
v

Contents
Page

About the Author xiii

Publisher’s Acknowledgments xiv

Introduction xv

Trending Topics xvii

1. Managing People in Organisations
1.1 Why people management matters 1

1.2 How good is your people management? 5

1.3 Line managers and HR specialists have different roles 7

2. Human Resources Management Today
2.1 What is human resources management? 15

2.2 How HR management has evolved 16

2.3 Strategic HR management 18

2.4 Human capital management 23

3. Managing the HR Function
3.1 Role and scope of the HR function 29

3.2 HR services and delivery 35

3.3 Competencies for HR management 42

3.4 Marketing the HR function 51

3.5 Assessing HR’s contribution and effectiveness 55

4. HR Policies and Procedures
4.1 Why you need HR policies and procedures 69

4.2 Developing HR policies and procedures 70

4.3 Presenting HR policies and procedures 73

4.4 Implementing HR policies and procedures 76

4.5 Reviewing HR policies and procedures 79

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



vi

Page

5. HR Data and Employee Information
5.1 Overview 83
5.2 HR data and analytics 83
5.3 Employee records 89
5.4 HR information systems 93
5.5 e-HR 97
5.6 Employee information and the Privacy Act 99

6. Talent Management
6.1 What is talent management? 109
6.2 Employer branding 112
6.3 Human resources planning 115
6.4 HR planning in action 117
6.5 Understanding the environment 119
6.6 Succession planning 122
6.7 The contingent workforce 125
6.8 Independent contractors 127
6.9 Outsourcing 127

7. Attracting the Talent
7.1 Recruitment, selection, and the war for talent 131
7.2 Issues in recruitment and selection 132
7.3 Recruitment and selection policies 134
7.4 Recruitment and selection processes and practices 139
7.5 Job analysis 140
7.6 Job descriptions 142
7.7 Person profiles and specifications 143
7.8 Competency profiles 144
7.9 Attributes-based recruitment and selection 145
7.10 Getting approval to recruit 146
7.11 Attracting applicants 147
7.12 Media advertising 153
7.13 Online recruitment 154
7.14 Managing applicants and applications 159
7.15 International recruitment 165

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



vii

Page

8. Selecting the Right People
8.1 The selection process 173
8.2 Selection methods overview 176
8.3 Interviewing candidates 179
8.4 Selection tests 188
8.5 Selecting the right candidate 192
8.6 Pre-employment checks 196
8.7 Managing unsuccessful applicants 200
8.8 Avoiding discrimination in recruitment and selection 201

9. Bringing the Talent on Board
9.1 The onboarding process 209
9.2 Making an employment offer 210
9.3 Trial periods and probationary appointments 212
9.4 Induction and socialisation 213
9.5 Induction aims and programmes 214

10. Employment Relations and the Psychological Contract
10.1 Defining employment relations 225
10.2 Contracting and engagement 226
10.3 The psychological contract 226
10.4 Employee engagement 228
10.5 Employee voice 233

11. Good Faith and the Contract of Employment
11.1 Employment relations and the duty of good faith 237
11.2 The contract of employment 238
11.3 Employment agreements generally 244
11.4 Individual employment agreements 250
11.5 Negotiating an individual employment agreement 253
11.6 Collective agreements 255
11.7 Unions and union membership 258
11.8 Collective bargaining 260
11.9 Strikes and lockouts 265
11.10 The employment law institutions 267
11.11 Role of labour inspectors 275

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



viii

Page

12. Managing Performance
12.1 What is performance management? 279
12.2 The performance management process 281
12.3 Performance management linkages 282
12.4 The end of performance appraisal? 288
12.5 Preparing for performance planning and review 290
12.6 Linking pay and performance 296
12.7 Performance planning and review policy 298
12.8 Goals and goal-setting 302
12.9 Planning performance 306
12.10 Reviewing performance 312
12.11 Performance review methods 321
12.12 Discussing performance 335
12.13 Reporting performance 339

13. Rewards and Remuneration
13.1 The role of rewards and remuneration 345
13.2 Total rewards 348
13.3 Influences on remuneration strategies 349
13.4 Rewards policies and strategies 352
13.5 Designing remuneration 354
13.6 Job evaluation 356
13.7 Setting remuneration levels 360
13.8 Equal pay and pay equity 365
13.9 Pay and performance 370
13.10 Managing remuneration 381
13.11 Wages and time records 386

14. Employee Benefits and Entitlements
14.1 Remuneration and benefits 389
14.2 Managing benefits 392
14.3 Taxation of benefits 399
14.4 Fringe benefit tax 399
14.5 Superannuation 405
14.6 New Zealand superannuation 410
14.7 KiwiSaver 411
14.8 Allowances and other payments 416
14.9 Hours of work 418

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



ix

Page

14.10 Flexible working arrangements 424
14.11 Annual holidays 430
14.12 Public holidays 437
14.13 Sick leave 444
14.14 Bereavement leave 446
14.15 Parental leave 447
14.16 Parental leave payments 456
14.17 Employment protection 457
14.18 Other leave 458
14.19 Holiday and leave records 462

15. Training, Learning, and Employee Development
15.1 Training, learning, and employee development 465
15.2 The learning process 467
15.3 Objectives, policies and plans 470
15.4 Legal obligations and requirements 478
15.5 Determining needs for the organisation and individuals 481
15.6 Training methods and techniques 483
15.7 Career and personal development 496
15.8 Developing managers and leaders 502
15.9 Tertiary education 505
15.10 Industry training 512
15.11 Evaluating effectiveness 517

16. Managing Health and Safety at Work
16.1 Health and safety at work 521
16.2 The modern work environment 524
16.3 Approaches to health and safety management 527
16.4 Health and safety policies 534
16.5 Health and safety legislation 541
16.6 Health and Safety at Work Act 2015 542
16.7 Health and safety regulations and requirements 553
16.8 Codes of practice 555
16.9 Involving workers in health and safety management 556
16.10 Managing risks and hazards 561
16.11 Managing incidents and emergencies 566
16.12 Hazardous substances 570
16.13 Worksafe New Zealand 573

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



x

Page

16.14 Accident compensation 575
16.15 Employee well-being 590
16.16 Well-being strategies and programmes 595
16.17 Health and fitness programmes 600
16.18 Employee assistance programmes 603

17. Health, Safety, and Well-Being Contemporary Issues
17.1 Alcohol and drugs use and abuse 609
17.2 Bullying 614
17.3 Computer work 622
17.4 Depression and mental health 626
17.5 Fire safety 628
17.6 Illness and absenteeism 631
17.7 Infectious diseases 632
17.8 Lighting 635
17.9 Manual handling 636
17.10 Noise and damage to hearing 640
17.11 Occupational overuse syndrome 642
17.12 Personal protective clothing and equipment 647
17.13 Security in the workplace 651
17.14 Sexual harassment 652
17.15 Shift work 655
17.16 Slips, trips and falls 659
17.17 Smoking in the workplace 661
17.18 Stress 664
17.19 Ventilation and temperature 668
17.20 Violence in the workplace 670
17.21 Working from home 672
17.22 Work–life balance 674

18. Handling Problems in the Workplace
18.1 Workplace problems 683
18.2 Performance problems 684
18.3 Misconduct and misbehaviour 690
18.4 Discipline 691
18.5 Workplace investigations 698
18.6 Employment relationship problems 704
18.7 Disputes 707
18.8 Personal grievances 707

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



xi

Page

19. Termination of Employment
19.1 The end of employment 713
19.2 Legal requirements 714
19.3 Termination due to circumstances 717
19.4 Termination by the employee 721
19.5 Termination by the employer 724
19.6 Handling dismissals 733
19.7 Warnings process 737
19.8 Constructive dismissal 738
19.9 Unjustifiable dismissal 739
19.10 Redundancy 739
19.11 Restructuring 751
19.12 Managing the exit process 756

Index 767

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om


