	New Entrepreneurship Education For Advanced level & Higher Institutions – Mark Ssempijja
	2020



TOPIC 
MANAGING   PERSONNEL / PERSONNEL MANAGEMENT. (HUMAN RESOURCE MGT)
Introduction : 

Managing   personnel  is  the  process   of  planning , monitoring  , controlling   and administering of  personnel  to  include   their   recruitment  , motivation   and retention   in  the   production  process.

The recruitment Process.

Hiring   a new employee     is   important   to the entrepreneur as it to the person hired. It can either   be   the beginning of a mutually   rewarding   relationship, or the   beginning   of a long  series  of  mistakes.

Two of the major reasons   for high employee   turnover  are the   recruiting  and   selection procedures  used. The   way   entrepreneurs  advertise  a position,  handle applications,  conduct   interviews, select  and   introduce   a  new   worker   to a job  are  all elements    in  the   effort   to  reduce   employee   turnover. 

Sources   of   recruiting   employees / Sourcing Methods:

Effective   recruiting   requires   that   you  know  where   and  how   to   obtain  qualified  applicants. It  is  difficult  to  generalize  about  the  best   source  for each  business,  but a description  of  the  major  sources follows:

i. 
Present  employees: Promotion  from   within  tends  to  keep  employee  morale high. Whenever  possible, current employees   should  be given  first consideration   for  any  job  openings. This practice   signals your   support   of current   employees. 

ii. 
Unsolicited applicants/Walk-ins: Small businesses receive   many unsolicited   applications  from  qualified   and   unqualified   individuals. The former   should be kept   on  file  for  future  reference. Good  business  practice  suggests  that  all applicants  be  treated   courteously  whether  or  not   they   are  offered   jobs.  

iii.
School/ Institutions: High  schools, vocational  schools, colleges  and  universities:  These are  sources   for certain  types   of   employees,  especially   if  prior  work  experience   is not   a  major   factor   in  the   job   specification. Schools also  are   excellent sources   for  part time  employees.  

iv. 
Private   employment   agencies: These   firms   provide   a  service   for employees   and  applicants   by  matching   people to  jobs  in   exchange   for  a fee . Some   fees  are  paid   by the   applicants   and  there  is  no   cost   to  the   employer. For   highly   qualified applicants   in short   supply, the   employer   sometimes  pays  the fee. Examples in Uganda include Dama Consults, PILA consults, etc

v. 
Employee referrals:  References   by current   employees may  provide   excellent   prospects  for the   business.  Evidence   suggests   that  current   employees   hesitate   to  recommend   applicants  with  below   average   ability.  Word   of mouth   is   one of the  most   commonly  used recruiting   sources  in the   small  business  community.  

vi.
Help wanted  advertising.  Letting people  know  that   the   business   is hiring is  a  key element   in  gaining   access   to the   pool   of  potential   employees.  At   its   simplest ,  this   type   of   advertising   may   take   the  form   of   help  wanted  sign in   the window.  More  sophisticated   methods   involve   using  local media,  primarily   print   sources   such as   daily   and   weekly   news papers  

vii. 
Specialty media  publications:  .  Such as  trade  association  magazines  and  newsletters , may  also  produce quality   job applicants. There are efforts  in  some   parts   of  the   country.

vii.
Head hunting / talent spotting i.e. this involves an entrepreneur looking around for a particular person who fits the specifications of the job. This is normally done by the human resource manager who inquires from friends, giving them the description of the type of person he needs.

viii-
Competing organizations; i.e. other organizations in the same industry could be a source of personnel. They are usually poached of attracted by offering better remuneration packages. This is how former Warid Telecom poached all the IT experts of MTN.

PROCEDURES OF RECRUITING EMPLOYEES FOR A BUSINESS

Whatever   type   of  business  you  plan,   you  will  invariably  need   some   workers  for technical , clerical, sales  and  management  duties. It is   therefore, important   for the   entrepreneur   to  employ   the  right   personnel. The procedures include:

1. Identification of the vacant posts or positions

2. Identification of the required skills

3. Placement of the job advertisement

4. Issuing application forms and handling inquiries

5. Receiving and registration of applications

6. Sorting applications according to job specifications 

7. Short listing suitable / eligible applicants for interview

8. Preparation of the interview questions

9. Creation of the interview panel and venue

10. Contacting / inviting suitable applicants for interview

11. Conducting the interview

12. Contacting referees

13. Selection of successful candidates

14. Appointment of successful candidates receiving acceptance letters

15. Conducting induction training of the newly recruited employees

16. Placement of the newly recruited employees

17. Planning for further training and development 

FACTORS CONSIDERED WHEN RECRUITING EMPLOYEES IN AN ORGANISATION.
a
Type of skills required:- This is a very important factor, the recruited personnel should 

posses the required skills . This depends on the nature of the organization; people with the 
required skills will help a firm to achieve the set goals.

b 
Employees’ working experience:-in every business, experience matters a lot. It is assumed that employees, who have enough experience in doing a particular activity, perform efficiently, so an organization would look for those people with enough experience, depending on the available work to be done.  

c
Cost of the employee:- Under this ,we mainly look at the payments(salary or wage and  other packages) to be given to an employee. An organization should recruit those employees whose costs can be met, if the costs are too high, this affects the overall profitability of the firm.

d
Age of the employee:- Depending on the nature of an organization, this factor should be highly considered. Most firms today need energetic people who are flexible and hence can easily adapt to the changing situations in the market, so in such firms a young, energetic people should be highly considered.

e
Nature of the job to be done: Employees to be recruited should vary with the type or nature of work to be done, for instance if the need for employees is in the marketing department, one would not expect a firm to recruit accountants or doctors, instead he has to look for personnel who follow in that category (marketing).

f
Number of workers required:- This should also be considered where there is a need for a few employees, it would be dangerous to recruit many people as this will affect the cost of operation in terms of payments for them. So an organization should recruit those people depending on the need of the firm.

g
Health condition of the employee: Most firms (mainly profit making firms) would not want recruit employees with a lot of medical problems e.g. those with chronicle diseases. This is because it will affect the business in terms of reduced working days, increased medical allowance e.t.c.

h
Sex of an employee:- This also depends upon the nature of work to be done. Some jobs are fit for a particular sex, for instance those who work in heavy machinery in factories loading and offloading of commodities etc., are fit for me while others like receptionists, secretary etc. are fit for ladies. So depending on a particular work, one should recruit a particular sex, which is fit for the job.

i
Language: It is also important, as this is the only way for effective communication in an organization that’s why today firms need educated people who can have a common language to facilitate easy communication.

j
Size of the business: If it is a small firm it should recruit those people who will not affect it as far as costs are concerned. That’s why small firms end up recruiting semi-skilled and inexperienced personnel whose costs are favourably cheaper.
METHODS OF PAYING / REMUNERATING EMPLOYEES

Some of the common methods used when paying workers in organisations include:

a-
Time rate method. ie payment based on the time or duration spent at work
b-
Piece rate method ie payment depending on the volume of work done
c-
Contract-based payment. ie depends on the agreed work and time to be taken at work
d-
Profit sharing method. ie depends on the amount of profits realized in a given period.
e-
Over time/ bonus payment. This is payment over and above the normal working time 
f-
Slide scale eg cost of living allowances.

g-
Payment in kind this is non monetary form of payment, eg food instead of money
h-
Commission based payment, normally given to sales force and it depends on sales volume made.
MOTIVATION OF EMPLOYEES:

Motivation   is derived  from   the  word   motive   which is  a dynamic   form of desire  , craving  or need  which   must  be satisfied  .  All   motives   are directed  towards   goals  ,needs  , desires   or  change  of   behavior  which  becomes   goal oriented. 

Motivation is a process of stimulating someone to adapt a desired course of action.
Robert Dubin defines motivation as “something that moves a person to action and continues him in the course of action already initiated”.

Gupta defines it as an internal psychological feeling that produces goal directed behaviour.  Motive is a driving force that or a need within people that compels them to act or behave in a particular manner.

A number of theories have been developed to explain the process and determinants of motivation. One of them is Abraham Maslow’s need hierarchy theory shaped by several needs. These needs are spread in a sequence of priority. An individual first of all tries to satisfy his lower level needs, once these are satisfied he tries to achieve satisfaction of his higher order needs. The hierarchy of human needs consists of:

1.
Physiological needs / basic needs

2
Safety and security needs

3
Social (love needs) / psychological needs

4
Ego /esteem needs

5
Self-actualization needs

.N.B (These are arranged from the lower level to the higher level.) 
NEED FOR / IMPORTANCE OF MOTIVATION.

-
Motivation makes workers perform positively and contribute towards the achievement of the desired goals and objectives of the firm. 

-
It helps / encourage employees to work hand in hand with the business like they use all their efforts to efficiently and effectively participate in activities of the business that would lead to attainment of the set targets.

-
Motivation improves or enhances the productivity of employees through working efficiently and effectively.

-
Motivation reduces strikes and all other threats from employees that could lead to losses poor


productivity and total destruction of the enterprise.

-
It improves the good working conditions of employees. This however improves on  the working 
relationship between the employees and employers.




-
It improves the skills of workers i.e. through motivation,  workers acquire more skills through 


trainings. This leads to efficiency in production and increases productivity.

WAYS OF MOTIVATING EMPLOYEES IN AN ORGANISATION

(GUIDELINES FOR RETENTION OF EMPLOYEES)
There are various techniques that may be used to motivate employees. Among which are:

a-       Favourable job content: for instance job security, enough pay, fringe benefits, like pensions, 

            participation in decision making and management etc.

b-
Promotion prospects: Promoting worker objectively, those who perform better should be 


promoted so that others may also be encouraged to perform as expected. 

c-
Provision of adequate and timely satisfying recommendation where 

necessary, it is common for most firms to recommend their employees over some situations for 

instance in case of accessing a loan from a financial institution, application for travel documents 

etc.

d-
Women may be partially or fully involved in decision making in an organization. In case of a decision to be made, consultations should be made from employees.

e-
Performance appraisal of workers and promising workers for appraisals according to their 


contribution to the business or organization. 

f-
Ensuring a pleasant and improving on the working conditions of workers, for instance conducive environment for resting, good feeding and medical case etc.

g-
Provision of transparency in business operations, for instance being open to employees on issues concerning fund management, and in case of failure in anything they should be communicated to them, to make them aware.

h-
Open communication to all employees, and allowing employees to participate in decision-making. This makes them feel they are part of the organization.

I-
Provision of on job training where necessary and further studies for employees, this helps 
them move with the changing working situations and techniques.

j-
Giving rewards for specific good results or for work well done, this is done in form of giving certificates of merit, prizes etc.

k-
Organizing staff get-to-gether parties and giving of gifts at the end of successful periods, most organizations prepare such functions at the end of the year.

l-
Timely and adequate remuneration of workers i.e. they should be given their pay in time and should be favourable in relation to the amount of work done.

m-
Management of discipline, for instance discouraging defective work culture like late coming, absenteeism, indiscipline among workers, putting in place rules and regulations to enforce discipline.

n-
Encouraging teamwork among employees and good relations with employees, they should 
also show concern to workers’ problems etc.

o-
Giving praise and genuine criticism where necessary or appropriate.

NB: 


Job performance standards are the acceptable competency aspects required for a given job, it refers to what is expected to be the output of an employee for a given job, this means that if one does not perform up to that extent, then it means that one has failed i.e. one’s performance standard is low.\

STRATEGIES TO BE ADOPTED TO IMPROVE THE WELFARE OF EMPLOYEES
- Provide safe drinking water to employees.

- Providing sanitary facilities and clean them regularly.

- Separate comfortable and hygienic places for meals  shall be put in place.

- Provision of resting time and places for employees.

- Providing recreation facilities like play grounds for workers.

- Provision of first aid kits in case of any emergency or accident at work.

- Availing adequate storage  facilities for workers’ belongings like cloths.

- Provide user friendly facilities for disabled or handicapped workers like lifts.

- Minimising noise pollution at the workplace.

- Provision of protective gadgets like helmets and overalls.

- Provision of special clothings for workers like uniforms.

- Giving fringe benefits to workers like leaves, allowances, etc.
MANAGEMENT OF DISCIPLINE IN AN ORGANISATION
Discipline of employees and other department leaders in an organisation is an important factor of efficiency and greater productivity thus it must be highly observed. The entrepreneur or concerned management should make sure that he avoids indiscipline cases in a firm as much as possible in order to achieve his expected targets. 

There are common causes of indiscipline in an enterprise that should be observed and managed well in order to keep the employee motivated and work to his expectation. These include

-
Lack of procedures for handling employees’ grievances.

-
Defective work culture should be discouraged, like absenteeism, late coming, dirtiness, etc.

-
Indiscipline cases among the  supervisors and managers themselves.

-
Inconsistency in enforcing discipline.

-
Weak and un decisive management.

-
Excessive authority on part of management.

-
Favoritism among the employees, this is done by management.

-
Lack of adequate rules at work or failure to publish them for the employees to be aware.

-
Improper allocation of job content

PROCEDURES FOR HANDLING INDISCIPLINE CASES IN THE BUSINESS

One should note that different organisations handle indiscipline cases differently depending on the size, nature, purpose and type of the business. The procedures taken by a secondary school are different from those of a manufacturing firm or restaurant. A private firm has different procedures as compared to a public company. However, the common procedures involve the steps below:

1-
Documenting the details of the indiscipline case ie recording the offence.
2-
Conducting a verbal discussion with the culprit that may involve counseling by the immediate supervisor ie carrying out preliminary action by the immediate supervisor.
3-
Drafting a written warning letter about the indiscipline case by the immediate supervisor if the employee does not change.
4-
Once the employee fails to reform, one is forced to meet the disciplinary committee. 

5-
Giving a fair hearing to the employee to defend him/herself.
5-
Once it fails, one may be suspended for a specified period of time.

6-
Failure to reform, one may be demoted or have his/her salary or some fringe benefits deducted.

7-
One that fails, then one may be dismissed or terminated from work.

NB


Job content refers to the amount of work that an employee should perform with in a given period of time.

Job grading refers to the process of determining the value of every job in the organisation with an aim of determining the salaries and wages to be paid.

Human Resource management involves the continuous process of keeping the organisation supplied with the right human resource in the right position and at the right time, this process includes the followings:

a)
Man power planning i.e. assessing the man power requirements of the firm and strategies for developing, utilizing and preservation of the required manpower.

b)
Recruitment i.e attracting and identifying suitable employees to given jobs, eg through advertisement.

c)
Selection i.e. picking the best candidate for a particular job involving looking at the application letters, conducting interviews, etc.

d)
Placement, induction, training and termination i.e. assigning employees tasks to be done in the organisation, introducing new employees to the firm and termination of some employees if necessary

e)
Remuneration of employees i.e. wages and salaries payments, favourable working terms and conditions, etc

f)
Human resource development i.e. improving on the productivity of employees through further training, organizing workshops, etc

g)
Communication i.e. through formal and informal communication at all levels in the firm.

h)
Motivation and interaction i.e. this makes them feel part of the firm and perform better.

i)
Handling disciplinary problems i.e. through setting up rules and regulations regarding discipline to be followed by all the employees.

j)
Management of employee benefit programmes like group insurance, health services, pension schemes, etc

NB:
Demand and supply forecasting:

Demand forecasting refers to the process of establishing the future number of people required and the likely skills and competence they will need. It is influenced by many factors like changes in technology, consumer attitudes and patterns of behaviour, government regulations that might open new markets or close off old ones, etc

Supply forecasting refers to the measure of people that are likely to be available from within and outside the organisation during a given period of time. This measure considers retirement, absenteeism, internal movements, etc. Its major objective is to ensure the availability of competent executive talent for the future.
INDUCTION OF WORKERS

As  a general  rule,  new   employees  should  be shown  around the   business  on their  first day   of work. The new  employee  should  be  introduced  to the   rest  of  the  employees,  given an overall  view of the  entire   operation   ans   shown   exactly  how their   jobs   fit  into   the total operation  of the  business. Such small   gestures  take  little effort  ,  but   will  probably save both  time  and money  employee   off  on the right  foot.  Proper  orientation   will help a  great in  getting  a more   productive  , long term   employee.  Four Basic  rules  of  orientation  include;  


Prepare   the  employee  


Present   the  work  


Try  the employee   out   under  supervision  


Follow  up.  
Factors  considered   when   preparing  induction   of new   employees.


Know the  job  


Have  a current  employee   serve   as a  mentor.


Prepare  a  simple   job  breakdown  


Set  a  training   timetable.  


Arrange  the  work area.


Evaluate   new   employee’s  work   on a daily   basis.


When   hiring   an employee   with a  disability  , the  entrepreneur   should  keep   the 


following   points  in  mind;

-
Disabled  employees  want   to  be treated   as much   as  possible  like  other   employees. Thy  do  not wish to   be   singled   out  for   special  attention. 

-
Like  other  employees,  they  wish  to  be  seen  as  individuals, each  with   individual   specific on  the  job  training  needs.  

-
Businesses should  provide  any specific   tools, adaptations  or  equipments  so all employees   can   do    their  job   effectively. There   may be  government  or other   programs  to support  businesses  in securing  needed equipment or job  training  funds   or other  incentives   to encourage  the hiring   of  disabled  employees. 

Advantages of  training  workers 

It  is  important   that employees   be inducted   into training  to   improve    their   job knowledge , skills  and  future   performance. The   need   for proper  training  is emphasized   by the   following  factors;  


Increased  productivity .  Adequate   training  increases  skill  which   improves  both  the

 quality  as well as  the quantity of  the  product   due to   increase   in  the level  of

 performance.  


Improvement   in employee   morale.  Training   improves   needed   skills  which build up

   
confidence  and  satisfaction   of  the employee. 


Reduced  supervision . A trained   employee  supervises himself. He accepts   responsibility and expects  more   freedom  and   autonomy and less  supervision. 
PURPOSE OF TRAINING EMPLOYEES

Creating   a pool  of readily   available  and  adequate   replacements   for   personnel who may leave  or  move  up  in  the  organization.


Enhancing  the  company’s ability  to adopt  and use   advances  in  technology   because   of  a sufficiently  knowledgeable   staff. 


Building  a more  efficient  , effective   and highly   motivated  team   which  enhances   the company’s competitive   position   and  improves  employee  morale.  


Ensuring   adequate  human   resources   for  expansion  into  new   programs .

Research   has shown   specific   benefits that a small business   receives   from  training   and   developing   its   workers , including; 

i.  
Increased   productivity.

ii.
Reduced   employee   turnover.

iii.
Increased  efficiency   resulting   in financial  gains

iv. 
Decreased   need  for supervision

v.
Employees  frequently   develop   a  greater  sense  of self worth,  dignity  and well being   as
 they   become  more valuable  to the  firm and to society.  Generally   they will  receive  a greater  share  of the  material   gains  that  result  from   their increased  productivity. These   factors   give   a  sense  of satisfaction  through  the achievement   of personal   and company  goals. 

vi. 
The  quality   of  employees   and their  development   through  training   and education   are major  factors   in  determining   long term  profitability  of a small  business  .  
vii.
Training  is often  considered   for new   employees  only.  This is a  mistake   because  on going   training  for current   employees  helps  them adjust   to rapidly changing  job   requirements.    

THE TRAINING PROCESS ( A programme for training employees)
An  effective   training   program  administrator  should  follow  these   steps :


Define   the  organizational  objectives.


Define   training   goals  


Develop   training   methods.


Decide   who   to train .  


Decide   who  should   do the  training.  


Administer   the  training .


Evaluate   the training   program. 
i.
Selection   of trainees.

Once   you  have  decided  what training  is necessary  and where   it  is needed ,  the next   decision   is  who   should  be  trained?  For a   small  business,  this  question   is crucial. Training  an employee   is expensive  ,  especially  when  he / she  leaves   your  firm   for a   better  job.  .

ii-
Identifying the Training  goals 

The  goals  of the  training program  should  relate   directly  to the  needs  determined   by the  assessment   process outlines  above.   

iii-
Selecting the Training  methods ( on job   and off   the  job   techniques) 

There are  two broad  types  of training  available   to small  businesses ;  on the  Job  and off  the   job  techniques
On  - the  - job   training   is  delivered   to employees   while  they  perform   their regular   jobs.  In  this  way, they do  not   lose   time   while   they   are  learning  .  
Off – the  - Job   techniques   include   lectures,  special  study ,  films  , television conferences  or  discussions, case studies,  role  playing ,    simulation, programmed  instruction and  laboratory   training Choose   the  techniques   that  meet   your needs    and  fit   your  budget. 

iv-
 Selecting competent   trainers.

Who actually   conducts  the training  depends   on  the  type   of training   needed  and  who   will  be   receiving   it. On  the  job   training  is conducted   mostly   by  supervisors;  off  the   job training  , by either   in  house  personnel   or  outside  instructors. 

v-
Training   administration

Having   planned  the   training   program  properly, you  must   now   administer  the training   to  the   selected   employees. It is  important   to  follow   through  to  make  sure  the  goals   are   being  met.  Questions   to consider   before   training  begins  include  :

i.
 Location

ii.
Facilities 

iii.
Accessibility  

iv.
Comfort.

v.
Equipment  

vi.
Timing  

vi-
Evaluation   of  training.  

Training   should be   evaluated   several times   during the process. Determine   these   milestones   when  you develop  the  training.  Employees   should  be  evaluated  by   comparing   their  newly  acquired   skills  with  the  skills  defined  by  the  goals  of  the   training   program.  

EMPLOYEE / LABOUR TURN OVER

Labour   turnover   refers   to the   movement   of  employees    in  and   out   of  a  business. However , the   term  is  commonly   used   to refer   only  to  wastage or the number  of  employees   leaving. 

This refers to the analysis of employees leaving an organisation voluntarily for another organization
High   labour   turnover   causes   problems  for  business. It  is  costly   lowers   productivity   and morale   and tends  to  get  worse  if  not  dealt  with.

Causes   of Labour   turnover.

A high  level  turnover   could be caused  by  many  factors:

i. 
Inadequate   wage  levels   leading  to employee   moving  to competitors.  

ii. 
Wage differences among workers.

iii.
Poor  morale  and low   levels   of  motivation   within   the  work force.

iv.  
Recruiting   and selecting  the wrong   employees   in the  first   place, meaning   they  leave   to seek  more  suitable   employment. 

v. 
A buoyant   local  labour  market   offering   more  and  perhaps   more  attractive   opportunities   to  employees.  

vi-
Job insecurity like lack of appointment letters / work contracts
vii-
Lack of further training opportunities

viii-
Poor relations with management

ix-
Bullying or harassment in the organisation

x-
Personal factors like pregnancy, illness, transfer of spouse, etc

xi-
Poor relation with workmates.

xii-
Decline in company activities

xiii-
Future closure or liquidation of the organisation

xiv-
Un equal treatment of employees by management.

xv-
Sexual harassment
xvi-
Labour market that may be offering more or better opportunities

COSTS OF LABOUR TURN OVER

High rates   of   labour  turnover   are  expensive  in terms of  :

i-
Additional   recruitment   costs. Like time and money 

ii-
Lost   production  costs.  

iii-
Increased   costs     of  training   replacement   employees. 

v-
Potential   loss   of  sales  (If  there   is high  turnover  amongst   the sales   force.)

v-
Loss  of know  - how   and customer  goodwill.

vi-
Damage   that  may   be  done  to  morale   and  productivity( an  intangible   cost).  

vii-
Leaving costs for employees, like terminal benefits, retirement benefits, etc
viii-
Replacement costs like advertisement costs, interview costs, etc

ix-
Opportunity costs involved, the introducing a new stsaff in an organisation, etc.

Measuring   labour   turnover.

The   simplest   measure  involves   calculating   the  number   of  leavers   in a  period   (Usually  a  year) as  a  percentage   of the  number   employed   during   the  same   period. This  is  known  as   the “ separation  rate”  or “crude  wastage  rate”  and   is  calculated   as  follows; 

Number   of leavers / average   no   employed  x 100

For  example ,  if  a  business  has  150 leavers   during   the  year   and, on  average  ,  it employed  2,000 people  during  the year, the  labour  turnover   figure   be  7.5% An  alternative   calculation   of  labour   turn over   is known  as the “Stability  Index”. 

Patterns  of  Labour   turnover 

The highest   rate   of   labour  tends   to be   among  those   who   have   recently   joined   a  business. 

Longer - serving   employees  are  more  likely  to stay, mainly   because   they  become   used   to  the   work   and  the business   and  have   an  established   relationship   with those  around  them. 

How can Labour turn over be controlled ?
a-
Through adequate and timely payment to workers

b-
By providing adequate welfare schemes  eg allowances.

c-
By providing for training opportunities

d-
By actively involving employees in decision making

e-
Through employee commitment like giving them freedom to interact

f-
Through ensuring proper selection and recruitment procedures
g-
Through equal treatment of employees

h-
Through job satisfaction i.e. to make them love what they do...like motivation

i-
By ensuring job security.
Challenges to Human Resource Planning
a-
Inadequate information needed in human resource planning

b-
Lack of committed staff

c-
Lack of enough resources to invest in the development and monitoring of  a good database system

d-
Poor planning process.

e-
Integration of functions in the organisation may not be practically easy, like conflicting interests between human resource department and the finance department

f-
Stiff competition among costs like an organisation may concentrate on the activities that bring directs finances like marketing and production and less emphasis on human resource

g-
Some managers lack commitment to human resource planning success, because of attitudes that it might affect the job security.

PERFORMANCE APPRAISAL

Performance appraisal / Merit rating  is the continuous process of evaluating or assessing the performance of subordinates and providing information or a feed back about how well or poorly they are performing. This is the judgment of an employee’s performance in his\her job based on consideration other than productivity loss.
Types of appraisal;


It can be formal, informal or both.
Informal appraisal; This is conducted on a day-to day basis. The manager spontaneously mentions that a particular piece of work was performed well or poorly.
Formal or systematic appraisal; This occurs semi-annually or annually on a formal basis, it may involve a superior or a group of superiors rating subordinates, or peers rating a colleague or even subordinates rating their bosses.

NEED \ PURPOSE \ OBJECTIVES OF APPRAISAL.
a-
To identify subordinates who require training 

b-
To identify subordinates who deserve raises

c-
To improve performance among the employees.

d-
To identify subordinates who are candidates for promotion

e-
To determine the future use of an employee e.g. whether to be promoted, demoted or dismissed.

f-
To identify the training needs of employees i.e. areas of performance where improvements would occur if appropriate training could be given.

g-
To judge whether an employee has performed to the set standard. 

h-
To motivate an employee so that he can do better in his\ her present job by allowing him to appraise his own performance and the opportunity to discuss his work with his bosses. 
ELEMENTS OF AN EFFECTIVE APPRAISAL SYSTEM IN AN ORGANISATION
a-
Reflection of objectives of the appraisal system in a clean way. The objectives and relevancy of the performance appraisal must be clearly stated to evaluators for the system to be effective.

b-
Training of employees and evaluators; employees and evaluators should be trained on the ways and techniques of carrying out performance appraisal, this helps in coming up with productive and effective results.

c-
Standards of performance in terms of quality, quantity, behaviour, taking into account what is prevailing in the industry.

d-
Carrying out face to face interaction so as to come up with first hand information to be used when appraising.

e-
Proper rewarding of employees in terms of incentives that will make them come up with an effective appraisal system.

f-
Seniority in position if an appraiser should be put into consideration.

g-
Carrying out proper communication to all employees and providing feedback to those you are appraising.

h-
Flexibility in the system, it should be periodically renewed and evaluated after a full discussion with the employees.

i-
Fairness and objectivity of the appraiser should also be put in consideration if the system is to be effective.

j-
Facilitation of employees to work to their best in terms of motivation.

k-
Maintenance of performance records of all appraisal events sensitively.

l-
Involvement of all relevant stake holders.

m-
Cordial relationship between the appraiser (employer) and the appraisee (employee).

ADVANTAGES OF PERFORMANCE APPRAISAL IN AN ORGANISATION

-
Enables the employer to set realistic targets
-
Promotes good working relationships between employer and employee.

-
Helps to improve on performance record of employees

-
Helps to monitor the progress of employees on job

-
helps to determine pay of workers

-
Identifies the training needs / facilitates training and development of employees

-
Tests the effectiveness of selection, placement, induction and development of employees.

-
Helps to develop health competition between workers

-
Reinforces desired behaviours / motivation / workers to work hard / morale of workers

-
Measures employees performance both in terms of quantity and quality to provide a basis 
for wage differentials and incentives

-
Puts a psychological / emotional pressure on people to improve job performance

-
Provides reliable feedback.
DISADVANTAGES OF PERFORMANCE APPRAISAL IN AN ORGANISATION
-
It covers a narrow scope / all the qualities reflecting the performance and potential of an employee are not quantified accurately.

-
Creates bias / hallo effect

-
Most managers and supervisors are not trained enough.

-
Discrepancies between theory and application

-
Time consuming / wasting

-
Expensive / costly

-
Involves negative rewards

-
Demotivation / demoralizes / bitterness

-
Discourages the spirit of creativity and initiative

-
Bitter process which creates emotional pressures and stress

-
Performance appraisal increases the dependency of employees on their supervisors

-
Supervisor(s) end up exploiting their juniors eg through corruption
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