v LIS S5

EAXEFELATEEA.

{REDE t T AR EIZ T 51 i) RE0 2

(IS RIUE ) LR Eh @

2K (1) 557 B 45 4 de B B2

AERELE DY TR RN B 2 ] 2

EREG BIR B 3 G A g A 2

EREIEWI AR G T2 06 GRS 2 h)

frppsE?
YRR 28 W) AT ”‘Mﬁli&!‘cﬁﬂﬂﬂ BREA el
Bl dp f-?

Bdikh B, RG2S

WX ER/& BESH/iZ
Sk B A H B ra A



BMEEMME (CIP) ¥R

RTHASESE/ () JLERE: 4%

-k wiskoRE kAL, 2004.3

(PRI BEEEHRS)

ISBN 7-81036-711-0

I.A. O O ML &, AZEE - -5 IV. F272.92
HERR A E B CIP 37 (2004) 5 002669 £

Managing and Employing People

Edited by David Irwin

Published by Hawksmere Group

© Chinese simplified characters language edition, Shantou University Press 2004,
through arrangement of Andrew Nurnberg Associates International ltd.

ATEASER

?ﬁ %: j(ﬂ'/@iﬁ
E & ESF
RITHRE: HITFHE FDTP
HEE: B 4
BEHY: DhiE
HRRIT: skoK%Ed iR
FRENLTIL AR B 4R 515063
1&: 0754-2903126 0754-2904596
Bl: 17X —ENRIAH R A
Wil TNATRIETICE 177 SH e e A 2205
1&: 020-85250482 Hip Y5: 510075
890x1168 1/16 Ef k. 23
384 T2
2004 4E3 HE 1R
2004 5F 3 HE 1 IKEDRI
6000 it
: 29.80 ¢
ISBN 7-81036-711-0/F-88

WRARFRA, BRELR
MAMENVRREBEE, §5KENBRiRSR

B
Ep
B
2}
F
%
&
En
En
E

SEXIENEH




L

MANAGING
Swovne Po0pIe

b1 LIS 55581

WXD G5/ % BeA /i
! B AT E




S|I= Introduction

AFIEEYE /4 The importance of people

$—F ATHEE CHAPTER ONE
Recruiting staff

F—H RIHE 26 1 Basic staff planning.

W RILTIEE /40 2 Staff recruitment

B T1EHGER /56 3 Job descriptions

EIUF A RMTE /68 4 Person specification

HBHEY HEEE /80 5 Advertising for staff

FRT BRI /9 6 Interviewing for staff

FE RTRH CHAPTER TWO
Employee rights

BN TEPKEEZNS /110 1 Equal opportunities at work

B PEIOEIRLR] /122 2 Maternity rights

BEN EEBREANL /138 3 Employing people with disabilities

FUUH 1995 FERFRENBEZ /150 4 Disability Discrimination Act 1995

F=E BEMNE CHAPTER THREE
Employer obligations
¥ gl RAE L& /164 1 Contracts and conditions of em-
ployment

AaTIERHEEHE

Managing and employing people



H 3% Contents

ik NFBE /178
H AT /190

o ot

L]

P

THEX4E /204
W T 5495 1218
BT X /232

W W
S HOE
4t b

HEE

B
=
ok
il

l

I
ot o ot o o

R T3 /246

T TR aL AR i 1260
7 TR /276

# 7 /292
TR ALFE /306

B B B R
= [ [

P
=y

FHE ISRFEXR

BN T Rk 318
BN T R 1993 1
PIASURITE 5 /328
B kAR 1981 4 RR

CRMRARRY) /342

Bt 3%
Y14 Jie 35 25 /356

2 Personnel policy statements

3 Induction and introduction of new
employees

4 Salaries and other financial rewards

5 Absence and sickness

6 Employee relations

PART FOUR
Effective management
1 Staff appraisal

2 Disciplining staff

3 Dismissal

4 Redundancy
5 Handling conflict between employees

PART FIVE

Trade unions and industrial relations

1 Trade unions and the law

2 The Trade Union Reform and
Employment Rights Act 1993

3 Transfer of Undertakings Regulations
1981 (Protection of Employment)

Appendices

Checklist for first time employers




PNGE Ry

KT 2EE .
FEABRRRS AN REH LN L2 ARHIPHR .

(6] BE T e 4 M BT A %5 3, AT £ b R0 R A < DALt i R AR
XL i L F
o S B TR S R F——R B 0 THRZLERRIA, MESBTT.
o BELMA ML 5k HE— R TAZ T NERARIR, NSRZHE.
o bl AR ——h THHR I R ul AR E R (RiFRR
AEFRIEAEEHNAT .
o BEYIBUR A —— 5 LA BRSO R A TAERINE TS
o BRI ARE—— 5 T AV EA KL, NEEART KON RS
7] H b A o
o Gl F E——R BNV R R L RORAEATESERR, kT & AR
o RIMHIFIA S E——R TAE—RITE, sRMBEKEMLEEE.
o Fii S5 IV R B —— B RE N AP AR B TR A SRS T % o
o BH AN Bz —— M E R E B A2 S ARG
o BT 0K [EIHR— 5 TAIEA B B ER .
o NSRS —xf F 1 &
o REHEM A THU—RTABIRALHEKND, HEFIERTH
TR, AT EER,




w
i

Introduction

The importance of people

A business depends on the people running it.

Effort spent on human relations and people management will be repaid many

times over.

There are a number of areas where problems may occur. These will reduce

the efficiency of any business. They include:

«Poor recruitment and selection — staff lack the knowledge, or skills per-
sonality,necessary for the business.

«Confused organisational structure — the way in which staff are organised is
wasteful and inefficient.

«Inadequate control — poor decisions are made because of faulty informa-

tion(possibly in the hands of inappropriate people).

+Poor training — staff have not been taught skills which could significantly
improve their job performance.

«Low motivation — staff are not concerned about the business and will not
spend much effort to further common goals.

*Low creativity — good ideas for improvement are not being put to use, so
stagnation occurs.

«Poor teamwork — staff do not work together,or find that there are too many
obstacles to working together.

«Lack of succession planning and management development — sufficient
preparation for important future job vacancies is not being undertaken.

+ Unclear aims—the reasons for doing things are either muddy or badly explained.

«Unfair rewards — staff are not rewarded to their satisfaction.
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«Unrealistic expectations — you expect too much of your workforce.
+Poor staff planning — having the wrong number of people, either too high

or too low, or having people with inappropriate skills and abilities.

Maslow's hierarchy of needs

Abraham Maslow (1954) developed one of the most influential theories of
human nceds. He started from the point that humans have a variety of needs
some of which are more fundamental than others. He noted, for instance, that
the need for food was paramount to the hungry but that people who had suf-
ficient food had different needs. Maslow's ideas have had an enormous im-
pact on the thinking of managers and social scientists.

Maslow grouped his needs into five basic categories and arranged them in a
hierarchy from higher to lower. In Maslow's view lower needs had to be sat-
isfied at least in part before higher needs could be addressed. Strategies to
satisfy lower needs dominate behaviour until they are satisfied when strate-

gies to satisfy higher needs take over.
Maslow's hierarchy of needs A

Self—actualisation

I want to achieve

Esteem
I/want to be valuey

Social

I want to belong

Safety

1 want to continue to survive

Physiological

I want to survive
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If we accept these ideas it means that an employee's and a manager's be-
haviour will vary in accordance with the satisfaction of need. It means also
that systems designed to motivate — pay, benefits etc must adapt because of
the change in the way in which people meet their needs.

In organisational terms, Maslow's theory means that we must constantly up-
grade the way in which we manage staff. Pay may be enough to help them
satisfy their lower level needs but we may then need to introduce job security
to offer safety needs, team working to offer belonging needs, job redesign
and authority to offer needs for esteem and training and development to offer

needs for self actualisation.

Putting Maslow to work

Frederick Herzberg tried to put Maslow's theories into action. He carried out
a number of surveys in which he asked employees to talk about the times

when they felt best and worst about their jobs.

The dominant theories in 'good feelings' stories were achievement, recogni-
tion for performance, responsibility, advancement and learning. The 'bad
feelings' stories were about things such as company policy, administration,
supervision and working conditions.

Herzberg called those aspects of work that produced job satisfaction motiva-
tors and those that produced job dissatisfaction hygiene factors. Hygiene fac-
tors do not motivate if they are improved, but if they fall below a certain lev-
el, they become a source of demotivation or dissatisfaction. In effect,
Herzberg took Maslow's hierarchy and divided it in two, regarding physio-
logical, safety and belonging needs as hygiene factors and self esteem and

self actualisation needs as motivators.
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Herzberg's hygiene factors dealt with the environment in which the work was
carried out whilst the motivators concerned the work itself. He argued that
all the methods used to motivate staff — better pay, better benefits, training
etc were variants of what he called the KITA approach to motivation — the
belief that the surest and quickest way to get something done was to kick
them in the backside. In Herzberg's view KITA approaches do not motivate
— they may get the person to move but not necessarily in the right direction
and they will soon need another kick to get them to move again.

Herzberg argued that the idea of job design and enrichment was central to
motivation. He saw job enrichment as being the process of 'vertical job load-
ing'. This is done by adding to the job factors which gave employees more
autonomy, more freedom, more challenges and more feedback about their

performance.

XandY

Douglas McGregor took Maslow's theory of motivation and added another

dimension. McGregor felt that the perspective of the manager would deter-

mine their response to work.

McGregor writing in the 1960s suggested that most managers subscribe to

what he called Theory X, which suggested that managers need to direct and

control subordinates assuming:

+ The average human being is pensive and lazy, has an inherent dislike of
work, will avoid it if possible and has little ambition.

» Because of this human characteristic of dislike of work, most people must
be coerced, controlled, directed and threatened with punishment to get
them to put forth adequate effort towards the achievement of organisation-

al objectives.

11
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» The average human being prefers to be directed, wishes to avoid responsi-
bility and wants security above all.

There was a wide variation in Theory X assumptions ranging from the belief

that managers need to coerce, threaten, control and punish staff to the

thought that a persuasive style will help everyone to get along. This might

produce a superficial harmony which in the long run causes apathy and em-

ployees who expect more and more while giving less and less or, at the ex-

treme, leads to Iow productivity, antagonism and sabotage. Theory X tends

to create self fulfilling prophecies.

McGregor argued that evidence from the behavioural sciences, though in-

conclusive, seemed to indicate the need for a new theory — Theory Y, in

which the key proposition is that *the essential task of management is to ar-

range organisational conditions so that people can achieve their own goals

best by directing their efforts towards organisational rewards: Theory Y as-

sumes:

+ The expenditure of physical and mental effort in work is as natural as play
or rest.

+ External control and the threat of punishment are not the only means of
bringing about effort toward organizational objectives. People will exercise
self—direction and self—control in the service of objectives to which they

are committed.

Commitment to objectives is a function of the rewards associated with

their achievement.

+ The average human being learns under proper conditions not only to ac-
cept but also to seek responsibility.

» The capacity to exercise a high degree of imagination, ingenuity and cre-

ativity in the solution of organisational problems is widely, not narrowly,

distributed in the population.

13
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« Under the conditions of modern industrial life the intellectual potential of
the average person is only partially utilised.
It is the job of management to ensure that the interests of the organisation

and the interests of the staff coincide.

Pay as a motivator

One of the major elements in giving people the things that they can use to
meet some of their needs is pay or reward. Clearly, if you pay someone £25,000
a year, you are giving them a powerful tool in reaching a state where some of their
needs are met. Pay will enable them to buy food, drink, shelter, even perhaps some
social and psychological needs.

It is dangerous, however, to see money as being the sole or even the best mo-
tivator for the type of behaviour that you seek. It also is important to ensure
that when you pay to help satisfy someone else's needs that you are motivat-
ing the right sort of behaviours.

The first of these is the generally accepted maxim of a fair day's pay for a fair
day's work. Pay is usually regarded, at best, as only a short term motivator;
but it certainly becomes a source of dissatisfaction if it falls below an accept-
able level.

You need to ensure that you are paying enough to get the right sort of person
for the job. Pay doesn't only impact on motivation, it also effects recruitment.
High calibre staff are invariably in short supply. They will know how much
they are worth and will expect corresponding rewards. Any reward system
will need to be attractive and competitive.

Pay also needs to reflect performance, though you need to be clear about
your chosen performance measures. Failure to do so will result in demotiva-

tion and a decline in the performance which you value.
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