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Chapter

Ikl LEARNING OBJECTIVES

After you read this chapter, you should be able to:

« After you have read this chapter, you should be able to:

 Define Personnel.

« Identify difference between personnel management and HRM.

 Discuss three types of individual incentives.

« Explainthree different way that sales employees typically are
compensated ( Case Study)

« ldentify key factors that must be addressed when using team
variable pay plans.
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Personnel Definition
Chapter

13

 The people who are employed Iin a company, organization

* The department a company or organization that deals

with its employees when they first join, when they
need training, or when they have any problems

\. /
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https://dictionary.cambridge.org/dictionary/english/people
https://dictionary.cambridge.org/dictionary/english/employed
https://dictionary.cambridge.org/dictionary/english/company
https://dictionary.cambridge.org/dictionary/english/organization
https://dictionary.cambridge.org/dictionary/english/department
https://dictionary.cambridge.org/dictionary/english/company
https://dictionary.cambridge.org/dictionary/english/organization
https://dictionary.cambridge.org/dictionary/english/deal
https://dictionary.cambridge.org/dictionary/english/its
https://dictionary.cambridge.org/dictionary/english/employee
https://dictionary.cambridge.org/dictionary/english/join
https://dictionary.cambridge.org/dictionary/english/training
https://dictionary.cambridge.org/dictionary/english/problem
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Personnel
Chapter

13

 Salary and Wage Administration

It is the responsibility of the personnel departmentto see to it that every
member of staff in the company gets their salary or wages as at when
due.

* Personnel Research/ Documentation

e conductattitude surveys, rating devices, analyzing exit interviews
sharing with recruitment team if exist , turnovers, and absences, and
Improving forms, standards, and procedures. The loss of workers and
their replacement by management is what is referred to as turnover.

» Maintenance (Health, Safety and Security)
* HR Policiesand Procedures

- _/
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Difference between HRM and

Personnel Management

Personnel
Management

J
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Salaries Vs Wages definitions

Chapter
- 13 )

» Salary :the fixed amount of compensation which is
paid for the performance of an employee.

*Wage : the variable amount of compensation which
IS paid on the basis of hours spent in finishing a
certain amount of work

\_ W,
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Net Salary

Chapter

| 3

= Total Revenues — Total Expenses

Net Income
Formula

V4
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Pay slip Includes !

Deductions -
Your
payroll The _ta; tax and
perio
number National
Insurance
123456 Mr John Smith Pay Day 01/01/201¢
Company Name Ltd Tax Week 12
Earnings Units Rate  Amount Deductions
] Tax {code 4321A)
Basic Pay 2,008.33 NI (category A)
Pénsion
Stugent Loan Plan X
Payments, Student
wages, loan
Bonuses, Earnings 2,008.33 Total Deductions 442.73
commission
Running Totals Amount Paid .
Tax Year to Date Acturnulaticns ::.I I-:.;f,."r 5 a ,:L:: .1:
Careris Py I 000 Buade Pay 5,000.00 bt Py 162060
Tanable Py 400000  Ers Pension FL 50,00 [T ra——
Tas 2T 06
Arrepit Fgsd AIGLD
Thbu [enployment Litaawvar o
Greres Pay IR OE00 Paprmiant mithosd DAL
Tanable Pay 400000 = =
e e Employer's Contributions

Emgloyers M

Provious Employment
Tanabile Pay
Tax

W [ratagoiy &) L=

Workplace
benefits
Annual Salary 25,000,000
NI Mumber AB 12 34 56 C
Amount Paid 1,620.60

Your
national

insurance
number
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Company Name

12245 Court Road, LondonWHT 1Y, UK

Phone: +44 00 0000 0000, Email: names@provider. mm

EMPLOYEE INFORMATION

Full Name
123 Any Court Road
London, W 1T 107, Lk

Phone: +44 00 0000 0000

Email: namef@provider.com

PAYSLIP

BM02019 Weekly Wik23
1234567 234560 1250L

Payment Method: Check

EARNINGS HOURS RATE l::l.lFIREHT_
Standard Pay 4 1250 500.00 500.00
Owertime Pay 5 1875 B75 93.75
Holiday Pay 8 1250 100.00 100.00
Basic Pay 1,72000 1,720.00
Commission and Bonus E00.00 G00.00
Sick Pay - o
Eqpenses - -
GROSS PAY f_'i,ﬂﬂ-:l.?5
B core S
PAYE Tax 258000 250,00
Mational |nswance 55.00 £5.00
Student Loan Repayment 30,00 20,00
Union Fees 500 5.00

TOTAL DEDUCTIONS

tigrsy hararwr verriennd 2 comd Exc el Templa e <pa yslip-temglae. him

nos M)

o s B

If you hawe any questions about this payslip, please contact:

Mame, Phone, email@address. com]

Payslip Template ©2019 by Vertexd 2 com

MIDOCEA
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General Information

Introduction and Purpose of the
Handbook

Welcome Message From the Company
Company History

Company Vision

Company Mission

Company Values

Company Goals

Company Commitment to Employees
Code of Conduct

Non-solicitation Policy

Confidentiality Agreement
Non-compete Agreement

Employee Handbook Disclaimer
Employee Signoff Signifying Receipt
and Acknowledgement that he/she
understands and will abide by the
contents included

VENNGAGE

Cultural Information

Dress Code

Working Hours and Qvertime
Break and Lunch Periods
Attendance Expectations and Policy
Smoke-Free Workplace

Parking

Workplace Visitars

Payrall Information

Health Insurance

Employes Assistance Program (EAP)
Education Assistance

Expense Reimbursement

Stock Options

Employee Discounts

Holiday Schedule (Paid Holidays)
Company Social Events

Pets in the Workplace Policy
Vacation Time

Sick Days

Personal Days

Work from Home Policy

Flexible Work Hours Policy

Use of Company Equipment and
Electronics

Performance Expactations and
Evaluation

Retirement Plans

Bonuses

What to include in an employee handbook

Case Specific
Information

Equal Employment Opportunity Palicy
Accommodation For People with Disabilities
Internal Employee Application Process
Promotions

Open Doar Policy

Access to Personnel Records
Harassment and Discrimination Palicy
Harassment and Discrimination Reporting
Procedure

Harassment Investigation Process
Health and Safety Policy

Joint Health and Safety Committee
Information

Office Romances: Fraternization Policy
Severe Weather and Emergency Closings
Telecommuting Palicy

Drugs and Alcohol Policy

Waorkplace Violence

Weapons at Work

Conflicts of Interest

Accepting and Giving Entertainment of Gifts
Travel for Business Palicy

Mileage Reimbursement
Maternity/Parental Leave Policy
Bereavement Leave

Jury Duty

Family and Medical Leave

Sick Leave

Manitoring in the Workplace

Employee Conduct and Performance
Disciplinary Process

Complaint Procedure

Employment Termination

Emergency Procedures

First Aid Kit

M_IDQ_CEAI[\:!

Employee
Handbook

www.midocean.ae
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Types of Variable Pay Plans

Individual

* Piece rate

¢ Sales commissions

* Bonuses

e Special recognitions
{trips, merchandise)

* Safety awards

» Attendance bonuses

Organization-Wide

Group/Team

* Profit sharing
* Employee stock options

» Gainsharing
+ Quality improvement

: * Executive stock options
» Cost reduction

» Deferred compensatio

www.midocean.ae
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Factors Affecting Variable Pay Plans

[DEESHE P anNit
eerganIZation?.

ValriabletRay Rlan Are the right behaviors

SUCCESS encouragedby the plan?

IS the plan being
administered properly?
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Factors for
Successful
Variable Pay
Plans

MIDOCEAN
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Sufficient

financial
Linked to resources
organizational ~ available
objectives

Results in
desired behaviors

Clearly communicated

Performance
results linked

to payouts

Current,
updated
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Plece-Rate Systems
Chapter

13

« Straight Piece-Rate Systems
* Wages are determined by multiplying the number of
pieces produced by the piece rate for one unit.
* Differential Piece-Rate Systems

« Employees are paid one piece-rate for units produced up
to a standard output and a higher piece-rate wage for
units produced over the standard.

\_ W,
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Bonuses and Special Incentive Programs

Chapter

13

 Bonus
* A one-time payment that does not become part of the employee’s
base pay.
» Awards
* Cash or merchandise used as an incentive reward.

 Recognition Awards

 Recognition of individuals for their performance or service to
customers in areas targeted by the firm.

* Service Awards
» Rewards to employees for lengthy service with an organization.

\_ W,
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Different Bases for Sales Incentives, In Order of Use

Sales relative to quota

Sales relative to other salespeople

Sales from new customers

New product sales

Control of sales expenses

Retaining accounts

Customer satisfaction

www.midocean.ae
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Sales Payment Plans
Chapter

13

« Salary Only
 All compensationis paid as a base wage with no incentives.

 Commission
e Straight Commission

« Compensation is computed as a percentage of sales in units or
dollars.

» Draw system make advance payments against future
commissions to salesperson.

« Salary Plus Commission or Bonus

« Compensation is part salary for income stability and part
commission for incentive.

\_ W,
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Profit Sharing
Chapter

13

* Profit Sharing

A system to distribute a portion of the profits of the organization to
employees.

* Primary objectives:
* Improve productivity
* Recruit or retain employees
* Improve product/service quality
 Improve employee morale

 Drawbacks
* Disclosure of financial information
* Variability of profits from year to year

\ * Profit results not strongly tied to employee efforts y

www.midocean.ae
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Developing Pay Surveys

SElIECHEMPIBYESAWIIICOoOMpPaahl ERGHS
Determine Jebs terbe Surnveyed

Decide What Information Is Needed

ConductSunvey.
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Pay Structures
Chapter

13

« Market Line
* The line on a graph showing the relationship between the
job value, as determined by job evaluation points, and
pay survey rates.
« Common Pay Structures
* Hourly and salaried
« Office, plant, technical, professional, managerial

e Clerical, information technology, professional,
supervisory, management, and executive

\_ W,
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Job Evaluation Results Pay Survey Data | 4 2 4B II

Develop Market Line

Identify Different Pay
Structures

Establishing Pay
Structures

Establish Pay Grades

www.midocean.ae
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Pay Structures (cont’d)

(_

 Pay Grades
A grouping of individual jobs having approximately the same job
worth.
* Broad banding

 The practice of using fewer pay grades having broader pay ranges
that in traditional systems.

* Benefits
 Encourages horizontal movement of employees
* Is consistent with trend towards flatter organizations
» Creates a more flexible organization
« Encourages competency development
« Emphasizes career development

\_ W,
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Typical Pay Range Widths

M_IDQCEAII\:!

Types of Johs

Executives
Mid-Management/Professionals
Technicians/Skilled Craft & Clerical
General Clerical/Others

Range Above
Minimum
SO0%—70%
LO0%—50%
I0Te—0%

250—-35%

% Around
Midpoint
+ 20-25%
+ [6-20%
+ [3-16%
+ [ 1-15%

www.midocean.ae



Example of
Pay Grades
and Pay
Ranges

&

Currrent Employment Pay

14 =
139
|2 =

Red Circle

1=
10 %
9%
Ll
P
L=

o Current Pay

240 280 320 360 400 440 480

Point Minimum Midpoint Maximum

Grade Range Pay Pay Pay

et = o T I [ N

Below 300
300-329
330-359
360-389
390-419
420-449
Over 450

MIDOCEA[ﬂ
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Pay Rate Issues
Chapter

13

 Rates Out of Range
 Red-Circled Employees

« An incumbent (current jobholder) who is paid above the range
set for the job.

 Green-Circled Employees
« An incumbentwho is paid below the range set for the job.

» Pay Compression

« Asituation in which pay differences among individuals with
different levels of experience and performance in the organization
becomes small.

\_ W,
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Issues Involving Pay Increases
Chapter

13

e Seniority
 Time spent In an organization or on a particular job.
* Used to determine eligibility for organizational rewards
and benefits.
* Maturity Curve

* A curve that depicts the relationship between experience
and pay rates.

« Assumption is that as experience increases, proficiency
and performance increase.

\_ W,

www.midocean.ae




M_IDQ_CEAI[\:!

Issues Involving Pay Increases
Chapter

13

* Cost-of-Living Adjustments (COLA)

* A percentage increase in wages that allows employees to
maintain the same real wages in a period of economic
Inflation.

 Adjustments are tied to changes in an economic measure
(e.g., the Consumer Price Index).
e Lump-Sum Increases (LSI)

A one-time payment of all or part of a yearly pay
Increase.

* Lump-sum payments do not increase base wages
\_ W,
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