many workplace conflicts with significant 

consequences have their origins in quite trivial disagreements. 

Many disagreements may be avoided if problems are addressed 

and resolved peacefully before they escalate. It's why everyone 

may feel comfortable using the complaint process. Managers in 

the Indian business sector tasked with human resources and 

employee relations might benefit from implementing a formal 

grievance system. 

 

For purposes of this definition, "Grievance" refers to 
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"any unhappiness or dissatisfaction, whether voiced or not and 

whether genuine or not, arising out of anything associated with 

the Company that an Employee thinks, believes, or even feels 

is unfair, unjust, or inequitable." 

 

According to Keith Davis, a grievance may be any 

"actual or perceived sense of personal unfairness" that an 

employee feels in respect to his or her work. 

 

Pigors and Myers note that the different meanings of 

the phrases "dissatisfaction," "complaint," and "grievance" 

suggest different degrees and ebbs of employee discontent. 

"Anything that upsets an employee, whether or not he 

communicates his disquiet in words," they define 

dissatisfaction as. A complaint is any expression of displeasure 

that is brought to the attention of the supervisor or shop 

steward, either verbally or in writing. When a complaint is 

disregarded, overruled, or dismissed without proper 

consideration, it is considered a grievance. 

An employee's complaint escalates to a grievance when 

they believe they have been treated unfairly, as explained by 

Prof. Flippo. A complaint may become a grievance if the 

supervisor does nothing to address the employee's unhappiness. 

Complaints about a company are always made known, either 

orally or in writing. Complaints and grievances are two 

different things, with the latter being less official than the 

former. It must originate from some aspect of business 

operations or official policy, and it might be serious or 

completely absurd. Often, this may require deciding how to 
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give effect to language in a labour agreement. 

 

These definitions are quite inclusive, since they apply 

to a wide variety of causes of discontent: 

 

● This dissatisfaction must have some bearing on the business itself. 

 

● The complaint can't be hidden. 

 

● It may be truthful, reasonable, and logical, or it could be absolutely 

illogical and absurd. 

 

● At some point in their careers, most workers will experience 

dissatisfaction with some part of their job, whether it their 

manager's demeanour, an organization's policies, their working 

environment, or the actions of their coworkers. Oftentimes, 

businesses will actively work to bury or otherwise discredit 

employee complaints. But it won't be possible to keep them down 

for long. Anger eats away at an organisation as rust eats away at 

metal. A disgruntled worker may be a major cause of inefficiency 

and misconduct. 

 

● Differentiating between discontent, complaint, and a grievance is 

essential to grasping the concept. In this sense, we might make use 

of the classification offered by Torrington (1987): 
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● Dissatisfaction: Anything may upset a worker, regardless of 

whether or not it is spoken. 

 

● Any expression of displeasure communicated to one's boss or the 

shop steward, whether verbally or in writing. 

 

●  Grievance: A complaint that has been officially made to a 

management representative or to a union official. 

 

● Other definitions of a grievance differentiate it from the other two. 

The list of such definitions is short: 

● When an employee has a problem with their working 

circumstances, they may file a formal grievance with their 

employer. (Glueck, 1978) 

● Grievances are complaints that have been properly recorded in line 

with the grievance process. (Jackson) \sA grievance is any 

discontent or sense of unfairness in relation with one’s job 

condition that is brought to the notice of the management (Beach 

1980). (Beach 1980). 

 

● A grievance, as opposed to other expressions of discontent such as 

complaints, is a formal and somewhat extreme measure. While 

complaints are prevalent, grievances are rare since few workers 

would challenge their superior's decision. In addition, many 

individuals hold back from filing formal complaints because they 

worry about being retaliated against. Some obvious characteristics 

arise from an examination of various definitions of complaint: 
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● A grievance refers to any sort of unhappiness or dissatisfaction 

with any component of the organisation. 

 

● The cause of discontent must be related to work conditions, not 

individual or family issues. 

 

● The dissatisfaction may have a true or fictitious origin. An 

employee has a grievance if he or she believes that he or she has 

been treated unfairly. The causes of such an emotion might be 

reasonable or illogical, sensible or absurd. 

 

●  It's possible that the dissatisfaction is just latent. However, it has 

to be expressed in some way. However, dissatisfaction by itself 

does not qualify as a complaint. Initially, the employee may 

complain vocally or in writing. If this not checked into 

immediately, the employee feels a feeling of lack of fairness. The 

resentment is maturing into a legitimate complaint at this point. 

 

● In this sense, a complaint may be traced back to the individual's 

perception that their needs were not met by the company. 

 

Machinery for Handling Grievances 

 

A consistent policy for resolving complaints is essential in 

every business. Typically, there will be a series of phases in this 

process, and they will be arranged in a hierarchical structure. The 

complexity of this process is proportional to the size of the company. 

Whereas there could be just two levels between an employee and a 
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management in a small company, that number might be as high as 10 

in a large corporation. The first and final procedures are standard 

across all industries. A labour union is helpful, but not required, for 

setting up and running a grievance system. 

 

The first level of management to whom the complaint should 

be addressed is the frontline supervisor. An employee union 

representative may also accompany him if unionisation is a factor at 

the company. This is an essential measure for ensuring the continued 

legitimacy of the supervisor's position within the workplace. However, 

the supervisor is not able to resolve all complaints since many of them 

concern matters or rules beyond the scope of their control. Some 

complaints may go unanswered, and he may not be able to satisfy 

everyone. Accordingly, a second stage for resolving complaints has 

been included in. The personnel officer or a higher-up line manager 

might do this second task. There's a chance that he'll bring along some 

union heavy hitters if the company is heavily represented by the union. 

However, keep in mind that by inserting the human resources 

department, 

 

   Forms of Grievances: 

 

   Here are some examples of acceptable grievance formats: 

 

  Factual Grievance 

 

When workers' reasonable requests are not met, despite an 

agreement to do so (for whatever reason), this is an example of a 

factual grievance. 
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  Imaginary Grievance 

 

When an employee's complaints stem from his own erroneous 

assumptions, biases, or misinterpretations rather than objective 

problems in the workplace. A fictitious complaint may form as a result 

of such circumstances. Even if management is not at fault, it must act 

swiftly to dispel the "fog." 

 

   Disguised Grievance 

 

 

There might be underlying issues that are making an employee 

unhappy. If he or she is feeling pressured by loved ones or others in 

the community to perform, he or she may go into work feeling down. 

Employees who have not been similarly treated in the past may feel 

slighted if a new hire is given a brand new table and almirah. 

 

       Causes of Grievances 

 

● Complaints may be prompted by a wide range of factors, 

including: 

● Economic: Wage fixing, overtime, bonus, wage revision, etc. 

Workers could feel underpaid if their salaries are compared to 

those of similar positions at other companies. 

● Work Environment: Low physical conditions of workplace, strict 

production standards, malfunctioning tools and equipment, poor 

quality of materials, unjust regulations, lack of recognition, etc. 
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● Supervision:  Employee perceptions of prejudice, favouritism, 

nepotism, caste connections, regional sympathies, etc. on the part 

of the supervisor are examples of supervision. 

 

● Work group: Employee is unable to integrate with his colleagues; 

suffers from emotions of neglect, victimisation and becomes an 

object of mockery and humiliation, etc. 

 

● Miscellaneous:  Concerns about promotions, safety procedures, 

transfers, disciplinary rules, penalties, leaves of absence, medical 

care, etc. fall under the category of "miscellaneous." 

 

       Categorization and Roots of Complaints Protests Over 

Pay  Causes: 

●  A call for a raise in pay for each worker. 

 

● Disagreement about how positions are categorised 

 

● Complaints concerning the reward structure 

 

● Miscellaneous 
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             Supervision Causes: 

● Dissatisfaction with School Policy/Administration 

 

● Complaint against the boss's conduct 

 

● Disapproval of the monitoring approach 

 

           Working Conditions Causes: 

 

● In terms of health and safety, 

 

● Not following established procedures 

 

● Promotion and Seniority Issues: 

 

● Seniority loss and job transfers 

 

● Seniority calculation and interpretation 

 

● The Promotion Process: Denial and Delay 
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●  Assignment change or relocation 

 

             Discipline Causes: 

 

●  Discharge/dismissal/layoffs 

●  Drunkenness, tardiness, and mishaps 

 

● Consequences and sanctions that are too severe 

 

● Collective Bargaining Causes 

 

● Breach of Award, Agreement, or Contract 

 

● Contract, Award, and Agreement Interpretation 

 

● Disagreement Resolution 

 

          Union Management Causes: 

 

● Recognized labor-management ties 
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● Organizer and Union Member Harassment 

 

●  Patient, soldierly strategy 

 

● The following problems, according to Jackson, are at the root of 

people's complaints: 

 

● Lighting, temperature, and ventilation in the workplace. 

 

● ·Making do with faulty or neglected machinery or instruments. 

 

● Procedures followed by managers, such as how work is divided 

up. 

 

● Employees that have difficulty getting along with one another 

because of differences in personality or other factors (work-related 

or otherwise). 

● Employee or management actions, 

 

● examples include things like favouritism in the form of Sunday 

overtime shifts and cases of bullying, harassment, and 

victimisation. 
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● Turned down requests (such as time off or a change in schedule). 

 

● Pay issues, such as payments being late or bonuses not being 

given; modifications to overtime pay 

 

● Perceived unfair treatment, such as demands for equal pay or 

appeals against performance-based pay raises. 

 

● Institutional shifts, such as the introduction of new procedures or 

modified policies at work. 

 

● Author stresses need of looking at all of these potential reasons to 

accomplish two goals: 

 

● Make amends with the person who filed the complaint. 

 

● Begin corrective measures to forestall future complaints of the 

same kind. 

 

                  Different aspects of grievance are as follows: 

 

● Organizational aspects: Methods, policies, and structures inside an 

organisation. 
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● Informational aspects:  Ignorance about corporate policies, 

procedures, advancement opportunities, career prospects, 

transferability, etc. 

 

● Human aspects: several factors, but mostly poor mental health and 

lack of focus. 

Grievance Handling Procedure 

● Having the complaints handled by machine or method is warranted for a 

number of reasons, some of which have previously been mentioned. 

 

The Goals of a Complaints Process 

The goals of a grievance process are as follows, according to 

Jackson (2000): 

 

● To provide the worker a forum for expressing dissatisfaction. 

 

● As a means of elucidating the nature of the complaint. 

 

● To learn more about what's going wrong and why people are unhappy. 

 

● To have a situation solved as soon as feasible. 

 

● Take necessary steps, and make sure commitments are followed. 
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● In case the first step in resolving the grievance is unsuccessful, the employer 

must let the employee know about the following one. 

 

       Benefits of a Grievance Handling Procedure 

 

● Further advantages for both the company and its personnel are as follows, as 

outlined by Jackson (2000): 

 

 

●  It creates an atmosphere where staff members feel safe raising issues. 

 

●  It offers an expedited and impartial method for addressing concerns. 

 

● It stops petty conflicts from escalating into full-blown wars of words. 

 

●  Time and money are conserved by businesses when issues are resolved. 

 

● It promotes an atmosphere of transparency and trust in the workplace. 

 

Processing of Grievance 

 

The legislation on Industrial Disputes sets forth the rules for how 

complaints are to be addressed. They constitute 
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● Negotiation 

● Conciliation and Mediation 

● Arbitration 

 

Negotiation 

 

Conflict resolution via negotiation is commonplace. According to Walton 

and McKersie, negotiation is "the purposeful interaction of two or more 

complex social entities which are striving to define or alter the parameters 

of their dependency." ’ According to Gottschalk, a negotiation process takes 

place "whenever representatives of two or more parties meet in an explicit 

endeavour to establish a mutually accepted stance on one or more 

contentious topics." It is a clear and purposeful event done by the 

representatives on behalf of their respective parties - employers and 

workers. This procedure was designed to help disputing parties come to 

terms with one another. Negotiation is more than just a "ritual," but rather a 

process through which the delegates of competing interest groups attempt to 

resolve a problem in a way that benefits both parties. Negotiating is a talent 

that can be learnt and improved upon by everyone. 

 

 

The essence of negotiation is "the process of advancing proposals, 

discussing and criticising them, explaining and exploring their meaning and 

effects; seeking to secure their acceptance, and making counterproposals or 

modifications for similar evaluation," as defined by the Harvard 

Negotiation Project (Dale Yoder). 
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There are two basic reasons to bargaining in the industrial relations context: 

first to reconcile disputes between managements and unions; and second, to 

create strategies of furthering the common interest of the parties. Among 

managements and trade unions that work with each other on an ongoing 

basis, negotiation may from the start have the character of mutual issue 

resolution. The process comprises the identification of the shared interests 

of the parties, the areas of agreement and dispute and viable solutions, to 

the mutual gain of both sides. Dunlop and Healy have pointed out that the 

labour contract negotiating process may be described as (a) a poker game, 

with the bigger pots going to come up with a strong hand on the occasions 

on which they are challenged or viewed by the opposing side; 

 

 

(b) a game of political power in which the outcome depends on the relative 

powers of the competing parties; 

 

(c) an argumentative culture where hyperbole and personal attacks are 

commonplace; and  

 

(d) a "rational process" in which reasonable people on all sides may coexist 

 

entirely flexible and prepared to be convinced only after all the facts have 

been dispassionately given. 

 

 

Careful preparation of offers may minimise ambiguity, increase 

communication, and so help to good negotiation. When parties come to the 

table well prepared, they have more information to work with, which 

increases their flexibility and may speed up the negotiating process. 
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Mediation and Conciliation 

 

 

When an impasse arises, an outside party may enable the two blocked 

parties to continue discussions and arrive at a solution. The conciliator's 

role is to keep the union and management negotiators talking in the hopes 

that they may achieve a resolution on their own, without offering any 

alternatives themselves. The mediator acts as an impartial third party who 

facilitates negotiations and makes settlement suggestions. In neither 

conciliation nor mediation does the third party seek to enforce a settlement. 

 

 

Arbitration 

 

 

Section 10-A allows for the voluntary arbitration of workplace disputes. 

Where any industrial dispute exists or is apprehended and the employer and 

the workmen agree to refer it to arbitration, they may, at any time before the 

dispute has been referred to a labour court or tribunal, by a written 

agreement, refer it for arbitration to such person or persons as may be 

specified in the arbitration agreement. When an arbitration agreement 

allows for a referral of the dispute to an even number of arbitrators, the 

agreement should provide for the appointment of another person as umpire. 

In the event that the arbitrators are unable to reach a unanimous decision, 

the umpire's decision will be considered final. The relevant authorities and 

the conciliation officer will each get a copy of the arbitration agreement. 

Within one month after receiving the agreement, the relevant government 

must publish it in the Official Gazette. 

 

Voluntary arbitration consists of the following key elements: 
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• There should be a current or suspected industrial conflict; 

 

 

• The referral should be made before the matter has been submitted under 

Section 10 to a labour court, an industrial tribunal or national tribunal; and 

 

 

• The arbitration agreement must designate the individual(s) or entity(ies) 

that will serve as the arbitrator(s). People in this role may preside over 

special labour courts, tribunals, or even national tribunals. 

 

 

● The specifications of a grievance procedure/machinery may differ from 

organisation to organisation. 

 

Brief descriptions of the four phases of the mechanism follow. 

 

The Level at which Grievance Occurs 

 

The most effective means of redressing a wrongdoing are those that can be 

implemented at the scene of the wrong. The first supervisor an employee 

reports to is the one who should be able to fix any problems the employee 

may be having on the job. The higher the document climbs up the structure, 

the more difficult it is to resolve. Bypassing the supervisor would diminish 

his authority. Both the offended worker and the supervisor may turn their 

attention to proving the other incorrect as the process advances. Thus, the 

dysfunctional components of any of the complaints may become more 

prominent, while the substantive part of the complaint is pushed to the 

background, making resolution more difficult. The initial step in resolving a 

grievance in a unionised workplace includes the employee in question, his 

immediate supervisor, and the union representative for that particular shop 
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or department. At least in the first two phases of the grievance procedure, it 

is feasible to include the union in setting out the framework and thereafter 

limit the union's participation. The decision will be influenced by how top 

management views the dynamics of union-management relations. The 

supervisor's function has to be bolstered by providing him with proper 

training in problem resolution, grievance management, and counselling in 

order to significantly cut down on the amount of complaints that reach the 

next tier of the system. 

 

Problems with managing complaints at the lower levels might arise from 

unrealistic regulations and expectations, as well as a lack of commitment to 

fairness and fair play. Inadequate devolution of power may also hinder a 

supervisor’s effectiveness in managing issues at this level. 

 

 

Intermediate Stage 

 

In the event that the conflict cannot be resolved with the supervisor, it is 

customary to escalate the matter to the department head. It is crucial that 

line management accept major responsibility for the resolution of a dispute. 

If the human resources department becomes too involved, it might disrupt 

the harmony between the front line and the rest of the company. The union 

need not be involved in the resolution of a dispute at the intermediate level. 

Putting too much faith in the supervisor at this point might hurt both the 

worker's interests and the procedure's legitimacy. 

 

 

Organization Level 

 

A complaint will be escalated to upper management if it is not resolved at 

the department head level. Typically, the matter will be dealt with 
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immediately by a General Manager or higher level employee assigned to 

the task. By now, the grievance may gain some political relevance and the 

senior leadership of the union may also step in publicly, if the system 

permits for it and informally, if the procedure prevents it. When tensions 

are this high, compromise between competing interests is almost 

impossible. 

 

 

Third Party Mediation 

 

When a dispute cannot be resolved amicably inside an organisation, it is 

sent to a neutral third party for mediation. Conciliation, arbitration, 

adjudication, or even a trial in a special court for labour disputes might be 

used. The parties involved now have no say in how the dispute will be 

resolved. In case of mediation (conciliation or arbitration) the mediator has 

no jurisdiction to decide, but in case of labour court or an adjudicator, the 

judgement will be binding on the parties, subject to legislative procedures 

for appeal to higher courts. 

 

Steps in Grievance Handling Procedure 

 

 

At any point of the grievance process, the disagreement must be addressed 

by certain members of the management. In grievance redressed, 

accountability falls primarily with the management. Also, as was previously 

said, issues should be resolved quickly at the first meeting itself. A manager 

handling complaints may benefit from the measures outlined below. 

 

 

Acknowledge Dissatisfaction 
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The response of managers and supervisors to complaints is crucial. They 

need to look at the problems head-on rather than ignoring them. When it 

comes to workplace tensions, ignorance is definitely not bliss. When 

managers and supervisors take on a condescending demeanour, the situation 

just becomes worse. 

 

 

Define the Problem 

 

Instead than attempting to cope with a vague sensation of unhappiness, the 

issue should be described correctly. Sometime the incorrect complaint is 

presented. By effective listening, one can make sure that a true complaint is 

voiced. 

 

 

Get the Facts 

 

Separating fact from fantasy is important. While it's understandable that 

airing a grievance may cause distress, it's important to first investigate the 

circumstances that gave rise to the complaint. There should be a systematic 

way to document complaints. 

 

 

Analyze and Decide 

 

Each complaint decision will set a new standard. No time should be wasted 

on dealing with them, but it doesn't mean you can be sloppy. Management 

may learn from the grievance resolution process and improve relations with 

their staff as a result. It's possible that union leadership might become closer 

to management if they engaged in some kind of horse trading in order to 

have grievances resolved in response to company pressure, but this would 
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only drive employees farther away from the union. 

 

Follow up 

 

Any action that results from a decision must be pursued with diligence. 

They should be quickly conveyed to the employee involved. If a decision is 

beneficial to the employee, his direct employer shall have the opportunity 

of conveying the same. Some of the frequent problems that managements 

make in grievance handling pertain to 

 

 

(a) ending the hunt for facts too soon; 

b) a managerial decision made before all relevant information was gathered; 

(c) improper documentation;  

(d) executive overreach; and  

(e) improper resolution of complaints. 

 

Factors to Consider in a Complaints Policy 

 

Torrington & Hall allude to four fundamental aspects of a grievance 

management method, which is outlined below 

 

 

Fairness 

 

Fairness is essential not only to be fair but also to maintain the process 

alive, if workers acquire the perception that the method is merely a sham, 

then its value will be lost, and alternative measures explored to deal with 

the concerns. This also requires obeying the norms of natural justice, as in 

the case of a disciplinary proceeding. 
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Facilities for Representation 

 

Representation, e.g., by a shop steward, might be of benefit to the 

individual employee who lacks the courage or expertise to take on the 

management single-handedly. On the other hand, there is always the 

possibility that the manager will get defensive in the presence of the 

representative, especially if there are other topics on which the manager and 

the shop steward strongly disagree. 

 

 

Procedural Steps 

 

There shouldn't be more than three stages. Adding extra layers to the 

management structure does not improve efficiency. This will just add more 

time to the process, which will eventually lose credibility. 

 

Promptness 

 

Avoiding the acrimony and anger that might result from being late requires 

promptness. An employee "going into procedure" is like yanking the train's 

communication wire. This is not being done lightly, and we hope it will 

lead to an immediate settlement. Until the situation is resolved, things will 

be tough for the manager whose choice is being questioned. 

 

 

What Should Come Before a Complaint Process? 

In order to address complaints in a fair and timely manner, businesses need 

formal grievance procedures. Anger that isn't addressed may fester and 

grow into a far more serious problem, as we've seen above. All of the 

following must be present for the grievance process to be reliable and 
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productive: 

 

 

Conformity with Statutory Provisions 

 

When formulating the system for resolving complaints, it is important to 

keep current laws in mind. 

 

Unambiguity 

 

The system for resolving complaints must be completely transparent and 

without any grey areas. When an employee has a complaint, they should 

know who to go to first, whether the complaint should be made verbally or 

in writing, how long they have to file a formal complaint, etc. Officials who 

are tasked with making amends should be aware of any restrictions placed 

on their ability to do so. 

 

 

Simplicity 

 

 

The process for addressing complaints ought to be quick and easy. 

Employees may be dissuaded from using the technique correctly if it is too 

difficult. 

 

 

Promptness 

 

Quick action should be made to address the employee's complaint. If the 

offender is punished too slowly, it may drag down morale for everyone else 

on staff, thus this is a win-win for both them and the company. 
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Training 

 

It is important that managers and union representatives have adequate 

training in grievance management before any issues arise. 

 

 

 
 

Table 2.1: Grievance Handling Procedures Follow Up
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The Human Resources division should monitor the grievance 

process to ensure its efficacy and efficiency and make adjustments 

as needed. 

 

Nair and Nair state that there are three distinct types of complaint 

procedures: the three-step, four-step, and five-step models. In the 

following Table, we include all the specifics for your perusal. Nair 

and Nair provide a 5-step process that is effective in the Indian 

setting, with one of the most notable characteristics being the 

involvement of Grievance Committees at various points along the 

way. In a unionised setting, the committee is comprised of two 

nominees from management and one from the union (the union 

nominee should work in the same department as the employee who 

is filing the grievance); in a non-unionized setting, the committee 

is comprised of two representatives from management and a vice 

president or works secretary. 

 

Model Grievance Procedure 
 

Table 2.2: Model Grievance Procedure 
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In the event of discontent, the National Commission on 

Labor proposes a Model Grievance Procedure consisting of six 

interconnected phases, each with its own deadline. At first, the 

dissatisfied worker would verbally express his complaints to the 

foreman. It is the foreman's responsibility to make amends for 

the worker's dissatisfaction; if the worker is still unhappy, he 

may go to the supervisor. The boss is obligated to respond 

within the stipulated time frame of 48 hours. 

 

If the supervisor doesn't respond or if the response isn't 

satisfactory, the employee moves on to the next phase. The 

employee then visits the Head of Department (either on his own 

or with the assistance of his departmental representative), who 

has three days to respond. If the Department Head does not 

respond or if the employee is unsatisfied with his response, he 

or she may take the matter to the Grievance Committee, which 

is comprised of both management and union representatives. 

Within seven days of the grievance being received by the 

Committee, the Committee's suggestion must be reported to the 

Manager. The administration is obligated to carry out any 

recommendations made by the committee that were approved 

with 100% consensus. In the event that consensus cannot be 

reached, the manager will be presented with the Committee's 

recommendations. A decision must be made by the 

management, and the employee must be notified of the 

outcome, within three days. If the employee disagrees with the 

manager's decision, he or she may file an appeal, and the 

management must make a judgement on the appeal within a 

week. If a resolution cannot be reached at this meeting, either 

the union or the manager may request that the matter be 
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submitted to voluntary arbitration within a week of receiving 

the management's decision. The worker may not really use each 

of these methods in practise. As an example, if the employee is 

upset about being fired, he may go forward to step two and file 

an appeal. 

 

An "industrial dispute" is "any dispute or difference 

between employees and employers, between employers and 

workmen, between workmen and workmen, which is concerned 

with the employment or non-employment, or the terms of 

employment, or the conditions of labour, of any person," as 

stated in the Industrial Disputes Act of 1947. 

 

We found the following to be true for industrial 

conflicts, in accordance with the definition given above: 

 

Employees and employers, employers and workers, or 

workers themselves must be involved in the conflict. Disputes 

that include many parties are recognised as legitimate forms of 

industrial action. If a worker has a disagreement with his boss, 

it is considered an individual issue until it gains the support of 

a trade union or a sizable number of his coworkers. 

 

All parties involved in the disagreement must have 

some kind of stake in the outcome, and the issue must include 

employment, non-employment, or the terms of work or the 

conditions of labour in some way. 
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A dispute is any disagreement that cannot be settled 

amicably and which threatens the safety of the workplace. It is 

not necessary for the employee to establish that he or she had 

previously presented the demand to management and that it had 

been rejected for there to be a disagreement. It doesn't matter 

whether the government's demand was implicit or 

communicated explicitly to the management prior; the issue 

may still remain. 

Historically, the purpose of labour laws was to 

safeguard employees by enforcing minimum requirements for 

things like workplace safety and the quality of life they might 

expect to enjoy outside of work. The evolution of the industrial 

and economic landscape necessitates the development of both 

statutory and voluntary apparatuses. 

 

Labour Management 

Relations Nature of Industrial 

Disputes 

Disputes in the workplace may arise from a wide variety 

of sources, but the most typical ones are those listed below: 

● Strike 

● Lock out 

● Lay off 

● Retrenchment
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Strike 

"cessation of work by a body of individuals engaged 

in industry acting in combination," or "a coordinated refusal 

or a refusal, under a common understanding of any number 

of persons who are or have been thus employed to continue 

to work or accept employment," is the accepted definition of 

a strike. 

 

With this definition in hand, we may better 

understand many characteristics of a strike. First, a strike is 

the temporary cessation of labour by a section of the 

workforce in a certain sector. Second, it involves many 

workers who decided to stop performing their duties for their 

company. A strike is a kind of collective action in which 

employees refuse to do their jobs in protest against conditions 

they see as unjust. Employees threaten to stop doing their 

jobs until their demands are met, which may put pressure on 

both their employer and the government. Strikers may 

demand anything from improved working conditions to 

increased pay when they go on strike. Sometimes employees 

go on strike to get their employer's attention and get them 

help with their issues. 

 

              The following are some of the causes of strikes: 

 

● A lack of contentment with corporate directives 
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● Challenges with compensation and incentives 

 

● Miserable Increase  

 

● Increment Doesn't Measure Up 

 

● Unfair labour practises, such as: 

 

● The elimination of any benefit or advantage 

 

● When to work and when to relax 

 

● Paid vacations and sick days 

 

● Salary, Health Insurance, Retirement Plan, and Other 

Benefits 

 

● Worker layoffs and business closure 

 

● Minimum Wage Disagreement 

 

               Types of Strike Economic Strike 
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Workers go on strike to press for higher pay or a 

better benefits package. Workers often demand higher pay, 

allowances (such as a travel allowance, home rent allowance, 

dearness allowance, and bonus), and benefits (such more 

time off and more paid holidays) during these types of strikes. 

 

               Sympathetic Strike 

 

A sympathetic strike occurs when employees in one 

unit or industry join a strike in support of striking workers in 

another unit or industry. Strike action is taken by members of 

one union in solidarity with a strike by members of another 

union at a different business. It's possible that employees in 

the sugar sector may join the strike of their textile industry 

counterparts out of solidarity. 

 

              General Strike 

 

It refers to a strike by workers from all or most 

unions in a certain area or sector. It might be a strike 

organised by all the employees in a certain sector of the 

economy to have their demands met. These walkouts are 

more often than not organised to put political pressure on the 

administration in power than any specific company. It might 

be an expansion of the sympathetic strike to show solidarity 

with other workers' causes. 
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               Sit down Strike 

 

Here, employees do not voluntarily miss work in 

order to participate in a strike. They still manage the 

factories. But they're useless. The term "pen down" or "tool 

down" is also often used to describe this kind of stroke. 

Employees often show up to work yet refuse to do their 

duties. They also stubbornly persist in their jobs, making it 

hard foremployer to resist the union and hire replacements. 

After the state government of Punjab ignored the requests of 

the Punjab Municipal Corporation's employees in June 1998, 

all of the unionised workers in the corporation went on a pen-

down strike. 

 

               Slow Down Strike 

 

Under this sort of strike, workers continue to do their 

regular duties. They don't cease working altogether, but they 

do slow down production in a methodical way. They slow 

down in order to put more pressure on their bosses. 

 

              Sick-Out (or Sick-In) 

 

A strike occurs when a majority or all members of a 

union take a sick day on the same day. Because they are using 

all of their sick leave on the same day, they are not in 

violation of any policies. A strike would be devastating to a 
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company, but losing that many workers in one day may give 

them a taste of what it might be like. 

 

              Wild Cat Strikes 

 

Workers or employees organise and carry out these 

actions without the blessing or approval of unions. In 2004, 

a large number of advocates staged a wildcat strike at the 

Bangalore City Civil Court. They were objecting to 

comments made by an Assistant Commissioner, which they 

felt were derogatory. 

 

                a) Lockout 

 

Layout is defined as "the shutting of a place of 

employment or the suspension of work, or the refusal of an 

employer to employ a number of employees engaged by him" 

under the Industrial Dispute Act of 1947. The company has 

just announced a lockout and instructed all employees to 

report for no work. A lockout is an aggressive move on the 

side of the employer. It's the polar opposite of labour, if you 

will. 

 

             b) Layoff 

 

This refers to a worker whose name appears on a 

company's muster duty but who has not been laid off because 
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of a lack of coal, electricity, or raw materials, an excess of 

stock, a malfunction in equipment, or any other reason. A 

layoff occurs when an employer fails, refuses, or is unable to 

hire an employee whose name appears on the industrial 

establishment's muster rolls within two hours of the 

employee's scheduled arrival. This can be due to a lack of 

coal, power, or raw materials, an excess of stock, a 

breakdown in machinery, or any other unforeseen 

circumstance. The phrase "any other cause" only makes sense 

when coupled with the phrases "for which the employer is 

not responsible," and so relates to the aforementioned 

situations. The meaning of "layoff" encompasses concepts 

like "pay-off." 

 

              c) Retrenchment 

 

Definition: When an employer fires an employee for 

any cause other than discipline, such as failing to meet 

production goals or safety standards, but not for the following 

reasons: 

 

• Employee retirement on their own accord 

A worker's employment may be terminated for a 

variety of reasons, including: the worker's retirement or the 

worker's attainment of the superannuation age, provided that 

such a provision exists in the worker's employment contract 

with his or her employer; the worker's prolonged illness. 

It is not correct to connect a company's closure due to a 
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winding-up order with layoffs. 

 

Causes of Disputes 
 

Some of the most common reasons for workplace 

conflicts include the following: 

 

               The perspective of management on the work forceThis    

includes:  

 

▪ Factors outside of industry 

 

▪ The Institutions of Government 
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▪ Because of the economy 

 

▪ Mental factors 

 

▪ The Role of Organizational Factors 

 

▪ In this case, we're talking about physical factors. 

 

▪ The Perspective of Upper Management on Employee 

Morale and Motivation 

 

▪ Even when labour unions want it, management seldom 

engages in conflict resolution discussions or 

arbitration with workers or their representatives. 

 

               There are additional potential reasons, including: 

 

Tensions rise and frequently result in go-slow tactics or 

lockouts when the representative of employers takes the side of 

management during discussions for the resolution of a dispute. 

 

A lack of a proper grievance, redressal mechanism, 

which allows complaints to build up and sows discontent 
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among employees. 

 

Management-employee relationships might be strained 

when they don't get the services and perks they're promised. 

Employees are irritated when management insists they make all 

the decisions about hiring, firing, promotions, transfers, merit 

pay, and other personnel issues without consulting staff. 

 

             (b) Non Industrial Factors 

The state of industrial relations might be either cordial 

or tense. The latter's causes may be traced back to the beliefs 

and actions of workers and employers throughout history, 

politics, and the economy. Tensions may arise for a variety of 

reasons. 

  

o Joblessness is on the rise 

o It's legal to fire or not hire anybody 

o Clearly defining the boundaries of an employee's 

responsibilities 

o Agreement, settlement, or award that has been recorded 

 

 Industrial workers' mentality and demeanour have changed as 

a result of the education they've received, the maturation of 

public opinion, and the enactment of laws meant to improve 

their lot in life. For this reason, they are acutely aware of their 
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rights and will not tolerate being treated unfairly. 

 

             (c) Government Machinery 

 

The government's mechanisms for resolving labour 

disputes, such as the fact that trade unions are often linked with 

a major political party, are frequently insufficient. Strikes, 

gheraos, and bandhs are all ways for political parties to show 

their might. Conflicts and disagreements in the workplace are 

inevitable when the political party in power favours the union 

that is linked with it. 

 

(c)                               (d)  Economic Causes 

Employees have complained about a variety of issues, 

including the following: the desire for increased pay, discontent 

with the system of work assessment, improper deduction from 

salaries, flawed incentive schemes, an absence of fringe 

benefits, and a lack of promotional opportunities. 

 

                (e) Psychological Causes 

 

Problems with career development and progression 

prospects, lack of acknowledgement of merit or seniority, a 

flawed transfer policy, sloppy authorization administration, 

unfavourable peer and superior relations, and so on. 
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              (f) Organizational Causes 

 

problems with parallel chains of command, poor lines 

of communication, unjust treatment of employees, and 

disregard for collective bargaining agreements, standing orders, 

and labour regulations. 

 

              (g) Physical Causes 

 

Workplace issues such as bad working environment, 

outdated equipment, complicated technology, poor design, 

insufficient maintenance, etc. 

 

Wages and benefits have been the leading source of 

labour disputes in the nation, followed by personnel issues and 

layoffs. However, the proportion of disagreements that may be 

traced back to financial issues has decreased recently. However, 

the rise in conflicts is mostly attributable to a lack of discipline 

and increased levels of violence. 

 

All causes of labour conflicts in the United States may 

be broken down into two broad categories: 

 

Controversies over property and interests 

               Legal disputes involving rights 
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The employees' desire to establish a new right or 

benefit for themselves is an example of an interest conflict. 

Such a debate might include, for example, a demand for a 

blanket pay raise or the rejection of seniority as a criterion for 

advancement. Disputes involving rights occur when an 

employee is seeking to have a preexisting right or benefit 

enforced, implemented, or honoured. Leave, hours worked, 

intra- and inter-union competition, gheraos, awards not being 

implemented, workload, charter of demands, standing rules, 

safety measures, and so on all fall under this category. 

 

Conflict Avoidance and Conciliation in the Workplace 

There are primarily two kinds of equipment that have 

developed alongside the rules and processes for handling 

industrial disputes in India. First, there is the Voluntary 

Machinery, which is a system for the direct resolution of labour 

disputes, and second, there is the Statutory Machinery, which is 

a system for the settlement of labour disputes via a neutral third 

party. The former includes measures such as a Code of 

Discipline, Arbitration, grievance procedure, collective 

bargaining and permanent negotiating machinery, joint 

consultative machinery, tripartite bodies, etc., while the latter 

includes measures such as conciliation, adjudication, and 

voluntary arbitration that are mandated by law. When resolving 

labour conflicts, both approaches are used.
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Statutory Machinery 

The Industrial Disputes Act of 1947 establishes formal 

channels for resolving conflicts and the framework required to 

foster a positive working environment. 

 

                What is an ‘Industrial Dispute’? 

 

An "Industrial dispute" is any disagreement about an 

employee's wages, hours, or other employment-related issues 

between two or more employers, employees, or other workers. 

 

               Who can raise a Dispute? 

 

When employees make a request related to their job and 

the company denies it, a conflict is said to have developed. 

Disputes in the workplace may be brought up by workers. It is 

important to remember that a disagreement between a single 

employee and his or her employer does not qualify as an 

industrial dispute. However, if the employees as a whole or a 

sizable portion of them make common cause with the single 

employee, then the disagreement would qualify as an industrial 

dispute. 

 

Dismissal, discharge, retrenchment, and termination of 

a worker's services, as well as some specific issues arising 

therefrom, are also included. Even if a business just has one 
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worker, the Act nonetheless applies to them. However, 

according to Section 2 of the Act, a disagreement with someone 

who isn't a "workman" under the Act's definition is not an 

industrial dispute (k). 

 

In order to maintain industrial harmony, prevent and 

resolve industrial conflicts, the Industrial Disputes Act, 1947 

establishes several agencies with these responsibilities. Here 

are some of them: 

 

              1. The Works Committee 

 

Businesses with one hundred or more employees may 

be mandated by the relevant government to create a works 

committee. 

 

The trade union helps choose a balanced number of 

representatives from both workers and employers to serve on 

the board. 

 

Its goals are to maintain goodwill and friendly ties, as 

well as to settle disagreements over issues of mutual concern. 

 

               2) Conciliation Officer 
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The government may appoint a conciliation 

commissioner to mediate disputes in certain regions or between 

certain sectors. 

 

A conciliation officer's role is to act as a mediator in 

workplace disputes and to encourage their resolution. 

Conciliation procedures should be held by the conciliation 

officer if an industrial dispute exists or is anticipated that 

pertains to a public utility. A conciliation officer's job is to look 

into the situation and encourage a peaceful resolution between 

the disputing parties. However, he is unable to make the 

decision on his own and must instead submit a settlement report 

to his government. Even if he is unable to come to an agreement 

with the government, he is obligated to provide a report 

explaining the reasons why a settlement was not achieved. The 

conciliation officer is required to provide their report no later 

than 14 days from the start of the conciliation process. The 

conciliation officer's role is administrative rather than judicial. 

If the parties are able to come to an agreement, the agreement 

will be legally binding on both of them. 

 

               3) Board of Conciliation 

 

In order to facilitate the settlement of an industrial 

dispute, the government may provide notice of the 

establishment of a board of conciliation. It acts in a consulting 

capacity, much like the conciliation officer. 
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               4) Court of Enquiry 

 

The government may set up a special court to 

investigate any aspect of a labour dispute. The purpose of a 

board of conciliation is to facilitate the amicable resolution of 

an employment dispute. The purpose of a court of inquiry, on 

the other hand, is to investigate and publicise the factors that 

led to a labour dispute. 

 

               5) Voluntary Arbitration 

 

If a disagreement can't be addressed by negotiation, a 

party might voluntarily resort to this option. Both parties here 

agree to submit to the judgement of an arbitrator selected by 

mutual agreement. The parties to the arbitration agreement 

mutually agree upon three arbitrators. Arbitrators might number 

anything from one to several. Section lOA of the Industrial 

Dispute Act legitimised alternative dispute resolution in the 

workplace in 1956. 

 

               6) Adjudication 

 

There is a three-tiered system for resolving workplace 

issues under the Industrial Disputes Act. After the government 

receives the conciliation officer's failure report, it may send the 
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matter to court, or the parties may do so themselves. States have 

the authority to establish labour courts and industrial tribunals, 

whereas the federal government is responsible for creating 

national tribunals. 

              Labour Courts: The following are some of the 

duties of labour courts: 

 

▪ What constitutes a valid standing order issued by an 

employer, 

▪ Standing Orders: Their Implementation and 

Interpretation 

▪ What constitutes a dismissal or termination of 

employment, 

▪ This includes the revocation of any normal 

accommodation or favour, 

▪ Whether or if a strike or lock-out is lawful, and 

▪ Nothing Ignored (not specified for industrial court). 

 

    b) Industrial Tribunals: The functions of industrial 

tribunals are as follows: 

▪ Everything that falls within the purview of labour 

courts, 

▪ Wages, 

▪ Advantages in terms of pay and benefits, 

▪ Work and relaxation schedules, 
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▪ Paid time off and holiday pay, 

▪ Compensation in the form of a Bonus, Provident Fund, 

and Gratuity, 

▪ Changeable Work Schedules, 

▪ There is a need for a system for grading students' 

▪ "Rules of Discipline" and 

▪ Scaling down operations and shutting down 

completely. 

c) National Tribunal:  When an industrial issue is deemed 

to be of "national significance" and to involve the 

operation of labour and industrial courts, the Central 

government may establish a national tribunal to hear 

cases.  

 

1) Grievance Settlement Authority 

Enterprises with 50 or more employees are required to 

establish this. As a means of resolving specific employee 

complaints. When an individual issue cannot be resolved via 

the appropriate complaints authority, it must be taken to court. 

 

   2) Welfare Officer 

 

Under the Factories Act of 1948, if there are 500 or 

more employees in a company, the company is required to 
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designate a welfare officer. 

 

                3) Standing Orders 

 

The Industrial Employment Standing Orders Act of 

1946 mandates another preventative measure: the certification 

of standing orders by businesses. Employers are obligated to 

provide all employees with the same working conditions by 

enforcing these standing instructions. 

 

              4) Central and State Industrial Relations Machinery 

 

The Chief Labor Commissioner, Regional Labor 

Commissioners, and Labor Enforcement Officers make up the 

central machinery of industrial relations. The system is broken 

up into localised branches. The primary roles they play include: 

 

• Prevention, investigation and resolution of industrial conflicts in industries, 

or enforcement of labour laws and awards, 

 

 

• Verification of union membership, 

 

• Fixation of minimum salaries, etc., and 

 

When it comes to big strikes and lockouts, evaluating labour laws and policy 

decisions, and suggesting ways to enhance them, it's important to have a 
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centralised implementation and assessment mechanism in place. 

 

 

2) Other Preventive Measures 

 

Some additional restrictions placed out in Industrial disputes Act, 1947 which 

discourage conflicts are as under: 

 

a) According to Sec. 9 A of Industrial Disputes Act, an employer cannot make 

any modification in terms of service without providing to the employees a 

21-days’ notice and follow the required process for amending them. 

 

b) Defining of unfair labour practises on part of employees/unions and 

employers which have deterrent impact as penalties are specified under 

[Section 2(ra)] of industrial Disputes Act, 1947. 

 

 

c) Provisions of legislation dealing to lay-off, retrenchment and closure and 

also concerns lock -out and strikes which puts limits on the employers and 

workers. 

 

In summary, statutory prevention and settlement mechanism may be stated 

as below: 

 

 

• Works Committee (for consultation) 

 

• Mediator/Facilitator (for conciliation) 

 

• Board of Conciliation (for conciliation) (for conciliation) 
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• Court of Enquiry (for enquiry) (for enquiry) 

 

• Labor Courts (for arbitration) (a) Voluntary Arbitration (for adjudication) 

 

* Administrative Law Judges (for adjudication) 

 

 

• A National Court 

 

• Redress of Disappointment (Settling individual grievances) 

 

● Welfare Officers (Settling individual grievances) 

 

 

• Rules of Procedure (Settling individual grievances) 

 

 

• Centre and State Industrial Relations Machinery (Settling individual 

disputes) (Settling individual grievances) 

 

 

• Other Preventive Measures (Settling individual issues) (Settling individual 

grievances).
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Voluntary Machinery 

The 1958 Code of Discipline introduced a voluntary 

mechanism for the resolution of workplace conflicts. At the urging 

of then-Labor Minister Shri G.L. Nanda, the code was ratified at the 

16th Indian Labor Conference by all major organisations 

representing both employees and employers. 

 

              1) Code of Discipline, 1958 

 

This code serves as the bedrock of Mahatma Gandhi's idea 

of industrial relations and represents government intention to create 

industrial democracy via voluntary means. The agreement is meant 

to aid in maintaining harmony in the workplace by accommodating 

the needs of both employers and workers. It's not a binding legal 

contract, but rather a symbol of a moral pledge made voluntarily. 

 

The code's intended purpose of offering a peaceful means 

of settling disagreements was successful for some time after it was 

put into effect. It was the Indian Labor Conference, a tripartite 

organisation, that addressed the problem of lack of discipline in the 

workplace and drafted and implemented the code of discipline in 

1958. 

 

Both employees and managers have a role to play in 

maintaining order in the workplace, and this is facilitated when both 

parties take responsibility for, and are prepared to carry out, their 

duties. Since there is no overarching law requiring employers to 

acknowledge labour unions, the relevant language has been added 

to the Code of Discipline. 
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Some of the most important parts of the law are: 

 

The Parties agree to use the existing mechanisms for the 

resolution of industrial disputes. 

 

After exhausting all other means of reaching an agreement, 

neither party should initiate a strike or lockout. The parties agree to 

submit any unresolved differences to binding arbitration on a 

voluntary basis. 

 

• The code establishes a responsibility for employers to 

recognise the majority union in an institution or industry, and it lays 

out the grounds for such recognition. 

• Neither party shall engage in any of the unlawful labour 

practises listed in the statute. 

 

• Managements and trade unions agree to develop grievance 

process on a mutually accepted basis. 

Around 900 separate businesses and labour organisations 

had voluntarily adopted the code by its termination date of March 

1962. By the year's end, the figure had risen to over 3000. However, 

the parties' willingness and enthusiasm to observe the code have 

waned over time, and they've developed an attitude of indifference 

toward the code as a result. It has shown to be impossible for them 

to comply by self-imposed discipline in terms of commitments 

supported simply by moral punishments. 

 

There was a resolution for an industrial truce in 1962. With 

the Chinese onslaught in October 1962, an emergency was 
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proclaimed in the nation, and it was clear that production should not 

be endangered in any manner. On November 3, 1962, in New Delhi, 

representatives of both employers and employees convened and 

adopted a resolution praising the developing technique of conflict 

settlement as being quick, cheap, and ultimately beneficial to all 

parties involved. 

 

               2) Code of Conduct 

 

The other code enacted in May 1958 was the code of 

conduct. The INTUC, AITUC, HMS, and UTUC agreed to adhere 

to specific principles in order to keep the peace amongst their 

respective unions. The fragmentation and multiplicity of Indian 

tradeunions are two of its weaknesses that give rise to inter- and 

intra-union rivalry. The code was established to prevent such 

misconduct. However, it seems that most trade unions have 

forgotten that it even exists, therefore it has stayed mostly on paper. 

              3) Tripartite Bodies 

The other tripartite bodies which came into existence were: 

● Indian Labor Conference, 

● Standing Labor Committee, 

● Industrial Committees, and 

● Tripartite Committee on International Labor 

Organization Conventions, 1954. 

2) Formation of Joint Consultative Machinery for Central 

Government Employees (JCM), this is also Three-Tier 

Machinery.
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3) Collective Bargaining 

The phrase "collective bargaining" was first used in the late 19th century 

by Sidney and Beatrice Webb, renowned historians of the British labour 

movement. Samuel Gompers was the one who introduced it as legal tender 

in the United States. Collective bargaining, or the act of making decisions 

together, is often seen as a symbol of a more egalitarian and democratic 

approach to business. It promotes open communication between 

businesses and allows for more fluid adaptation to economic and 

technological changes. Facilitates restoration of calm in the manufacturing 

sector without disturbing established routines or manufacturing processes. 

 

 

4) Workers’ Participation in Management 

 

In recent decades, the idea of Participative Management has received a 

great deal of attention from both academics and working managers. There's 

evidence that it predates even the advent of the industrial revolution. Its 

significance, however, grew throughout time as large-scale businesses, a 

larger labour force, paternalistic ideals, and the practise of informal 

consultation became more commonplace. As industry has become more 

professional, democracy and the notion of social justice have emerged, and 

old labor-management interactions have been transformed, the idea of 

participatory management has taken on new dimensions. 

In order to achieve its goals of greater social justice, greater industrial 

efficiency, and a higher level of organisational health and effectiveness, 

participative management adheres to a philosophy that emphasises 

democratic participation in decision making, maximum employer-

employee collaboration, minimal state intervention, and maximum 

industrial efficiency. 
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The goal of adopting a participatory management approach is to 

establish norms and procedures inside an organisation that will help 

mitigate the negative effects of interest-based conflicts. Perhaps this shift 

is the result of a recognition that this approach has the potential to quell 

societal disputes, bring about a more harmonious and qualitative growth, 

and implement the political agendas of the most progressive forces. 

 

 

Industrial Dispute Legislation 

 

Excerpts from Industrial Disputes Act, 1947 

 

Before 1947, the Trade Disputes Act of 1929 was used to arbitrate 

workplace conflicts. Several problems with the functioning of the 1929 Act 

were discovered, highlighting the necessity for new legislation to address 

these issues. In light of this need, the Industrial Disputes Bill was submitted 

in the legislature. The Bill was sent to the special committee for further 

review. The Select Committee made certain changes to the original Bill 

based on its findings and suggestions. 

 

Statement of Objects and Reasons 

 

The main flaw of the Trade Disputes Act, 1929, as shown by experience 

with its implementation, is that while restrictions have been imposed on 

the rights of strike and lock-out in public utility services, no provision has 

been made to render the proceedings unstatutable under the Act for the 

settlement of an industrial dispute, either by reference to a Board of 

Conciliation or to a Court of Inquiry, conclusive and binding on the parties 

to the dispute. The Central Government and the State Governments of 

India were given the authority to submit industrial disputes to adjudicators 

and to enforce their verdicts during the war according to Rule 81A of the 
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Defence of India Rules. Rule 81A, which was set to expire on the 1st of 

October, 1946, is being kept in force by the Emergency Powers 

(Continuance) Ordinance, 1946, for a further period of six months; and as 

industrial unrest, in checking which this rule has proved useful, is gaining 

momentum due to the stress of post industrial re-adjustment, the need for 

permanent legislation in replacing this rule is self-evident. Retaining, for 

the most part, the provisions of the Trade Disputes Act, 1929, this Bill 

reflects the core concepts of Rule 81A, which have proven widely 

agreeable to both employers and labourers. 

 

The Bill establishes the Works Committees, made up of representatives 

of employers and labourers, and the Industrial Tribunal, made up of one or 

more members with credentials typically necessary for appointment as 

Judge of a High Court, to prevent and resolve industrial disputes. 

Appropriate Government now has the authority to mandate the formation 

of Works Committees in all industrial establishments with 100 or more 

employees. These committees' mandates include promoting measures for 

securing amity and good relations between employers and workers, as well 

as removing sources of friction between the two parties in the workplace. 

It is intended that the Works Committees would reduce the need for the 

other dispute resolution mechanisms included in the Bill, since voluntary 

solutions of disputes tend to last longer. When both sides to an industrial 

dispute request it, and when the relevant government determines that doing 

so would be in the public interest, the matter may be sent to an Industrial 

Tribunal. An competent government may enforce a Tribunal's decision, in 

whole or in part, for a term not to exceed one year. As a necessary corollary 

to the obligation that lies on the Government to secure conclusive 

determination of the disputes with a view to redressing the legitimate 

grievances of the parties thereto, arising from the imposition of restraints 

on the rights of strike and lock-out, which must remain inviolate, except 

where considerations of public interest override such rights, is the power 

to refer disputes to Industrial Tribunals and enforce their awards. 

 

Furthermore, the Bill intends to refocus the management of the Trade 
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Disputes Act's mediation mechanisms. All conflicts involving public 

utility services must go through mandatory conciliation, whereas other 

types of commercial enterprises may choose whether or not to participate. 

As a means of speeding up the conciliation process, deadlines of 14 days 

for the conciliation officers and two months for the Board of Conciliation 

have been set from the date of the strike notice, respectively. Any 

agreement reached during conciliation proceedings shall be binding upon 

the parties for such period as may be agreed upon by the parties and, in the 

absence of such agreement, shall be binding upon the parties for a period 

of one year, and shall remain binding upon the parties until revoked by 

either party upon 3 months' notice. 

 

The Bill also includes a new and significant provision that forbids strikes 

and lockouts during the pendency of conciliation and adjudication 

processes and of settlements made during conciliation proceedings and of 

awards of Industrial Tribunals declared obligatory by the competent 

Government. The argument here is that it makes no sense to resort to a 

strike or lockout in order to settle a disagreement that has already been 

submitted to conciliation. If a strike or lockout is already in effect on the 

day the dispute is referred to conciliation or adjudication, the competent 

government may intervene to prevent it from continuing. 

 

The Bill also authorises the competent Government to declare, if public 

interest or urgency so dictates, by announcement in the Official Gazette, 

any industry to be a public utility service, for such duration, if any, as may 

be indicated in the notification. 

 

 

Act 14 of 1847 

 

After the bill was approved by lawmakers, President Truman signed it 

into law on March 11, 1947. Officially titled "THE INDUSTRIAL 
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DISPUTES ACT, 1947," it became law on April 1, 1947. (14 of 1947). 

 

List of Amending Acts and Adaptation Orders 

● The Indian Independence (Adaptation of Central 

Acts and Ordinances) Order, 1948. 

● The Industrial Disputes (Banking and 

Insurance Companies) Act, 1949 (54 of 1949). 

● The Adaptation of Laws Order, 1950. 

● The Repealing and Amending Act, 1950 (35 of 1950). 

● The Industrial Disputes (Appellate Tribunal) Act, 1950 (48 of 

1950). 

● The Industrial Disputes (Amendment and Temporary 

Provisions) Act, 1951 (40 of 1951). 

● The Industrial (Development and Regulation) Act, 1951 (65 of 

1951). 

● The Industrial Disputes (Amendment) Act, 1952 (18 of 1952). 

● The Industrial Disputes (Amendment) Act, 1953 (43 of 1953). 

10. The Industrial Disputes (Amendment) Act, 1954 (48 of 

1954). 

● The Industrial Disputes (Amendment and Miscellaneous 

Provisions) Act, 1956 (36 of 1956). 

● The Industrial Disputes (Amendment) Act, 1956 (41 of 1956). 

● The Industrial Disputes (Amendment) Act, 1957 (18 of 1957). 

● The State Bank of India (Subsidiary Banks) Act, 1959 (38 of 

1959). 

● The Deposit Insurance Corporation Act, 1961 (47 of 1961). 
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● The Agricultural Refinance Corporation Act, 1963 (10 of 

1963). 

● The Unit Trust of India Act, 1963 (52 of 1963). 

● The Industrial Development Bank of India Act, 1964 

(18 of 1964). 

● The Industrial Disputes (Amendment) Act, 1964 (36 

of 1964). 

● The Industrial Disputes (Amendment) Act, 1965 (35 

of 1965). 

● The Food Corporations (Amendment) Act, 1968 (57 

of 1968). 

● The Banking Companies (Acquisition and Transfer 

of Undertakings) Act, 1970 (5 of 1970). 

● The Central Laws (Extension to Jammu and 

Kashmir) Act, 1970 (51 of 1970). 

● The Industrial Disputes (Amendment) Act, 1971 (45 

of 1971). 

● The Industrial Disputes (Amendment) Act, 1972 (32 

of 1972). 

● The Banking Service Commission Act, 1975 (42 of 

1975). 

● The Industrial Disputes (Amendment) Act, 1976 (32 

of 1976). 

● The Banking Companies (Acquisition and Transfer 

of Undertakings) Act, 1980 (40 of 1980).
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● The Export - Import Bank of India Act, 1981 (28 

of 1981). 

● The National Bank for Agriculture and 

Rural Development Act, 1981 (61 of 1981). 

● The Industrial Disputes (Amendment) Act, 1982 (46 

of 1982). 

● The Industrial Disputes (Amendment) Act, 1984 (49 

of 1984). 

● The Industrial Reconstruction Bank of India Act, 

1984 (62 of 1984). 

● The National Housing Bank Act, 1987 (53 of 1987). 

● The Small Industries Development Bank of India 

Act, 1989 (39 of 1989). 

● The Industrial Disputes (Amendment) Act, 1996 (24 

of 1996). 

 

Trade Union 

 

Unions for the production and distribution of products 

and services have grown in importance and influence in recent 

decades. Trade unions have been able to flourish in the modern 

industrial era. There is now a significant impact from them on 

the production and distribution of goods and services, the 

allocation of economic resources, the number of people 

employed and unemployed, the nature of rights and privileges, 

the policies of governments, the outlook and standing of large 

segments of the population, and the very nature of economic 
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and social organisations. As a result, their part in the situation 

is very controversial. Trade unions and the policies they 

advocate for are especially important for a growing economy 

like ours. Understanding the history and evolution of the trade 

union movement, as well as the contributing reasons that 

allowed them to grow into such a powerful and influential 

force, is crucial for evaluating the unions' current and future 

effectiveness. 

 

Many diverse meanings have been ascribed to the 

word "trade union" by different writers. There are many who 

believe that this category solely includes employer groups and 

social clubs, while others argue that it also includes 

associations of workers and other wage earners in industry and 

one or more professions, enterprises, or businesses. 

 

"an organisation of employees in one or more 

professions... an association carried on principally for the aim 

of safeguarding and furthering the economic interests of the 

members in connection with their daily job," writes G.D.H. 

Cole, defining a trade union. 

 

A trade union is "a continual long term organisation of 

workers, created and maintained for the particular purpose of 

furthering and safeguarding the interest ofthe members in their 

working relationship," as described by Dale Yoder. 

 

When asked to describe a trade union, Sidney and 
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Beatrice Webb said it was "a continuous organisation of wage 

workers for the aim of preserving and improving the 

circumstances of their working life." In terms of how marriage 

is really practised, this traditional definition is still accurate. 

 

This term, as defined by the Trade Union Act of 1926, 

encompasses any federation of two or more trade unions and 

may be temporary or permanent. Its primary goal is to regulate 

the interactions between employees and employers or to 

impose restrictive rules on the conduct of any trade or business. 

In other words, the concept of a union encompasses not only 

the grouping together of workers, but also their employers. 

 

              Origin and Growth of Trade Unions 

Trade unions have developed as a reaction to the 

unique challenges wage workers have faced as a result of 

industrialization under the capitalist economic system. The 

primary aspects of the progress of industrialisation that 

prompted the birth of trade unions are: 

 

• The division of labour and capital; 

 

Philosophy of "lassez-faire," or "least/non-interference 

of the state in the concerns of labour and management"; 

 

• Workers' inability to negotiate better working 
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conditions (they had to take employment whose pay, schedules, 

and other terms were set by their employers or go without 

work); and 

 

• The working class's recognition that, although each 

worker may be replaceable, the group as a whole is invaluable 

to the employer and cannot be let go. This insight planted the 

germ for collective bargaining, which eventually gave rise to 

trade unionism. 

 

Employees working for the same company have similar 

challenges and responsibilities. They found common ground 

and banded together to form groups capable of standing their 

ground with their bosses. In order to mature into strong trade 

unions, the embryonic labour groups had to overcome several 

challenges. Internal dissension, steadfast opposition from 

employers, brutal state persecution and suppression (for 

instance, in England, France, Germany, and the United States, 

combinations of workmen per se were declared illegal) and the 

unequivocal condemnation of trade unionism by the proponents 

of free competition and laissez-faire all contributed to the 

movement's eventual demise. Despite the government's best 

efforts, labour unions kept expanding, sometimes in secret and 

other times in broad daylight. In spite of legal prohibitions (such 

as the Combination Acts of 1799 and 1800 in Britain) and 

judicial declarations (including the verdict in the Philadelphia 

Cordwainers Case of 1806), they persisted in forming unions. 

Laws and judicial attitudes were amended throughout time in 

response to constant pressure from labour unions and other 

worker groups. Everywhere you look, you can see the blood, 
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tears, and toils that make up the history of the labour movement 

and the trade union movement. 

 

All capitalist nations' trade unions have evolved 

through three distinct phases: 

 

There are three possible responses to a minority group: 

outright repression, moderate acceptance, and full recognition. 

 

It's true that not every region of the globe has reached 

the same level of trade union growth as others, though. Trade 

unions have had to fight hard in some countries, especially those 

under colonial rule and dictatorships, just to get past the first 

stage; in many underdeveloped countries that have broken free 

of colonial yoke, they are in the second stage; and in the fully 

developed industrialised capitalist democracies, they are in the 

third stage. Trade unions have a very different role and standing 

in communist nations. 

 

Functions of Trade Union 

The primary motivation for organising a union is to 

increase collective power in order to: 

 

• defending and improving members' working 

circumstances; 
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• Discussing and agreeing upon employment and 

compensation agreements; 

 

Worker advancement and better working and living 

circumstances 

 

Advancing the financial and social welfare of its 

participants. 

A secondary goal of some unions is to help its members 

become both literate and union-aware so that they may take 

charge in areas where the state has not taken care of social 

security needs. 

 

As can be seen from the aforementioned goals, which 

are mirrored in diverse conceptions of trade unions, a trade 

union's principal duty is to promote and safeguard the interest 

of its members. Each member contributes financially and 

emotionally to the union, which strengthens the organisation as 

a whole. Therefore, it must work to increase workers' pay, 

enhance their working conditions, and promote their economic 

and social interests in order to raise their quality of life. 

 

Historically, trade unions have only served an 

economic purpose, which entailed rescuing workers from 

exploitative employment and working conditions and then 
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using their combined strength to secure for those workers a 

living wage, reasonable working hours, a safe and healthy work 

environment, regular time off, and the provision of basic 

workplace necessities like clean drinking water, first aid kits, 

and a place to shower and change. In truth, early union demands 

that led to disagreements that led to strikes were mostly 

economic in nature, focusing on issues like pay, hours worked, 

safe and healthy working conditions, and job security. Slowly 

but surely, unions began to include housing, medical care, 

recreation, the establishment of welfare funds, and social 

security measures like sick pay, disability pay, maternity leave, 

parental leave, a bonus upon retirement, and a pension for 

retirees and their families as part of their list of demands. 

 

             Social Functions 

Some unions have begun undertaking and organising welfare 

activities and also providing variety of services to their 

members and sometimes to the community of which they are a 

part, which may be grouped under following heads in addition 

to the main economic functions consisting mainly of organising 

unions and improving their terms and conditions of 

employment to enable workers to meet their physical needs: 

Organization of a mutual fund, cooperative credit 

societies for the provision of housing, cooperative stores, 

cultural programmes, banking and medical facilities, and 

training for women in various crafts to help them supplement 

the family income are all examples of the kinds of welfare 

activities provided to improve the quality of work life. 
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• Education: Educating members about their statutory 

and other rights and obligations, workers' participation plan, 

and method for redressing their concerns, as well as increasing 

their civic life and understanding of the environment around 

them. The Government is executing the Workers' Education 

Scheme with the help of a number of major union organisations. 

 

• The distribution of journals, bulletins, or magazines 

to members in order to facilitate communication, inform 

members of union policy and position on certain main topics, 

and report on member-related personnel affairs (such as births, 

deaths, marriages, promotions, and accomplishments). 

 

• Research has been gaining prominence as of late; its 

primary goal is to provide current information to union 

negotiators during contract negotiations. This study is intended 

to be more applied than theoretical, focusing on issues that 

directly affect the union and its operations as well as the 

relationship between the union and management. Included in 

this investigation are: 

 

a) Gathering and analysing salary data, including fringe 

benefits and other benefits and services, via comparative 

practise surveys, data on working circumstances, and welfare 

activities; 

 

b) Writing briefing documents and position papers for 

union leaders and the court; 
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c) Amassing and analysing large-scale information on 

the economy, various industries, etc. 

 

The Trade Unions Act, which defines the purposes for 

which general union money may be spent, permits the union to 

engage in all of the aforementioned activities and provide the 

aforementioned services. 

 

Political Functions 

 

Unions need to be active not just on the social, 

economic, and civic fronts, but also the political front, if they 

are to fulfil the aforementioned roles. Unions must exert 

pressure on the government to shape policies in the benefit of 

workers. To get the legislative backing necessary to realise 

some of their goals and advance their long-term interests, 

unions have ventured into the realm of politics. Unions have not 

only to help in the design of policies but have also to guarantee 

that policies are executed. Therefore, in a number of countries, 

unions have become increasingly interested in the political 

process of the Government and in participating in it. It should 

be left to local conditions to determine whether a union 

affiliates with an existing political party or forms its own 

faction. The Trade Unions Act of 1926 allows for the 

establishment of a separate political fund to facilitate political 

action by a union on the grounds that such political 

action/association is lawful. 
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The nature and the scope of unions’ engagement in the 

political process of the Government rely heavily upon the level 

of economic and social development. It extends from the 

collaborative consultation at the plant/industry level to work on 

groups like the Economic and Social Council in France, 

Planning Commission in Sweden, or the Economic Council in 

Denmark. In a number of nations legislation defines the 

activities in which the unions may participate. Unions in 

Sweden and the Netherlands are charged for carrying out the 

country's labour and social security laws. Therefore, a union 

should not only serve its members' best interests but also take 

on civic duties. The prevalence of wage work in a nation affects 

how much of a role the average citizen takes on in society. In a 

nation like India where self- employment is significant, unions 

have to make extra effort in understanding the interest of the 

complete society. Our five-year plans have consistently 

highlighted this facet of unions' vitality to a growing economy. 

It is in acknowledgement of this reality that the very first 

Planning Advisory Board created in 1950, included two labour 

members on it. Since then, labour leaders have collaborated 

with Industry Development Councils and other tripartite 

entities such as the Indian Labor Conference and Advisory 

Boards at the Central and State levels to create and execute 

labour  programmes. 

 

Thus, trade unions have been able to fulfil the First 

National Labor Commission on Labor's mandate of providing 

for the fundamental requirements of its members (1969). To list 

the roles, we may say: 
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● Making sure that employees are paid fairly; 

 

● Improve working conditions and provide job stability. 

 

● Increasing chances for advancement and education; 

 

● Worker and resident welfare enhancement 

 

● The construction of places for learning, entertainment, 

and relaxation; 

 

● Support for the improvement of people's lives as a 

whole; 

 

● The advancement of technology is aided when 

employees have a deeper familiarity with their field. 

● Providing flexible support for enhancing output, 

productivity, and quality with a focus on fostering a 

culture of discipline and excellence.
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While many unions at the craft, unit, and plant levels are still 

referred to be "fighting unions," the vast majority of these 

organisations focus primarily, if not exclusively, on the 

fundamental needs of their members. 

 

I to (vi). The sole group addressing the requirements and duties 

listed in clauses (vii) and (viii) is the trade union organisation 

(viii). A major reason for this is that there is still room for 

improvement in the working and service conditions of the 

workforce. Therefore, unions' principal purpose is to enhance 

workers' material well-being via collective bargaining, other 

nonviolent measures, or direct or violent action.. 

Bharatiya Mazdoor Sangh 

Let's use the Bharatiya Mazdoor Sangh, India's biggest 

central trade union organisation, as an example (BMS) 

The circumstances surrounding the establishment of 

BHARATIYA MAZDOOR SANGH (BMS) in the trade union 

field of India have shaped its significant role in the trade union 

movement. BMS was founded on the birth anniversary of Lok 

Manya Bal Gangadhar Tilak, veteran of the Freedom 

Movement, on July 23, 1955. In this context, two key points 

stand out: 

● Unlike almost all other labour unions, BMS did not 

form as a consequence of a schism within the 

preexisting labour movement. Consequently, it was 

saddled with the massive task of creating its 

foundational infrastructure from scratch. Everything 

was ground-up. 

●  
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● not being a trade union, not having any members, not 

having any activists (karyakarta), not having an office, 

and not having any money to spend. • From the 

beginning, it was envisioned as a trade union whose 

bedrock principles would be nationalism and which 

would operate as an honest trade union while remaining 

steadfastly aloof from party politics. To add insult to 

injury, this was not like other unions that had covert or 

overt ties to one political party or the other. That's why 

the birth of BMS marks a turning point in the evolution 

of the labour movement as a whole. 

Growth of BMS 

In 1955, Shri D.B. Thengadi, a thinker and intellectual 

who had devoted his life to social action since recognising the 

noble ideal of self-abnegation, was the single person 

responsible for the idea of BMS. He rallied a group of dogged 

employees to rally behind him and do their best for the 

company. 

The first order of business was to establish a solid 

foundation for the organisation, one that would be based on the 

high ideals previously expressed. Shri Thengadiji's tireless 

travels around the nation, together with the initiatives of his 

former colleagues on the ground, led to the establishment of 

unions in many parts of the world. When seen against the vast 

landscape of the labour movement, it obviously seemed 

inconsequential, like a few specks on a globe. The vast majority 

of these unions existed in the informal economy. The gradual 

accumulation of knowledge led to the emergence of BMS 

unions in crucial sectors. Few states have established state 

committees. Thus, it wasn't until 1967, a full 12 years following 

its 
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creation - The BMS National Executive was originally 

elected during the inaugural All India Conference held in Delhi. 

A total of 2,46,000 people were part of 541 different unions at 

the time. The positions of General Secretary and President were 

respectively filled by Shri Thengadiji and Shri Ram Nareshji. 

The point of no return had arrived. With 2,36,902 

members in that year, 1967 was a banner year for the 

organisation. After a thorough audit of all major Central Labor 

Organizations in 1984, the Central Government declared BMS 

to have 12,11,355 members, making it the second largest 

Central Trade Union Organization. In 1996, the Government of 

India, Ministry of Labour ranked BMS as the largest Central 

Trade Union Organization, with 31,17,324 members. This 

verification was performed as of December 31, 1989, for 

purposes of the aforementioned calculation. BMS passed the 

2002 audit conducted by the Indian government and thereby 

maintained its position as the country's undisputed market 

leader. 

Unions associated with BMS may be found in each of 

the 44 sectors recognised by the Ministry of Labour, 

Government of India for the purposes of verifying membership. 

Over 5,000 affiliated unions spread throughout all 50 states 

provide BMS its over 1 crore members. 

BMS is a non-political, productivity-focused CTUO. It 

opposes the notion of state control, seeing it instead as a 

necessary evil that should be applied only to necessary areas 

like defence, but supports the concept of public responsibility 

of each enterprise and the enunciation of public discipline as a 

direct result of this accountability. It makes an effort to include 

consumers into the industrial relations triad as the third and 
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most important group. To achieve its goals and make progress 

in this direction 

intended results and goals BMS uses whatever legal 

measures that are in keeping with an ethos of patriotism and 

nationalism. 

Indian Labour Conference (ILC), Standing Labour 

Committee, Central Board for Workers Education, Employees' 

State Insurance (ESI), Employees' Provident Fund (EPF), 

National Productivity Council (NPC), National Safety Council 

(NPSC), Negotiation Committees of Public Sector 

Undertakings like BHEL, NTPC, NHPC, BEL, Coal, Industrial 

Committees of Jute, Textiles, Engineering, Chemical-

Fertiilizer, and many more are all heavily represented by BMS 

BMS also heads the Indian workforce's representation in ILO 

conferences). 

Aims and Objectives 

 

BMS's primary goals are as follows: 

 

● The ultimate goal is to construct the Bharatiya order of 

society, under which a number of important rights and 

protections will be guaranteed. 

 

1, complete employment and maximum output as a result of 

employing all available workers and using all available 

resources to their fullest extent. 
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2. Putting an end to the "profit at any cost" mentality and 

replacing it with "service at any cost" will lead to economic 

democracy and a more fair distribution of wealth that will 

benefit everyone in the country. 

3.  The "Labourisation of industry" (or the creation of 

independent industrial communities that are integral to the 

country) comes to fruition. 

4. The maximal industrialization of the country so that all 

citizens have access to gainful employment at a livable 

salary. 

 

• With the goal of empowering the staff to work toward the 

aforementioned goals and objectives with greater success and 

to empower them, in the meantime, to make their own 

contribution to the cause of safeguarding and promoting their 

interest in a manner compatible with that of the community: 

 

1. To help employees of all religions and political persuasions 

form trade unions as a means of devotion to the homeland. 

 

2. The second purpose is to serve as a leader for the associated 

unions and to oversee, direct, and coordinate their efforts. 

 

 

3. Third, to facilitate the establishment of local BMS branches 

in each state and of Industrial Federations as BMS component 
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entities; and fourth, to foster cohesion among labour unions. 

 

Worker safety and welfare must be ensured and maintained at 

all costs. 

 

1. the right to work, the right to job security and social security, 

the right to engage in protected concerted activity as a labour 

union, and the right to resort to a work stoppage only after all 

other means of trade unionist dispute resolution have been 

exhausted. 

 

2. Changes for the better in people's working, living, and social 

and industrial environments 

 

3. A salary at or above the federal minimum plus an equitable 

portion of the profits generated by their businesses as equal 

partners. 

 

4.Extra facilities that are necessary 

 

5. The prompt implementation and suitable revision of current 

labour law that benefits them, and 
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6. The periodic enactment of new labour legislation after 

discussion with labour representatives. 

● The goal is to foster a culture where employees take pride in their 

job, value collaboration, and feel a sense of civic duty to the 

country and the manufacturing sector in particular. 

● To educate the labour force through the provision of worker's 

training courses, study circles, guest lectures, seminars, 

symposia, excursions, etc., in conjunction with institutions and 

organisations having similar aims and objects, such as the 

Central Board of Workers Education, the Labor Research 

Centre, universities, etc.; and the provision of and support for 

libraries. 

● Journals, magazines, pamphlets, photographs, novels, and many 

more may all be published or caused to be published. 

● buy, market, and distribute books primarily focused on the 

working class and its concerns. 

●  To create, promote, and organise Labor Research Centers and 

related initiatives. 

● To improve the workers' social, economic, cultural, civic, and 

general circumstances by whatever means required. BMS has 

always taken a stand against drug usage, alcohol use, and 

tobacco use in the interest of protecting the health of its 

employees and the general public. 

● To aid the common man and the workers and their families 

specifically by establishing or aiding existing cooperative 

organisations, welfare institutions, clubs, etc. 

 

Case Study: General Motors and United Auto Works – 
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Labour Conflict in US 

Most GM workers are represented by the United Auto 

Workers (UAW) union, which has gone on strike many times 

during the last few years. Strikes seldom target a whole 

corporation, but rather specific factories that produce essential 

components; still, the knock-on impact is usually enough to halt 

production at the massive firm. After seeing how much money 

each strike costs the union and its members, why have they 

persisted in using the last resort of labour? The novel vividly 

depicts some of the most pressing problems in modern labor-

management relations. 

Ford Motor Company, as well as global rivals like 

Daimler-Benz and Toyota, have made it obvious that GM 

leaders must solve the significant disparities in productivity, but 

their progress to this point has been too sluggish. The need for 

General Motors to undergo a transformation from a lumbering 

behemoth into a nimble global contender has been apparent for 

some time now. However, General Motors' plan has been to 

reduce its massive staff via natural attrition. 

 

Thousands of employees employed in the 1960s are 

reaching retirement age, creating an opportunity for the 

corporation to reorganise and function with a much smaller 

workforce. Ford, meantime, has had great success against GM 

because to relentless cost reduction and the end of a country-

club attitude to competitiveness. GM would have to eliminate 

another 50,000 jobs before it could match Ford's productivity, 

which is not a strategy the UAW would support. Half of the 

massive U.S. market for vehicles and trucks formerly belonged 



Human Resource 

Management 

 

 

to General Motors. The current rate is 31% and dropping. While 

General Motors is only getting started on streamlining, Ford and 

Daimler-Benz have already completed it. But even with layoffs, 

General Motors won't be able to compete until the union 

changes some of its wasteful work regulations, such as the one 

that says certain employees may leave after just half a day's 

work and still be paid for the whole day. Average hourly pay 

for GM employees is close to $44 due to salary and perks. 

Workers at General Motors' Silao facility in Mexico earn $13 

per day, or six times the minimum wage in Mexico. A lot of 

people in Mexico are interested in working at the GM facility 

because of the high quality of the available employment. 

 

The costs to General Motors from the union strikes at its 

factories have been substantial. Longer strikes cost significantly 

more, yet even a 17-day strike cost over a billion dollars. During 

strikes, GM suppliers may have to lay off workers or even close 

their doors, with widespread consequences for the economy. In 

addition, when GM's automobile supply dwindles, the company 

loses both sales and consumers. In only two years, the UAW 

staged nine separate strikes at General Motors facilities. The 

prolonged strikes cost the firm roughly $21,000 per day, and 

those customers often purchase a different brand of car. It adds 

that as a consequence, the company shrinks and more jobs are 

lost. The ongoing wave of strikes has raised questions about 

GM's human resources approach to addressing the company's 

complicated labour and productivity issues. Major problems for 

GM and the UAW, including as job outsourcing, factory 

closures, and relocation of manufacturing outside the United 

States, will persist for some time. Both General Motors and 
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American labour unions have run into trouble because of the 

difficulty of adapting to the changes brought on by increased 

competition and the resultant need to boost productivity. 

Review Questions 

 

● In a business setting, what exactly does "discipline" entail? Talk 

about why and what you want to achieve using disciplinary 

measures. 

 

● You should talk at length on the process for taking disciplinary 

action. 

 

● Define the Disciplinary Action Legal Process. 

 

● The Importance of Grievance Management in Organizations 

● Describe the Complaint Handling Tools that are at your disposal. 

 

● It is important to talk about the different types of complaints and 

what leads to them. 

 

● Explain in depth how complaints are addressed. Describe the 

essential components of a robust grievance resolution process. 

 

● Please Describe the Proposed Grievance Handling Plan. 

 

● Explore the dynamics of labour conflicts. What methods exist for 

avoiding or resolving workplace conflicts? 
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● Talk about the many pieces of Legislation that may be used in the 

event of an Industrial Dispute. 

 

● Inquiring minds want to know 

 

● Who or what is the "Bharatiya Mazdoor Sangh"? Describe how it 

works in great detail.
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Trade Unions 

 
 

According to section 2(b) of the Trade Union Act of 

1926, "A trade union is any combination of persons, whether 

temporary or permanent, primarily for the purpose of regulating 

the relations between the workers and employers, or between 

workers and workers, and for imposing restrictive conditions on 

the conduct of any trade or business, and includes the federation 

of two or more trade unions.” 

Meaning of Trade Union: 

● A trade union is a group of employees, employers, or even 

self-employed people who work together to improve working 

conditions. 

 

● This grouping of employees is neither ad hoc or made up of 

workers for the time being. 

 

● It is organised to achieve specific economic (such as increased 

pay and improved working conditions) and social goals 

(Educational, recreational, medical and respect). 

 

Nature and Scope of Trade Unions 

 

None of the aforementioned categories included the 

employer's professional or trade group. Organizations 

representing employees are not the same as those representing 

employers or the profession as a whole. Employee unions' 

primary focus is on improving members' working 
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circumstances. Employer groups, on the other hand, want to 

make sure that their members benefit from favourable service 

buying conditions. Therefore, it is incorrect to lump them 

together. It's also important to note that professional member 

organisations are very different from labour unions. If you're an 

employee or a self-employed professional, you may join a 

professional group, but trade unions exclusively represent 

workers. In India, the phrase "Trade Union" may apply to either 

an employee or employer group. In the same way, in the United 

Kingdom, professional organisations like the Artists' 

Federation and the Musicians' Union are legally recognised as 

Trade Unions. 

 

This means that trade unions play a crucial role in 

today's system of industrial relations. Workers who want to 

look out for each other often band together to create a trade 

union. That is, you should try to make their workplace nicer for 

them. Each labour union has a set of predetermined goals that 

are spelled out in its constitution, and it employs a unique set of 

tactics to attain those aims. 

 

Trade unions are today recognised as a sub-system that 

operates to further the interests of its constituents and that also 

views itself as integral to the organization's continued success 

and the development of the society in which it operates. 
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Objectives of Trade Union: 

• Wages and Salaries 

Wages are money that workers get from their 

employers in exchange for the time that they put in at 

that job. Salaries are always calculated on a per-hour 

basis. Common practise here is to charge by the hour... 

Salary and commissions are two more common types 

of payment. 

Wages are paid on an hourly or daily basis depending 

on the quantity of labour completed in a day, while 

salary is a set amount paid or transferred to workers at 

regular intervals for performance and productivity, at 

the end of the month. 

 

• Working conditions 

The word "working circumstances" encompasses both 

the physical workplace and the many parts of an 

employee's contract. This includes issues like health 

and safety at work, enough breaks, and a reasonable 

work schedule that allows for a healthy work-life 

balance. 

 

• Dicipline 

Both public and private sector businesses must adhere 

to the same Code of Discipline in order to keep the 

peace in the workplace and preserve the harmony 

amongst employees. The document lays forth 
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numerous responsibilities for both management and 

employees in an effort to foster collaboration between 

their respective representatives. 

 

• Personnel Policies 

Personnel Policies Personnel policies are the 

"principles and standards of behaviour" that 

"formulate, redefine, break into specifics, and 

determine a number of activities" that control the 

interaction with workers in the achievement of the 

organization's goals. 

 

• Welfare 

Employer(s) make payments to a union fund 

established by the union so that its members may get 

the advantages the fund provides. It's useful for 

bargaining higher wages and more favourable working 

circumstances, such extended vacation time and more 

focus on employee safety. It teaches people new 

abilities and offers them general help and guidance. 

 

• Employee – Emploer relationship 

The connection between an employer and employee 

ought to be one of mutual reliance. The success of the 

company depends on the employee carrying out her 

duties as expected. 
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•  Negotiation machinery 

A method of negotiating employment and working 

conditions via dialogue between an employer and 

their staff. Collective bargaining discussions are 

initiated by the trade union and communicated to the 

employer. 

 

Safeguarding organizational health and the interest of 

the industry 

In collaboration with the HSENI and other safety or environmental 

enforcement authorities, they are responsible for expressing the 

interests of employees to the employer. communicating with 

management about health and safety concerns in the workplace. 

 

 

Characteristics of Trade Union 

• Association of employees 

• Voluntary Association 

• Permanent Body 

• Common Interest 

• Collective actions 

• Rapport with the management
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Association of employees: A trade union is an organisation 

of workers representing a certain kind of occupation, business, 

or industry. Teachers', physicians', filmmakers', artists', 

weavers', miners', and so on and so forth all have unions. 

 

Voluntary Association: A worker who voluntarily joins 

with a labour union does so of his own will. You can't force 

someone to become a union member. 

 

Permanent Body: Labor unions are good examples of 

constant groups. Workers might come and go, but the union 

itself will always be there. 

 

Common Interest: Members of a trade union are united by 

a shared commitment to advancing their professional and 

economic interests via collective action. 

 

Collective Action: The trade union steps in if an individual 

worker has a problem with a decision made by upper 

management, and the problem is resolved. Employees have the 

right to organise in order to address issues that affect them or 

their coworkers. 

 

Rapport with the Management: Developing Mutually 

Beneficial Relationships with Management The union's stated 

goal is to strengthen ties between workers and management. 
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Trade union representatives meet with business owners and 

managers to discuss workers' grievances and work out a 

peaceful resolution. Therefore, it's more likely that workers will 

get along with the upper brass. 

 

Need for Trade Unions 

● Workers sometimes join unions in order to accomplish 

goals that they alone would not be able to handle. 

Unions representing workers are essential. 

● To ensure job security and right pay for the 

members:  Staff members have a fundamental interest 

in being assured of their continued employment. For 

most workers, joining a union is mostly about safety. 

Workers also need remuneration that reflects the value 

employers place on their education and experience. 

Trade unions fight for members to have stable 

employment and fair compensation. 

● To ventilate the grievances of employees to the 

management:  In the event that any of the workers, or 

a subset thereof, have a complaint, they may not feel 

comfortable addressing it to management in their 

individual capacities. Trade unions provide a channel 

for employees to make management aware of such 

concerns. Members of management might be 

indifferent to the needs of individual workers but not to 

the needs of the union.
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Purpose of Trade Unions 

Many different groups saw the need to form trade 

unions and set out to do so. Individual employees realised that 

it was in their best interest to form unions in order to negotiate 

for improved working conditions. Workers understood that if 

they went into negotiations as individuals, their employer 

would have more bargaining power since no one person is as 

important to the success of the business as the group as a whole. 

The repercussions of a group's disengagement are magnified 

relative to the size of an individual's contribution. It's possible 

that a person lacks the resources necessary to effectively 

organise and defend his interests on his own. Therefore, 

employees recognised the value in banding together to negotiate 

better benefits and working conditions. It was more efficient for 

employers to interact with a group or a representative of a group 

than with each individual worker separately over time. To be 

more specific, the following are the most important goals of a 

trade union: 

● Better wages 

● Better working conditions 

● Protection against exploitation 

● Protection against victimization 

● Provide welfare measures 

● Promote industrial peace 

● Take up Collective Bargaining 

● Look after the interest of trade
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Forms of Trade Unions: 

● Classical: To advocate for and defend the common 

economic and political interests of its members is the 

primary function of every labour organisation. 

 

● Neo-Classical: seeks to address broader concerns by 

addressing them head-on, such as tax reduction and 

increasing savings rates. 

 

● Revolutionary: Revolutionary means a fundamental 

shift in the way things have always been done. 

Establishing the authority of working class even via 

violence and useof force etc. 

 

Functions of Trade Unions: 

Militant Functions 

 

▪ Trade unions are organisations whose members engage in 

activities that aim to improve their economic conditions. Such 

actions are taken to guarantee fair compensation, improve 

working and job circumstances, and get more favourable 

treatment from employers, among other goals. If unions are 

unable to achieve their goals via collective bargaining and 

discussions, they may resort to other strategies, such as a go-

slow approach, a strike, a boycott, a gherao, etc. Trade unions' 

activities in this realm are hence called militant or fighting 

activities. Consequently, the unions' militant roles are best 

described as: 
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▪   Improve working conditions and remuneration 

 

▪ To improve employees' standing in the industrial system 

 

▪ For the sake of safeguarding workers against exploitation and 

oppression 

 

▪ Fraternal Functions 

 

Trade unions also engage in a variety of activities designed to aid its 

members and increase their productivity. Generally speaking, trade 

unions work to improve working conditions, encourage cordial ties 

between businesses, and disseminate knowledge and values to its 

members. They use welfare initiatives to boost employee spirits and 

encourage a sense of independence and competence. Legal 

representation for its members is also something they take care of for 

them. In addition to this, they provide a wide range of social services 

to its members, including a place for children to learn and grow up, a 

place to read, leisure activities both inside and out, and a variety of 

sports leagues. There are unions that publish their own magazine or 

periodical. Such "fraternal duties," as they are often called, rely on the 

unions' capacity to earn money via dues and contributions from 

members and the public, and on the unions' competent and enlightened 

leadership. Consequently, the brotherly roles of labour unions are best 

summed up as follows: 

 

▪ Initiate welfare programmes aimed at boosting employee morale 
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▪ In order to boost employees' morale and sense of self-worth 

 

▪ Motivate employees to be honest and disciplined by 

 

▪ To provide room for growth and development 

 

▪   To prevent prejudice against female employees
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Social Functions 

Some unions have begun undertaking and organising 

welfare activities and also providing a variety of services to 

their members and sometimes to the community of which they 

are a part, which may be grouped under the following heads in 

addition to their main economic functions consisting primarily 

of organising unions and improving their terms and conditions 

of employment to enable workers to meet their physical needs. 

 

Organization of mutual funds, cooperative credit 

societies for supplying housing, cooperative stores, cultural 

programmes, banking and medical services, and training for 

women in various crafts to supplement the family income are 

all examples of the types of welfare activities provided to 

improve the quality of work life. 

 

Education: Training and development of members in 

all aspects of their work life, including but not limited to 

improving their civic life, awareness in the environment around 

them, and knowledge enhancement, particularly with regard to 

issues that concern them, their statutory and other rights and 

responsibilities, and their participation in management. 

 

Plan and method for addressing their complaints. As 

part of the Government's Workers' Education Scheme, certain 

national union organisations are also lending a hand. 
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unions that publish journals, newsletters, or magazines 

to keep their members updated on union news and policy as 

well as personal events such as member births, deaths, 

marriages, promotions, and accomplishments. 

 

Research: Research has recently gained prominence 

and is primarily aimed at supplying current information to 

union negotiators during negotiations. This study will be more 

applied than theoretical, focusing on issues that directly impact 

the union's operations and the state of labor-management links. 

Among the tasks performed by researchers are I gathering and 

analysing wage data, including fringe benefits and other 

benefits and services, by conducting surveys of comparative 

practises, data on working conditions, and welfare activities; 

(ii) preparing background notes for court cases and also position 

papers for union officials; and (iii) gathering and analysing 

macro data relating to the economy, industry sectors, etc. The 

Trade Unions Act, which specifies the purposes for which the 

union may spend its general money, permits the union to engage 

in all of the aforementioned activities and provide the 

aforementioned services. 

 

               Purposes in Politics: 

 

The union's affiliation with a political party serves 

several purposes, including assisting the party in membership 

drives, raising funds, and enlisting the party's support during 

labour disputes like strikes and lockouts. 
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Registration of Trade Union: 

 

Appointment of registrars 

 

● A Registrar of Trade Unions should be appointed by the 

government. 

 

● Under the Registrar's supervision, the Government may 

designate Regional Trade Union Assistant Registrars 

and Deputy Trade Union Registrars to handle certain 

regions. 

 

Mode of Registration: 

 

● A petition for a Trade Union's registration under this 

Act may be filed by seven or more members of the 

Trade Union. Their application must contain their full 

names, the Trade Union's regulations, and their 

agreement to abide by this Act. 

 

● Ten percent of the workers, or 100 people if that 

number is less, must be employed by the company or 

sector to which it is related. 
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● If half or more of the original applicants resign from the 

Trade Union or otherwise notify the Registrar in writing 

that they are no longer associated with the applications, 

the registration is not granted. 

 

Application for Registration: 

A copy of the Trade Union's governing documents and 

a detailed description of the organization's structure are 

required to accompany any application for Trade Union 

registration submitted to the Registrar: 

 

(a) Information on the members applying, including 

their names, jobs, and addresses; 

 

(b) The name and headquarters location of the Trade 

Union; and 

 

(c) A complete listing of the Trade Union's officers, 

including their titles, full names, ages, residences, 

and professions. 

 

• If the Trade Union has been for more than a year 

before submitting an application for registration, the Trade 

Union must provide a general summary of its assets and 

liabilities to the Registrar. 
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Provisions in Registration: 

 

The following conditions are listed in the guidelines 

as reasons why a Trade Union cannot be registered under this 

Act: 

 

(a) the Trade Union's official name; 

 

(b) The Trade Union's stated goals; 

 

(c) Anything that may be paid for out of the Trade 

Union's general finances. (It's important that everything be 

applicable under this legislation) 

 

(d) The Trade Union must keep a membership roster 

and provide convenient means for its officers and constituents 

to review the roster. 

 

(e) The admission of ordinary members who shall be 

persons actually engaged or employed in an industry with 

which the Trade Union is connected and the admission of the 

number of honorary (normally paid members for professional 

service) or temporary members as office-bearers to form the 

executive of the Trade Union; 

 

Union members are required to pay an annual dues 
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quota that is never less than— 

 

● An annual salary of one rupee for those living in rural 

areas; 

 

● Workers in other unorganised industries get a yearly 

stipend of three rupees, and 

 

● In all other cases, employees will be paid twelve rupees 

each year. 

 

 

Requirements for receiving benefits or penalties that will be assessed 

to members; 

(a) The process for revising, modifying, or repealing the rules; 

 

(b) The process by which the executive and office-bearers will be 

chosen and removed from their positions; 

 

(c) adequate facilities for the inspection of the account books by the 

office-bearers and members of the Trade Union; and (e) the safe 

custody of the funds of the Trade Union, an annual audit, in such 

manner as may be prescribed, of the accounts thereof, and the 

safekeeping of the funds of the Trade Union. 

 

(d) The procedure for dissolving the Trade Union. 
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Certification of Registration: 

When a Trade Union is registered by the Registrar under Section 8, 

the Registrar will issue a certificate of registration in the form 

specified by the Act. This certificate will serve as irrefutable proof 

that the Trade Union is properly registered under the Act. 

 

Cancellation or withdrawal of Registration: 

 

o All signatures on the application must be legible and 

properly affixed. 

 

o Obtaining a registration by deception or accident 

 

o When a labour union no longer exists 

 

o A trade union's involvement in an unlawful strike 

 

o When the fundamental union items are no longer necessary 

 

Trade Union Movement in India 

⮚ 1850–1870: Emergence of the Working Class and 

Modern Industry 

⮚ The expansion of Indian businesses coincided with the 
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expansion of the British government. 

⮚ The workplace was in dismal shape. 

⮚  The Royal Commission on Labour (1931) and the Indian 

Factory Labour Commission (1908) to investigate and 

report 

⮚ In 1881, the Indian Factory Act was passed.  

 

Trade Union Movement in India – 3 Phases  

First – Between 1850 to 1900 

⮚ The establishment of labour unions with help from 

humanitarians and community organisers 

 

⮚ A number of factors contributed to the sluggish development 

of labour unions, including: 

 

⮚ The issue at hand was the safety of the workplace. 

 

Second – Between 1900 to 1947 

 



Human Resource 

Management 

 

 

⮚ The growth of labour unions 

 

⮚ A People's Party for the Working Class 

 

⮚ The rise of radical labour activism 

 

⮚ In 1920, there were 120 different labour unions 

 

⮚ Establishment of the first national labour union 

 

⮚ To promote economic expansion, the government has 

reportedly solicited labour unions' help. 

 

⮚ As political parties became involved, the movement became 

politicised. 

 

⮚ The International Telecommunications Union (INTUC) was 

founded. The communists and socialists both launched union 

branches. 
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⮚ Unions for executives and upper-level management were also 

formed. 

 

 

 

Structure of Trade Unions: 
 

 
 

Rights & Responsibilities: 

Rights: 

⮚ Taking strike action to defend workers' rights is a protected 

right. 

 

⮚ To actively pursue the recruitment of new union members. 

 

⮚ Unions may poll their members to find out what they think 

about recent workplace developments.
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Responsibilities: 

⮚ Conduct a confidential vote to see whether or not the 

majority of voters support moving forward with this 

proposal. To guarantee that all forms of labour protest are 

constitutional and nonviolent. 

 

⮚ In no way should someone be coerced into joining a labour 

union. 

 

⮚ Worker unions must make fair requests on behalf of their 

members. 

Problems of Trade Union: 

• Lack of balanced growth 

• Low membership 

• Poor financial position 

• Political control 

• Multiplicity of unions 

• Inter-union rivalry 

• Lack of able leader
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• Lack of recognition 

• Opposition from employer 

• Indifferent attitude of members 

Difference between a registered and a recognised 

Trade Union: 

Registered Trade Union: 

● It is not limited to any one national or international 

federation of unions but may instead be associated with 

any such organisation. 

● It has the ability to independently buy real estate. 

● In other words, it has the ability to enter into legal 

agreements in its own name. 

● The business owners meet with the union's top brass for 

talks and collective bargaining. 

● The registered labour union is required to keep accurate 

books, undergo audits, file Returns within the allotted 

time frame, etc. 

● Only legally recognised Trade Unions are granted 

protection from criminal and civil liability under 

Sections 17 and 18. 

● Only a legally recognised Trade Union is permitted to 

hold funds in the General Fund and the Civic and 

Political Fund. 

 

                  Recognised Union: 
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● Neither a national nor an international union federation 

may claim it as an affiliate. 

●  It is unable to buy real estate in its own name. 

●  It is unable to enter into contracts in its own name. 

● Since an unregistered trade union has no legal standing, 

employers will not initiate negotiations or collective 

bargaining with its executives. 

● An unregistered labour union is exempt from the 

requirements of keeping accurate books, submitting 

required Returns on time, etc. 

●  Only unregistered trade unions cannot be granted 

immunity from criminal and civil liability under 

Sections 17 and 18. 

● Non-union members are not allowed to contribute to 

the General Fund or the Civic and Political Fund.. 

Penalties for offences of Trade Unions: 

⮚ Failure to submit returns 

▪ Failure to give notice 

▪ Failure to send any return 

▪ Failure to send any documents 

⮚ Supplying false information about Trade Unions 

▪ To registered member 

▪ Applying to become member 

▪ Any alteration of rule
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⮚ Cognizance of Offence 

A complaint must be filed by either the victim or the state 

attorney general, or the registrar, before a court may consider a 

case. 

Case Study: Maruti locks horns with its Union on 

recognition 

Manesar Plant (near Gurgaon, Delhi) has a new Maruti 

Suzuki Employees Union (MSEU) that wants to be recognised 

as a Union, however management is resistant to the idea. Since 

the Management believes there is already a recognised Union 

known as Maruti Udyog Kamgar Union (MUKU) and that any 

interested employees need simply run for office under the 

auspices of that Union, they see no need to establish a second, 

competing Union. The employees who want to create MSEU 

believe that MUKU is a Union representing the Gurgaon Plant 

and not the Manesar Plant, and that MSEU alone is the actual 

representative face of the workers at the Manesar Plant, and 

therefore they do not see the need to participate in the election 

arranged by the Plant. 

 

Members of MSEU went on strike on June 4 in an effort 

to have their union recognised before the next election on June 

16. After 13 days on strike, management finally cracked and 

suspended 8 MSEU officers and 3 additional employees. R C 

Bhargava, chairman of Maruti Suzuki, refused to give in to the 

demands of the newly created Union, announcing instead that 

elections would be conducted for "both the factories" and the 

winners would represent employees at "both Gurgaon and 

Manesar." It's all the same corporation; Manesar and Gurgaon 
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aren't separate organisations. Nonetheless, Bhargava 

emphasised that management plays no part in the voting 

process. After 13 days of impasse, Haryana Chief Minister 

Bhupinder Singh Hooda intervened, and the strike ended with 

the management rehiring 11 workers who had been fired and 

reducing the no-work, no-pay rule from eight days for each day 

of the strike to three. 

 

The Management and the Union continue to lock horns 

today. The issue that emerges, however, is why Management 

would feel threatened by the establishment of a new Union if 

their position is purely administrative? The Maruti Suzuki Plant 

in Manesar is slated to return to normal production levels. A 

settlement was reached after a stalemate lasting 33 days 

between the employees' union and the management over the 

recognition of the union and the reinstatement of the suspended 

workers thanks to the involvement of the Harayana 

Government. The production at Maruti Suzuki was halted for 

the third time in three months because of a labour conflict. In 

two shifts, this facility can crank out 1200 automobiles daily. It 

got to the point where staff were actively trying to sabotage 

production and introduce quality issues on purpose. Company 

claims that manufacturing flaws such doors coming loose and 

dented bodies were uncovered during quality control 

inspections. There came a point when the issue was damaging 

consumers' interest and faith in the company. Two thousand 

employees at one of Maruti's two Haryana factories were 

prevented from returning to work unless they signed a Good 

Conduct Bond. 
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The 18 suspended trainees at Maruti Suzuki have 

reached an agreement with company management to return to 

work, provided they sign a Good Conduct Bond. They have 

guaranteed in this bond that they would not engage in any 

activities that will reduce production at their Manesar facility. 

Management, however, has emphasised that the 44 employees 

who were subject to disciplinary action would be dealt with 

independently and based on the results of the internal 

investigation. The issue now is whether or not the provisions of 

the Industrial Disputes Act and other Apex court judgements 

that legitimise Strike as a lawful weapon of the workers can be 

overridden by a Good Conduct Bond. Considering the Lockout 

is a management tool, Maruti Suzuki will never sign such an 

agreement with the staff. 


