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     UNIT – I 



INTRODUCTION
Human Resource Management is a management function concerned 

with hiring, motivating, and maintaining workforce in an organization. 

Human resource management deals with issues related to employees 

such as hiring, training, development, compensation, motivation, 

communication, and administration. Human resource management 

ensures satisfaction of employees and maximum contribution of 

employees to the achievement of organizational objectives.

•  DEFINITION OF HRM

• Edwin Flippo defines- Human Resource Management as “planning, organizing, directing, 

controlling of procurement, development, compensation, integration , maintenance and 

separation of human resources to the end that individual, organizational and social 

objectives are achieved.” 



CHARACTERISTICS OF HUMAN 
RESOURCE MANAGEMENT

• HRM recruits: Human resource management (HRM) recruits/hires 
people to fill up the vacant positions of the organization.

• Tests and interviews: HRM take various tests and interviews to select 
people.

• Communicate with top management: HRM tries 
to communicate with top management in helping to formulate strategies 
to achieve organizational goal.

• Arranges training: HRM gives or arranges training programs to 
improve the skills of the employees.

• Evaluates the performance: HRM evaluates the performance of the 
employees. On this basis he gives promotion.

• Exit interview: HRM takes exit interview when an employee quits his 
job.

• Collect various suggestions: HRM tries to collect various suggestions 
from the employees.

• Helps organization’s top management to implement various 
techniques: HRM helps the organizational top management in 
implementing various techniques to help the organization to go ahead.



SCOPE OF HUMAN 
RESOURCE MANAGEMENT

• 1. Human Resource Planning – This element involves determining the 
organisations human resource needs, strategies, and philosophies. It involves 
analysis of the internal and external factors like skills needed, number of 
vacancies, trends in the labour market etc.

• 2. Recruitment and Selection – Recruitment is concerned with the developing 
the pool of candidates in the line with the human resources plan. Selection is the 
process of matching people and their career needs and capabilities with the jobs 
and career paths.

•  3. Training and Development – This involves identification of individual 
potentialities and helping in the development of key competencies through 
planned learning process. The competencies are to be developed to enable 
individuals to perform current as well as future jobs.

• 4. Organisational Development – This element ensures healthy inter and intra 
unit relationships. It helps work groups in initiating and managing change. The 
organisational development also falls under the purview of human resource 
management.

• 5. Career Development – It is assuring an alignment of the management. It is a 
process of achieving an optional match of individual and organisational needs.



• 6. Job Design – This element defines the tasks, authority, and systems 
of a job. It also ensures integration of individual jobs across the unit.

• 7. Performance Management Systems – The performance 
management systems ensure linkages between individual and 
organisational goals. It aims at ensuring that every individual’s efforts 
and actions support the goals of the organisation.

• 8. Compensation and Benefits – This element focuses on a fair, 
consistent, and equitable compensation and benefits to the work force.

• 9. Employee Assistance – The focus of this element is to provide 
problem solving or counselling to individual employees. The purpose 
is to help employees in overcoming the personal and job related 
problems.

• 10. Labour Relations – This variable assures healthy union – 
organisation relationship. It aims at creating an environment of 
industrial peace and harmony.

• 11. HR Research and Information Systems and Audit – This 
element ensures a reliable and full proof HR information base. It not 
only evaluates personnel policies and programmes but also highlights 
the need and areas of change.





• Functions of Human Resource Management
• Human Resource Management functions can be classified in 

following three categories.
• Managerial Functions,
• Operative Functions, and
• Advisory Functions
•

The Managerial Functions of Human Resource Management 
are as follows:

• 1. Human Resource Planning - In this function of HRM, the 
number and type of employees needed to accomplish 
organizational goals is determined. Research is an important 
part of this function, information is collected and analyzed to 
identify current and future human resource needs and to 
forecast changing values, attitude, and behaviour of employees 
and their impact on organization.

• 2. Organizing - In an organization tasks are allocated among 
its members, relationships are identified, and activities are 
integrated towards a common objective. Relationships are 
established among the employees so that they can collectively 
contribute to the attainment of organization goal.



• 3. Directing - Activating employees at different level and making 
them contribute maximum to the organization is possible through 
proper direction and motivation. Taping the maximum potentialities of 
the employees is possible through motivation and command.

• 4.  Controlling - After planning, organizing, and directing, the 
actual performance of employees is checked, verified, and compared 
with the plans. If the actual performance is found deviated from the 
plan, control measures are required to be taken.  

• The Operative Functions of Human Resource Management are as 
follows:

• 1. Recruitment and Selection - Recruitment of candidates is the 
function preceding the selection, which brings the pool of prospective 
candidates for the organization so that the management can select 
the right candidate from this pool.

• 2. Job Analysis and Design - Job analysis is the process of 
describing the nature of a job and specifying the human requirements 
like qualification, skills, and work experience to perform that job. Job 
design aims at outlining and organizing tasks, duties, and 
responsibilities into a single unit of work for the achievement of 
 certain objectives.

• 3. Performance Appraisal - Human resource professionals are 
required to perform this function to ensure that the performance of 
employee is at acceptable level.



• 4. Training and Development - This function of human resource management 
helps the employees to acquire skills and knowledge to perform their jobs effectively. 
Training an development programs are organized for both new and existing 
employees. Employees are prepared for higher level responsibilities through training 
and development.

• 5. Wage and Salary Administration - Human resource management determines 
what is to be paid for different type of jobs. Human resource management decides 
employees compensation which includes -  wage administration, salary 
administration, incentives, bonuses, fringe benefits, and etc,.

• 6. Employee Welfare - This function refers to various services, benefits, and 
facilities that are provided to employees for their well being.

• 7. Maintenance - Human resource is considered as asset for the organization. 
Employee turnover is not considered good for the organization. Human resource 
management always try to keep their best performing employees with the 
organization.

• 8. Labour Relations - This function refers to the interaction of human resource 
management with employees who are represented by a trade union. Employees 
comes together and forms an union to obtain more voice in decisions affecting wage, 
benefits, working condition, etc,.

• 9. Personnel Research - Personnel researches are done by human resource 
management to gather employees' opinions on wages and salaries, promotions, 
working conditions, welfare activities, leadership, etc,. Such researches helps in 
understanding employees satisfaction, employees turnover, employee termination, 
etc,.

• 10. Personnel Record - This function involves recording, maintaining, and 
retrieving employee related information like - application forms, employment history, 
working hours, earnings, employee absents and presents, employee turnover and 
other other data related to employees.
 



• The Advisory Functions of Human Resource 
Management are as follows:

Human Resource Management is expert in managing 
human resources and so can give advice on matters 
related to human resources of the organization. Human 
Resource Management can offer advice to:

1. Advised to Top Management
Personnel manager advises the top management in 
formulation and evaluation of personnel programs, 
policies, and procedures.

2. Advised to Departmental Heads
Personnel manager advises the the heads of various 
departments on matters such as manpower planning, 
job analysis, job design, recruitment, selection, 
placement, training, performance appraisal, etc.



Objectives of HRM – 7 Main Objectives 
The various objectives of human resource management are as follows: 
i. Helping the organization to achieve the goal- Like other departments in the 
organization, the main objective of HR department is to achieve the goal of 
the organization by providing committed and motivated employees. 
ii. Employing the skills and abilities of the workforce efficiently- Every 
employee possesses some unique skills and abilities. It is the duty of HRM to 
understand the various skills and abilities and give them opportunity to 
employ the same. 
 

iii. Providing the organization with well trained and well-motivated 
employees- The duty of HRM is to recruit employees and develop them by 
providing the adequate training and executive development programmes. It 
helps to groom their career in the best possible way. 
iv. Increasing to the fullest the employees’ job satisfaction and self-
actualization. Developing and maintaining quality of work life. 
The employee who is satisfied and happy can give his/her best effort to the 
organization. HRM helps the employees to realize their potential. It motivates 
the employees by providing quality of work life. 



v. Communicating HRM policies to all employees- All the employees in the organization 

should know about the HRM policies of the organization. HRM should create ambience for 

effective communication between various levels of management and between management and 

workers regarding HR policies, procedures, rules and regulations. HRM has responsibility to 

communicate with the outside environment of the organization, by arranging several meetings 

with clients by organizing workshops and seminars etc.

• vi. Assisting to maintain ethical policies and socially responsible behaviour- It is the 

responsibility of HRM to watch and ensure that organizations manage human resources in 

ethical and socially responsible manner by ensuring compliance with legal and ethical 

standards.

• vii. Managing change- HRM should flexible enough to adopt new and innovative practices 

for the mutual benefit of individuals, groups, the enterprise, and the public.



Role of HR Manager – Roles and Responsibilities

• 1. Recruiting and hiring – It is a process of discovering sources of manpower and 
employing effective measures for attracting that manpower in adequate numbers 
to facilitate the selection of an efficient working force in an organization.

• 2. Training and development – These processes help in enhancing and enabling 
the capacities of people to build their strengths and confidence in order for them 
to deliver more effectively.

• 3. Competency development – Competency is a cluster of related knowledge, 
skills, and attitude that affect a major part of one’s job. It can be improved by 
means of training and development.

• 4. Organization development – It is an organization-wide effort to increase its 
effectiveness and viability, and move towards growth.

• 5. Communication – It is an activity that involves conveying meaningful 
information. At all times, the HR must convey all relevant information to the 
employees.

• 6. Performance management – It focuses on improving the performance of the 
organization, employees, and various other services.

• 7. Employee relations – This is a concept that works towards bettering the 
relations among the employees, as well as between the employee and the 
management.



8. Coaching, mentoring, and counselling – It is a practice of supporting an 
individual and helping him overcome all his issues in order to perform better.

9. Policy recommendation – Policy recommendations help to streamline 
management practices and reduce employee grievances. For example, a manager 
who is more than 35 years and, who possesses a minimum experience of 7 years, 
is entitled to receive the benefits stated in the company’s administrative manual.

10. Wages, salary, and compensation benefits – These benefits are provided to the 
employees to keep them motivated towards their work and the organization.

11. Talent management and employee engagement – It is a management concept 
that works towards retaining the talent by engaging the person in a way which 
would further the organization’s interest.

12. Leadership development – This activity refers to enhancing the quality and 
efficiency of a leader in an organization.

13. Team building – It focuses on bringing out the best in a team to ensure 
development of an organization, and the ability to work together closely to 
achieve goals.

14. Networking and partnering – It is also important to build relations with the 
external stakeholders, including the customers and suppliers for better business.

 



PRINCIPLES OF HUMAN RESOURCE MANAGEMENT

-Principle is a fundamental truth established by research, investigation and
analysis.
Human Resource Management principles,
1. Principle of individual development – to offer full and equal opportunities to
every employee to realise his/her full potential.

2. Principle of scientific selection – to select the right person for the right job.

3. Principle of free flow of communication- to keep all channels of
communication open & encourage upward, downward, horizontal, formal &
informal communication.

4. Principle of participation – to associate employee representatives at every
level of decision making.
5. Principle of fair remuneration- to pay fair & equitable wages & salaries
commiserating with jobs.
6. Principle of incentive – to recognise and reward good performance.
7. Principle of dignity of labour – to treat every job holder with dignity and
respect.
8. Principle of labour management co-operation – to promote cordial industrial
relations.
9. Principle of team spirit – to promote co-operation & team spirit among
employees.
10. Principle of contribution to national prosperity – to provide a higher
purpose of work to all employees and to contribute to national prosperity.



HUMAN RESOURCE POLICIES

A policy is a plan of action. It is a statement of intention committing the
management to a general course of action.
Examples of specific HR policies:

1. Policy of hiring people with due respect to factors like reservation, sex,
marital status etc.
2. Policy on terms & conditions of employment- compensation policy &
methods, hours of work, overtime, promotion, transfer, lay-off.
3. Policy with regard to medical assistance-sickness benefits, company medical
benefits.
4. Policy regarding training & development – need for, methods, frequency of
training and development.
5. Policy regarding housing, transport, uniform & allowances.
Formulating Policies
There are five principle sources for determining the content and meaning of
policies.
i) Past practice in the organisation
ii) Prevailing practice in rival companies
iii) Attitudes & philosophy of founders of the company as also its directors
& top management.
iv) Attitudes & philosophy of middle & lower management.
v) Knowledge and experience gained from handling countless personal
problems on a day-to-day.
-Policies must be stable- to create a climate of security & remove uncertainty from
the minds of employees.
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HUMAN RESOURCE PLANNING
MEANING

Human Resource Management / Personnel Management is
concerned with utilizing the “manpower resources” or “human
resources” most productively, it is also called as “manpower
management” or “human resources management”. Manpower
planning is considered as a strategy for the acquisition,
utilization, improvement and retention of an enterprise’s human
resources.

DEFINITION

“Human resource planning is the process by which management
ensures that it has the right number and kinds of people at the
right places and at the right time, who are capable of effectively
and efficiently completing those tasks that will help the
organisation achieve its overall objectives.” —Robbins



• The objectives of HR planning:
• Objective # 1. Provide Information:

The information obtained through HRP is highly important for identifying 
surplus and unutilised human resources. In this way HRP provides information 
which can be used for other management functions.

• Objective # 2. Effective Utilisation of Human Resource:
Planning for human resources is the main responsibility of management to 

ensure effective utilisation of present and future manpower. Manpower 
planning is complementary to organisation planning.

• Objective # 3. Economic Development:
At the national level, manpower planning is required for economic 

development. It is particularly helpful in the creating employment in 
educational reforms and in geographical mobility of talent.

• Objective # 4. Determine Manpower Gap:
Manpower planning examine the gaps in existing manpower so that 

suitable training programmes may be developed for building specific skills, 
required in future.



• Objective # 5. To Forecast Human Resource Requirements:
HRP to determine the future human resource needed in an organisation. In the 

absence of such a plan, it would be difficult to have the services of the right kind of 
people at the right time.

• Objective # 6. Analyse Current Workforce:
HRP volunteers to assist in analysing the competency of present workforce. It 

determines the current workforce strengths and abilities.

• Objective # 7. Effective Management of Change:
Proper HR planning aims at coping with severed changes in market conditions, 

technology products and government regulations in an effective way. These changes 
call for continuous allocation or reallocation of skills evidently in the absence of 
planning there might be underutilisation of human resource.

• Objective # 8. Realising Organisational Goals:
HRP helps the organisation in its effectively meeting the needs of expansion, 

diversification and other growth strategies.





STEPS IN HUMAN RESOURCE PLANNING

• 1. Analysing Organizational Objectives:

The objective to be achieved in future in various fields such as production, marketing, finance, 

expansion and sales gives the idea about the work to be done in the organization.

• 2. Inventory of Present Human Resources:

From the updated human resource information storage system, the current number of 

employees, their capacity, performance and potential can be analysed. To fill the various job 

requirements, the internal sources (i.e., employees from within the organization) and external 

sources (i.e., candidates from various placement agencies) can be estimated.

• 3. Forecasting Demand and Supply of Human Resource:

The human resources required at different positions according to their job profile are to be 

estimated. The available internal and external sources to fulfill those requirements are also 

measured. There should be proper matching of job description and job specification of one 

particular work, and the profile of the person should be suitable to it.



• 4. Estimating Manpower Gaps:

Comparison of human resource demand and human resource supply will provide with the 

surplus or deficit of human resource. Deficit represents the number of people to be employed, 

whereas surplus represents termination. Extensive use of proper training and development 

programme can be done to upgrade the skills of employees.

• 5. Formulating the Human Resource Action Plan:

The human resource plan depends on whether there is deficit or surplus in the 

organization. Accordingly, the plan may be finalized either for new recruitment, training, 

interdepartmental transfer in case of deficit of termination, or voluntary retirement schemes 

and redeployment in case of surplus.

• 6. Monitoring, Control and Feedback:

It mainly involves implementation of the human resource action plan. Human resources 

are allocated according to the requirements, and inventories are updated over a period. The 

plan is monitored strictly to identify the deficiencies and remove it. Comparison between the 

human resource plan and its actual implementation is done to ensure the appropriate action 

and the availability of the required number of employees for various jobs.



Human Resource Planning – Need and Importance:

• I. Assessing Future Personnel Needs:
Whether it is surplus labour or labour shortage, it gives a picture of defective planning or 

absence of planning in an organization. It is the result of surplus labour that the companies later 
on offer schemes like Voluntary Retirement Scheme (VRS) to eliminate surplus staff. Thus, it is 
better to plan well about employees in advance. Through HRP, one can ensure the employment of 
proper number and type of personnel.
• II. Foundation for Other HRM Functions:

HRP is the first step in all HRM functions. So, HRP provides the essential information 
needed for the other HRM functions like recruitment, selection, training and development, 
promotion, etc.
• III. Coping with Change:

Changes in the business environment like competition, technology, government guidelines, 
global market, etc. bring changes in the nature of the job. This means changes in the demand of 
personnel, content of job, qualification and experience needed. HRP helps the organization in 
adjusting to new changes.
• IV. Investment Perspective:

As a result of change in the mindset of management, investment in human resources is 
viewed as a better concept in the long run success of the enterprise. Human assets can increase in 
value as opposed to physical assets. Thus, HRP is considered important for the proper planning of 
future employees.
• V. Expansion and Diversification Plans:

During the expansion and diversification drives, more employees at various levels are 
needed. Through proper HRP, an organization comes to know about the exact requirement of 
personnel in future plans.



• VI. Employee Turnover:
Every organization suffers from the small turnover of labour, sometime or 

the other. This is high among young graduates in the private sector. This 
necessitates again doing manpower planning for further recruiting and hiring.

• VII. Conformity with Government Guidelines:
In order to protect the weaker sections of the society, the Indian 

Government has prescribed some norms for organizations to follow. For 
example, reservations for SC/ST, BC, physically handicapped, ex-servicemen, 
etc. in the jobs. While planning for fresh candidates, HR manager takes into 
consideration all the Government guidelines.

• VIII. International Expansion Strategies:
International expansion strategies of an organization depend upon HRP. 

Under International Human Resource Management (IHRM), HRP becomes 
more challenging. An organization may want to fill the foreign subsidiary’s key 
positions from its home country employees or from host-country or from a 
third country. All this demands very effective HRP.

• IX. Having Highly Talented Manpower Inventory:
Due to changing business environment, jobs have become more 

challenging and there is an increasing need for dynamic and ambitious 
employees to fill the positions. Efficient HRP is needed for attracting and 
retaining well qualified, highly skilled and talented employees.



Nature  of effective human resource  planning

• 1. It is Future Oriented – Human resource planning is prepared 
to assess the future requirement of manpower in the organization. It 
helps identify the size and composition of resources for future purpose.

• 2. It is a Continuous Process – Human resource planning is a 
continuous process. The human resource planning prepared today may 
not be applicable for future due to ever changing external forces of the 
environment.
• 3. It results in Optimum Utilization of Human Resources –
Human resource planning focuses on optimum utilization of resources in the 
organization. It checks how the employees are utilized in a productive manner. 
It also identifies employees’ existing capabilities and future potentialities to 
perform the work.
• 4. It helps in providing the Right employees & accurate 
Numbers – Human resource planning determines the right number and kind 
of people at the right time and right place who are capable of performing the 
required jobs. It also assesses the future requirement of manpower for 
organizational objective.
• 5. It helps in Determination of Demand and Supply –
Human resource planning is a process of determining demand for and 
supply of human resources in the organization. Then a match between 
demand and supply estimates the optimum level of manpower.



• 6. Environmental Influence – Human resource planning is 
influenced by environmental changes; hence, it is to be updated as per 
the change occupied in the external environment.

• 7. It is related to Corporate Plan – Human resource planning is 
an integral part of overall corporate plan of the organization. It can be 
formulated at strategic, tactical and operational levels.

• 8. It is A Part of Human Resource Management System –
As a part of total human resource management system, human 
resource planning is regarded as a component or element of HRM 
which is concerned with acquisition and assessment of manpower. It 
serves as a foundation for the management of human resource in an 
effective and efficient manner.

• 9. It is dynamic – It is a highly dynamic function and requires the 
very capable personnel to carry out planning efficiently
• 10. It requires foresight and past experience – Human Resource 
Planning has to work on foresight and past experience in order to attain 
desired results



JOB ANALYSIS

• According to Scott, Clother and Spriegel “job
analysis is the process of critically evaluating
the operations, duties and responsibilities of
the job”.

• In the words of Yoder “job analysis is the
procedure by which the facts with respect to
each job are systematically discovered and
noted”.





PROCESS OF JOB ANALYSIS

1)Organizational analysis

• The first step in the job analysis process is to determine its purpose. This will help determine what 
kind of data to collect and how to collect it. The necessary background information for this step can be 
collected by using organization charts, process charts and job descriptions.
2)Select representative positions

• It will be time consuming and costly to analyse all jobs in an organization. So, it is essential to 
select a representative sample of jobs for detail job analysis.

3)Collect data

• The next step is to collect job-related data such as educational qualification, duties, 
responsibilities, working conditions, employee behaviour, skills and abilities. Data is collected by using 
methods such as observation, interviews and questionnaire.
4)Review collected data

• A job analysis report is prepared by using the gathered data. The information is then verified with 
the worker performing the job and their supervisor.

5)Developing job description

• The information collected is used to develop a written statement known as job description. Job 
description is a document that describes the responsibilities, working conditions, locations, risks and 
tasks required for effective job performance.

6)Developing job specification

• The final step in the process is to develop job specification. Job specification and job descriptions 
are two tangible products of the job analysis process. Job specification is a statement of personal 
traits, educational qualification, experience, background and skills needed to perform a job.



Benefits of job analysis.  

 
 

Organizational structure and design :- 

 
Job analysis helps the organization to make suitable changes in the organizational 
structure, so that it matches the needs and requirements of the organization. Duties are 
either added or deleted from the job. 
 

Recruitment and selection :- 

 
Job analysis provides information about what the job entails and what human 
characteristics are required to perform these activities. This information, in the form of 
job descriptions and specifications, helps management decide what sort of people to 
recruit and hire. 

Performance appraisal and training/development :-

Based on the job requirements identified in the job analysis, the company decides 

a training program. Training is given in those areas which will help to improve the 

performance on the job. Similarly when appraisal is conducted we check whether the 

employee is able to work in a manner in which we require him to do the job.

http://www.whatishumanresource.com/Employee-Training-Introduction
http://www.whatishumanresource.com/performance-appraisal


Job evaluation :-
Job evaluation refers to studying in detail the job performance by all individual. The difficulty levels, skills required and
on that basis the salary is fixed. Information regarding qualities required, skilled levels, difficulty levels are obtained from
job analysis.

Promotions and transfer :-
When we give a promotion to an employee we need to promote him on the basis of the skill and talent required for the
future job. Similarly when we transfer an employee to another branch the job must be very similar to what he has done
before. To take these decisions we collect information from job analysis.

Career path planning :-
Many companies have not taken up career planning for their employees. This is done to prevent the employee from 
leaving the company. When we plan the future career of the employee, information will be collected from job analysis. 
Hence job analysis becomes important or advantageous

Labour relations :-

• When companies plan to add extra duties or delete certain duties from a job, they require the help of 
job analysis, when this activity is systematically done using job analysis the number of problems with 
union members reduce and labour relations will improve.

Health and safety :-

• Most companies prepare their own health and safety, plans and programs based on job analysis. 
From the job analysis company identifies the risk factor on the job and based on the risk factor safety 
equipments are provided

Acceptance of job offer :-

• When a person is given an offer/appointment letter the duties to be performed by him are clearly 
mentioned in it, this information is collected from job analysis, which is why job analysis becomes 
important.

http://www.whatishumanresource.com/promotions-of-employee
http://www.whatishumanresource.com/employee-transfers
http://www.whatishumanresource.com/the-factories-act-1948---commentary---explained


Methods of job analysis 
• 1. Observation Method:

Three methods of Job Analysis are based on observation. These are- Direct Observation; Work 

Method Analysis, including time and motion studies and micro-motion analysis; and critical incident 

method.

• 2. Interview Method:

It involves discussions between job analysis and job occupants or experts. Job analysis data from 

individual and group interviews with employees are often supplemented by information from 

supervisors of employees whose jobs are to be analysed.

• 3. Daily Method:

It requires the job holders to record in details their activities on a daily basis.

• 4. Technical Conference Method:

In this method, services of the supervisors who possess extensive knowledge about a job are used 

with the help of a conference of the supervisors. The analyst initiates discussion which provides details 

about the job.

• 5. Functional Job Analysis (FJA):

It is a method that uses precise terminology and a structured job analysis “schedule” to record 

information regarding the job content. It is especially useful to the recruiting and selection functions.

• 6. Questionnaire Method:

These can be filled out by the employees on an individual basis or by job analysts for a group of 

employees.

• 7. Job Inventories or Checklists:

These are structured questionnaires that require a respondent to check or rate behaviour and/or 

worker character necessary to a particular job or occupation. Job inventories can either be Task/Job 

Oriented or Qualifications/Worker oriented.

• 8. Job Performance Method:

In this method the job analyst actually performs the job in question and thus receives 1st hand 

experiences of contextual factors on the job including physical hazards, social demands, and emotional 

pressures mental requirements.



JOB DESCRIPTION:  A job description is a written statement 
explaining why a job exists, what the job-holder actually does, 
how he or she does it, and under what conditions the job is 
performed.

Job Description: 

A statement containing items such as
• Job title / Job identification / organization position
• Location
• Job summary
• Duties
• Machines, tools and equipment
• Materials and forms used
• Supervision given or received
• Working conditions
• Hazards





JOB SPECIFICATION: The job specification or person specification is
derived from the job description. It identifies the experience,
qualifications, skills, abilities and knowledge, personal qualities and
special requirements needed to successfully perform the job.

JOB SPECIFICATION 

The first step in the programme of job specification is to prepare a list 

of all jobs in the company and where they are located. The second step 

is to secure and write up information about each of the jobs in a 

company.  Usually this information includes: 

1. Physical specifications: - 

Physical qualifications or capacities Include physical features like height, 

weight, chest, vision, hearing, ability to lift weight, ability to carry 

weight, health, age, capacity to use or operate machines, tools, 

equipment etc. 

2. Mental specifications: - Mental specifications include ability to 

perform, arithmetical calculations, to interpret data, information blue 

prints, to read electrical circuits, ability to plan, reading abilities, 

scientific abilities, judgment, ability to concentrate, ability to handle 

variable factors, general intelligence, memory etc. 

3. Emotional and social specifications: -  

These include emotional stability, flexibility, social adaptability in 

human relationships, personal appearance including dress, posture etc. 

4. Behavioral Specifications: - 

 This specification seeks to describe the acts of managers rather than 

the traits that cause the acts. These specifications include judgments, 

research, creativity, teaching ability, maturity trial of conciliation, self-

reliance, dominance etc. 



HUMAN 

RESOURCE 

MANAGEMENT



RECRUITMENT

Definition:

• According to Edwin B. Flippo, “It is a 
process of searching for prospective 
employees and stimulating and encouraging 
them to apply for jobs in an organisation.”

• Kempner writes, “Recruitment forms the 
first stage in the process which continues 
with selection and ceases with the placement 
of the candidates.”





A) Internal Sources:

• Best employees can be found within the organisation… When a 
vacancy arises in the organisation, it may be given to an employee who 
is already on the pay-roll. Internal sources include promotion, transfer 
and in certain cases demotion. 

• Methods of Internal Sources:
• 1. Transfers:
• Transfer involves shifting of persons from present jobs to other 
similar jobs. These do not involve any change in rank, responsibility or 
prestige. 

• 2. Promotions:
• Promotions refer to shifting of persons to positions carrying better 
prestige, higher responsibilities and more pay. The higher positions 
falling vacant may be filled up from within the organisation. A 
promotion does not increase the number of persons in the organisation.

• 3. Present Employees:
• The present employees of a concern are informed about likely vacant 
positions. The employees recommend their relations or persons 
intimately known to them. 

•



• Methods of External Sources:

• 1. Advertisement:

• It is a method of recruitment frequently used for skilled workers, clerical 

and higher staff. Advertisement can be given in newspapers and professional 

journals. A ‘blind advertisement’ may be given asking the applicants to apply to 

Post Bag or Box Number or to some advertising agency.

• 2. Employment Exchanges:

• Employment exchanges in India are run by the Government. For unskilled, 

semi-skilled, skilled, clerical posts etc., it is often used as a source of 

recruitment. In certain cases it has been made obligatory for the business 

concerns to notify their vacancies to the employment exchange. In the past, 

employers used to turn to these agencies only as a last resort. The job-seekers 

and job-givers are brought into contact by the employment exchanges.

• 3. Schools, Colleges and Universities:

• Direct recruitment from educational institutions for certain jobs (i.e. 

placement) which require technical or professional qualification has become a 

common practice. A close liaison between the company and educational 

institutions helps in getting suitable candidates



• 4. Recommendation of Existing Employees:

• The present employees know both the company and the candidate being recommended. 

Hence some companies encourage their existing employees to assist them in getting 

applications from persons who are known to them.

• 5. Factory Gates:

• Certain workers present themselves at the factory gate every day for employment. This 

method of recruitment is very popular in India for unskilled or semi-skilled labour. The 

desirable candidates are selected by the first line supervisors. The major disadvantage of this 

system is that the person selected may not be suitable for the vacancy.

• 6. Casual Callers:

• Those personnel who casually come to the company for employment may also be 

considered for the vacant post. It is most economical method of recruitment. In the advanced 

countries, this method of recruitment is very popular.

• 7. Central Application File:

• A file of past applicants who were not selected earlier may be maintained. In order to keep 

the file alive, applications in the files must be checked at periodical intervals.



• 8. Labour Unions:

• In certain occupations like construction, hotels, maritime industry etc., (i.e., industries where 

there is instability of employment) all recruits usually come from union. However, in other industries, 

unions may be asked to recommend candidates either as a goodwill gesture or as a courtesy towards 

the union.

• 9. Labour Contractors:

• This method of recruitment is still prevalent in India for hiring unskilled and semi-skilled workers 

in brick  industry. The contractors keep themselves in touch with the labour and bring the workers at 

the places where they are required. They get commission for the number of persons supplied by them.

• 10. Former Employees:

• In case employees have been laid off or have left the factory at their own, they may be taken back if 

they are interested in joining the concern (provided their record is good).

• 11. Other Sources:

• Then there are video films which are sent to various concerns and institutions so as to show the 

history and development of the company. These films present the story of company to various 

audiences, thus creating interest in them.



Factors affecting recruitment:
1. Internal Factors:

• The internal factors  are the factors within the organisation that affect recruiting personnel in the 

organisation. 

a. Size of the Organisation:

• The size of an organisation affects the recruitment process. Experience suggests that larger 

organisations find recruitment less problematic than organisations with smaller in size.

b. Recruiting Policy:

• The recruiting policy of the organisation i.e., recruiting from internal sources (from own employees) 

and from external sources (from outside the organisation) also affects recruitment process. 

c. Image of Organisation:

• Good image of the organisation earned by a number of overt and covert actions by management helps 

attract potential and competent candidates. Managerial actions like good public relations, rendering 

public services like building roads, public parks, hospitals and schools help earn image or goodwill for the 

organisation. 

d. Image of Job:

• Just as image of organisation affects recruitment so does the image of a job also. Better remuneration 

and working conditions are considered the characteristics of good image of a job. Besides, promotion and 

career development policies of organisation also attract potential candidates.



2. External Factors:
a. Demographic Factors:

• As demographic factors are intimately related to human beings, i.e., employees, these have profound 

influence on recruitment process. Demographic factors include sex, age, literacy, economic status etc.

b. Labour Market:

• Labour market conditions i.e., supply and demand of labour is of particular importance in affecting 
recruitment process. For example, if the demand for a specific skill is high relative to its supply, recruiting 
employees will involve more efforts. On the contrary, if supply is more than demand for a particular skill, 
recruitment will be relatively easier.

c. Unemployment Situation:

• When the unemployment rate in a given area is high, the recruitment process tends to be simpler.  The 

number of applicants is expectedly very high which makes easier to attract the best qualified applicants. With a 

low rate of unemployment, recruiting process tends to become difficult.

d. Labour Laws:

• There are several labour laws and regulations passed by the Central and State Governments that govern 

different types of employment. These cover working conditions, compensation, retirement benefits, and safety 

and health of employees in industrial undertakings.

e. Legal Considerations:

• Another external factor is legal considerations with regard to employment. Reservation of jobs for the 

scheduled castes, scheduled tribes, and other backward classes (OBCs) is the popular example of such legal 

consideration. 



SELECTION

DEFINITION

• According to Harold Koontz, “Selection is the process of 
choosing from the candidates, from within the 
organization or from outside, the most suitable person 
for the current position or for the future positions.”

• Dale Yoder said, “Selection is the process by which 
candidates for employment are divided into classes 
those who will be offered employment and those who 
will not.”



SELECTION PROCESS
1. Inviting Applications:
• The prospective candidates from within the organization or outside the 
organization are called for applying for the post. Detailed job description and 
job specification are provided in the advertisement for the job. It attracts a 
large number of candidates from various areas.
• 2. Receiving Applications:
• Detailed applications are collected from the candidates who provide the 
necessary information about personal and professional details of a person. 
These applications facilitate analysis and comparison of the candidates.
• 3. Scrutiny of Applications:
• As the limit of the period within which the company is supposed to receive 
applications ends, the applications are sorted out. Incomplete applications get 
rejected; applicants with un-matching job specifications are also rejected.
• 4. Written Tests:
• As the final list of candidates becomes ready after the scrutiny of 
applications, the written test is conducted. This test is conducted for 
understanding the technical knowledge, attitude and interest of the candidates. 
This process is useful when the number of applicants is large. Many times, a 
second chance is given to candidates to prove themselves by conducting 
another written test.
• 5. Psychological Tests:
• These tests are conducted individually and they help for finding out the 
individual quality and skill of a person. The types of psychological tests are 
aptitude test, intelligence test, synthetic test and personality test.



• 6. Personal Interview:

• The interviewers may be individual or a panel. It generally involves officers from the top 

management.The candidates are asked several questions about their experience on another job, their family 

background, their interests, etc. Their strengths and weaknesses are identified and noted by the interviewers 

which help them to take the final decision of selection.

• 7. Reference Check:

• Generally, at least two references are asked for by the company from the candidate. Reference check is a 

type of crosscheck for the information provided by the candidate through their application form and during 

the interviews.

• 8. Medical Examination:

• Physical strength and fitness of a candidate is must before they takes up the job. In-spite of good 

performance in tests and interviews, candidates can be rejected on the basis of their ill health.

• 9. Final Selection:

• At this step, the candidate is given the appointment letter to join the organization on a particular date. 

The appointment letter specifies the post, title, salary and terms of employment. Generally, initial 

appointment is on probation and after specific time period it becomes permanent.

• 10. Placement:

• This is a final step. A suitable job is allocated to the appointed candidate so that they can get the whole 

idea about the nature of the job. They can get adjusted to the job and perform well in future with all capacities 

and strengths.
•



PSYCHOLOGICAL TESTS

• Cronbach defines it as, “A test is a systematic

procedure for comparing the behaviour of two or

more persons.”

• Milton M. Blum opines, “A test is a sample of an

aspect of an individual’s behaviour, performance

and attitude.”



Selection tests are classified into six types.
• They are as follow:
• (i) Aptitude Tests:
• Aptitude means the potential which an individual has for learning the skills 
required to do a job efficiently. Aptitude tests measures an applicant’s capacity and 
his ability to learn a given job if given adequate training. Aptitude tests can be 
divided into general and mental ability or intelligence tests and specific aptitude 
tests such as mechanical aptitude tests, clerical aptitude tests, etc.
• (a) Intelligence Tests:
• A candidate’s IQ or mental alertness can be estimated through intelligence tests. 
The tests consists of logical reasoning ability, data interpretation, comprehension 
skills and basic language skills. 
• (b) Mechanical Aptitude Tests:
• These tests deal with the ability of the candidate to do mechanical work. They 
are used to judge and measure the specialised knowledge, perceptual speed and 
problem solving ability. These tests are useful for selecting apprentices, skilled 
mechanical employees, technicians, etc.
• (c) Psychomotor Tests:
• These tests judge abilities like manual dexterity, motor ability and eye-hand 
coordination of candidates. These tests are useful to select semiskilled workers and 
workers for repetitive operations.
• (d) Clerical Aptitude Tests:
• These tests measure specific capacities involved in office work, like spelling, 
computation, comprehension, copying, word measuring, etc



(ii) Achievement Tests:
• The candidate’s achievement in his career is tested regarding 
his knowledge about the job and actual work experience. These 
tests are more useful to measure the value of specific 
achievement when an organization wishes to employ experienced 
candidates.

• These test are classified into:

• (a) Job Knowledge Tests:
• Under this test, a candidate’s knowledge is tested for a 
particular job. For example, if a junior lecturer applies for the job 
of a senior lecturer in Economics, he may be tested in job 
knowledge where he is asked questions about microeconomics, 
macroeconomics, central bank, etc.

• (b) Work Sample Test:
• Under this test a portion of the actual work is given to the 

candidate as a test and the candidate is asked to do it.



• (iii) Situational Tests:
• These tests evaluate a candidate in a similar real life situation. In these 
tests, the candidate is asked either to cope with the situation or to solve critical 
situations of the job.
• Situational tests are classified into:

(a) Group Discussion:
• Under this test, candidates are observed in the areas of leadership, 
proposing valuable ideas, conciliating skills, oral communicating skills, 
coordinating and concluding skills.
• (b) In Basket:
• The candidate, in this test, is supplied with actual letters, telephone and 
telegraphic message, reports and requirements by various officers of the 
organization. The candidate is asked to take decisions on various items based 
on the in basket information.
• (iv) Proficiency Tests:
• Proficiency tests seek to measure the skill and abilities which the candidate 
already possesses at the time of testing. (v) Interest Tests:
• Interest tests identify patterns of interest, that is, areas in which the 
individual shows special concern, fascination and involvement. These tests will 
suggest what types of jobs may be satisfying to the employees.
• (vi) Personality Tests:
• Personality tests are aimed at finding out emotional balance, maturity, 
temperament, etc., of the candidate. 



INTERVIEW

• An interview is a procedure designed to obtain 
information from a person through oral responses to oral 
inquiries.

• An interview is the way of face to face conversation 
between the interviewer and the interviewee, where the 
interviewer seeks replies from the interviewee for 
choosing a potential human resource.

Definition of Interview
• According to Gary Dessler, “Interview is a selection 

procedure designed to predict future job performance 
on the basis of applicants’ oral responses to oral 
inquiries.”

https://www.iedunote.com/human-resource-planning
https://www.iedunote.com/selection-process


TYPES OF INTERVIW

• Type # 1. Structured or Patterned Interview:
• It is a fully planned interview and questions to be asked are already 
structured well in advance on the basis of an analysis of job specification. The 
time to be allowed to each candidate and the information to be collected is also 
predefined. The interviewer is carefully selected and he has no or little scope for 
deviation. Thus, a standardized pattern is adopted to conduct the interview

Type # 2. Un-Structured or Non-Directed Interview:
• It is an un-planned and unstructured interview where questions to be asked, 
time to be allowed and response to be collected are not thought in advance. 
Broad general questions are asked to the candidate and candidate is allowed to 
speak his mind freely without any restrictions. Therefore, better assessment of 
candidate becomes possible

Type # 3. Stress Interview:

• It is a deliberate attempt to create tension and pressure to observe how an 
applicant responds under stress and strain. Interviewer puts the candidate by 
putting him under stress and strain by interrupting the applicant from 
answering, criticizing his opinion, asking questions in rapid succession and 
keeping silent for unduly long period of time etc. This kind of interview is 
conducted just to find out how a candidate behaves in stressful situation



• Type # 4. Group Interview:

• In this type of interview, group of individuals are interviewed. For this purpose, a problem is given 

to a group of candidates for discussion. The candidates are carefully observed as to who will lead the 

group, who is active and who is in-active, who will dominate and who will keep silence. Actions and 

reactions of the members in the group are also observed and potential candidate is selected.

• Type # 5. Depth Interview:

• Depth interview is conducted to test the candidates in depth knowledge in a special area of 

interest and to get true picture of the candidate in such area or subject. Experts in the concerned area 

of subject ask the question to test the candidate’s capacity in the concerned subject

• Type # 6. Panel or Board Interview:

• It is an interview conducted by a panel or group of interviewers. Panels of experts interview each 

candidate, judge each candidates performance and prepare the list of candidate in order of merit. Here 

group judgment is involved in the selection of candidates as it seeks to pool the collective judgment of 

several interviewers.

• Type # 7. Exit Interview:

• Exit interview is conducted for those who leave or quit the organization. The main purpose of 

conducting this interview is to know the feelings of the outgoing employees towards organization, 

fellow workers, policy and rules of the organization and also to know the reason for quitting the job so 

that any defect associated with the organization can be rectified.

• Type # 8. Walk-in-lnterview:

• Here candidates are to appear for interview directly without sending their application in advance. 
At the time of interview candidates are asked to submit application and testimonials in support of 
their qualification. Questions are asked in the area of candidate’s specialization in accordance with 
job requirement



IMPORTANCE OF SELECTION

1) Procurement of Qualified and Skilled Workers—Scientific
selection facilitates the procurement of well qualified and skilled
workers in the organization. Selection of skilled personnel
reduces the labour cost and increases the production.

(2) Reduced Cost of Training and Development—Proper selection
of candidates reduces the cost of training because qualified
personnel have better grasping power. They can understand the
technique of the work better and in no time.

(3) Absence of Personnel Problems—Proper selection of
personnel reduces personnel problems in the organisation. Many
problems like labour turnover, absenteeism and monotony shall
not be experienced in their severity in the organisation. Labour
relations will be better because workers will be fully satisfied by
the work.



UNIT - III

TRAINING



DEFINITI0N

According  to  Edwin  B.  Flippo,  “Training  is  the  act  of
increasing the knowledge and skills  of an employee for
doing a particular job”.

 According to  Dale  S.Beach,  “Training  is  the organized
procedure by which people learn knowledge and skill for
definite purpose”. 

According to H.John Bernardin, “Training is any attempt
to improve employee performance on a currently held job
or one related to it”.

Objectives of training and development

• Induce  new  employees:  Induce  employee  is  the
main aim of training and this is the most essential for
a company.

• Gain knowledge on a new method: Training and
development  help  to  gain  knowledge  on  a  new
method.

• Obtain knowledge of company policy:  Employee
should  have  sufficient  knowledge  about  company
policy  for  best  performance.  Training  and
development help employee to obtain knowledge of
company policy.

• Earn knowledge on customer relations:  Gather
information  about  customer  relations  is  the  major
objectives of training and development.

• Change  attitude: It  helps  to  change  attitude  so,
that  an  employee  can  give  their  best  to  the
organization.



• Ensure  personal  growth:  Training  and
development  give  an  employee  everything  which
needed  to  be  a  good  professional.  And  when  he
becomes  a  good  employee  it  ensures  his  personal
growth.

• Ensure  ensuring  loyalty:  Aim  of  training  and
development is to make an employee loyal to his /
her company.

• Reduce  labor  turnover:  Another  objective  of
training  and  development  is  to  reduce  labor
turnover.

• Increase productivity: Training develop a person’s
skill  to  a  professional  level  so,  it  is  easy  to  say
obviously training and development process increase
productivity.

• Improve quality: Improve the quality of employee is
the main objective of training and development.

• Help company to fulfill future growth: Growth of
a  company  depends  on  their  employee.  So,  the
development  process  helps  the  company  to  fulfill
future growth.

• Improve  organizational  climate:  Improving
organizational  climate  is  the  greatest  objective  of
training and development.

• Improve  health  care: Without  good  health,  the
employee can’t serve properly to his / her company.
So, training and development improve health care.

• Prevent  obsolesce:  Prevent  obsolesce  is  one  the
most  important  objectives  of  training  and
development.

• Change behavior: Training and development have a
great  impact  on  employee  behavior.  It  polishes



employee’s behavior so, that he/she can fit with the
internal and external environment. 

Methods of Training:
1. On-the-Job Training Methods:

This type of training is imparted on the job and at the work place
where the employeeis expected to perform his duties.

i. On Specific Job: On the job training methods is used to
provide training for a

specific job such as electrical, motor mechanic, pluming etc.

a) Experience: This is the oldest method of on-the-job training.
Learning by

experience cannot and should not be eliminated as a method of
development,

though as a sole approach; it is a wasteful, time consuming and
inefficient.

b)  Coaching: On-the-Job  coaching  by  the  superior  is  an
important and potentially

effective  approach  is  superior.  The  technique  involves  direct
personnel instruction

and guidance, usually with extensive demonstration.

ii. Job Rotation: The major objective of job rotation training is
the broadening of thebackground of trainee in the organisation. If
trainee  is  rotated  periodically  from  onejob  to  another  job,  he
acquires a general background.

iii. Special Projects: This is a very flexible training device.
The trainee may be asked toperform special assignment; thereby
he learns the work procedure.



iv. Apprenticeship: Under this method, the trainee is placed
under a qualified supervisoror instructor for a long period of time
depending  upon  the  job  and  skill  required.Wages  paid  to  the
trainee are much less than those paid to qualified workers.

v.  Vestibule  Training: Under  this  method,  actual  work
conditions  are  created  in  a  classroom  or  a  workshop.  The
machines, materials and tools under this method is same asthose
used in actual performance in the factory.

vi.  Multiple  Management: Multiple  management
emphasizes the use of committees toincrease the flow of ideas
from less experience managers and to train them forpositions of
greater responsibility.

Off-the-job Training Methods:
Following are the off the job training techniques:

i. Special Courses and Lectures: Lecturing is the most traditional form of

formal training method Special courses and lectures can be established by business

organizations in numerous ways as a part of their development programmes

ii.  Conferences: This  is  also  an  old  method,  but  still  a  favorite  training
method.In order to escape the limitations of straight lecturing many organizations
have adopted guided, discussion type of conferences in their training programmes.
In this method, the participant’s pools, their ideas and experience in attempting to
arrive  at  improved  methods  of  dealing  with  the  problems,  which  are  common
subject of discussion;

iii.  Case Studies: This technique, which has been developed, popularized by
theHarvard Business School, U.S.A is one of the most common forms of training.
A case is a written account of a trained reporter of analyst seeking to describe an
actual situation.

iv.  Brainstorming: This  is  the  method  of  stimulating  trainees  to
creativethinking.  This approach  seeks to reduce inhibiting forces by providing for
a maximum of group participation and a minimum of criticism. A problem is posed



and  ideas  are  invited.  Ideas  are  encouraged  and  criticism  of  any  idea  is
discouraged.  Later  these  ideas  are  critically  examined.  There  is  no  trainer  in
brainstorming and it has been found that the introduction of known reports into it
will reduce the originality and practicability of the group contribution.

v.  Laboratory Training:  Laboratory  training adds  to  conventional  training
byproviding situations in which the trains themselves experience through their own
interaction some of the conditions they are talking about. Laboratory training is
more concerned about changing individual behaviour and attitude. There are two
methods of laboratory training:simulation and sensitivity training.

vi. Simulation: An increasing popular technique of management development
issimulation of performance. In this method, instead of taking participants into the
field,  thefield  can  be  simulated  in  the  training  session  itself  Simulation  is  the
presentation of realsituation of organisation in the training session. There are two
common simulation methodsof training. They are role-playing and business game.

vii.  Role-playing: Role-playing  is  a  laboratory  method,  which  can  be  used
rathereasily as a supplement of conventional training methods. Its purpose is to
increase thetrainee‘s skill in dealing with other people. It is spontaneous actingof a
realistic  situation  involving  two  or  more  persons,  under  classroom  situations.
Dialoguespontaneously grows out of the situation, as the trainees assigned to it
develop it.

viii.  Gaming: Gaming has been devised to simulate the problems of running
acompany  or  even  a  particular  department.  It  has  been  used  for  a  variety  of
trainingobjectives from investment strategy, collective bargaining techniques to the
morale ofclerical personnel

ix.  Sensitivity  Training: Sensitivity  training  is  the  most  controversial
laboratorytraining method. Many of its advocates have an almost religious zeal in
their enhancementwith the training group experience. Some of its critics match this
favour in their attackson the technique. As a result of criticism and experience, a
revised approach, oftendescribed as “team development” training has appeared.

                        



 INDUCTION
Definition of Induction: 

According  to  Edwin  B  Flippo  “The  induction  is  the
welcoming process to make the new employee feel at
home and generate in him a feeling of belonginess to
the organization.”

Induction Process: 
The following are the steps in induction process: 

• (1) Welcoming the New Employees:  The  first

fundamental  step  in  induction  is  welcoming  the

new  employees  as  soon  as  he  joins  the

organizations  and  is  duly  placed  on  the  job  and

gives basic instruction.

• (2) Induction with Immediate Superior: After

welcome of the new employees, the next step is to

introduce him with his immediate superior or with

his  colleagues  and  briefly  explains  his  duties,



responsibilities  authorities,  work  procedure  and

practices.

• (3) To  Impart  Detail  Instructions:  The  third
and  last  important  step  in  induction  is  to  give
detail  information  about  the  company  such  as
company policies, plans, targets objectives, goals,
products  services,  future  prospects,  working
environment,  future  facilities,  salary  structure
promotional opportunities, transfer facilities etc. 

Contents of Induction Programme: 

• 1. Company’s history, mission, vision and 
philosophy.

• 2. Products and services of the company.
• 3. Company’s organisation structure.
• 4. Location of departments and employee services.
• 5. Employees activities like clubs, credit society.
• 6. Personnel policies and procedures.
• 7. Standing orders.
• 8. Rules and Regulations.
• 9. Terms and conditions of services.
• 10. Grievance procedures.
• 11. Safety measures.
• 12. Benefits and services for employees.
• 13. Training, promotions and transfer facility.
• 14. Career advancement schemes.
• 15. Counselling facility.



 
Guidelines for Effective Induction Procedure: 
• (i) Orientation should be thoroughly planned and 

those conducting the program should give due 
attention to specific problems faced by the new 
employees.

• (ii) Supervisors should be trained in the art of 
orientation of new workers. Thus, induction should
be treated as a special duty.

• (iii) Human side is the most important part of 
orientation. Therefore, first of all the new 
employee should be introduced to the people with 
whom he will work-his colleagues, superiors and 
subordinates. A tea party may also be arranged for
this purpose.

• (iv) The new employee should be informed about 
the rules that apply to him as well as the specific 
work situation and job requirements.

• (v) Orientation should be a gradual process. The 
participants should not be overloaded with too 
much information.

• (vi) The supervisions should answer the questions 
and clarify the doubts that the employee may have 
about the job and the organisation.

Benefits of Induction: 
• (i) It reduces new employee’s anxieties and 

provides him an opportunity to know about the 
organisation and its people.

• (ii) It helps the new employees in knowing the 
expectations of the organisation and its executives.



• (iii) It fosters a uniform understanding among the 
employees about the company’s objectives, 
policies, principles, strategies, and what the 
company expects of its people. 

• (iv) It builds a positive attitude towards the 
company and its stakeholders. First day is crucial 
because new employee remembers it for years. A 
well-managed orientation programme leaves a 
lasting impression on the mind of the new 
employee.

• (v) It builds and strengthens two-way 
communication in the company.

• (vi) It helps speed up socialisation process by 
making the new employee understand the social, 
technical and cultural aspects of the workplace. 
The new employee becomes a part of the social 
fabric of the organisation and develops a sense of 
belongingness.

TRANSFER
One  of  the  internal  mobility  of  the  employee  is  transfer.  It  is
lateral  movement  of  employee  in  an  organization  by  the
employee. “A transfer involves the shifting of an employee from
one  job  to  another  without  changing  the  responsibilities  or
compensation”.

This  can  also  be  defined  as  a  change  in  job  within  the
organization where the new job is substantially equal to the old in
terms of pay, status and responsibilities. Transfers of employees
can possible from one department to another from one plant to
another. It can be also due to changes in organizational structure
or change in volume of work, it is also necessary due to variety of
reasons.

Types of Transfers:



1. Production Transfer: Such transfers are resorted to when
there  is  a  need  of  manpower  in  one  department  and  surplus
manpower in other department. Such transfers are made to meet
the  company  requirements.  The  surplus  employees  in  one
department/section might be observed in other place where there
is a requirement.

2. Replacement Transfers: This takes place to replace a
new employee who has been in the organization for a long time
and thereby giving some relief to an old employee from the heavy
pressure of work.

3.  Remedial  Transfers:  As  the  name  suggest,  these
transfers  are  made  to  rectify  the  situation  caused  by  faulty
selection and placement procedures. Such transfers are made to
rectify  mistakes  in  placement  and  recruitments.  If  the  initial
placement  of  an  individual  is  faulty  or  has  not  adjusted  to
work/job, his transfer to a more appropriate job is desirable.

4. Versatility Transfer: Such transfers are made to increase
versatility  of  the  employees  from one  job  to  another  and  one
department to another department. Transfer(Job Rotation) is the
tool to train the employees. This is for preparing the employee for
promotion;  this  will  definitely  help  the  employee  to  have  job
enrichment.

PLACEMENT
DEFINITION
According to Pigors and Myers, “Placement may be 
defined as the determination of the job to which a 
selected candidate is to be assigned, and his 
assignment to the job.”
• Advantages of Right placement of workers: 
• 1. Reduced labour turnover rate.
• 2. Reduced absenteeism rate.



• 3. Increased safety of workers and lower 
accidents.

• 4. Increased morale of workers.  
• 5. Better human relations in the organisations.  

Principles to be followed in placement:
1. Job Requirements:
      An employee should  be placed on the  job
according to the requirements of the job such as
physical  and  mental  ability,  eyesight,  hearing,
stress,  etc.  The  job  should  not  be  adjusted
according to the qualifications and abilities of the
employee.
2. Suitable Qualifications:
      The job should be offered to a person who is
suitably  qualified.  Over  qualified  and  under
qualified  persons  might  create  problems  for  the
organisation in the long-run.
3.  Adequate  Information  to  the  Job
Incumbent:
     The  employee  should  be  provided  with
complete information and facts relating to the job,
including the working conditions prevailing in the
firm.  He  should  also  be  informed  about  the
rewards  associated  with  various  performance
levels.
4. Commitment and Loyalty:
     While  placing  the  new employee,  an  effort
should be made to develop a sense of commitment,
loyalty and cooperation in his mind so that he may
realise his responsibilities better towards the job,
the organisation and his associates.



5. Flexibility:
      The placement in the initial period may be
temporary  as  changes  are  likely  after  the
completion of training. The employee may be later
transferred  to  the  job  where  he  can  do  better
justice. 

PERFORMANCE
APPRAISAL

According  to  Edwin  Flippo,  “Performance  appraisal  is  the
systematic,  periodic  and  an  impartial  rating  of  an  employee‘s
excellence  in  matters  pertaining  to  his  present  job  and  his
potential for a better job.”

 According to Cummings, “The overall objective of performance
appraisal  is  to  improve  the  efficiency  of  an  enterprise  by
attempting to mobilise the best possible efforts from individuals
employed in it. Such appraisals achieve four objectives including
the salary reviews the development and training of individuals,
planning job rotation and assistance promotions.”

Characteristics  of  Performance
Appraisal:

1. A Process: Performance appraisal is not a one-act play. It is
rather a process that involves several acts or steps.

2.  Systematic  Assessment:  Performance  appraisal  is  a
systematic assessment of an employee‘s strengths and weakness
in the context of the given job.

3. Main Objective: The main objective of it is to know how
well an employee is going for the organisation and what needs to
be improved in him.



4. Scientific Evaluation:  It  is  an  objective,  unbiased  and
scientific evaluation through similar measure and procedures for
all employees in a formal manner.

5. Periodic Evaluation  : Although informal appraisals tend
to take place in  an unscheduled manner (on continuous) basis
with  the  enterprises  a  supervisors  evaluate  their  subordinates
work and as subordinates appraise each other rand supervisors
on a daily basis.

6.  Continuous  Process:  In  addition  to  being  periodic
performance usually is an on going process.

Purposes of Performance Appraisal:
The following are the main purposes of performance appraisal:

1. Appraisal Procedure: It provides a common and unified
measure  of  performance  appraisal,  so  that  all  employees  are
evaluated in the same manner. It gives an in discriminatory rating
of all the employees.

2. Decision Making: Performance appraisal of the employees
is  extremely  useful  in  the  decision  making  process  of  the
organization. In selection, training, promotion, pay increment and
in transfer, performance appraisal is very useful tool.

3.  Work  Performance  Records:  Performance  appraisal
gives us a complete information in the form of records regarding
every employee. In the case of industrial disputes even arbitrator
accepts  these  records  in  the  course  of  grievance  handling
procedure.

4. Employees Development: Performance appraisal guides
the  employees  in  removing  their  defects  and  improving  their
working.  The  weaknesses  of  the  employee  recorded  in  the
performance  appraisal  provide  the  basis  for  an  individual



development  programme.  If  properly  recorded  and  used,  the
performance appraisal gives the fair opportunities to employees
to correct and rectify their mistakes.

5.  Enables  Supervisors  to  be  More  Alert  and
Competent : Performance appraisal enables supervisor to be
more  alert  and  competent  and  to  improve  the  quality  of
supervision  by  giving  him  a  complete  record  of  employee's
performance. He can guide an employee, where he is prone to
commit mistakes.

6. Merit Rating : Merit rating is another name of performance
appraisal, it gives supervisors a more effective tool for rating their
personnel.  It  enables  them  to  make  more  careful  analysis  of
employee's  performance and make  them more productive  and
useful.

7.  Improves  Employer  Employee  Relations :
Performance  appraisal  is  not  only  a  useful  guide  for  the
supervisors  and  employees  but  it  improves  the  employer-
employee relations by creating a more conductive and amicable
atmosphere in the organization. It also stimulates free exchange
of thoughts and ideas between the supervisor and his men. In this
way performance appraisal bridges the emotional gap between
the employer and employee by bringing them more close and by
reducing man-to-man differences in the organization.

Methods  or  Techniques  of
Performance Appraisal:

Several  methods  and  techniques  are  used  for  evaluating
employe  performance.  They  may  be  classified  into  two  broad
categories. They are Traditional Methods and Modern Methods.



I. Traditional Methods:

1. Ranking Method:  Ranking method is the oldest  and simplest
method  of  rating.  Here,  each  employee  is  compared  with  all  others
performing the same job and then he is  given a particular  rank i.e.  First
Rank, Second Rank etc. This method ranks all  employees but it does not
tell  us  the  degree  or  extent  of  superiority.  In  this  method,  the
performance  of  individual  employee  is  not  compared  with  the  standard
performance.  Here,  the  best  is  given first  rank and poorest  gets  the  last
rank.

2. Paired Comparison: In method is comparatively simpler
as compared to ranking  method. In this method, the evaluator
ranks  employees  by  comparing  one  employee  with  all  other
employees in the group. The rater is given slips where, each slip



has  a  pair  of  names,  the  rater  puts  a  tick  mark  next  those
employee whom he considers to be the better of the two. This
employee is compared number of times so as to determine the
final ranking.

3.  Grading  Method:  Under  this  method  of  performance
appraisal, different grades are developed for evaluating the ability
of  different  employees  and  then  the  employees  are  placed  in
these  grades.  These  grades  may  be  as:  Excellent,  Very  good,
Good, Average, Bad, and Worst.

4. Man-to-Man Comparison Method: This  method was
first  used  in  USA  army  during  the  1st  World  War.  Under  this
method,  few  factors  are  selected  for  analysis  purposes.  These
factors are: leadership, dependability and initiative. After that a
scale is designed by the rate for each factor. A scale of person is
also developed for each selected factor. Each person to be rated
is compared with the person in the scale, and certain scores for
each factor are awarded to him/her.

5. Graphic Rating Scale Method: This is the very popular,
traditional method of performance appraisal. Under this method,
scales are established for a number of fairly specific factors.  A
printed form is supplied to the rater. The form contains a number
off actors to be rated. Employee characteristics and contributions
include  qualities  like  quality   of  work,  dependability,  creative
ability and so on. These traits are then evaluated on a continuous
scale, where the rater places a mark somewhere along the scale.
The scores are tabulated and a comparison of scores among the
different individuals is made. These scores indicate the work of
every individual.

6. Check-list Method: The main reason for using this method
is to reduce the burden of evaluator. In this method of evaluation
the evaluator is provided with the appraisal report which consist
of  series  of  questions  which  is  related  to  the  appraise.  Such



questions are prepared in a manner that reflects the behavior of
the concerned appraise.

7. Critical Incidents Method:  This method is very useful
for finding out those employees who have the highest potential to
work in a critical situation. Such an incidence is very important for
organization as they get a sense, how a supervisor has handled a
situation in the case of sudden trouble in an organization, which
gives  an  idea  about  his  leadership  qualities  and  handling  of
situation.  It  is  also  said  to  be  a  continuous  appraisal  method
where employees are appraised continuously by keeping in mind
the critical situation.

8. Essay Method: In this method, the rater writes a detailed
description  on  an  employee’s  characteristics  and  behavior,
Knowledge about  organizational  policies,  procedures  and rules,
Knowledge about the job Training and development needs of the
employee, strengths, weakness, past performance, potential and
suggestions for improvement. It is said to be the encouraging and
simple  method  to  use.  It  does  not  need  difficult  formats  and
specific training to complete it.

II. Modern Methods:

1. Management by Objective (MBO)

Management  by  objective  can  be  described  as,  a  process
whereby  the  superior  and  subordinate  managers  of  an
organization  jointly  identify  its  common  goals,  define  each
individual‘s  major  areas  of  responsibility  in  terms  of  results
expected of him and use these measures as guides for operating
the unit and assessing the contribution of each of its members.

2. Assessment Centers:

It is a method which was first implemented in German Army in
1930. With the passage of time industrial  houses and business
started using this method. This is a system of assessment where



individual  employee  is  assessed  by  many  experts  by  using
different  technique  of  performance  appraisal.  The  techniques
which  may  be  used  are  role  playing,  case  studies,  simulation
exercises, transactional analysis etc.

3. 360 Degree Performance Appraisals:

This  method  is  also  known  as  ‘multi-rater  feedback’,  it  is  the
appraisal in a wider perspective where the comment about the
employees’ performance comes from all the possible sources that
are directly or indirectly related with the employee on his job. In
360degree performance appraisal an employee can be appraised
by  his  peers,  managers  (i.e.  superior),  subordinates,  team
members, customers, suppliers/ vendors - anyone who comes into
direct  or  indirect  contact  with  the  employee  and  can  provide
necessary information or feedback regarding performance of the
employee the “on-the-job”. The  four major component of 360
degree  performance  appraisal  are:  employees  self  appraisal,
appraisal  by  superior,  appraisal  by  subordinate  and  peer
appraisal.  i).Employee self  appraisal gives  an  option  to  the
employee  to  know  his  own  strengths  and  weaknesses,  his
achievements, and judge his own performance. ii).Appraisal by
superior forms  the  traditional  part  of  the  360  degree
performance appraisal where the employees’ responsibilities and
actual performance is judged by the superior.iii). Appraisal by
subordinate gives a chance to evaluate the employee on the
basis of communication and motivating abilities, superior’s ability
to delegate the work, leadership qualities etc.

4. Cost Accounting Method:

In this method performance of an employee is evaluated on the
basis  of  monetary  returns  the  employee  gives  to  his  or  her
organization.  A  relationship  is  recognized  between  the  cost
included  in  keeping  the  employee  in  an  organization  and  the
benefit the organization gets from him or her. The evaluation is
based on the established relationship between the cost and the



benefit. The factors interpersonal relationship with others, quality
of product

produced or service given to the organization, wastage, damage,
accidents caused by the employee, average value of production
or  service  by  an  employee  and  overhead  cost  incurred   are
considered while evaluating an employee’s performance.

5. Behaviorally Anchored Rating Scales (BARS):

This  method  is  a  combination  of  traditional  rating  scales  and
critical incidents methods. It consists of preset critical areas of job
performance or sets of behavioural statements which describes
the important job performance qualities as good or bad (for e.g.
the  qualities  like  inter  personal  relationships,  flexibility  and
consistency, job knowledge etc).These statements are developed
from critical incidents. These behavioral examples are then again
translated into appropriate performance dimensions. Those that
are selected into the dimension are retained. The final groups of
behavior  incidents  are  then  scaled  numerically  to  a  level  of
performance that is perceived to represent. A rater must indicate
which  behavior  on  each  scale  best  describes  an  employee’s
performance. The results of the above processes are behavioural
descriptions, such as anticipate, plan, executes, solves immediate
problems,  carries  out  orders,  and  handles  urgent  situation
situations.

PROMOTION
Definition:
Promotion is vertical movement of an employee within the 

organization.  In other words, promotion refers to the 

upward movement of an employee from one job to another 



higher one, with increase in salary, status and 

responsibilities. Promotion may be temporary or permanent, 

depending upon the needs of the organisation.

According to Dale Yoder, “Promotion provides incentive to 

initiative, enterprise and ambition; minimizes discontent and

unrest; attracts capable individuals; necessitates logical 

training for advancement; and forms an effective reward for 

loyalty and cooperation, long service, etc.”

Types of Promotion:
1. Horizontal promotion:

When an employee is shifted in the same category, it is 

called ‘horizontal promotion’. A junior clerk promoted to 

senior clerk is such an example. It is important to note that 

such promotion may take place when an employee shifts 

within the same department, from one department to other 

or from one plant to another plant.

2. Vertical Promotion:

This is the kind of promotion when an employee is promoted 

from a lower category to higher category involving increase 

in salary, status, authority and responsibility. Generally, 

promotion means ‘vertical promotion’.

3. Dry Promotion:



When promotion is made without increase in salary, it is 

called ‘dry promotion’. For example, a lower level manager 

is promoted to senior level manager without increase in 

salary or pay. Such promotion is made either there is 

resource/fund crunch in the organisation or some employees

hanker more for status or authority than money.

Purposes:
The following are the purposes or objectives of 

promotion:

1. To recognize an employee’s skill and knowledge and 

utilize it to improve the organisational effectiveness.

2. To reward and motivate employees to higher productivity.

3. To develop competitive spirit and inculcate the zeal in the 

employees to acquire skill, knowledge etc.

4. To promote employees satisfaction and boost their morale.

5. To build loyalty among the employees toward 

organisation.

6. To promote good human relations.

7. To increase sense of belongingness.

8. To retain skilled and talented people.



9. To attract trained, competent and hard working people.

10. To impress the other employees that opportunities are 

available to them too if they also perform well.

Promotion benefits both employees and the employer. 

However, it needs to be made with a great caution because 

wrong promotion may invite implications of one type or 

other for the organisation. So to say, promotion is like a 

double-edged weapon. Hence, every organisation needs to 

evolve and implement a suitable promotion policy for its 

employees. The following section deals with the same.

characteristics of a promotion policy 
1. It must provide equal opportunities for promotion across 

the jobs, departments, and regions.

2. It must be applied uniformly to all employees irrespective 

of their background.

3. It must be fair and impartial.

4. The basis of promotion must be clearly specified and made

known to the employees.

5. It must be correlated with career planning. Both quick 

(bunching) and delayed promotions must be avoided as these

ultimately adversely affect the organisational effectiveness.



6. Appropriate authority must be entrusted with the task of 

making final decision.

7. Promotion must be made on trial basis. The progress of 

the employee must be monitored. In case, the promoted 

employee does not make the required progress, provision 

must be there in the promotion policy to revert him/her to 

the former post.

8. The policy must be good blending of promotions made 

from both inside and outside the organisation.

Promotion can be made on various bases. Following 

are the major ones:

1. Seniority i.e., length of service

2. Merit, i .e., performance

3. Educational and technical qualification

4. Potential for better performance

5. Career and succession plan

6. Vacancies based on organisational chart

7. Motivational strategies like job enlargement.

8. Training



DEMOTION
A demotion is a reduction in rank, often accompanied by lower pay 
and status. There are many situations in which demotion might 
occur; any kind of rank systems like a police department or military, 
for example, uses demotions as a disciplinary tool, while some 
employees are at risk due to reorganization or substandard work.

Types of Demotion

1. Voluntary Demotion.

2. Involuntary Demotion.

1. Voluntary Demotion

A permanent employee may request a voluntary demotion to a 
vacant position in a class with a lower salary rate, provided that the 
employee has previously achieved permanent status in that class or,
the request for demotion is to a related class in the same job series 
as defined by the Personnel Commission.

2. Involuntary Demotion

An involuntary demotion is a disciplinary action and, as such, is 
subject to the disciplinary procedures in these Rules and 
Regulations.

Advantages of demotion

Telling an employee that he is being demoted to a different job is 
rarely a positive experience for a manager.

However, employee demotions are usually intended to benefit the 
company and may be even the employee.



Good managers weigh the benefits of demoting employees against 
the possible psychological effects on the worker and the 
organizational culture.

Frances Burks has pointed out the benefits of demotion, which are 
listed below:

 Common benefit employers seek with demotions is getting an 
employee to quit as opposed to firing him. Some managers use
this tactic to avoid the conflict of telling someone he is fired.

 Another financial benefit of demoting employees is a reduction 
in salary. Typically, a demotion means the employee works in a
lower-paying position. This can save the company a substantial
amount. In some cases, a demotion results because the 
company believes it is overpaying a worker for the production 
he generates.

 Employee demotion may involve fewer risks of lawsuits or 
other grievances than termination.

 One of the more positive benefits of employee demotions is 
the opportunity to develop the employee through more 
training and coaching. Sometimes, employees take a position, 
they are not adequately prepared to handle. A demotion may 
prevent burnout or employment separation. If the employee is 
demoted to a position he is most comfortable with, he can 
work toward additional training to eventually grow into the 
position from which he was demoted.

 A demotion could be the best option for keeping an employee 
who has potential but needs more training and experience. 
Sometimes companies grow faster than anticipated, and 
employees get pushed into roles that they don’t want or aren’t 
ready to handle. An employee who has the potential to excel in
the company may respond more favorably to a demotion if he 
is provided with an opportunity for additional job training. After
all, the employee may realize he’s in over his head and unfit 
for his current position.



 Sometimes a company’s structure change and demotions are 
necessary because departments are phased out and fewer 
high-level positions are needed. Such changes can be an 
opportunity for improvement for all involved as people assume 
new responsibilities to take the company in a different 
direction. Some people won’t view the changes or demotions 
as an opportunity and they’ll quit. Yet the people who remain 
may be a more motivated bunch who is excited about the 
company’s new direction.

One problem with demotion is that the demoted employee may 
become de-motivated or worse, openly antagonistic toward those 
responsible for the demotion decision.

Sometimes, demotions are intended to be kindly alternative to firing
an employee who cannot do his present job. Rather than sever the 
employment relationship, a decision is made to retain the employee,
but at a lower level of responsibility.

All rules and regulations are to be clearly laid down in writing which 
includes a clause that violation of the same may result in demotion.

JOB EVALUATION

According to the International Labour Office (ILO) “Job 

evaluation is an attempt to determine and compare the 

demands which the normal performance of a particular job 

makes on normal workers, without taking into account the 



individual abilities or performance of the workers 

concerned”.

The British Institute of Management defines job evaluation 

as “the process of analysis and assessment of jobs to 

ascertain reliably their negative worth using the assessment 

as the basis for a balanced wage structure”. In the words of 

Kimball and Kimball “Job evaluation is an effort to determine

the relative value of every job in a plant to determine what 

the fair basic wage for such a job should be”.

Wendell French defines job evaluation as “a process of 

determining the relative worth of the various jobs within the 

organisation, so that differential wages may be paid to jobs 

of different worth. The relative worth of a job means relative 

value produced. The variables which are assumed to be 

related to value produced are such factors as responsibility, 

skill, effort and working conditions”.

The objectives of job evaluation are enumerated 
below:
1. To secure and maintain complete, accurate and 
impersonal descriptions of each distinct job or occupation in 
the entire plant.
2. To provide a standard procedure for determining the 
relative worth or value of each job in a plant.
3. To determine a rate of pay for each job which is fair and 
equitable with relation to other jobs in the plant, community 
and industry.



4. To ensure that like wages are paid to all qualified 
employees on like work.
5. To promote fair and accurate consideration of all 
employees for advancement and transfer.
6. To provide a factual basis for the consideration of wage 
rates for similar jobs both within the community and within 
the industry.
7. To provide information for the work organisation, 
employee’s selection and training and numerous other 
important purposes.
Procedure of job evaluation:
Though the common objective of job evaluation is to 

establish the relative worth of jobs in a job hierarchy, there 

is no common procedure of job evaluation followed by all 

organisations. As such, the procedure of job evaluation 

varies from organisation to organisation. 

1. Preliminary Stage:

This is the stage setting for job evaluation programme. In 

this stage, the required information’s obtained about present

arrangements, decisions are made on the need for a new 

programme or revision of an existing one and a clear cut 

choice is made of the type of programme is to be used by the

organisation.



2. Planning Stage:

In this stage, the evaluation programme is drawn up and the 

job holders to be affected are informed. Due arrangements 

are made for setting up joint working parties and the sample

of jobs to be evaluated is selected.

3. Analysis Stage:

This is the stage when required information about the 

sample of jobs is collected. This information serves as a basis

for the internal and external evaluation of jobs.

4. Internal Evaluation Stage:

Next to analysis stage is internal evaluation stage. In the 

internal evaluation stage, the sample of bench-mark jobs are 

ranked by means of the chosen evaluation scheme as drawn 

up at the planning stage. Jobs are then graded on the basis 
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of data pending the collection of market rate data. Relative 

worth of jobs is ascertained by comparing grades between 

the jobs.

5. External Evaluation Stage:

In this stage, information is collected on market rates at that

time.

6. Design Stage:

Having ascertained grades for jobs, salary structure is 

designed in this stage.

7. Grading Stage:

This is the stage in which different jobs are slotted into the 

salary structure as designed in the preceding stage 6.

8. Developing and Maintaining Stage:

This is the final stage in a job evaluation programme. In this 

stage, procedures for maintaining the salary structure are 

developed with a view to accommodate inflationary 

pressures in the salary levels, grading new jobs into the 

structure and regarding the existing jobs in the light of 

changes in their responsibilities and market rates.

METHODS OF JOB EVALUATION



Method # I. Non-Analytical:
These methods are traditional and simple. They consider all 
the jobs available, compare them, and then rank them

Non-analytical methods of job evaluation are:
i. Ranking method, and
ii. Job classification method.
i. Ranking Method:
Under this method, the jobs in the organisation are arranged
either in the ascending or descending order and numbered 
serially. The basis of such arrangement could be the job 
description in terms of duties, responsibilities, qualifications 
needed, relative difficulty involved in doing the job, or value 
to the company. The job, which carries the highest value to 
the company, is paid the most, and vice versa. Similarly, the 
job that carries critical duties and responsibilities carries a 
relatively higher worth.
ii. Job Classification Method:
This is also called job-grading method. Here, the number of 
grades and the salary particulars for each grade are worked 
out first. The grades are clearly described in terms of 
knowledge, skill, and so on. Then the jobs in the organisation
are allocated to these grades as per the job description and 
grades identified.

Method # 2. Analytical:
Under these methods, the jobs are broken down into 
different tasks. Different factors such as – skill, 
responsibility, education level, and so on, are assessed for 
each job. 
There are two types of analytical methods:
i. Factor comparison method, and
ii. Points rating method.



i. Factor Comparison Method:
Every job requires certain capabilities on the part of the 
person who does the job.
These capabilities are considered as critical factors, 
which can be grouped as listed below:
a. Mental requirements (education, alertness, judgment, 
initiative, creativity, ingenuity, versatility)
b. Skill requirements (use of equipment and materials, 
dexterity, precision)
c. Physical requirements (strength, endurance)
d. Responsibility (for the safety of others; for equipment, 
materials, processes; cost of error; extent of supervision 
exercised)
e. Working conditions (work pressure, accident hazard, and 
environment).
The factor comparison method consists of six well-
defined steps:
(a) Identify the key jobs.
(b) Rank the key job, factor by factor.
(c) Apportion the salary among each factor and rank the key 
jobs.
(d) Compare factor ranking of each job with its monetary 
ranking.
(e) Develop a monetary comparison scale.
(f) Evaluate non-key jobs based on the monetary comparison 
scale.
The principal of a college is paid a higher salary than the 
lecturer in view of several factors, one of which is higher 
responsibility. Considering other factors also, weightage  (in 
terms of money) is given to each factor and the total weight 
and the monetary value is taken. This provides a basis for 
arranging the jobs in relation to their relative worth.



ii. Point-Rating Method:
There are four widely accepted factors used in the point-
rating method – skill, effort, responsibility, and job 
conditions. Each of these factors is divided into sub-factors!
a. Skill:
(i) Education and job knowledge
(ii) Experience and training
(iii) Initiative and ingenuity
b. Efforts:
(i) Physical dexterity (skills) Effort
(ii) Physical effort
(iii) Mental and/or visual effort
c. Responsibility:
(i) Tools and equipment
(ii) Materials or products
(iii) Safety of staff
(iv) Others’ work
d. Job Conditions:
(i) Working conditions
(ii) Unavoidable hazards
(iii) Immediate surroundings.
In the above list, skill is a factor and it has four sub-factors. 
Like this, each of these factors is further subdivided into 
sub-factors. Depending upon the complexity involved, each 
sub-factor is assigned a degree and points.
Once a factor is evaluated in accordance with its degree and 
points, the points attained for each factor are added up to 
obtain a score for the job. Based on this score, the jobs are 
ranked from the lowest to the highest or the other way.
If two jobs obtain equal score, that indicates that both jobs 
are equal in every respect, and hence, should be given equal 
wages also. The number of jobs may cluster around certain 



groups of scores. This can simplify the process of allocating 
wage grades.



UNIT - IV



WAGES & SALARY:
Wages means 

the amount paid to 
the labour for the 
service rendered 
by him to the 
employer.

Salary is the 
monetary 
compensation paid 
by the employer to 
his clerical and 
managerial 
employees in 
exchange for their 
work, expertise, 
skills and 
contributions in 
attaining the goals 
and objectives of 
the organization. 



DEFINITION:

According to Cascio, 

“Compensation includes direct 

cash payments, indirect 

payments in the form of 

employee benefits and incentives 

to motivate employees to strive 

for higher levels of productivity”.



HOW IS COMPENSATION USED?
    Compensation may be adjusted 
according the business needs, goals, and 
available resources. 

Recruit and retain qualified employees.
Increase or maintain morale/satisfaction.
Reward and encourage peak performance.
Achieve internal and external equity.
Reduce turnover and encourage company 
loyalty.

Modify (through negotiations) practices of 
unions.



OBJECTIVES OF COMPENSATION PLAN:
Attract talent
Retain talent
Ensure equity
New and desired behaviour
Control costs
Comply with legal rules
Ease of operation



                  TYPES OF COMPENSATION 
PLAN:

External & Internal 
Environment

Compensation

Non financialFinancial

The 
environmentThe jobIndirectDirect



 FINANCIAL - DIRECT COMPENSATION



DIRECT:
 Basic Salary 

Salary is the amount received by the employee in 
lieu of the work done by him/her for a certain period say 
a day, a week, a month, etc. It is the money an 
employee receives from his/her employer by rendering 
his/her services.

 House Rent Allowance 
Organizations either provide accommodations to its 

employees who are from different state or country or 
they provide house rent allowances to its employees. 
This is done to provide them social security and 
motivate them to work. 

 Conveyance
Organizations provide for cab facilities to their 

employees. Few organizations also provide vehicles and 
petrol allowances to their employees to motivate 
them. 

 Leave Travel Allowance 
These allowances are provided to retain the best 

talent in the organization. The employees are given 
allowances to visit any place they wish with their 
families. The allowances are scaled as per the position 
of employee in the organization. 



DIRECT: 
 Medical Reimbursement (Compensation paid (to 

someone) for damages, losses or money already 
spent etc.) Organizations also look after the health 
conditions of their employees. The employees are 
provided with medi-claims for them and their family 
members. These medi-claims include health-
insurances and treatment bills reimbursements. 

 Bonus
Bonus is paid to the employees during festive seasons 
to motivate them and provide them the social 
security. The bonus amount usually amounts to one 
month’s salary of the employee.

 Special Allowance 
Special allowance such as overtime, mobile 
allowances, meals, commissions, travel expenses, 
reduced interest loans; insurance, club memberships, 
etc are provided to employees to provide them social 
security and motivate them which improve the 
organizational productivity. 



  FINANCIAL - INDIRECT 
COMPENSATION



INDIRECT:
 Leave Policy

It is the right of employee to get adequate number of 
leave while working with the organization. The 
organizations provide for paid leaves such as, casual 
leaves, medical leaves (sick leave), and maternity 
leaves, statutory pay, etc.

 Overtime Policy
Employees should be provided with the adequate 
allowances and facilities during their overtime, if they 
happened to do so, such as transport facilities, overtime 
pay, etc.

 Hospitalization
The employees should be provided allowances to get 
their regular check-ups, say at an interval of one year. 
Even their dependents should be eligible for the medi-
claims that provide them emotional and social security.

 Insurance
Organizations also provide for accidental insurance and 
life insurance for employees. This gives them the 
emotional security and they feel themselves valued in 
the organization. 



INDIRECT:
 Retirement Benefits

Organizations provide for pension plans and other 
benefits for their employees which benefits them after 
they retire from the organization at the prescribed age.

 Holiday Homes
Organizations provide for holiday homes and guest 
house for their employees at different locations. These 
holiday homes are usually located in hill station and 
other most wanted holiday spots. The organizations 
make sure that the employees do not face any kind of 
difficulties during their stay in the guest house.

 Flexible Timings
Organizations provide for flexible timings to the 
employees who cannot come to work during normal 
shifts due to their personal problems and valid 
reasons. 

 Leave Travel 
The employees are provided with leaves and travel 
allowances to go for holiday with their families. Some 
organizations arrange for a tour for the employees of 
the organization. This is usually done to make the 
employees stress free. 



NON-FINANCIAL: THE JOB:

Interesting duties

Challenges

Responsibility 

Opportunity for recognition

Feeling of advancement

Achievement opportunity



       NON FINANCIAL -THE ENVIRONMENT:
Sound policy
Competent supervision
Congenial(friendly) coworkers
Appropriate status symbol
Comfortable working condition
Flexi time working
Job sharing
Cafeteria compensation



COMPONENT
S 
OF

COMPENSATI
ON 

PLAN:



                INCENTIVES & REWARDS:
Incentives:
 Incentives are monetary benefits paid to 

workmen in recognition of their outstanding 
performance.

Cause for better performance & told before 
taking up the task.

Rewards:
Reward can be anything that attracts a 

workers' attention and stimulated him to work.
Effect of good performance and told after work 

done.



INCENTIVES:
An incentive is 
something that 
influences people to 
act in certain ways. 
An incentive system 
is a collection of 
incentives and a set 
of procedures for 
using them. 
Organizations use 
incentive system to 
motivate their 
employees. 



INDIVIDUAL INCENTIVES:
Individual 

incentives are the 
extra compensation 
paid to an 
individual for all 
production over a 
specified 
magnitude which 
stems form his 
exercise of more 
than normal skill, 
effort or 
concentration when 
accomplished in a 
predetermined way 
involving standard 
tools, facilities' and 
materials. In those 
assignments where 
there is no 
interrelation or we 
can separate the 
work than 
individual 
incentives are 
preferred.



MERIT/PERFORMANCE RELATED PAY: 
(PRP)

It offers 
individuals 
financial rewards 
in the form of an 
increase in basic 
pay and/or cash 
bonuses, which are 
linked to an 
assessment of 
their performance. 
It is introduced 
because it appears 
to be an effective 
motivator and 
conveys a clear 
message that high 
levels of 
performance are 
expected and will 
be rewarded.



GROUP/TEAM/ORGANIZATION – WIDE INCENTIVE:

Group incentives are the 
incentive wage plans which 
motivate the group to 
produce more under 
individual incentive plans. 
Here bonus is payable to all 
the workers on the 
collective basis. This bonus 
is promised by the 
management in advance of 
the commencement of work 
for securing effective 
teamwork. In all the cased, 
a fixed standard of 
performance is established 
and the bonus is given for 
the results shown over the 
standard performance. 



PROFIT SHARING:
Profit sharing is a 
scheme whereby, a 
certain percentage 
of the profits is 
distributed at fixed 
intervals usually 
annually or semi-
annually in some 
definite ratio to all 
employees who 
have been the 
employees of the 
firm for a stated 
term.



ESOP:
An ESOP is a defined 
employee benefit plan 
that allows employees 
to become owners of 
stock in the company 
they work for. It is 
equity based deferred 
compensation plan. It 
is an alternative to 
selling the company to 
outside investors or to 
another company is to 
sell the company to its 
employees. 



GAIN SHARING:
Gain sharing matches 
an improvement in 
company performance 
to some distribution of 
the benefits with 
employees. It is 
applied to a group or 
all employees.  To 
drive performance of 
an organization by 
promoting awareness, 
alignment, teamwork, 
communication and 
involvement.



FRINGE BENEFIT:
Fringe benefits include 
such benefits which 
are provided to the 
employees either 
having long term 
impact like provident 
fund, gratuity, pension 
or occurrence of 
certain events like 
medical benefits, 
accident relief, health 
and life insurance or 
facilitation in 
performance of job like 
uniforms, canteens, 
recreation etc… 



PERQUISITES:
Perquisites are the 
benefits or amenities in 
cash or in kind, or in 
money or money’s worth 
and also amenities  
which are not 
convertible into money, 
provided by the 
employer to the 
employee whether free 
of cost or at a 
concessional rate. 
Examples company car, 
club membership, paid 
holiday, furnished house 
etc…



INTRODUCTION – CAREER:

According to Flippo, 

“ A career is a 

sequence of 

separate but 

related work 

activities that 

provide continuity, 

order and meaning 

in a person’s life”. 



CAREER MANAGEMENT:

Career management is the 

process of designing and 

implementing goals, plans and 

strategies to enable the 

organization to satisfy employee 

needs while allowing individuals 

to achieve their career goals.



DEFINITION – CAREER MANAGEMENT:

According to Mayo, “Career 

Management is the design and 

implementation of organizational 

processes which enable the career of 

individuals to be planned and managed 

in a way that optimizes both the needs 

of the organization and the preferences 

and capabilities of individuals”. 



IMPORTANCE OF CAREER MANAGEMENT:

Career management helps in 

developing god  management and 

leadership skills

It helps to gain confidence

It opens doors of opportunity

Career management gets to the top



COMPETENCIES IN CM:

Optimizing career prospects

Career planning – plying to the 

strengths

Engaging in personal development

Balancing work and non - work



ROLE OF VARIOUS 
ORGANIZATIONAL MEMBERS 
IN CAREER MANAGEMENT:
 Employee’s role
 Manager’s role

Coach 
Appraiser
Adviser
Referral Agent

 HR manager’s role
 Company’s role

Career workshops
Information on career & job opportunities
Career planning work books
Career counseling
Career paths



VALUE OF CAREER MOTIVATION:
 Components of career motivation:

Career Resilience

Career Insight

Career Identity

Company Value:
•Innovation
•Employees adapting to 
unexpected changes
•Commitment to 
company
•Pride in work

Employee Value:
•Be aware of skill 
strengths and 
weaknesses
•Participate  in learning 
activity
•Cope with less than 
ideal working conditions
•Avoid skill obsolescence



INTERNAL MOBILITY IN THE ORGANIZATION:



INTERNAL MOBILITY IN THE ORGANIZATION:

The following are the internal 

mobility in the organization:

Promotion 

Transfer 

Demotion 

Separation 



wage and salary administration

DEFINITION

According to Prof. Straitoff, “Wages is the reward of
that labour which creates utility.”

As per the ILO, “Wages refer to the payment which is
made by the employer to the labourer for his services
hired on the conditions of payment per hour, per day,
per week, or per fortnight.”

In the words of Jaod, “Wages are the income that an
employee gets for his services.”

 Objectives of  wage and salary administration
1. Fair and Equitable remuneration – The remuneration
paid to the employees should be fair and equity should be
maintained.
(i) Internal equity means similar pay for similar work.
(ii) External equity means pay for a job should be equal to
pay for a similar job in other organizations.
2. Attract competent persons – A sound wage and salary
administration  helps  to  attract  qualified  and hard-working
people by ensuring on adequate payment for all jobs.
3. Retain Employees – The compensation level should meet
the  expectations  of  its  employees  so  that  they  remain
committed and loyal and do not quit.
4. Improve Productivity – Fair and equitable compensation
plans  improves  the  motivation  commitment  and  moral  of
employees which leads to higher productivity.



5.  Control  costs –  Effective  compensation  management
ensures that workers are neither overpaid nor underpaid. It
also keeps in view the fact, the company’s ability to pay.
6. Comply with legal rules – Compensation management
must invariably satisfy government rules regarding minimum
wages, bonus, allowances, benefits etc.
7. Improves Union-Management Relation  – Wages and
salaries based on systematic analysis of jobs and prevailing
pay levels are more acceptable to trade unions. It helps in
collective bargaining, negotiations and reducing grievances.
8. Improve Public Image of the Company – A company
paying equitable and fair wages and Salaries, complies with
legal  requirements  of  compensation  enhances  its  public
image as a good paymaster

Principles of wage and salary administration:
1. External Equity:

This principle acknowledges that factors/variables external 

to organisation influence levels of compensation in an 

organisation. These variables are such as demand and 

supply of labour, the market rate, etc. If these variables are 

not kept into consideration while fixing wage and salary 

levels, these may be insufficient to attract and retain 

employees in the organisation. The principles of external 

equity ensure that jobs are fairly compensated in comparison

to similar jobs in the labour market.

2. Internal Equity:

Organisations have various jobs which are relative in value 

term. In other words, the values of various jobs in an 

organisation are comparative.  This relative worth of jobs is 



ascertained by job evaluation. Thus, an ideal compensation 

system should establish and maintain appropriate 

differentials based on relative values of jobs. In other words, 

the compensation system should ensure that more difficult 

jobs should be paid more.

3. Individual Worth:

According to this principle, an individual should be paid as 

per his/her performance. Thus, the compensation system, as 

far as possible, enables the individual to be rewarded 

according to his contribution to organisation.

  METHODS OF WAGE PAYMENT
Method # 1. Time Rate System:
It is a system where wages are paid on the basis of time 
spent by workers on the job. Time may be spent in hours, 
days, weeks or month, that is, wages may be paid per hour, 
per day, per week or per month. Total wages are determined
by multiplying wages per unit of time with total time spent 
on the job.

Wages = Rate per unit of time x Total units of time spent

This system of payment rewards experience rather than 
performance. 

Merits of Time Rate System:
(a) Simple:
It is simple to understand. Workers can easily understand it 
and, therefore, feel satisfied with the amount of wages they 
earn.

(b) Quality work:



This is a good system for doing quality work. Workers are 
not in a hurry to finish their work. They work slowly and do 
not compromise with quality of work. 

(c) Reduction in costs:
Quality work reduces wastage and cost of supervision. This 
reduces overall administrative costs. 

(d) Promotes sense of unity:
Workers working for same time get same pay. This promotes
unity amongst them.

(e) Sense of guarantee:
Unless a worker is absent from work, this method assures 
wages irrespective of output. Even if he cannot produce the 
desired units of output, his wages are not affected if he 
works for fixed hours a day. 

Limitations of Time Rate System:
(a) Affects production:
As workers are paid on the basis of time, they do not hurry 
to complete their jobs. This negatively affects production.

(b) Affects efficiency:
The system makes no distinction between efficient and 
inefficient workers. 

(c) Closed supervision:
Workers tend to be slow and take time to complete the work.
This increases control and supervision over their activities. 

(d) High cost of labour:
Labour cost fluctuates for same units of output. This affects 
cost of products and their prices (and thereby profits).

(e) Employer-employee relations:



Employers want employees to complete the work fast but 
employees work slowly as they have no incentive to produce 
more. This strains employer – employee relations which 
affects organisational efficiency.

Method # 2. Piece Rate System:
It is a system where wages are paid on the basis of units (or 
output) produced. It does not matter how much time is spent
on producing these units. The units may be expressed in 
terms of number or weight. Wages are, thus, related to work
and not time. Total wages are determined by multiplying 
wages per unit of output with total number of units 
produced.

Wages = Rate per unit of output x Total number of units 
produced.

Forms of Piece Rate System:
(a) Straight piece wage:
In this method, workers are paid according to the number of 
units produced by them.

(b) Group piece wage:
If output is produced by a group of workers, wages are paid 
to the group as a whole. Share of each individual is 
determined on the basis of his contribution to the group 
effort.

Merits of Piece Rate System:
(a) High output:
This system provides incentive to produce more. Employees 
are motivated to put extra efforts to earn more.

(b) Low cost:
As workers work fast, cost of supervision is low. Cost of 
production is also spread over larger number of units. This 
reduces cost and increases profits.



(c) Efficient handling of machines:
Employees work on machines carefully. They know that 
mishandling will slow the production and their wages.

(d) Rewards related to efforts:
It distinguishes between efficient and inefficient workers. 
Those who produce more are paid more..

(e) Optimum utilisation of time:
Workers do not work at leisure. They make best use of time 
to produce more in order to earn more.

(f) Easy acceptance to change:
Workers accept changes in methods and techniques of 
production. New methods result in more production and 
more wages.

Limitations of Piece Rate System:
(a) Low quality:
In the effort to produce more (to earn more wages), workers 
may compromise with the quality and safety standards. They
produce quantity rather than quality

(b) Mishandling of tools:
Workers hurry with production processes. They want to 
produce more and in doing so, they may mishandle the tools 
and machines. This increases maintenance cost of tools and 
equipment’s.

(c) Loss for beginners:
Those who have just begun to work on jobs may not be able 
to produce as much as others can. Their wages are, thus, 
lower than others.

(d) Long-run perspective:



Maximising output puts physical and mental strain on 
workers. This can negatively affect their health which is bad 
for the organisation in the long- run.

(e) Overproduction:
Continuous effort by employees to produce more may result 
in over production. Unless there is corresponding increase in
sales, money gets blocked in stock.

(f) Discrimination amongst workers:
Though efficient workers should be paid more than 
inefficient ones, this system develops conflicts amongst 
inefficient workers. This may result in inter-personal 
jealousy and rivalry and make the work place unfriendly.

(g) Suitability:
This system is not suitable for all types of jobs. Output 
cannot be easily measured in certain jobs like service sector 
and managerial jobs. 

Method # 3. Salary plus Commission on Sales:

In this method of paying compensation, direct salary is paid 
and commission is paid in addition if the employee makes 
contribution above a certain amount. This method attempts 
to combine the merits of both salary and commission method
and minimize their limitations.

The employee is assigned a fixed quota to be achieved in a 
certain time period. Salary is paid for achieving the targeted 
quota and fixed percentage of output is paid as commission 
if output is above the target. This system of payment, thus, 
ensures direct salary and a motivation system by providing 
incentives to increase sales.

Merits:



1. It provides security of return as employees are sure to get 
a fixed amount of salary.

2. It encourages them to work more as they get commission 
if they achieve more than the target.

3. It provides satisfaction to employees as it considers 
efficiency. Those who work more earn more.

4. Incentives are linked to targets as well as quality of 
performance as desired by the superiors. Linking pay to 
performance that can be measured is a fair system of 
rewards rather than the one which does not distinguish 
between the high and low performers.

5. It saves operational costs as organisations targets to 
reward only those who perform well.

6. High performers are motivated to work as they know 
commission is related to productive effort and low 
achievement is discouraged.

7. It promotes result-oriented culture in the organisation 
with focus on activities that are valued by the organisation.

Limitations:
1. Since a fixed amount of salary is paid to all the employees,
those who are not attracted by extra commission do not 
work to increase the output.

2. It increases administrative work for the company as 
separate record has to be maintained for each employee.

3. The focus is more on individual performance than group 
performance which is essential to deal with complex and 
interdependent business situations.



4. This system may promote resentment by trade unions. 
Management and union may have conflicts and unions object
to individualistic nature of rewards rather than the spirit of 
collective bargaining.

Method # 4. Profit Sharing System:
Under this system of payment, employees share profits of 
the company, besides a fixed salary. It is adopted by 
companies that produce high value goods with high 
expenses and high profit margins. Employees are given a 
share in profits rather than commission on direct output. 
They attempt to reduce the expenses so that profit margins 
increase and their remuneration also increases.

This system of payment can make the wage costs variable. 
Employees have incentive to work hard and share the 
benefits in good times. As they would also have to share the 
losses in bad times, the system ensures that compensation is
safeguarded during adverse conditions of fall in profits.

Share in profits is paid in addition to existing salary. It 
promotes employees to use the resources carefully and avoid
wastage as small as switching the lights and fans when not 
in use or keeping the machinery off when material is not 
being processed.

Method # 5. Non-Financial System of Compensation:
Under this system, employees do not get financial incentives 
for promoting the targets. They are given incentives by way 
of promotion or fringe benefits like credit card, club facility 
car, holiday entitlement, health insurance, flexible working 
hours, loan subsidies etc.

Companies also conduct training programmes for them 
preferably outside the company premises to break monotony
on the job and make them feel part of the company team. 
The sense of oneness and belongingness to the company 



motivates them to work for the company. Some employees 
are even sent abroad for training programmes.

PROCESS OF WAGE DETERMINATION
Step # 1. The Process of Job Analysis:
A job analysis describes the duties, responsibilities, working 
conditions and interrelationships between the job and the 
other jobs associated to it. It attempts to record and analyse 
details concerning the training skills, qualifications, abilities,
experience, and responsibilities expected of an employee.

Step # 2. Wage Surveys:
Once the relative worth of jobs has been determined by job 
evaluation, the actual amounts to be paid must be 
determined. This is done by making wage or salary surveys 
in the area condemned and by gathering information about 
‘benchmark jobs’, which are usually known as good 
indicators. There are various ways to make such a survey.
Most firms either use the results of “packaged surveys” 
available from the research bodies, employer’s associations, 
Government Labour Bureaus, etc., or they participate in 
wage surveys and receive copies of results, or else they 
conduct their own. These surveys may be carried out by 
mailed questionnaire, telephone, or personal interviews with
other managers and personnel agencies.
Step # 3. Relevant Organisational Problems:
In addition to the results of job analysis and wage surveys, 
several other variables have to be given due consideration in
establishing wage structure. For example, whether there 
exists a well-established and well-accepted relationship 
among certain jobs, whether the organisation would recruit 
new employees after revised wage structure; are the 
prevailing rates in industry or community inconsistent with 
the results of job evaluation, what will be the result of 



paying lower or higher compensation; and what should be 
the relationship between the wage structure and the fringe 
benefit structure?
Step # 4. Preparation of Wage Structure:
The next step is to determine the wage structure. For this, 
several decisions need be taken, such as-
(a) Whether the organisation wishes, or is able, to pay 
amounts above, below, or equal to the average in the 
community or industry;
(b) Whether wage ranges should provide for merit increases 
or whether there should be single rates;
(c) The number and width of the ‘pay grades’ and the extent 
of overlap;
(d) Which jobs are to be placed in each of the pay grades?
(e) The actual money value to be assigned to various pay 
grades;
(f) Differentials between pay plans; and
(g) What to do with salaries that are out of line once these 
decisions have been made.
There are no hard and fast rules for making such decisions, 
and the procedure commonly used is the two-dimensional 
graph on which job evaluation points for key jobs are plotted
against actual amounts paid or against desired levels. 
Plotting the remaining jobs then reveals which jobs seem to 
be improperly paid with respect to the key jobs and to each 
other.
Step # 5. Wage Administration Rules:
Rules have to be developed to determine to what degree 
advancement will be based on length of service rather than 
merit; with what frequency pay increases will be awarded; 
how controls over wage and salary costs can be maintained; 
what rules will govern promotion from one pay grade to 
another, etc.



Step # 6. Explaining about Wage and Salary 
Programme to the Employees:
At the next stage, the employees are to be informed of the 
details of wage and salary programme. Although most 
hourly- paid workers are informed through the wage 
contract about the details of wage programme, a 
substantially smaller number of salaried employees have 
such information about their jobs.
It is considered advisable in the interest of the concern and 
the employees that the information about average salaries 
and ranges in the salaries of group should be made known to
the employees concerned- for secrecy in this matter may-
create dissatisfaction and it may also weaken the potential 
motivating effects of disclosure.
STEP.7. Finally, the employee appraisal takes place and the
wage rate is fixed for the grade which the employee is found 
fit.



UNIT - V 



INDUSTRIAL CONFLICT (OR) 
INDUSTRIAL DISPUTE
An Industrial Dispute means any dispute or difference 
between employers and employers or employers and 
workmen or between workmen and workmen which is 
connected with employment or non-employment or terms of 
employment or conditions of labour, of any person.

Every human being (say a worker) has certain needs, e.g., 
economic needs, social needs and needs for security. When 
these needs do not get satisfied, there arises a conflict 
between labour and capital.

A conflict means a struggle or clash between the interests of
the employer and the workers. For example, in order to 
compete in the market, the employer would like to reduce 
the price of his product and for doing so he will tend to 
reduce the wages of the workers; the workers would not 
agree to it and the result will be an industrial conflict 
between the employer and the workers.

Causes of Industrial Disputes:
Some of the common causes of Industrial Disputes 
have been listed below:
(i) Psychological Causes:
a. Difficulty in adjusting with each other (i.e., employer and 
worker).

b. Clash of personalities.

c. Authoritarian Leadership (administration).

d. Demand for self-respect and recognition by workers.

e. Strict discipline.



(ii) Institutional Causes:
a. Non recognition of the labour union by the management.

b. Matters of collective bargaining.

c. Unfair conditions and practices.

d. Pressing workers, not to become members of union, etc.

(iii) Economic Causes:
(a) Terms and Conditions of Employment:
1. More hours of work.

2. Working in night shifts.

3. Promotion, lay off, retrenchment, dismissal, etc.

 (b) Working Conditions:
1. Environmental conditions such as too hot, too cold, noisy, 
dirty, messy, etc.

2. Improper plant and workstation layout.

3. Old and trouble giving machines.

4. Frequent changes in products, etc.

(c) Wages and Other Benefits:
1. Inadequate wages.

2. Undesired deductions from wages.

3. Poor fringe benefits.

4. No bonus or other incentives, etc.

(iv) Denial of Legal and Other Rights of Workers:
1. Not proceeding as per labour laws and regulations, 
standing orders etc.



2. Violation of already made mutual agreements (i.e., 
between employer and workers).

Outcome of Industrial Disputes:
1. Strikes:
Whenever workers feel any grievance and if the same is not 
removed by the management, the workers unite together to 
fight it out and this causes industrial unrest, conflict and 
dispute. The industrial disputes generally result in Strikes, 
Lockouts, Picketing or Gherao.

Strike implies that:
 (i) There shall be cessation of work or refusal to work by a 
body of workmen; and

(ii) Workmen should be acting in concert in order to enforce 
a demand against the employer during an industrial dispute.

Success of strike depends upon the ability of the workmen to
stop the employer from continuing to operate,

Forms of Strikes:
(i) Official and Unofficial Strikes:
1. An official strike is one which is called by the union.

2. An unofficial strike is one which has not been approved by
the union.

(ii) General and Particular Strikes:
1. A general strike is one where there is concert or 
combination of workers in stopping or refusing to resume 
work.

A general strike covers a wide range of industries and is 
over quite a large part of the country, e.g., General strike of 
1926 in Great Britain



2. Particular strikes have smaller coverage, e.g., they may 
remain confined to one or a few factories in a city.

(iii) Go-Slow Strikes:
Workers come to the factory, but they work at pace slower 
than the normal; this lowers down the production and 
results in loss to employer.

(iv) Quickie Strike:
Workers come to factory but they stop work for few minutes 
or few hours.

(v) Sit-Down Strikes:
Workers come to factory, report to their duties but do not 
work.

(vi) Sympathetic Strikes:
A sympathetic strike for a day or so is conducted in 
sympathy with another group of workers who are already on 
strike, in order to boost their morale.

2. Lock-Out:
Just as strike is a weapon in the hands of workers to force 
employers to accept their demands; similarly lock-out is the 
weapon of employer to pressurize workers to come down in 
their demands.

A lock-out means, “Closing the place of employment or 
suspension of work or the refusal by an employer to 
employ any number or persons employed by him”. As 
the employer declares a lock-out, he tells workers to keep 
away from the work. Lock-out is the outcome of an industrial
dispute.
3. Picketing:
Picketing is almost a standard practice when a union strikes 
against an employer. Some workers are placed at the factory
gate to discourage others from entering the work premises. 



Pressure on the employer increases when employees of 
other companies refuse to cross picket line to deliver or pick 
up goods from the struck employer.

In picketing, workers may parade with banners to inform 
public about the dispute with the employer and to enlist 
popular support for the workers or unions.

Picketing may be designed to interfere with business and 
thus to pressurize the employer to comply with union 
demands. Picketing by one group of employees often stops 
other employees from working in the same factory. In doing 
so, the pickets sometimes insult and even block physically 
the path of those (employees intending to) enter the factory.

4. Gherao:
Like strike and picketing, Gherao is also a method to 
pressurize employer to fulfill union demands. In gherao 
workers force the employer or managers to remain confined 
in their offices for hours or even days. The employer 
sometimes is forced to remain without water and food; he is 
not allowed to go out even for natural calls.

Workers encircle the office of the employer, close all the 
exits and sit around in batches. In contrast to strikes which 
put economic pressure on the employer, a gherao involves 
physical coercion, i.e. it tends to inflict physical duress on 
the employer or manager.

Thus a gherao besides endangering industrial harmony, 
creates problems of law and order also. Actually gherao is a 
primitive method which used to be employed in England by 
early trade unions



Machinery for Prevention and 
Settlement of Industrial 
Disputes
The eight types of machinery for prevention and settlement 

of industrial disputes are as follows: 1. Works committees 2. 

Conciliation officers 3. Boards of conciliation 4. Court of 

enquiry 5. Labour courts 6. Industrial Tribunals 7. National 

Tribunal 8. Arbitration.

The following is the machinery for prevention and 

settlement of industrial disputes:

1. Works committees:

This  committee  represents  workers  and employers.  Under

the Industrial Disputes Act 1947, works committees exist in

industrial  establishments  in  which  one  hundred  or  more

workmen are employed during the previous year.

It is the duty of the works Committee to promote measures

for  securing  and  preserving  amity  and  good  relations

between  the  employers  and  workers.  It  also  deals  with

certain matters viz. Condition of work, amenities, safety and

accident prevention, educational and recreational facilities.

2. Conciliation officers:

Conciliation Officers are appointed by the government under

the Industrial Disputes Act, 1947.



The duties of conciliation officer are given below:

(i) He has to evolve a fair and amicable settlement of the 

dispute. In case of public utility service, he must hold 

conciliation proceedings in the prescribed manner.

(ii) He shall send a report to the government if a dispute is 

settled in the course of conciliation proceedings along with 

the charter of the settlement signed by the parties.

 (iii) Where no settlement is reached, conciliation officer 

sends a report to the government indicating the steps taken 

by him for ascertaining the facts, circumstances relating to 

dispute and the reasons on account of which settlement 

within 14 days of the commencement of the conciliation 

proceedings.

3. Boards of conciliation:

The government can also appoint a Board of Conciliation for 

promoting settlement of Industrial Disputes. The chairman 

of the board is an independent person and other members 

(may be two or four) are to be equally represented by the 

parties to the disputes.

The duties of the board include:

(a) To investigate the dispute and all matters affecting the 

merits and do everything fit for the purpose of inducing the 

parties to reach a fair and amicable settlement.



 (b) A report has to be sent to the government by the board if

a dispute has been settled or not within two months of the 

date on which the disputes were referred to it.

4. Court of enquiry:

The government may appoint a Court of enquiry for 

enquiring into any industrial dispute. A court may consist of 

one person or more that one person and in that case one of 

the persons will be the chairman. The Court shall be 

required to enquire into the matter and submit its report to 

the government within a period of six months

5. Labour courts:

As per the second schedule of the Industrial Dispute Act 

1947.

The government sets up Labour Courts to deal with 

matters such as:

 (i) The propriety or legality of an order passed by an 

employer under the standing orders.

(ii) The application and interpretation of standing orders 

passed.

(iii Discharge or dismissal of workmen including 

reinstatement, grant of relief to workers who are wrongfully 

dismissed.

(iv) Withdrawal of any customary concession of privilege



 (v) Illegality or otherwise of a strike or lockout, and all other

matters not specified in the third schedule.

6. Industrial Tribunals:

A Tribunal is appointed by the government for the 

adjudication of Industrial disputes.

7. National Tribunal:

A National tribunals is constituted by the Central 

government for Industrial Disputes involving question of 

national importance.

8. Arbitration:

The employer and employees may agree to settle the dispute

by appointing an independent and impartial person called 

Arbitrator. Arbitration provides justice at minimum cost.

Welfare Measures for Worker
1. Hours of Work and Adequate Wages:

Some conflicts can arise between the employer and the 
workers in connection with reduction of working hours. It is 
true that long working hours affect the period of rest and 
sleep and results in exhaustion, physical and mental strain, 
which lead to illness. Therefore, the working hours should be
reasonable.

Shorter hours of working increase the productive efficiency 
of the workers. But reduction of working hours cannot be 



encouraged below the limit where the total output is 
affected. The employer will pay wages in relation to the total
output. Reduced output means lower wages and lower 
standard of living for workers.

 2. To Avoid Industrial Fatigue and Rest Pauses:
Fatigue injures health of workers and causes inefficiency 
and reduction in output. If not relieved by timely rest 
pauses, it would cause loss of concentration, reduce in 
muscular control and adversely affect the functioning of the 
eyes and ears and thus result in greater chances of 
accidents.

Rest pauses serve the most useful purpose of avoiding 
harmful effect to strain and fatigue. Therefore, adequate rest
pauses must be introduced for the factory workers at the 
proper intervals.

 3. To Avoid Accident and Safety Precautions:
Safety measures to prevent accident are necessary in the 
interest of workers as well as employers.

Some of the safety measures are:
(i) At places of dangers, mechanical safeguards and safety 
devices should be provided.

(ii) Protective clothing should be supplied to the workers to 
avoid accidents due to loose dresses.

(iii) Many accidents take place due to over-crowding of 
working space. Therefore, there should be reasonable and 
safe distance between the machines.

(iv) The safety devices should be checked from time to time 
and defects in them should be removed before the actual 
failure. These will greatly help in avoiding accidents.



4. Fire Protection:
For protection against fire, the factory building should be 
fire proof. Fire alarms and fire extinguishers should be 
installed at proper places and regular fire drills should be 
held, so that, in case of emergency, every person in the 
factory must know what to do. Special exits and stairs should
be provided in case of fire.

 5. Lighting and Ventilation:

Bad lighting can cause accidents and affect the performance 
of workers. Therefore, the lighting systems in the factory 
should be carefully designed.

Good ventilation will result in the supply of constant fresh 
air and maintain even and bearable temperature in the 
workshops. Artificial cooling of hot air during summer 
providing ‘Khas Parda’ or desert cooler can go a long way in 
increasing the efficiency and output of the workers

6. Labour Discontent:

The workers should be allowed to have a free expression of 
their grievances. Their complaints should be given due 
consideration, underground discontentment results a spirit 
of revolt and it becomes more difficult to solve the problem 
at a delayed stage. Once the grievances are known, these 
should be settled in just and fair manner.

7. Industrial Housing:
Over-crowding of labour in unhealthy and insanitary 
surrounding is considered as one of the evils of the factory 
system, which affects health and efficiency of workers.



Industrialists should try to construct their own cottages in 
the vicinity of the works and rent these to their workers. The
sanitation and supervision of such colonies should be the re-
sponsibility of the employer.

8. Transport:
Where the workers live far away from working sites and 
ordinary means of transport are not available at cheap rates,
the employers should provide buses to carry the workers, 
who have to walk for long distance in order to reach their 
factory. The unnecessary strain on walking reflects on the 
efficiency of his work and output

 9. Education:

The welfare department should include among their 
activities, the education of adults, and the children of 
workers. The workers must be encouraged to attend these 
classes and to send their children to schools, run by the 
employer. Some major industrial concerns have provided 
these facilities.

10. Lunch Rooms and Cafeteria:

Where the housing accommodation is far away from the 
works, and the workers cannot go home and return in time 
during recess hours, they should be provided mess facilities 
inside the factory area for supply of cheap wholesome and 
well- cooked mid-day meals to workers.

The food should be provided at actual cost and the activities 
should be controlled and managed by the works committee 
under the guidance of welfare workers. Some concerns 
provide meals etc., at subsidised rates

 11. Rest Rooms:



Properly equipped rest rooms should be provided away from 
the noise and dirty atmosphere of the factory for providing 
an opportunity to the workers to relax and restore their 
energy during the rest time. These rooms should be well 
ventilated, bright and provided with adequate sanitation.

 12. Medical Service:

Good health of workers would mean better output and more 
profits for the employer. It is, therefore, considered as the 
responsibility of the employer both from business and 
humanitarian point of view. The medical service is 
considered as the activity of the welfare department.

Free medical aid should be provided to the sick workers. It 
would be desirable to maintain a hospital with a few beds in 
the charge of a fully qualified medical officer and to provide 
a well-equipped dispensary, and first-aid appliances. A 
fulltime nurse can be very helpful in cases of accidents and 
other things, where the patients are admitted in the hospital.

13. Sport and Games:

Games and sports ensure robust health and feeling of 
brother-hood among the workers.

Provision of rest rooms and indoor games can be enjoyed by 
the workers during mid-day intervals. Subordinate and 
higher officials can come in contact with the workers. This 
develops cooperation and cordial relations amongst them 
and reduces the industrial disputes. They will learn to 
respect each other.



 14. Financial Assistance:

As the workers often need money for discharging their 
family obligations and them generally do not have a reserve 
to fall back upon at such emergency.

Hence following welfare schemes should be made to 
help the workers to improve their economic securities 
to protect them from continued financial worries:
(i) Savings Deposits.

(ii) Co-operative Savings and Loan assistance.

(iii) Mutual Benefit Schemes.

(iv) Pension Fund.

(v) Provident Fund.

(vi) Home Ownership Scheme.

(vii) Group Insurance.

(viii) Employer’s Co-operative Stores.

These schemes can serve in the interest of the workers to a 
large extent and bind them with loyalty to the employer

15. Other Activities:

Among other activities of the welfare department, a 
few more can be added, such as:
(i) Training and care of young recruits.

(ii) Work Library.

(iii) Work Magazines.



(iv) Annual outings.

(v) Sports competition.

(vi) Relief fund for families of workers in difficulties.

(vii) Conduct of enquiries into wrongful dismissals.

(viii) Special facilities for women and young person are 
working in the factory.

(ix) Sickness and accident insurance.

SAFETY MEASRUES

1. Aware about the surroundings: There are many 

employees who doesn’t bother about their surrounding 

hazards. But, it is important to observe your co-

employees working circumstances. Once you get to know

about the particular hazards that occur at your 

workplace, then it will help you in reducing the risk and 

allow you to take the precautionary steps.

2. Reduce workplace stress: Most of the employees 

are not fit and healthy because of their busy schedule, 

which includes long working hours, work-pressure and 

conflicts occur with co-workers or with the boss of the 

organization. And, all these can lead to some illness or 

depression to the employees. Also, this not only affects 



their professional life but also creates the nuisance in 

their personal lives too. So, instead of waiting to get 

unfit, it is better that you start take care of your health, 

by taking regular breaks, sit in an appropriate posture 

with appropriate diet. It will be better for you to schedule

your work accordingly and manage the things to reduce 

your workplace stress.

3. Use tools appropriately: Take appropriate 

precautions while using machinery or any other tool, 

instead of taking any shortcuts. Taking shortcuts is one 

of the biggest reason behind workplace loss. It’s a 

biggest safety risk to use scaffolding as a ladder or one 

tool instead of another for a particular job. So, it is 

always recommended to use the correct tools and reduce

the opportunity of workplace injury.

4. Keep crisis exits which are easily accessible: In 

case there is an emergency, you will need quick access to

the exits. It is also advised to keep clear usage of 

equipment shutoffs which might stop you from 

performing at emergency.

5. Update Your Supervisor about the unsafe 

conditions: It is important that you keep updating your 

supervisor about the hazards or risks occur at workplace.

They should be legally obligated to ensure that their 



employees are working a safe environment or not. And, 

in case, if the employees are not working in safe 

conditions, then it is the responsibility of the supervisor 

to listen and understand their condition and create safe 

working environment for employees.

6. Use mechanical assistance: Whenever, you want to

carry or lift up some heavy equipment’s then you should 

use a conveyor belt, crank or forklift. There are lot of 

risks involved, if you try to lift something which is 

heavier, it can affect your weighing capability and can 

lead to some muscle displacement. So, make sure that 

use the appropriate tools for not harming yourself.

7. Stay Alert: There are many employees who usually 

compromise or ignore the alerts of advance warning and 

due to this, a number of workplace injuries or fatalities 

occur.

8. Reduce Workplace Environment Stress: Stress to 

any employee or to any co-worker, can lead into 

depression and into concentration problems. And the 

main reason includes, extended working hours, excess of 

work, insecurity of job and issues which occur at co-

workers or professionals. So, instead of taking stress on 

your shoulders, you should discuss it with your 



supervisor and ask him/her to look after your problems 

which you are facing in the organization.

9. Wear the right safety equipment’s: It is essential 

that you wear the right protection equipment tools 

during your work. And, the equipment’s can be in any 

form like, earplugs, earmuffs, hard hats, gloves, full-face 

masks, safety gloves and any other equipment which is 

required to wear while working. These tools will prevent 

the workers from the incidents that occur at workplace.

10. Sit in a proper posture: If have a sitting job, then 

it is essential than keep your posture correct, while 

working on a desk. You need to keep your shoulders in 

line and straight back to avoid any spine problem. Try to 

ignore stooping and twisting regularly and if possible, 

then try to use the comfort designed furniture and the 

safety equipment’s, so that the desired things will be in 

your reach.

Accidents in Industries: 
Causes, Prevention and 
Proneness



 1. Economic Aspects (Cost) of Accidents 2. Causes of 
Accidents 3. Prevention 4. Proneness.

Economic Aspects (Cost) of Accidents:
An accident can be very costly to the injured employee as 
well as to the employer of the concern. There are definite 
costs associated with the accident, e.g., direct and 
measurable costs and indirect, i.e., somewhat intangible but 
nevertheless real costs.

Direct costs of an accident they associate:
(i) Compensation insurance, including Payment, and 
Overhead costs.

(ii) Uncompensated wage losses of the injured employee,

(iii) Cost of medical care and hospitalization.

Indirect costs of an accident they associate:
(i) Costs of damage to equipment, materials and plant.

(ii) Costs of wages paid for time lost by workers not injured.

(iii) Costs of wages paid to the injured worker.

(iv) Costs of safety engineers, supervisors and staff in 
investigating, recording and reporting of accidents and its 
causes.

(v) Costs of replacing the injured employee.

(vi) Cost of lowered production by the substitute worker.

(vii) Cost of delays in production due to accident.

(viii) Cost of reduction in efficiency of the injured worker 
when he joins the concern after getting recovered.



And lastly the influence of accident on the morale of 
employees.

Causes of Accidents:
An accident is an unplanned incident and for each such 
incident there is usually a specific cause or causes if one 
could but discover them.

Accident may be caused due to:

Technical causes or unsafe conditions reflect deficiencies in 
plant, equipment, tools, materials handling system, general 
work environment, etc. Human causes or unsafe acts by the 
person concerned are due to his ignorance or forgetfulness, 
carelessness, day-dreaming, etc. It has been estimated that 
there are four accidents caused by human causes to 
everyone that is caused by technical causes.

Mechanical Causes or Factors:
1. Unsafe mechanical design or construction.

2. Hazardous arrangement (piling, over-loading etc.)

3. Improper machine guarding.

4. Unsafe apparel.

5. Defective agencies or devices.

6. Improper material handling.

7. Broken safety guards.

8. Protruding nails.

https://cdn.businessmanagementideas.com/wp-content/uploads/2017/02/clip_image004_thumb2-1.jpg


9. Leaking acid valve.

10. Untested boilers or pressure vessels.

Environmental Factors:
Environmental factors indicate improper physical and 
atmospheric surrounding conditions of work which indirectly
promote the occurrence of accidents.

Environmental factors include:
1. Too low a temperature to cause shivering.

2. Too high a temperature to cause headache and sweating.

3. Too high a humidity (in textile industry) to cause 
uncomforted, fatigue and drowsiness (especially when the 
atmosphere is also hot).

4. Defective and inadequate illumination causing eyestrain, 
glares, shadows, etc.

5. Presence of dust, fumes and smokes (e.g., in foundary or 
welding shop) and lack of proper ventilation.

6. High speed of work because of huge work load.

7. More number of working hours and over and above them 
the tendency of the employer to insist for over-time work.

8. Inadequate rest pauses or breaks between the working 
hours.

9. Noise, bad odour and flash coming from the nearby 
machinery, equipment or processes.

10. Poor housekeeping.

Personal Factors:



1. Age.

2. Health

3. Number of dependents.

4. Financial position.

5. Home environment.

6. Lack of knowledge and skill.

7. Improper attitude towards work.

8. Incorrect machine habits.

9. Carelessness and recklessness.

10. Day-dreaming and un-attentiveness.

11. Fatigue.

12. Emotional un-stability, e.g., jealousy, revengefulness, 
etc.

13. High anxiety level.

14. Mental wordiness.

15. Unnecessary exposures to risk.

16. Non-use of safety devices.

17. Working at unsafe speeds.

18. Improper use of tools.



Accident Prevention:
Accident prevention is highly essential in an industry, 
in order to:
(i) Prevent injury to and premature death of employees.

(ii) Reduce operating and production costs.

(iii) Have good employer-employee relations.

(iv) High up the morale of employees.

Above all, prevention of accidents is a true humanitarian 
concern.

Accident prevention does not occur by itself; there 
should be consistent implementation of safety 
measures and safety programmes emphasizing the 
need for:
1. Safe Workplace Layout and Working Conditions:
Layout:
Although most accidents take place because of unsafe act of 
the employees, the role of the environments and 
surroundings cannot be ignored in determining the cause of 
accident. A good layout and working conditions play a major 
role in preventing many accidents which would have 
otherwise occurred.

For preventing accidents, the layout should be such 
that:
(i) Every employee has enough space to move and operate.

(ii) Passageways between working places, roads, tracks and 
alleys, etc. must never be obstructed.

(iii) It prevents the inrush of cold/hot air and draughts to the
working place.



For adequate lighting, ventilation etc., the heights of the 
working rooms should be of 3 metres. Floors must be of 
nonskid type, satisfactorily plane and must possess such 
properties that they can be easily cleaned and absorb 
sounds. Windows should be of adequate dimensions in order 
to make full use of natural day light.

Doors and gates leading to open should be provided with 
guards, etc., to prevent draughts at the neighbouring 
workplaces. Fire hazards can be reduced by utilising fire 
walls to separate manufacturing area into several 
compartments. A worker operating on the machine should 
have easy access to the safety switches provided on the 
machine/near workplace.

Working Conditions:
In enclosed rooms, in order to have comfortable conditions, 
the following should be controlled. Air temperature, air 
purity, velocity of air, humidity of air, and heat radiations 
between bodies of different temperatures. Not only in 
enclosed rooms, even otherwise proper ventilation is a must 
if the manufacturing processes give rise to dust, smoke, 
fumes, etc.

Whether natural or artificial, there should be sufficient 
illumination, of adequate colour of light, continuous and 
uniform and free from glare. A high noise level at the 
workplace impairs men at work and may even endanger 
them. Noise develops from riveting, grinding, forging, 
engines, compressors etc.

To reduce noise level and to minimize detrimental 
effects (e.g., deafness) arising out of it:
(i) Select, purchase and make use of machines and processes
which produce little noise.



(ii) Isolate and keep noise producing machines in separate 
closed cabins.

(iii) Use silencers to minimize the hissing sound of 
compressed air escaping from blow-off valves in pneumatic 
tools and machines.

(iv) Use suitable machine mounts to damp down the 
vibrations.

2. Safe Material Handling:
Careless handling of heavy materials and components is a 
major source of back and foot injuries. To avoid premature 
fatigue of transport workers, full use should be made of 
mechanised materials handling equipment. Use mechanical 
means of conveyance to ensure the safety of men engaged in
material handling.

The transport workers should not be asked to lift more than 
the permissible load, e.g., for a boy of 16 to 18 years of age, 
this load is 19 kgs. During transport, sharp materials, sharp 
edged goods, poles etc., should be covered, placed in stable 
holders and retained by means of wire. Goods should be 
piled up such that they do not collapse due to impact or 
vibrations.

Containers or vessels employed to transport liquids or 
small parts:
(i) Should not be too large to limit the range of vision and 
impede lifting and carrying,

(ii) Should be light, and

(iii) Should not be defective/leaking.

Depending upon the condition of material, use a proper 
material handling equipment. All material handling 



equipment should be promptly repaired and adequately 
maintained on priority basis.

3. Personal Protective Devices:
(a) Protection of Head:
i. Safety hard hats.

ii. Rubberized hats for protection against liquids (chemicals).

iii. Ear protectors.

(b) Protection of Face:
i. Face mask.

ii. Face shields.

iii. Welding helmets.

(c) Protection of Eyes:
i. Goggles of case-hardened and clear glass for protection 
against impact.

ii. Eye cup goggles for protection against flying objects and 
dust.

iii. Eye cup goggles impervious to chemicals for protection 
against acids/alkalies splashes.

(d) Protection of Lungs:
i. Airline respirators.

ii. Cartridge respirators.

iii. Oxygen or air-breathing apparatus.

iv. Gas mask.



(e) Protection of Other Body Parts, e.g., Hand, Foot, 
Leg, etc.:
i. Protective asbestos clothing.

ii. Gloves.

iii. Safety shoes.

iv. Foot guards.

v. Safety body belt.

vi. Aprons.

vii. Safety (moulder’s) shoes.

4. Safety Measures Essential in Industry:
Other safety measures which may be adopted are:
a. Provide wire mesh safety guards to all rotating parts, e.g., 
pulleys etc.

b. High voltage equipment and other machines which cannot be 
properly guarded should be fenced.

c. Pressure vessels and their component parts (e.g., valves, 
gauges, etc.) should be periodically tested as per their 
specifications, the defective parts should be replaced.

d. Material handling equipment should have unobstructed paths 
to move on.

e. Defective tools, e.g., hammers, spanners, etc., should be 
immediately replaced.

f. Power should be switched off before repairing the equipment.

g. Inflammable material should be stored separately and away 
from the general store.



h. Electrical connections and insulation should be checked at 
regular intervals.

i. Fire extinguishers should be kept in proper condition and at 
key places.

To avoid electrical accidents:
(i) None except the electrician should be permitted to touch 
electrical connections.

(ii) All live wires should be isolated and insulated from each 
other.

(iii) Electrical connections and ground connections of all portable
and un-portable machinery should be checked periodically.

(iv) Damp environmental conditions (floor etc.) should preferably
be avoided.

COLLECTIVE BARGAINING
Collective bargaining is a process of negotiating between management and

workers represented by their representatives for determining mutually agreed terms
and  conditions  of  work  which  protect  the  interest  of  both  workers  and  the
management.

According to Dale Yoder, “Collective bargaining is essentially a process in which

employees act as a group in seeking to shape conditions and relationships in their

employment”.

According to Michael J. Jucious collective bargaining as “a process by which

employers,  on  the  one  hand,  and  representatives  of  employees,  on  the  other,
attempt to arrive at agreements covering the conditions under which employees
will contribute and be compensated for their services”.

According  to  the  Encyclopaedia  of  Social  Sciences,  “collective  bargaining  is
aprocess of discussion and, negotiation between two parties, one or both of whom
is a group ofpersons acting in concert. The resulting bargain is an understanding as



to the terms andconditions under which a continuing. Service is to be performed.
More specifically, collectivebargaining is a procedure by which employers and a
group of employees agree upon theconditions of work”.

Characteristics of Collective Bargaining:

The characteristics of collective bargaining as observed from the analysis of the

definitions of collective bargaining are:

• It is a group or collective action as opposed to individual actions and is initiated

through the representatives of employees.

• It is flexible and not static.

• It is a two way process. It is mutual give and take rather than just takes it method
of  arriving  at  a  solution  to  a  dispute.  It  is  successful  only  when  two  parties
participate in collective bargaining seriously and with an approach of  give and
take.

• It is a continuous process, which proves a mechanism for regular negotiations and

discussions for a continuous sound relationship between labour and management.
It facilitates to arrive at an amicable solution to the problems at all stages including
the stage of strike and other forms of agitations.

• It is dynamic and not static, as this concept is growing, expanding and changing
in view  of attitudes, opinions and perceptions of both the parties.

• It ensures democracy at work-place.

• It is not a competitive process but essentially a complementary process.

• It is an art as it is an advanced form of understanding and maintaining human
relations.

• It is a voluntary process. Both workers and management voluntarily participate in
the negotiations, discuss and arrive at a solution.

• The unique feature of Collective bargaining is that usually the parties concerned
start  negotiations  with  entirely  divergent  interests  and  reach  a  middle  point
acceptable to both.



Essential  Conditions  for  the  Success  of  Collective
Bargaining:

• Constructive consultation between trade union and management is possible only

when the bargaining power of two parties is relatively equal and is exercised with

responsibility and discrimination.

• Two parties of collective bargaining accept the principle of ‘free consultation’
and ‘free enterprise’ consistent with the advancement of public interest.

• The willing acceptance by management is recognizing representative union for
this purpose.

• Both the parties must have mutual confidence, good faith and a desire to make

collective bargaining machinery a success.

• Management should not wait for the union to raise problems, but should make
every reasonable effort not to provide them any opportunity to raise demands.

•  An  emphasis  upon  a  problem  solving  approach  with  de-emphasise  upon
excessive legalism.

• Dispose of the issues in the same meeting and minimize of the pending of items.

• Desire of the management is settle the issues to the satisfaction of employees.
This  does  not  mean  that  management  must  relinquish  its  right  to  direct  the
company or that it must accede to all union demands.

• Unions must understand the economic implications of collective bargaining and
realize that union demands must  be met from the income and resources of  the
organization.

• Both the parties should respect the rights and responsibilities of each other.

• The process of bargaining should be free from unfair practices.

•  Unanimity  among  workers:  Before  entering  into  negotiations,  there  must  be
unanimity among workers. At least the representatives of workers should be able to
represent the opinion or demands of majority of workers.

• The attitudes of the parties(involved)should be positive. Both the parties should
reach the negotiating table with an intention to find better solutions.



• The parties involved in collective bargaining should be prepared to give away
something in order to gain something.

• Both the parties to collective bargaining should observe and follow the terms and

conditions of previous agreements that are reached. Collective Bargaining, being a

continuous process, can be effective only with the successful implementation of

previous  agreements.  Any  lapse  on  the  part  of  any  party  concerned  shows  its
impact on present process.

• The representatives of  both the parties should fully understand and be clear about
the problems and their implications.

• The workers can make effective use of collective process to achieve participative

management and good working conditions. They should not confine collective

bargaining for mere monetary benefits.

Functions of Collective Bargaining:

Collective  bargaining plays  an  important  role  in  preventing  industrial  disputes,
settling  industrial  disputes  and  maintaining  industrial  peace  by  performing  the
following functions:

a) Increase the economic strength of employees and management.

b) Establish uniform conditions of employment.

c) Secure a prompt and fair redressal of grievances.

d) Lay down fair rates of wages and other norms of working conditions.

e) Achieve an efficient functioning of the organization.

f) Promote the stability and prosperity of the company.

g) It provides a method of the regulation of the conditions of employment of those

who are directly concerned about them.



h) It provides a solution to the problem of sickness in industry, and ensures old age

pension benefits and other fringe benefits.

i) It creates new and varied procedures for the solution of the problems as and

when they arise – problems which vex industrial relations; and its form can be

adjusted to meet new situations.

j) It provides a flexible means for the adjustment of wages and employment

conditions to economic and technological changes in the industry, as a result

of which the changes for conflicts are reduced.

k) As a vehicle of industrial peace, collective bargaining has no equal. It is the

most important and significant aspect of labour-management relations, and

extendsthe democratic principle fromthe-political to the industrial field.

l) It builds up a system of industrial jurisprudence by introducing civil rights in

industry. In other words, it ensures that management is conducted by rules rather

than by arbitrary decisions.

Collective Bargaining Process:
There are two stages in collective bargaining,

1. The Negotiation stage and

2. The Contract Administration stage.

(i) Negotiation

(a) Identification of Problem: The nature of the problem influences whole

process. Whereas the problem is very important that is to be discussed immediately
or it can be postponed for some other convenient time, whether the problem is
minor that it can be solved with the other party’s acceptance on its presentation and
does not need to involve long process of collective bargaining process etc.

(b)Preparing for Negotiations: When it becomes necessary to solve the

problem through collective bargaining process, both the parties prepare themselves



for negotiations.

(c) Negotiations of Agreement: Usually there will be a chief negotiator who is

from  management  side.  He  directs  and  presides  over  the  process.  The  chief
negotiatorpresents the problem, its intensity and nature and the views of both the
parties. Whenthe solution is reached at, it is put on the paper, taking concerned
legislations  intoconsideration.  Both  the  parties  concerned  sign  the  agreement
which, in turn,becomes a binding contract for both the parties.

(ii) Contract Administration

Implementation of the contract is as important as making a contract.

Management usually distributes the printed contract, its terms and conditions

throughout organization. The union takes steps to see that all the workers

understand the contract and implement it. From time to time, depending upon

changing circumstances, both the parties can make mutually acceptable

amendments

Grievance Management
Grievance  means  any  type  of  dissatisfaction  or  discontentment’s  arising  out  of
factors related to an employee’s job which he thinks are unfair. A grievance arises
when an employee feels that something has happened or is happening to him which
he thinks is unfair, unjust or inequitable. In an organization, a grievance may arise
due to several factors(Sources) such as: 

1. Violation of management’s responsibility such as poor working conditions
2. Violation of company’s rules and regulations
3. Violation of labor laws
4. Violation of natural rules of justice such as unfair treatment in promotion, etc.

Various  sources  of  grievance  may  be  categorized  under  three  heads:  (i)
management policies, (ii) working conditions, and (iii) personal factors 

1.Grievance  resulting  from  management  policies
include:

https://sites.google.com/site/whatishumanresource/grievance-management


 Wage rates
 Leave policy
 Overtime
 Lack of career planning
 Role conflicts
 Lack of regard for collective agreement
 Disparity between skill of worker and job responsibility

2.  Grievance  resulting  from  working  conditions
include: 

 Poor safety and bad physical conditions
 Unavailability of tools and proper machinery
 Negative approach to discipline
 Unrealistic targets

3. Grievance resulting from inter-personal  factors
include 

 Poor relationships with team members
 Autocratic leadership style of superiors
 Poor relations with seniors
 Conflicts with peers and colleagues

It  is  necessary  to  distinguish  a  complaint  from  grievance.  A  complaint  is  an
indication of employee dissatisfaction that has not been submitted in written. On
the other hand, a grievance is a complaint that has been put in writing and made
formal. 

Employee Grievance Handling – 
8 Successful Pre-Requisites
1. Conformity with the prevailing legislations – The 
grievance procedure should be in conformity with the 
existing legislations. It should be designed in such a way 
that it supplements the statutory provisions.
2. Acceptability – The grievance procedure should be 
developed with the mutual consultation among management,
workers and labour union. In other words, it must be 
acceptable to all the concerned parties.
3. Simplicity – It should be as simple as possible. It should 
involve steps only to encourage the employees. Otherwise if 



there are so many steps or stages the procedure will become
complex and the workers get discouraged.
4. Clarity – Each and every step in the procedure should be 
clear-cut and unambiguous. An aggrieved employee should 
be well-informed to whom he should make representation, 
the form of report, the time limit for making request, appeal,
etc.
5. Promptness – A grievance procedure must make speedy 
redressal of grievances as unnecessary delays add to 
frustration of the workers.
6. Based on facts – At all the stages, the officer in charge 
of handling the grievance should make full search of facts 
and maintain his records properly. Getting the relevant facts
is very essential and equally important is the analysis of the 
facts after taking into consideration the economic, 
psychological, social and legal issues involved in it.
7. Training – Proper training of supervisors and union 
representatives is essential for the effective working of 
grievance procedure.
8. Follow-up – The working of grievance handling 
procedure should be reviewed at periodical intervals. To 
make it more effective necessary improvements must be 
made.

Grievance Procedure 

Grievance procedure is a Step by step process an employee must
follow to get his or her complaint addressed satisfactorily. In this
process, the formal (written) complaint moves from one level of
authority (of the firm and the union) to the next higher level. 

Grievance  procedure  is  a  formal  communication  between  an
employee and the management designed for the settlement of a



grievance. The grievance procedures differ from organization to
organization. 

1.     Open door policy
2.     Step-ladder policy

Open  door  policy:  Under  this  policy,  the  aggrieved
employee is free to meet the top executives of the organization
and get his grievances redressed. Such a policy works well only in
small  organizations.  However,  in  bigger  organizations,  top
management executives are usually busy with other concerned
matters of the company. Moreover, it is believed that open door
policy is suitable for executives; operational employees may feel
shy to go to top management. 

Step  ladder  policy:  Under  this  policy,  the  aggrieved
employee has to follow a step by step procedure for getting his
grievance redressed. In this procedure, whenever an employee is
confronted  with  a  grievance,  he  presents  his  problem  to  his
immediate  supervisor.  If  the  employee  is  not  satisfied  with
superior’s  decision,  then  he  discusses  his  grievance  with  the
departmental  head.  The  departmental  head  discusses  the
problem  with  joint  grievance  committees  to  find  a  solution.
However,  if  the  committee  also  fails  to  redress  the  grievance,
then it may be referred to chief executive. If the chief executive
also  fails  to  redress  the  grievance,  then  such  a  grievance  is
referred to voluntary arbitration where the award of arbitrator is
binding on both the parties. 

How  to  handle  an  employee
grievance?

1.      Establish whether the grievance needs to be resolved formally or informally.
2.      Choose an appropriate manager to deal with the grievance.



3.      Carry out a full investigation and gather all relevant evidence, sending it to
the employee in advance of the meeting.

4.      Arrange the grievance meeting, inviting the employee and reminding them of
their statutory right to be accompanied.

5.      Make  sure  accurate  notes  are  taken  throughout  by  a  person  who  is  not
involved in the case.

6.      Give the employee the opportunity to explain the details of their grievance
and what they would like the outcome to be.

7.      Adjourn the meeting consider the evidence before making a decision.
8.      Inform the employee in writing of the decision, explaining how and why the

decision was reached.
9.      Notify  the  employee  of  their  right  to  appeal  against  the  outcome  of  the

grievance procedure.

GRIEVANCE  PROCEDURE  IN  INDIAN  INDUSTRY 

The Model  Grievance Procedure specifies  the details  of  all  the
steps that are to be followed while redressing grievances. These
steps  are: 

STEP 1: In  the  first  step  the grievance is  to  be  submitted to
departmental  representative,  who  is  a  representative  of
management.  He  has  to  give  his  answer  within  48  hours. 

STEP 2: If  the  departmental  representative  fails  to  provide  a
solution, the aggrieved employee can take his grievance to head
of the department, who has to give his decision within 3 days. 

STEP  3: If  the  aggrieved  employee  is  not  satisfied  with  the
decision  of  departmental  head,  he  can  take  the  grievance  to
Grievance  Committee.  The  Grievance  Committee  makes  its
recommendations to the manager within 7 days in the form of a
report.  The final  decision of  the management on the report  of
Grievance Committee must be communicated to the aggrieved
employee within three days of the receipt of report. An appeal for
revision of final decision can be made by the worker if he is not
satisfied with it. The management must communicate its decision
to  the  worker  within  7  days. 



STEP 4: If the grievance still remains unsettled, the case may be
referred to voluntary arbitration.

https://statcounter.com/


Human Resource Records: 
Types, Objectives, Essentials 
and Precautions
Human resource records refers to the informational 

documents utilized by an organisation to carry out its 

functions. It represents the memory of organisation. The 

records provide information about the organisation which is 

maintained in tangible form i.e. written, pictorial, charts etc.

They are therefore tangible evidence of the activities of the 

organisation. Personnel records provide information about 

the position of HR in the organisation e.g. – records relating 

to training, performance, absenteeism, wages and salary, 

labour turnover, productivity, morale surveys, job 

satisfaction, social security, employee welfare etc. 

Conventionally records are stored in the form of papers, 

cards, files, charts, blue prints etc. But in modern times 

records are stored in C.Ds, video films, audio cassettes etc.

Types of Information:

The records are prepared from reports, minutes of meetings,

orders etc. They contain information about employees, trade 

unions, employer, government, job description, job analysis, 

recruitment, selection, promotion, transfer, termination, 

redeployment, training and development, lay off, strikes, PF 



contributions, employee benefits, wage and salary, 

grievances disputes etc.

Objectives of Personnel Records:

The main objective of record in not storing but to have 

information for making analysis of various problems. 

Effectively stored records enable better analysis of the 

problems.

Records serve the following purpose.

(1) Help managers to identify, prepare and implement 

training programmes for employees and executive 

development for managers.

 (2) Facilitates in decision making in respect of transfer, 

promotion, demotion, redeployment etc.

(3) Helps in preparing wage and salary sheets.

(4) Enables to provide information relating accidents, 

absenteeism, labour turnover, wages and salaries to 

governmental agencies.

(5) Facilitates human resource audit.

 (6) Enable research in human relations.



(7) Provide knowledge about validity of employment tests 

and interviews.

(8) Maintain data in respect of leaves, training, promotion, 

transfer, layoffs, dismissals, expenses incurred on employee 

benefits etc.

Essentials of a Good Record:

To achieve the above objectives a good record must 

include the following features:

 (1) It should be objective. It should be maintained to fulfill 

the stated objectives.

(2) Record keeping should be simple and easy to understand.

(3) It should be accurate without any chance of errors or 

fraud.

(4) It should be consistent with the needs.

 (5) It should be easily traceable or available.

(6) In maintaining the records principle of economy should 

be followed. Maintenance of records should not be 

expensive.

(7) It should be useful for better management of business. 

Needless papers should not be kept in records.



(8) There should be easy access to required information, 

hence should be maintained accordingly.

 (9) Different records should be easily differentiated.

(10) There should be no duplication.

(11) Record keeper should be deputed to look after 

maintenance of records.

Precautions in Maintaining Records:

The records serve many purposes. The records of 

personnel’s are to be maintained from the date of their 

induction till the time of their retirement or leaving the 

organisation. According to Jucius Michael certain 

precautions are essential in maintaining the personnel 

records.

They are:

(1) All hiring information for every employee may be kept in 

a folder. The other information concerning the employee 

such as performance evaluation, educational qualifications, 

training, disciplinary actions, if any, against the personnel 

etc. are placed in the folder.

(2) Besides folder a card containing important information 

may be filed in the folder enabling the easy availability of the

employee record at any point of time.



(3) In some cases, where the number of employees is very 

large, data processing equipment may be used for 

maintaining records.

Types of Personnel Records:

The basic records of personnel’s in industrial 

enterprises are the following:-

Individual Service Record:

This record includes name and address, sex, age, 

educational qualifications, experience, department & 

section, date of appointment, date of superannuation, wage, 

increment, promotion received, transfer etc. of employee.

Performance Record:

Ratings given to each employee on the basis annual 

performance appraisal is included in this record.

Leave Records:

It includes the different types of leaves taken by the 

employees and the leaves balance.

Training Record:

This includes the training programmes attended by the 

employees with date and time periods.

Health and safety Records:

These records include the information about accidents, 

medical reports, insurance records etc.



Where Should You Be Storing 
Employee Records?
As an HR professional, you know how important it is to store accurate 
personnel records:

Personal Details such as name, address and date of birth
Employment History such as start date, promotions and job title
Terms & Conditions such as pay, hours of work and holiday entitlement
Absence Details such as lateness, sickness, maternity
Accident Log covering any work-related incident or injury
Training Information both internal and external
Disciplinary Actions including termination of employment

But do you know where to store employee records? There are several ways to
do this, some of which are better than others:

1. Paper-Based Employee Records

Perhaps the most primitive way to store employee records, this normally 
involves using physical files that are organised in a filing cabinet. There’s 
nothing wrong with doing this – at least not in terms of employment law – but 
it’s terribly inefficient. If this is how you store employee records, you should 
read our three reasons to sell your filing cabinet on eBay.

2. Manual Electronic Employee Records

If this is how you store employee information, then chances are your desktop 
is littered with spreadsheets for tracking employee absences, text files 
containing employee contracts, and archives full of holiday request forms and 
other administrative documents. This is definitely a step up from using filing 



cabinets, but it’s certainly not the best technique. If you insist on tracking 
employee information manually using a computer, at least try to create a few 
good templates that make it easier. Here’s how to create a basic shift rota 
using Microsoft Excel.

3. Cloud Storage Electronic Employee Records

Similar to using text documents and spreadsheets that are saved on your 
computer, using cloud storage to keep employee records safe is a tiny step 
forward in terms of efficiency. Using tools like Google Docs or Dropbox means
that although you still have the hassle of manually updating and editing your 
employee records, you have the advantage of being able to access them 
anywhere, anytime, on any device. If you store personnel files in Google 
Docs, then here’s a handy tip for People® customers: You can link your 
Google Docs to your People® account, meaning that whenever you update a 
document using Google Docs, it automatically updates within your HR system,
too!

4. On-Premise HR System

You can store employee records using a local HR system designed especially
for that purpose. While this can take some time to install and implement, the 
rewards can be massive – because the systems are generally purpose-built 
for HR administration, repetitive manual tasks become a lot easier, and 
tracking becomes a lot more accurate and meaningful. Of course, on-premise 
solutions still have their drawbacks – generally they are expensive to buy and 
expensive to run. Check out the hidden costs of on-premise HR systems here.

5. Cloud-Based HR Software

Choosing a cloud-based HR system is by far the most efficient place to store 
employee records. You can expect us to say that, of course, seeing as how 
we’re a cloud-based HR software company! But in almost every respect, this 
method of managing your data beats the other four hands down. For example,
if you choose to use People® for managing your HR data, you benefit from:

– No hard drive storage or server room required at your office



– No need for an internal tech team to keep your system running

– Unlimited storage for your employee records

– Free templates, contracts and letters

– Tracking, reporting and more

Of course, there’s only one way to find out if People® really is the best place to
store your personnel files – and that’s by taking a free trial right now!

HUMAN RESOURCE AUDIT
Meaning:

HR audit is an important management control device. It is a 

tool to judge organisations performance and effectiveness of 

HR management. According to Dale Yoder, “Personnel audit 

refers to an examination and evaluation of policies, 

procedures and practices to determine the effectiveness of 

personnel management.”



It is an analytical, investigative and comparative process. It 

gives feedback about HR functions to operating managers 

and HR specialists. It enables to know about the 

effectiveness of personnel programmes. It further provides 

feedback about how well managers are meeting their HR 

duties. It provides quality control check on HR activities. It 

refers to determine the effectiveness and efficiency of HRM.

Features:

The essential features of HR audit are:

(1) The measurement and effectiveness HR management’s 

mission, goals, strategies, policies, programmes and 

activities, and

(2) To determine the action plan for future in response to the

results from such measurement.

According to R.D. Gray, “the primary purpose of audit is to 

know how the various units are functioning and how they 

have been able to meet the policies and guidelines which 

were agreed upon; and to assist the rest of the organization 

by identifying the gap between objectives and results for the 

end product of an evaluation should be to formulate plans 

for corrections or adjustments.”

Objectives:

Objectives of HR Audit:



(1) To review every aspect of management of HR to 

determine the effectiveness of each programmes in an 

organisation.

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

and success of HR.

(3) To evaluate implementation of policies.

 (4) To evaluate the performance of personnel staff and 

employees.

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

philosophy.

Need for Human Resource Audit:

Though there is no legal obligation to have HR audit as in 

case of financial accounts but the managements have 

realized its need and usefulness. Therefore they have taken 

up HR audit voluntarily.

It is done to fulfill the following needs:

 (1) The managements of organisations have realized the 

need for HR audit because of powerful influence on 

motivation of employees at work due to participation of 

employees in decision making.

(2) Growth of organisation needs HR audit. Large 

organisation requires continuous feedback for improvement 

in performance of its employees.



(3) Mounting pressures from trade unions of employees and 

their participation in formulating employment policy and 

questioning of managerial competence have raised the need 

for HR audit.

(4) An effective two way communication system has also 

facilitated the need for HR audit.

 (5) Many plants are located at large distances. This also 

made the HR audit compulsory.

(6) The HR audit becomes essential because of delegation of 

authority and decentralization of power.

Approaches to HR Audit:

According to William Werther and Keith Davis, there are five

approaches for the purpose of evaluation.

These are briefly outlined as under:

ADVERTISEMENTS:

(1) Comparative Approach:

Under this approach auditors identify one model company 

and the results obtained of the organisation under audit are 

compared with it.

(2) Outside Authority Approach:

In outside authority approach a benchmark is set to compare

own results. A standard for audit set by outside consultant is

used as benchmark.



 (3) Statistical Approach:

Under statistical approach the statistical information 

maintained by the company in respect of absenteeism, 

employee turnover etc. is used as the measures for 

evaluating performance.

(4) Compliance Approach:

Under compliance approach the auditors make a review of 

past actions to determine to see whether those activities are 

in compliance with the legal provisions and in accordance 

with the policies and procedures of the company.

(5) MBO Approach:

Under MBO approach specific targets are fixed. The 

performance is measured against these targets. The auditors

conduct the survey of actual performance and compare with 

the goals set.

Types of HR Audit

1. I-9 Audit

These audits take place to make sure that there exists an I-9 form for all employees in 

the company. I-9 form is a legal requirement for companies to verify that all its workers 

have valid employment authorization. This step is a must for employment in the United 

States of America.



An I-9 Audit checks for any mistakes in the filling procedure of this form. It also looks 

into the need for further documentation in the future.

2. Policies

An audit on policies reviews the company's current and upcoming policies to ensure 

consistency. Policy audits are also necessary to ensure that each of them has full 

compliance with the governing legal norms.

3. Legal Compliance Audit

Compliance Audits ensure that the company's practices are one with all employment 

laws. These audits look into the leave structure, disability structure, health and safety, hr

policies, payroll, etc.

4. Departmental

This kind of audit specifies all its efforts in one department. It can be payroll, benefits, 

performance, etc. Departmental audit keeps on changing departments to review 

different divisions of a company.

5. Salary and Working Hours

This audit looks into uncovering mistakes in the company's salary structure and working

hours for its workers. It reviews the legal working hours for everyone, salary 

computations, overtime compensation calculations, etc.



6. Safety

A safety audit looks into the steps necessary to ensure employee health. While working 

onsite or even at the office, a worker may be vulnerable to many aspects challenging its

health. This audit makes sure that a company does everything possible to limit risk in 

the workplace.

7. Hiring

As the name suggests, a hiring audit reviews the hiring process of a company. It 

ensures that the hiring strategies are consistent, effective, efficient, and fair.

8. Employee Training

This audit checks up on the employee training and development programs in a 

company. It identifies where new training programs are necessary and how to improve 

on the old ones.

9. Benefits & Compensation Package

A benefits & compensation package audit checks up on the salary and benefits 

package. This audit looks upon minimum wage, compensation as per the company's 

objectives, appropriate employee benefits, etc.

These were a few types of HR Audits that a company must undertake to review its legal 

standpoint and performance. While performing these checks, there are also a few other 

things you must check.

https://blog.vantagecircle.com/employee-benefits-compensation-ideas/
https://blog.vantagecircle.com/employee-training-and-development/
https://blog.vantagecircle.com/hiring-strategies/
https://blog.vantagefit.io/employee-health/


HR Audit Checklist

An HR checklist is a list of things you must keep an eye on while performing HR Audits 

on different divisions. These checklists are generally very long, but here are some 

critical points for various departments to keep it short today.

1. Employee Records

 The first thing is to check the working of your Human Resource Information System (HRIS). You

must have a proper HRIS to track and search the information efficiently.

 Ensure that you have the I-9 forms in order and all other personnel files.

 Keep the sensitive information of the employees separate. One example here can be the health 

information of the workers.

2. Employee Handbook

 Have a legal counsel take a look at the national, state, and local laws for employment that may 

have a say in your office policies.

 Conducting an annual checkup on the handbook to ensure no mistakes take place

 Making the workforce aware of any new changes in the handbook and getting their 

acknowledgment for the same.

3. Hiring & Onboarding Process

 Reviewing that your Applicant Tracking System (ATS) is working at par and as per your 

requirements.

 Ensuring and checking up on the viability of the recruitment tools the company uses

https://blog.vantagecircle.com/recruitment-tools/


 Appraise the idea of implementing a buddy or mentor system for new hires

Related Article: 6 Employment Personality Test Every Employer Must Know

4. Compensation

If you pay peanuts, you get monkeys 

– Chinese Proverb

 Check up on the national pay scale to offer a competitive salary package and locate any pay 

disparity based on race, disability, gender, caste, etc.

 Build up a system to establish how you determine a hike in salary.

 Review the governing salary law to check up on issues like average salary, minimum wages, 

etc.

5. Performance Evaluations

 Have a look at the performance appraisal tool you're using currently and see if it is meeting your

requirements

 Decide on an appropriate period to judge the performance of the workforce. Also, decide on a 

system to determine employee promotion and employee demotion.

 Check up on any favoritism in the workplace harming the performance appraisal process.

6. Benefits

 Check up and update the current employee benefits package to offer a more competitive 

package to workers.

https://blog.vantagecircle.com/employee-benefits-package/
https://blog.vantagecircle.com/performance-appraisal-process/
https://blog.vantagecircle.com/favoritism-in-the-workplace/
https://blog.vantagecircle.com/employee-demotion/
https://blog.vantagecircle.com/employee-promotion/
https://blog.vantagecircle.com/employment-personality-test/


 Effectively communicate the benefits package to the work staff. Most workers don't understand 

what advantages they have in the first place. An example of this is the ESIC benefit that most 

individuals don't know how to use.

 Get to know what benefits your employees require the most. You may turn to pulse surveys to 

understand different employee persona and which benefits would suit them best, etc.

7. Training      

 Decide on the training programs for new hires of every department

 Consider having a mentorship program within a company to train juniors by seniors.

 Conducting yearly corporate Equal Employment Opportunity (EEO) training.

******************************************************************

https://blog.vantagecircle.com/employee-persona/
https://blog.vantagecircle.com/pulse-surveys/
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	Objectives of training and development
	Induce new employees: Induce employee is the main aim of training and this is the most essential for a company.
	Gain knowledge on a new method: Training and development help to gain knowledge on a new method.
	Obtain knowledge of company policy: Employee should have sufficient knowledge about company policy for best performance. Training and development help employee to obtain knowledge of company policy.
	Earn knowledge on customer relations: Gather information about customer relations is the major objectives of training and development.
	Change attitude: It helps to change attitude so, that an employee can give their best to the organization.
	Ensure personal growth: Training and development give an employee everything which needed to be a good professional. And when he becomes a good employee it ensures his personal growth.
	Ensure ensuring loyalty:  Aim of training and development is to make an employee loyal to his / her company.
	Reduce labor turnover: Another objective of training and development is to reduce labor turnover.
	Increase productivity: Training develop a person’s skill to a professional level so, it is easy to say obviously training and development process increase productivity.
	Improve quality: Improve the quality of employee is the main objective of training and development.
	Help company to fulfill future growth: Growth of a company depends on their employee. So, the development process helps the company to fulfill future growth.
	Improve organizational climate: Improving organizational climate is the greatest objective of training and development.
	Improve health care: Without good health, the employee can’t serve properly to his / her company. So, training and development improve health care.
	Prevent obsolesce: Prevent obsolesce is one the most important objectives of training and development.
	Change behavior: Training and development have a great impact on employee behavior. It polishes employee’s behavior so, that he/she can fit with the internal and external environment. 
	
	INDUCTION
	Definition of Induction:
	According to Edwin B Flippo “The induction is the welcoming process to make the new employee feel at home and generate in him a feeling of belonginess to the organization.”
	Induction Process:
	The following are the steps in induction process:
	(1) Welcoming the New Employees: The first fundamental step in induction is welcoming the new employees as soon as he joins the organizations and is duly placed on the job and gives basic instruction.
	(2) Induction with Immediate Superior: After welcome of the new employees, the next step is to introduce him with his immediate superior or with his colleagues and briefly explains his duties, responsibilities authorities, work procedure and practices.
	(3) To Impart Detail Instructions: The third and last important step in induction is to give detail information about the company such as company policies, plans, targets objectives, goals, products services, future prospects, working environment, future facilities, salary structure promotional opportunities, transfer facilities etc.
	Contents of Induction Programme:
	1. Company’s history, mission, vision and philosophy.
	2. Products and services of the company.
	3. Company’s organisation structure.
	4. Location of departments and employee services.
	5. Employees activities like clubs, credit society.
	6. Personnel policies and procedures.
	7. Standing orders.
	8. Rules and Regulations.
	9. Terms and conditions of services.
	10. Grievance procedures.
	11. Safety measures.
	12. Benefits and services for employees.
	13. Training, promotions and transfer facility.
	14. Career advancement schemes.
	15. Counselling facility.
	 
	Guidelines for Effective Induction Procedure:
	(i) Orientation should be thoroughly planned and those conducting the program should give due attention to specific problems faced by the new employees.
	(ii) Supervisors should be trained in the art of orientation of new workers. Thus, induction should be treated as a special duty.
	(iii) Human side is the most important part of orientation. Therefore, first of all the new employee should be introduced to the people with whom he will work-his colleagues, superiors and subordinates. A tea party may also be arranged for this purpose.
	(iv) The new employee should be informed about the rules that apply to him as well as the specific work situation and job requirements.
	(v) Orientation should be a gradual process. The participants should not be overloaded with too much information.
	(vi) The supervisions should answer the questions and clarify the doubts that the employee may have about the job and the organisation.
	Benefits of Induction:
	(i) It reduces new employee’s anxieties and provides him an opportunity to know about the organisation and its people.
	(ii) It helps the new employees in knowing the expectations of the organisation and its executives.
	(iii) It fosters a uniform understanding among the employees about the company’s objectives, policies, principles, strategies, and what the company expects of its people.
	(iv) It builds a positive attitude towards the company and its stakeholders. First day is crucial because new employee remembers it for years. A well-managed orientation programme leaves a lasting impression on the mind of the new employee.
	(v) It builds and strengthens two-way communication in the company.
	(vi) It helps speed up socialisation process by making the new employee understand the social, technical and cultural aspects of the workplace. The new employee becomes a part of the social fabric of the organisation and develops a sense of belongingness.
	TRANSFER
	PLACEMENT
	DEFINITION
	According to Pigors and Myers, “Placement may be defined as the determination of the job to which a selected candidate is to be assigned, and his assignment to the job.”
	Advantages of Right placement of workers:
	1. Reduced labour turnover rate.
	2. Reduced absenteeism rate.
	3. Increased safety of workers and lower accidents.
	4. Increased morale of workers.
	5. Better human relations in the organisations.
	Principles to be followed in placement:
	1. Job Requirements:
	An employee should be placed on the job according to the requirements of the job such as physical and mental ability, eyesight, hearing, stress, etc. The job should not be adjusted according to the qualifications and abilities of the employee.
	2. Suitable Qualifications:
	The job should be offered to a person who is suitably qualified. Over qualified and under qualified persons might create problems for the organisation in the long-run.
	3. Adequate Information to the Job Incumbent:
	The employee should be provided with complete information and facts relating to the job, including the working conditions prevailing in the firm. He should also be informed about the rewards associated with various performance levels.
	4. Commitment and Loyalty:
	While placing the new employee, an effort should be made to develop a sense of commitment, loyalty and cooperation in his mind so that he may realise his responsibilities better towards the job, the organisation and his associates.
	5. Flexibility:
	The placement in the initial period may be temporary as changes are likely after the completion of training. The employee may be later transferred to the job where he can do better justice.
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	3. Dry Promotion:
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