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UNIT – I 

 HUMAN RESOURCE MANAGEMENT : Human Resource Management- Meaning – 

Nature and Scope, Objectives - Functions- Distinction between HRM and Personnel 

Management. Personnel Policies: Procedure and Programmes - Organization of HRM 

Department– Needs – Recent Trends in HRM Practices – Personnel Audit- Human 

Resource Information System- need and benefits 

Human Resource Management (HRM) 

Meaning: Human Resource Management (HRM) refers to the strategic 

approach to the management of an organization's most valuable asset—its 

people. It involves the recruitment, development, and management of 

employees to contribute effectively to organizational goals. HRM covers all 
aspects of managing people within an organization, including their 

recruitment, training, performance, compensation, and well-being. 

Nature and Scope of HRM: 

• Nature: 

o People-Centric: HRM focuses on managing and optimizing human 

capital. 

o Dynamic: HRM practices are constantly evolving based on external 
and internal factors like technology, globalization, and changing 

workforce demographics. 

o Comprehensive: It involves all aspects of the employee lifecycle, 

from recruitment to retirement. 

• Scope: 

o Recruitment, selection, and staffing 

o Training and development 

o Employee relations and engagement 

o Performance management 

o Compensation and benefits 

o Health, safety, and wellness programs 

o Compliance with labor laws and regulations 



Objectives of HRM: 

1. Recruitment of Competent Employees: To hire the right talent for the 

right positions. 

2. Employee Development: To provide training and development 

opportunities to employees for skill enhancement. 

3. Employee Motivation: To ensure that employees are motivated, 

satisfied, and productive. 

4. Effective Utilization of Resources: To optimize the use of human 

resources for organizational success. 

5. Legal Compliance: To ensure adherence to labor laws, policies, and 

regulations. 

6. Fostering Positive Employee Relations: To build a healthy work 

environment and prevent conflicts. 

Functions of HRM: 

1. Human Resource Planning (HRP): Forecasting the organization's future 

HR needs and planning for recruitment and retention. 

2. Recruitment and Selection: Identifying staffing requirements, 

attracting candidates, and selecting the best fit. 

3. Training and Development: Enhancing employees' skills and 

capabilities through various training programs. 

4. Performance Management: Monitoring and evaluating employee 

performance through appraisals and feedback. 

5. Compensation and Benefits Management: Designing salary structures, 

incentive programs, and managing employee benefits. 

6. Employee Relations: Ensuring positive relations between employees 

and management, addressing grievances, and resolving conflicts. 

7. Health and Safety Management: Ensuring employees’ physical and 

mental well-being at the workplace. 

8. HR Administration: Handling HR records, maintaining employee files, 

and ensuring compliance with policies. 

 

 



Distinction Between HRM and Personnel Management: 

Aspect HRM Personnel Management 

Focus 
Strategic and long-term 

organizational development. 
Operational and administrative. 

Orientation 
Employee development, 

motivation, and involvement. 

Transactional, focused on 

payroll, compliance. 

Approach Proactive and comprehensive. 
Reactive and compliance-

oriented. 

Employee 

Relations 

Focus on trust, involvement, 

and empowerment. 

Primarily focused on 

maintaining discipline. 

Role of HR 
Strategic partner in 

organizational success. 

Administrative function with 

limited strategy involvement. 

Personnel Policies: Procedure and Programmes 

Personnel policies are the guidelines that define how HR functions are carried 

out within an organization. These policies cover recruitment, training, 
promotion, employee conduct, and compensation. They also provide a 

structured approach to managing employees and resolving conflicts. 

• Procedure: The steps or processes followed in carrying out HR functions. 

For instance, the procedure for recruitment may involve job advertising, 

interviews, selection, and onboarding. 

• Programs: HR programs are organized efforts to address specific areas 
like employee wellness, leadership development, or diversity initiatives. 

These are typically linked to the organization’s strategic goals. 

Organization of HRM Department 

The HRM department is typically structured in the following way: 

• HR Manager/Director: Leads the HR function, ensures alignment with 

organizational goals, and reports to top management. 

• Recruitment and Selection Team: Handles hiring and staffing needs. 

• Training and Development Team: Focuses on employee development 

programs. 



• Employee Relations Team: Manages conflicts, grievances, and ensures 

good relationships. 

• Compensation and Benefits Team: Designs salary structures and 

administers benefits. 

• HR Administration: Manages HR data, records, and compliance issues. 

Needs of HRM 

1. To Enhance Organizational Efficiency: Effective HRM ensures that the 

workforce is well-equipped, motivated, and aligned with the company’s 

goals. 

2. To Adapt to Changing Work Environments: HRM helps organizations 

navigate external factors such as technological advancements, 

globalization, and shifts in labor laws. 

3. To Retain Talent: HRM is key in ensuring employee satisfaction and 
retention through appropriate reward systems, development programs, 

and a positive work culture. 

Recent Trends in HRM Practices 

1. Employee Experience Focus: Organizations are moving beyond 

employee engagement and focusing on the overall experience of 

employees. 

2. Use of Technology: HR tech tools like HRMS (Human Resource 

Management Systems), AI in recruitment, and data analytics in decision-

making are becoming more prevalent. 

3. Remote Work and Hybrid Models: The pandemic shifted work trends, 

and many organizations are adopting flexible work environments. 

4. Diversity and Inclusion: Greater emphasis is being placed on creating 

diverse and inclusive workplaces. 

5. Agile HR: HR practices are becoming more flexible and responsive, 

allowing quick adaptation to changes. 

6. Wellness Programs: Emphasis on physical and mental well-being is 

increasing, with programs focused on stress management and work-life 

balance. 

 

 



Personnel Audit 

A Personnel Audit involves reviewing and evaluating the HR practices, 

policies, and the performance of the workforce. It aims to identify areas of 
improvement and ensure compliance with regulations. Key areas audited 

include: 

• Recruitment practices. 

• Training and development initiatives. 

• Compensation and benefits structures. 

• Employee performance management systems. 

• Employee satisfaction levels. 

Human Resource Information System (HRIS): Need and Benefits 

Need for HRIS: 

1. Efficient Data Management: HRIS helps in managing vast amounts of 

employee data such as personal details, payroll, performance records, 

and compliance-related information. 

2. Automation of Processes: HRIS automates routine HR tasks such as 

payroll processing, attendance tracking, and benefits management. 

3. Data-Driven Decisions: HRIS provides insights into workforce metrics, 

which help in strategic decision-making. 

Benefits of HRIS: 

1. Time and Cost Efficiency: Automation reduces manual processes and 

administrative costs. 

2. Accuracy: Minimizes human errors in payroll, performance evaluations, 

and record-keeping. 

3. Improved Compliance: Helps track labor law compliance and employee 

benefits, reducing the risk of legal issues. 

4. Enhanced Reporting: Provides real-time data and analytics for decision-

making. 

5. Improved Employee Experience: Employees can access their data and 
manage requests such as leave applications, training requests, and 

benefits. 





UNIT – II 

MAN POWER PLANNING : Man Power Planning – Characteristics – Need, Process – 

Job Analysis – Job Description – Job specification – Job design – Job Evaluation 

Methods – Merits and Demerits – Job Enrichment – Job enlargement – RE-Engineering 

Manpower Planning (Human Resource Planning) 

Characteristicsofmanpowerplanning: 

Manpower planning is a systematic approach to forecasting and managing the 

workforce needs of an organization. Its key characteristics include: 

• Forecasting Demand: Estimating future manpower needs based on 

business goals, growth projections, and strategic plans. 

• Assessing Supply: Analyzing the availability of current employees, skills, 

and the talent pool available. 

• Balancing Demand and Supply: Ensuring there is no overstaffing or 

understaffing by aligning workforce supply with organizational needs. 

• Strategic Alignment: Ensuring manpower planning aligns with the 

overall strategic objectives of the organization. 

• Flexibility: Adjusting to changing business conditions, economic factors, 

and industry trends. 

Need for Manpower Planning 

Manpower planning is critical to ensuring that an organization has the right 

number of people with the right skills at the right time. The main reasons 

include: 

1. Efficient Resource Allocation: Helps in utilizing human resources 

effectively without any wastage. 

2. Cost Management: Prevents overstaffing and understaffing, which can 

lead to increased costs. 

3. Achieving Organizational Goals: Supports the achievement of short-

term and long-term business objectives. 

4. Talent Development: Helps identify skill gaps and training needs. 

5. Adapting to Changes: Prepares the organization for changes in 

technology, work patterns, or market conditions. 

 



Process of Manpower Planning 

The process of manpower planning involves several key steps: 

1. Forecasting Demand: Predicting future manpower requirements based 

on business strategies, growth, and external factors. 

2. Analyzing Current Manpower Inventory: Assessing the existing 

workforce's skills, qualifications, and performance levels. 

3. Identifying Gaps: Determining the difference between the forecasted 

demand and the current supply of manpower. 

4. Developing Action Plans: Creating strategies to fill the gaps through 

recruitment, training, or other HR interventions. 

5. Implementation: Executing the plan through recruitment, training 

programs, job redesign, etc. 

6. Monitoring and Evaluation: Continuously assessing the effectiveness of 

the manpower plan and adjusting it as necessary. 

Job Analysis 

Job analysis is the process of studying and understanding the requirements of 

a job within an organization. It involves gathering detailed information about 

the tasks, responsibilities, and skills needed to perform the job. 

Key Components of Job Analysis: 

1. Job Description: A written statement that outlines the responsibilities, 

duties, working conditions, and other essential aspects of a job. 

2. Job Specification: Defines the qualifications, skills, experience, and 

personal characteristics required for the role. 

3. Job Evaluation: A method of determining the value of a job within an 

organization to establish fair compensation. 

Job Description 

A job description is a formal document that describes the duties, 

responsibilities, and expectations of a particular role. It typically includes: 

• Job Title: The designation of the position. 

• Job Purpose: A brief summary of the role's main objectives. 



• Key Responsibilities: A detailed list of tasks and duties associated with 

the job. 

• Working Conditions: Information on working hours, environment, travel 

requirements, etc. 

• Reports To: The person to whom the employee will report. 

Job Specification 

A job specification outlines the qualifications, experience, skills, and personal 

attributes required for a job. Key elements include: 

• Educational Qualifications: Academic degrees or certifications needed. 

• Experience: Previous work experience or skills required. 

• Skills: Specific technical or soft skills necessary for the job. 

• Personal Traits: Attributes such as communication skills, leadership, or 

problem-solving abilities. 

Job Design 

Job design refers to the process of organizing tasks and responsibilities into a 

role that maximizes employee motivation, satisfaction, and performance. Job 

design aims to improve the quality of work and can take several forms: 

• Job Rotation: Moving employees through different roles to broaden their 

skill set. 

• Job Enlargement: Increasing the number of tasks to reduce monotony. 

• Job Enrichment: Increasing the variety and complexity of tasks to 

provide more responsibility. 

Job Evaluation Methods 

Job evaluation is the process of determining the value of a job in relation to 

others in the organization, typically for the purpose of setting compensation 

levels. 

• Ranking Method: Jobs are ranked in order of their importance or value. 

• Classification Method: Jobs are grouped into categories or classes 

based on their responsibilities. 



• Point Factor Method: Jobs are evaluated based on a set of 

predetermined criteria, with each criterion assigned a point value. 

• Factor Comparison Method: Jobs are compared based on key factors 

(e.g., skill, responsibility), with financial values assigned. 

Merits and Demerits of Job Evaluation Methods 

Merits: 

• Ensures fairness in compensation and rewards. 

• Provides a systematic approach to determining job value. 

• Helps in internal equity and transparency within an organization. 

Demerits: 

• Subjective in some methods (e.g., ranking and classification). 

• Time-consuming and complex. 

• Can lead to dissatisfaction if not properly communicated or executed. 

Job Enrichment 

Job enrichment refers to enhancing a job by adding more meaningful tasks 

and responsibilities, giving employees more control over their work, and 

providing opportunities for growth and development. Key features include: 

• Increased Responsibility: Assigning more challenging tasks that 

encourage autonomy. 

• Skill Variety: Allowing employees to use a variety of skills. 

• Feedback: Providing employees with regular feedback on their 

performance. 

Benefits: 

• Enhances employee satisfaction and motivation. 

• Reduces turnover and absenteeism. 

• Improves productivity and creativity. 

 



Job Enlargement 

Job enlargement involves increasing the variety of tasks within a job, without 

increasing the level of responsibility. It is essentially a horizontal expansion of 

job duties, aimed at reducing monotony. 

Benefits: 

• Reduces boredom and increases job variety. 

• Encourages skill development. 

• Can improve job satisfaction by providing more variety in daily tasks. 

Drawbacks: 

• May lead to a lack of challenge or fulfillment if tasks become too 

repetitive. 

• Can increase workload without providing additional rewards. 

Re-engineering 

Re-engineering (also known as business process reengineering) refers to the 

process of redesigning business processes to achieve significant improvements 

in performance, efficiency, and quality. It involves rethinking and radically 

redesigning existing processes. 

Key Aspects of Re-engineering: 

• Process Mapping: Analyzing and visualizing current processes to 

identify inefficiencies. 

• Redesign: Streamlining or transforming processes to improve speed, 

quality, and customer satisfaction. 

• Automation: Incorporating new technologies to enhance operational 

efficiency. 

Benefits: 

• Dramatic improvements in efficiency and cost reduction. 

• Enhanced customer satisfaction. 

• Greater flexibility and adaptability to market changes. 



Challenges: 

• High initial costs and disruption during implementation. 

• Resistance from employees due to fear of job loss or change. 

• Requires strong leadership and change management strategies. 

 

 



  UNIT - III 

RECRUITMENT AND SELECTION : Recruitment- Sources - Selection - Sources - 

Procedure, - Interviews – Types - Placement – Induction 

Recruitment and Selection 

Recruitment and selection are crucial parts of the human resource management (HRM) process, 

helping organizations attract, select, and hire the right talent. The recruitment process is about 

sourcing potential candidates, while selection involves evaluating and choosing the right 

candidates for the job. 

1. Recruitment 

Recruitment is the process of identifying, attracting, and engaging potential candidates for a job 

vacancy. 

Sources of Recruitment: 

• Internal Sources: 

1. Promotion: Moving an existing employee to a higher position. 

2. Transfers: Moving an employee to a different role or department. 

3. Employee Referrals: Employees recommend potential candidates from their 

network. 

4. Internal Job Postings: Jobs are announced within the organization, encouraging 

current employees to apply. 

• External Sources: 

1. Job Portals (Online Platforms): Websites like LinkedIn, Indeed, Monster. 

2. Campus Recruitment: Recruiting fresh graduates directly from universities and 

colleges. 

3. Employment Agencies: Third-party organizations that match candidates with job 

openings. 

4. Job Fairs: Events where employers and job seekers can meet. 

5. Social Media: Platforms like LinkedIn, Twitter, and Facebook are used to post 

job vacancies. 

6. Newspapers & Magazines: Traditional method, although less common today. 

7. Headhunters: Specialized recruitment firms that find candidates for senior or 

highly specific roles. 

8. Walk-ins: Candidates can directly approach the organization to apply. 

 

 

 

 



2. Selection 

Selection is the process of assessing candidates' qualifications, skills, and suitability for a job 

role and choosing the best candidate. 

Sources of Selection: 

• Resume/CV Screening: Reviewing resumes to assess qualifications and experience. 

• Application Forms: Forms filled by candidates containing their personal and 

professional details. 

• Interviews: Face-to-face or virtual interactions to assess candidate's skills, experience, 

and cultural fit. 

• Testing: Skill-based tests or aptitude tests to measure specific capabilities (e.g., technical 

skills, cognitive abilities). 

• Reference Checks: Contacting previous employers or references to verify a candidate's 

background and performance. 

• Assessment Centers: A group of exercises to simulate work scenarios, evaluating 

multiple candidates at once. 

Selection Procedure: 

1. Screening of Applications: The first step in the selection process involves filtering 

applications to remove those that do not meet the basic requirements. 

2. Shortlisting Candidates: Based on the application screening, a shortlist of candidates is 

created for further assessment. 

3. Preliminary Interviews: Conducting initial interviews, often by phone or video, to 

assess basic fit and interest. 

4. Selection Tests: Administering various tests like psychometric, aptitude, and skill-based 

assessments to evaluate candidates. 

5. Final Interviews: In-depth interviews with senior managers or HR representatives to 

assess the candidate’s fit for the role. 

6. Background Checks: Verifying the accuracy of the candidate's information and 

qualifications through reference checks or criminal background checks. 

7. Job Offer: A formal offer is extended to the selected candidate, outlining terms of 

employment, salary, and benefits. 

 

 

 

 

 

 



3. Interviews – Types 

Interviews are an essential component of the selection process. They help assess a candidate’s 

interpersonal skills, experience, and cultural fit. 

Types of Interviews: 

• Structured Interviews: These have a set format with specific questions asked in the 

same order for all candidates. 

• Unstructured Interviews: More informal, flexible interviews where the interviewer asks 

open-ended questions and may change the course of the discussion based on responses. 

• Semi-Structured Interviews: A mix of both structured and unstructured approaches, 

with a set of core questions but some flexibility in the conversation. 

• Panel Interviews: A single candidate is interviewed by a group of interviewers, typically 

senior managers or HR personnel. 

• Group Interviews: Several candidates are interviewed at once, often used for roles that 

require teamwork skills. 

• Behavioral Interviews: Focus on past behavior as a predictor of future performance, 

often using the STAR method (Situation, Task, Action, Result). 

• Technical Interviews: Used to evaluate a candidate's technical knowledge and problem-

solving skills, common in IT and engineering roles. 

• Case Interviews: Used to assess problem-solving and analytical skills, often involving 

hypothetical business problems. 

 

4. Placement 

Placement refers to assigning the selected candidate to the appropriate job role within the 

organization. This involves: 

• Job Role Assignment: Based on the candidate’s skills, qualifications, and experience, 

they are placed in a role that suits their capabilities. 

• Organizational Fit: Ensuring the candidate’s personality and values align with the 

company culture and work environment. 

• Salary and Benefits Negotiation: Finalizing the compensation package for the new hire. 

 

 

 

 

 



5. Induction 

Induction (or Onboarding) is the process of introducing new employees to the organization, its 

culture, and its operational systems. 

Key Aspects of Induction: 

• Welcome and Introduction: New employees are introduced to the company's mission, 

values, and key team members. 

• Workplace Familiarization: Introducing new hires to their physical workspace, teams, 

tools, and software. 

• Training Programs: Providing necessary training on company policies, job-specific 

tasks, and soft skills. 

• Documentation and Paperwork: Completing any legal or company-required forms such 

as tax information, contracts, or benefits enrollment. 

• Ongoing Support: Offering continuous support and feedback during the initial period of 

employment to ensure the new employee feels comfortable and integrated into the team. 



UNIT IV 

TRAINING : Training –Meaning, Need - Selection of Trainees- Methods of Training – 

Evaluation of Training - Management Development Programmes - Methods - 

Promotion – Types, Merits- Demotions; Career Planning - Transfers 

1. Training – Meaning, Need 

Meaning: 

Training refers to a planned effort by an organization to enhance the skills, 

knowledge, and competencies of its employees to improve their performance 

and efficiency in their current roles. 

Need for Training: 

• Skill Development: To enhance the specific skills employees need for 

their job roles. 

• Increased Productivity: Well-trained employees are more efficient, 

leading to increased productivity. 

• Adaptability: Helps employees adapt to technological changes, new work 

processes, or evolving job requirements. 

• Employee Motivation: Training can increase employees' job satisfaction 
and morale, as it demonstrates the company’s investment in their 

growth. 

• Compliance & Safety: Ensures employees are aware of legal, regulatory, 

and safety standards, helping the company avoid legal issues. 

2. Selection of Trainees 

Selection of trainees involves choosing which employees will undergo 

training. It’s important to select trainees based on: 

• Skill Gaps: Employees who need improvement in specific areas related to 

their job. 

• Potential for Growth: Employees who show potential for advancement 

and could benefit from development. 

• Job Requirements: Employees whose current roles require new 

knowledge or skills. 

• Performance Issues: If an employee is struggling, training can help 

improve performance. 



• Volunteering or Interest: Sometimes, employees volunteer for training 

programs to enhance their career development. 

 

3. Methods of Training 

Different methods can be used to train employees, depending on the nature of 

the work and objectives of the training: 

• On-the-job Training (OJT): Employees learn while performing their job 

tasks, often under the supervision of experienced colleagues. 

• Classroom Training: Traditional instructor-led sessions where 

employees are taught concepts in a formal setting. 

• E-learning: Training via online courses and modules, which offers 

flexibility for employees to learn at their own pace. 

• Simulations: Creating realistic job environments or scenarios to train 

employees without real-world consequences. 

• Role-playing: Employees act out job scenarios to develop interpersonal 

skills, problem-solving, or conflict resolution. 

• Apprenticeship: Combines on-the-job training with classroom learning, 

often used for skilled trades. 

4. Evaluation of Training 

Evaluating the effectiveness of training is essential to determine whether the 

training objectives have been met and if employees have gained the necessary 

skills. Methods include: 

• Kirkpatrick’s Four Levels of Evaluation: This model evaluates training 

through four levels: 

1. Reaction: How participants feel about the training (e.g., 

satisfaction surveys). 

2. Learning: The extent to which participants acquire knowledge or 

skills. 

3. Behavior: How participants apply their learning in the workplace. 

4. Results: The impact of training on organizational performance 

(e.g., increased productivity, reduced errors). 



• Pre- and Post-Assessments: Testing employees before and after the 

training to measure improvement in knowledge and skills. 

5. Management Development Programmes (MDPs) 

These are specialized programs designed to prepare employees, particularly 

those in managerial or leadership roles, for higher responsibilities within the 

organization. 

 

Methods of MDPs: 

• Formal Education: Sending managers to specialized courses or 

obtaining advanced degrees. 

• Job Rotation: Moving employees through different roles within the 

organization to give them a broad understanding of the business. 

• Coaching and Mentoring: Experienced managers help guide and 

develop the potential leaders. 

• Case Studies and Simulations: Helping managers practice decision-

making in simulated environments that resemble real business 

situations. 

6. Promotion – Types, Merits 

Promotion: Promotion refers to the advancement of an employee to a higher 

position, usually with increased responsibilities, status, and pay. 

Types of Promotion: 

• Vertical Promotion: A rise to a higher position in the hierarchy, such as 

moving from a junior role to a senior role. 

• Horizontal Promotion: A lateral movement to a different role or 

department at the same level, which might broaden the employee’s 

experience. 

Merits of Promotion: 

• Employee Motivation: Employees are motivated to perform better when 

they see a pathway for career advancement. 

• Retention: Promoting from within helps retain top talent and reduces 

turnover. 



• Cost-Effective: It is often cheaper and less time-consuming than hiring 

externally. 

• Familiarity with the Organization: Promoted employees are already 

familiar with the organization's culture, processes, and challenges. 

7. Demotions 

A demotion occurs when an employee is moved to a lower position or rank, 

typically with reduced responsibilities, pay, and status. Demotions can happen 
for reasons such as poor performance, violation of company policy, or business 

restructuring. 

 

 

Implications of Demotions: 

• Employee Morale: Demotions can lead to a decrease in morale, 

especially if they are perceived as unfair. 

• Job Satisfaction: Employees who are demoted may feel less valued, 

which can affect job satisfaction. 

• Motivational Tool: In some cases, a demotion can serve as a wake-up 

call for an underperforming employee to improve. 

8. Career Planning 

Career planning is a process through which an employee assesses their career 

goals, skills, and opportunities and works with the organization to chart a path 

for future growth and development. 

Key Steps in Career Planning: 

• Self-assessment: Understanding one's interests, strengths, and career 

goals. 

• Goal Setting: Setting short- and long-term career objectives. 

• Exploring Opportunities: Identifying the career paths available within 

the organization. 

• Skill Development: Focusing on acquiring the skills necessary to move 

forward in the chosen career path. 



9. Transfers 

Transfers refer to the reassignment of an employee from one job, department, 

or location to another. Transfers can be either lateral (no change in rank) or 

involve a promotion or demotion. 

Reasons for Transfers: 

• Employee Development: Transferring employees to broaden their 

experience or expose them to new challenges. 

• Job Satisfaction: Moving employees to positions where they are more 

satisfied or where they fit better. 

• Business Needs: Addressing staffing shortages or organizational 

changes. 

• Personal Reasons: Employees may request transfers for personal 

reasons, such as family relocation. 



UNIT – V 

PERFORMANCE APPRAISAL : Performance Appraisal – Purpose- Factors Affecting 

Performance Appraisal – Criteria for Performance Appraisal – Performance Appraisal 

Techniques – Limitation of Appraisal Methods. Grievance – Meaning, Causes of 

Grievance Grievance Redressal Procedure – Collective Bargaining – Meaning – levels – 

methods – pre-requisites – Benefits. 

1. Performance Appraisal 

Purpose of Performance Appraisal: Performance appraisal is a systematic 

process of evaluating and assessing an employee’s job performance, skills, and 

accomplishments over a specific period. The primary purposes include: 

• Identifying strengths and weaknesses: Helps employees recognize 

areas of improvement. 

• Providing feedback: It serves as a foundation for giving feedback to 

employees to improve performance. 

• Setting goals: Assists in setting goals for future development and career 

progression. 

• Rewarding performance: Provides a basis for promotions, salary 

increases, and bonuses. 

• Identifying training needs: Helps determine the need for further 

education and skill development. 

• Employee motivation: Recognition of performance can motivate 

employees to work harder. 

Factors Affecting Performance Appraisal: 

• Personal Bias: The evaluator’s personal biases and perceptions can 

distort the appraisal process. 

• Job Complexity: The more complex the job, the harder it is to evaluate. 

• Standardization: Lack of standardized criteria can result in inconsistent 

evaluations. 

• Feedback Mechanism: Inadequate or ineffective feedback can reduce 

the usefulness of the appraisal. 



• Time Frame: Appraisals conducted over a short period might not reflect 

an employee's true performance. 

• Work Environment: External factors like work conditions or company 

culture can influence performance. 

Criteria for Performance Appraisal: The criteria for appraising performance 

should be: 

• Job knowledge and skills: How well the employee understands their role 

and responsibilities. 

• Quality of work: The accuracy and efficiency of the employee's output. 

• Productivity: The quantity of work produced. 

• Initiative: The employee’s ability to take on extra responsibilities or 

proactively solve problems. 

• Teamwork and collaboration: Ability to work with others. 

• Adherence to company values and policies: Consistency with 

organizational norms and regulations. 

• Attendance and punctuality: Dependability in showing up for work on 

time. 

Performance Appraisal Techniques: Several techniques are used to evaluate 

employee performance: 

• Rating Scales: Employees are rated on a scale for various criteria. 

• 360-Degree Feedback: Collects feedback from a variety of sources 

(supervisors, peers, subordinates, self). 

• Management by Objectives (MBO): Employee performance is measured 

against pre-established objectives. 

• Critical Incident Method: Documenting specific incidents of effective or 

ineffective behavior. 

• Behaviorally Anchored Rating Scale (BARS): Combines elements of the 

critical incident and rating scale methods to assess specific behaviors. 

• Forced Distribution: Employees are ranked within a certain percentage 

distribution (e.g., top 10%, middle 70%, bottom 20%). 

 



Limitations of Appraisal Methods: 

• Bias: Personal biases or prejudices of the evaluator can affect the results. 

• Lack of Objectivity: Some methods, such as rating scales, may lack 

precision. 

• Time-consuming: Detailed appraisals can take up a lot of time. 

• Employee Discomfort: Some employees may feel stressed or 

demotivated by the process. 

• Inconsistent Criteria: Different evaluators might have different 

standards for appraisal. 

• Focus on Past Performance: Many appraisal methods focus on past 

performance and may not address future potential or development needs. 

2. Grievance 

Meaning of Grievance: A grievance is a formal complaint raised by an 

employee or a group of employees against an employer or an organizational 

policy. It is typically related to issues like unfair treatment, violations of 

policies, harassment, compensation problems, or work conditions. 

Causes of Grievance: 

• Unfair treatment: Employees may feel they are treated unequally 

compared to others. 

• Poor working conditions: Unsafe, unsanitary, or uncomfortable working 

environments. 

• Inadequate compensation: Discrepancies in pay, benefits, or job 

security. 

• Poor communication: Lack of clear communication between 

management and employees. 

• Unclear policies: Employees may be dissatisfied with the inconsistency 

in company rules and policies. 

• Harassment or discrimination: Gender, racial, or other forms of 

harassment or bias in the workplace. 

 

 



Grievance Redressal Procedure: 

1. Complaint lodging: The employee formally lodges a grievance, typically 

in writing. 

2. Initial review: The grievance is reviewed by a supervisor or HR for 

assessment. 

3. Investigation: A thorough investigation of the matter is carried out. 

4. Resolution: After investigation, appropriate action is taken, such as 

resolving the issue, compensation, or corrective measures. 

5. Appeal: If the grievance is not resolved satisfactorily, the employee can 

appeal to higher management or an external body. 

6. Record keeping: The grievance and its resolution are documented for 

future reference. 

3. Collective Bargaining 

Meaning of Collective Bargaining: Collective bargaining is the process 

through which employers and a group of employees (usually represented by a 
union) negotiate to reach an agreement on various terms and conditions of 

employment, such as wages, benefits, working hours, and other working 

conditions. 

Levels of Collective Bargaining: 

• National Level: Discussions between national trade unions and 

employer associations. 

• Industry Level: Bargaining between employers in the same industry and 

a trade union. 

• Enterprise Level: Bargaining between individual employers and 

employee unions at the workplace level. 

Methods of Collective Bargaining: 

• Distributive Bargaining: Focusing on dividing a fixed amount of 

resources (e.g., salary increases). 

• Integrative Bargaining: Collaborating to find solutions that benefit both 

parties (e.g., improving working conditions). 

• Concessionary Bargaining: Workers may give up certain benefits or 

accept cuts in wages to help the employer. 



Pre-requisites for Successful Collective Bargaining: 

• Strong leadership: Skilled negotiators and strong union leadership. 

• Adequate preparation: Both sides need to come prepared with facts, 

figures, and proposals. 

• Good faith negotiations: Both parties must negotiate honestly and with 

a willingness to reach a fair solution. 

• Clear objectives: Each party should have a clear understanding of what 

they aim to achieve from the process. 

• Mutual respect: A respectful attitude towards each other’s concerns and 

needs. 

Benefits of Collective Bargaining: 

• Improved working conditions: Can lead to better work conditions for 

employees. 

• Fair wages: Ensures equitable wage negotiations, resulting in fair pay for 

workers. 

• Job security: Collective agreements often include provisions that protect 

employees from arbitrary layoffs. 

• Dispute resolution: Provides a structured process for resolving conflicts. 

• Better relations between employers and employees: Leads to a more 

harmonious working environment and reduces industrial disputes. 

• Economic stability: Helps stabilize labor costs and avoid disruptions 

due to conflicts. 
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