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Performance Need Analysis (PNA) 
Performance Need Analysis (PNA) is a systematic process used to identify the gap between the desired 
performance and the actual performance of employees. It involves analyzing the root causes of 
performance deficiencies and determining appropriate interventions—such as training, resource 
allocation, or process improvements—to bridge this gap. The ultimate goal of PNA is to enhance 
employee performance and achieve organizational objectives effectively. 

Steps of Performance Need Analysis (PNA): 

1.​ Define the Problem: 
●​ The first step in PNA is to clearly articulate the performance issue, its impact on the 

organization, and its underlying causes. 
●​ Example: Customers have been complaining about long wait times and rude behavior 

from cashiers, leading to a decline in customer satisfaction ratings. 
2.​ Determine the Desired Outcome: 

●​ Establish the goals that the organization aims to achieve through the learning solution. 
●​ Example: The goal is to reduce customer wait times and improve cashier behavior so that 

customer satisfaction ratings increase by 20% within six months. 
3.​ Analyze the Performance Gap: 

●​ Identify the difference between the current performance level and the desired 
performance level. 

●​ Example: Cashiers currently take 5 minutes per customer, while the ideal time should be 
3 minutes. Additionally, mystery shoppers report that 40% of cashiers exhibit poor 
communication skills. 

4.​ Identify Possible Solutions: 
●​ Brainstorm and evaluate potential interventions to address the performance gap and 

achieve the desired outcome. 
●​ Example: Possible solutions include: 

●​ Training cashiers on faster checkout techniques. 
●​ Implementing a queue management system. 
●​ Providing soft skills training on customer service. 

5.​ Design the Learning Solution: 
●​ Develop a structured plan for the most suitable intervention identified in the previous 

step. 
●​ Example: A two-day workshop is designed, covering efficient scanning techniques and 

soft skills training (e.g., greeting customers, handling complaints). 
6.​ Evaluate the Results: 

●​ Assess the effectiveness of the implemented solution and its impact on closing the 
performance gap and achieving the desired outcome. 

●​ Example: After two months, customer satisfaction ratings improve by 15%, and the 
average checkout time is reduced to 3.5 minutes. Further tweaks are planned to meet the 
full 20% satisfaction improvement goal. 

On-the-Job Training 
On-the-job training (OJT) is a practical method of teaching employees the skills they need to perform their 
jobs while they are working. This type of training is conducted in the actual work environment, allowing 
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employees to learn by doing and to apply their new skills immediately. OJT is beneficial because it is 
cost-effective, provides real-world experience, and can be tailored to the specific needs of the 
organization and the employee. 
 

Types of On-the-Job Training: 

1. Apprenticeship Training:​
 Apprenticeship training is a structured process that combines classroom instruction with practical, 
on-the-job training to develop skilled workers.​
 Example: A person training to become a baker learns baking techniques in a classroom and then 
practices them in a real bakery under the guidance of an experienced baker. 

2. Informal Learning:​
 Informal learning constitutes the majority of what employees learn on the job through the daily 
performance of their tasks. This can involve observing colleagues and learning through trial and error.​
 Example: A new employee at a coffee shop learns how to make different drinks by watching coworkers 
and practicing while serving customers. 

3. Job Instruction Training (JIT):​
 JIT is a method that involves listing each job's basic tasks along with key points to provide step-by-step 
training for employees. This helps ensure consistency and safety in task execution.​
 Example: In a fast-food restaurant, workers follow a step-by-step guide to assemble burgers, including 
instructions on ingredients, portion sizes, and hygiene. 

4. Hands-on Training:​
 Hands-on training is one of the most effective methods, where employees learn by doing. While it can 
take place in simulations, it often occurs directly within the work environment.​
 Example: A cashier at a supermarket learns to use the billing system by actually scanning items and 
handling real customer transactions under supervision. 

OJT as a Training Delivery Method: A blended approach to training can include on-the-job training 
through mentoring and shadowing senior colleagues to provide practical experience 

Benefits of On-the-Job Training: 
●​ Cost-Effective: Utilizes existing resources and minimizes the need for external training facilities. 
●​ Real-World Experience: Employees learn in the actual work environment, making the training 

more relevant and practical. 
●​ Immediate Application: Skills learned can be applied immediately, reinforcing the training. 
●​ Customization: Training can be tailored to the specific needs of the organization and the 

individual employee. 

Conclusion 
On-the-job training is an effective method for developing employee skills and enhancing job performance. 
By integrating training into the daily work routine, organizations can ensure that employees gain practical 
experience and are better prepared to meet the demands of their roles. This approach not only improves 
individual performance but also contributes to the overall success of the organization. 
 

Off-the-job training 
Off-the-job training involves learning activities conducted outside the work environment. This type of 
training allows employees to focus on acquiring new skills without the distractions of their daily job 
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responsibilities. Off-the-job training is beneficial because it provides a structured learning environment, 
access to expert knowledge, and opportunities for employees to develop skills that may not be directly 
related to their current job but are valuable for their overall career growth. 
 

Types of Off-the-Job Training: 

The sources identify several types of off-the-job training: 

●​ Instructor-led training: This involves a subject matter expert leading interactive learning 
sessions in a classroom setting. For example, a real estate agent attending a workshop on 
negotiation tactics is an instance of instructor-led off-the-job training. 

●​ E-learning: This method provides online modules that allow for flexible, self-paced learning. An 
example given is a customer service representative completing online training modules on new 
company policies. 

●​ Mentorship: In this approach, a senior employee with relevant experience offers guidance and 
support to a less experienced employee. While mentorship can have on-the-job elements, the 
dedicated time for guidance and advice often takes place outside regular task completion. 

●​ Job Rotation: This involves giving employees the opportunity to work in different departments or 
roles within the organization to broaden their skillset and understanding. This often requires the 
employee to step away from their primary responsibilities for a period. 

●​ Audiovisual-based training: This method utilizes videos and other visual aids to illustrate 
sequences or expose trainees to events difficult to demonstrate live. It is useful for 
organization-wide training when it's too costly to move trainers. 

●​ Programmed instruction (PI): This is a systematic teaching method that presents information in 
questions or facts, allows for a response, and provides immediate feedback. It breaks down 
content into manageable units for sequential learning. 

●​ Outside seminars: Companies and universities offer management development seminars and 
conferences, both online and traditional, as a form of off-the-job training. 

Off-the-Job Management Training Techniques: 

The source "Training and Developing Employees" specifically mentions the following off-the-job 
techniques for management development: 

●​ Role playing: Creating realistic scenarios where trainees assume different roles to practice skills. 
●​ Behavior modeling: This involves showing trainees the correct way to do something (modeling), 

having them practice it (role playing), and providing feedback (social reinforcement). 
●​ Corporate universities: These provide a centralized means for coordinating company training 

efforts, often delivering web-based modules on various topics. 
●​ In-house development centers: These company-based methods expose prospective managers 

to realistic exercises to improve their management skills. 
●​ Executive coaches: Outside consultants work with executives to identify strengths and 

weaknesses and provide guidance for development. 

Methods of Performance Appraisal 
Performance appraisal is a way to evaluate how well employees do their jobs. It helps managers give 
feedback, set goals, and support workers to improve. The document outlines several methods to assess 
performance in a fair and clear way. The main methods include the graphic rating scale, critical 
incident method, and behaviorally anchored rating scale (BARS). Below, we explain these methods 
in simple words, with examples, to show how they work and why they are useful. 
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Key Points 

●​ Graphic Rating Scale: Rates employees on traits like teamwork or punctuality using a numbered 
scale. 

●​ Critical Incident Method: Tracks specific examples of excellent or poor work behavior. 
●​ Behaviorally Anchored Rating Scale (BARS): Combines stories of good and bad performance 

with a numbered scale. 

Understanding Performance Appraisal Methods 

The graphic rating scale is a simple and common method where managers rate employees on specific 
traits, like communication, reliability, or productivity, using a scale (e.g., 1 to 5, where 1 is poor and 5 is 
excellent). For example, a retail store manager might rate a cashier’s customer service skills as a 4 out of 
5 based on how politely they greet customers. This method is easy to use and helps compare employees 
fairly, but it can be subjective if the traits aren’t clearly defined. It’s useful for giving a quick snapshot of an 
employee’s strengths and areas to improve. 

The critical incident method focuses on recording specific examples of an employee’s good or bad 
actions throughout the year. These “incidents” show how well someone performs their job. For instance, a 
nurse might be noted for calmly handling an emergency, which is a positive incident, or forgetting to 
update a patient’s chart, which is a negative one. At appraisal time, the manager reviews these incidents 
to discuss the employee’s performance. This method provides clear, real examples, making feedback 
more meaningful, but it requires managers to keep detailed records consistently. 

The behaviorally anchored rating scale (BARS) mixes stories with a rating system to make evaluations 
more precise. It uses examples of excellent, average, and poor behaviors for each job task, then ties 
them to a numbered scale. For example, in a call center, “excellent” customer service (rated 5) might 
describe an employee who resolves complaints quickly and politely, while “poor” (rated 1) might describe 
someone who is rude. A manager rates the employee based on which description fits best. BARS is 
helpful because it reduces confusion and makes ratings more consistent, but it takes time to create the 
behavior examples. 

Why It Matters 

Using methods like the graphic rating scale, critical incident method, and BARS helps employers fairly 
evaluate employees and provide clear feedback. These methods support workers by showing them what 
they do well and where they can grow. For example, a teacher rated highly on BARS for classroom 
management knows they’re effective, while a low rating on the graphic scale for punctuality signals a 
need to arrive on time. Fair appraisals improve job performance, boost motivation, and help businesses 
succeed by supporting their workers. Choosing the right method depends on the job and the company’s 
goals, but all aim to create a better workplace. 

 

Conflict: Definition and Types 
Conflict means a disagreement or clash between people because of different opinions, goals, needs, or 
values. It can happen within a person, between two people, within a group, or between groups. 

Conflict is not always bad. It can help bring change, new ideas, and better understanding. But if handled 
poorly, it can also damage relationships and cause stress. 

stages of Conflict 
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The conflict process involves five stages: 

1.​ Potential Opposition or Incompatibility: This is the initial stage where the conditions for conflict 
arise. These conditions are categorized into three types: 

○​ Communication: Barriers or misunderstandings in communication. 
○​ Structure: Organizational structures, such as size, specialization, or interdependence of 

members. 
○​ Personal Variables: Individual differences like personality, emotions, and values. 
○​ Example: In a company, poor communication between departments (communication) 

may lead to project delays. 
2.​ Cognition and Personalization: In this stage, the potential for conflict becomes realized. It 

involves two dimensions: 
○​ Perceived Conflict: Awareness by one or more parties that a conflict exists. 
○​ Felt Conflict: Emotional involvement, causing anxiety, tension, or frustration. 
○​ Example: Employees in the departments experiencing poor communication (perceived 

conflict) may start to feel frustrated and stressed (felt conflict) due to the resulting project 
delays. 

3.​ Intentions: This stage involves the decisions to act in a certain way. Intentions intervene between 
perception/felt emotions and overt behavior. There are five conflict-handling intentions: 

○​ Competing: Assertive and uncooperative; pursuing one's own interests at the expense of 
others. 

○​ Collaborating: Assertive and cooperative; seeking a win-win solution. 
○​ Compromising: Moderately assertive and cooperative; seeking a middle ground. 
○​ Avoiding: Unassertive and uncooperative; withdrawing from the conflict. 
○​ Accommodating: Unassertive and cooperative; placing others' interests above one's own. 
○​ Example: The project manager may decide to compete by pushing their department's 

needs aggressively, while another manager may try to collaborate to find a solution that 
works for everyone. 

4.​ Behavior: This is where conflicts become visible. It includes statements, actions, and reactions 
made by the parties involved. Conflict behaviors range along a continuum from subtle 
disagreements to highly destructive actions. 

○​ Party's Behavior: How a party expresses their disagreement. 
○​ Others' Reaction: The response of those not directly involved. 
○​ Example: Open arguments and heated debates (party's behavior) erupt between the 

departments, causing other teams to become stressed and take sides (others' reactions). 
5.​ Outcomes: This is the final stage, where the consequences of the conflict become apparent. 

Outcomes can be either: 
○​ Functional (Constructive): The conflict improves group performance. 
○​ Dysfunctional (Destructive): The conflict hinders group performance. 
○​ Example: If the conflict is managed well, it could lead to better communication protocols 

and more efficient project management (functional outcome). If not, it could lead to 
decreased productivity, damaged relationships, and employee turnover (dysfunctional 
outcome). 

Types of Conflict 

1. Interpersonal Conflict 

●​ Definition: This is a disagreement or clash between two or more people. 
●​ Example: Two coworkers, Emma and Liam, argue because Emma wants to finish a project 

quickly, but Liam insists on taking more time to ensure quality. 
●​ Key Points Explained: 

○​ Happens between people: This conflict involves individuals, not groups or teams. It’s 
personal, like when two friends or colleagues don’t see eye to eye. 
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○​ Caused by differences: It can come from different opinions, work styles, or 
personalities. For instance, one person might be outgoing and another quiet, leading to 
misunderstandings. 

○​ Common in workplaces: Examples include arguments over tasks, clashes between a 
boss’s strict style and an employee’s relaxed approach, or coworkers not getting along 
due to personality differences. 

○​ Why it matters: If not resolved, it can create tension and affect teamwork, but addressing 
it calmly can improve relationships. 

2. Intrapersonal Conflict 

●​ Definition: This is an internal struggle within a person, where they feel torn between choices, 
values, or feelings. 

●​ Example: Sarah, a manager, is offered a promotion that requires moving to another city. She 
wants the job but doesn’t want to leave her family, creating inner conflict. 

●​ Key Points Explained: 
○​ Inside one person: Unlike other conflicts, this happens in someone’s mind or heart, not 

with others. 
○​ Involves tough choices: It often occurs when a person has to choose between two 

important things, like personal values (e.g., honesty) versus job demands (e.g., bending 
the truth to please a boss). 

○​ Can cause stress: Feeling unsure about decisions, like choosing a career path or 
balancing work and family, can make someone anxious or confused. 

○​ Why it matters: Resolving intrapersonal conflict helps people make clear decisions and 
feel at peace, improving their focus and happiness. 

3. Intergroup Conflict 

●​ Definition: This is a clash between different groups, teams, or departments, often over 
resources, goals, or priorities. 

●​ Example: The sales team wants to promise quick delivery to customers, but the production team 
says they can’t make products that fast, leading to a dispute. 

●​ Key Points Explained: 
○​ Groups vs. groups: This conflict involves entire teams or departments, not just 

individuals. 
○​ Caused by competition or differences: Groups may fight over budgets, schedules, or 

who gets priority. For example, one department might feel another is getting more 
resources unfairly. 

○​ Common in organizations: It happens in companies when teams have different goals, 
like sales wanting fast output and production focusing on quality. 

○​ Why it matters: If managed well, it can lead to better coordination between groups, but if 
ignored, it can slow down work and create a negative environment. 

4. Intragroup Conflict 

●​ Definition: This is a disagreement within a single group or team, where members have different 
ideas or approaches. 

●​ Example: A project team can’t agree on how to design a new app. Some members want a simple 
design, while others want advanced features, causing tension. 

●​ Key Points Explained: 
○​ Within one team: This conflict happens among people in the same group working 

together. 
○​ Caused by differing opinions: Team members might disagree on strategies, tasks, or 

who should do what, especially under pressure. 
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○​ Can be healthy or harmful: If the team debates respectfully, it can lead to better ideas. 
But if it becomes personal, it can hurt teamwork. 

○​ Why it matters: Managing intragroup conflict helps teams stay united and productive, 
turning disagreements into opportunities for creativity. 

5. Competitive Conflict 

●​ Definition: This happens when people or groups compete to win something, like a prize, position, 
or recognition. 

●​ Example: Two employees, Mia and Noah, both want to be promoted to team leader, so they work 
hard to outshine each other. 

●​ Key Points Explained: 
○​ Win-lose situation: In competitive conflict, one side wins, and the other loses, like in a 

race or contest. 
○​ Drives effort: Competition can push people to perform better, like working harder to 

impress a boss. 
○​ Can create tension: While it motivates, it can also lead to jealousy or unfair tactics if not 

managed properly. 
○​ Why it matters: Healthy competition can boost performance, but too much rivalry can 

harm relationships or teamwork. 

6. Disruptive Conflict 

●​ Definition: This is a harmful conflict that damages relationships, trust, or work environments. 
●​ Example: A coworker constantly criticizes another’s work in front of others, making them feel 

bullied and reducing team morale. 
●​ Key Points Explained: 

○​ Destructive and negative: This conflict hurts people emotionally or professionally, like 
through bullying, gossip, or unresolved fights. 

○​ Breaks trust: It creates a toxic atmosphere where people feel unsafe or disrespected. 
○​ Hard to fix: If not stopped early, disruptive conflict can lead to long-term problems, like 

employees quitting or teams falling apart. 
○​ Why it matters: Addressing disruptive conflict quickly is crucial to maintain a positive and 

productive environment. 

7. Functional Conflict 

●​ Definition: This is a constructive conflict that helps a group achieve its goals and improves 
performance. 

●​ Example: During a team meeting, members debate different marketing ideas. The discussion 
leads to a creative campaign that everyone agrees on. 

●​ Key Points Explained: 
○​ Positive and helpful: Functional conflict encourages open discussion, new ideas, and 

better solutions. 
○​ Improves outcomes: By challenging each other respectfully, teams can find innovative 

ways to solve problems or make decisions. 
○​ Keeps groups strong: It fosters teamwork and creativity without personal attacks. 
○​ Why it matters: Functional conflict is valuable because it drives progress and helps 

teams grow stronger and more effective. 

8. Dysfunctional Conflict 

●​ Definition: This is a destructive conflict that harms group performance and creates negativity. 
●​ Example: Two team members argue about who should lead a project, but their personal insults 

derail the discussion, delaying the project. 
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●​ Key Points Explained: 
○​ Negative and harmful: Dysfunctional conflict distracts from work, lowers morale, and 

creates stress. 
○​ Focuses on personal issues: Instead of solving the problem, people attack each other, 

making things worse. 
○​ Hurts productivity: It wastes time, reduces cooperation, and can lead to poor results or 

missed deadlines. 
○​ Why it matters: Dysfunctional conflict must be managed to prevent it from damaging 

relationships and work progress. 

Conflict Handling Methods: 

Conflict handling methods are strategies used to address and resolve conflicts effectively. These methods 
help individuals or groups manage disagreements, reduce tension, and achieve positive outcomes. 
Understanding these methods is crucial for maintaining healthy relationships and fostering collaboration in 
various settings, such as workplaces, teams, or personal interactions. Below, I’ll explain the five primary 
conflict handling methods outlined in the document—Competition, Accommodation, Avoidance, 
Compromise, and Collaboration—with clear definitions, examples, and key points in simple language to 
ensure exam readiness. 

 

Conflict Handling Methods 
1. Competition (Win-Lose Situation) 

●​ Definition: Competition involves one party pursuing their own goals or interests at the expense of 
the other party. It’s a win-lose approach where one side achieves their objective, and the other 
does not. 

●​ Example: In a workplace, two managers, Alex and Mia, are competing for a limited budget to 
fund their projects. Alex aggressively argues for his project, convincing the CEO to allocate the 
entire budget to him, leaving Mia’s project unfunded. 

●​ Key Points Explained: 
○​ One winner, one loser: This method focuses on one party “winning” while the other 

“loses.” It’s about getting what you want, regardless of the other side’s needs. 
○​ Used when stakes are high: Competition is effective when quick decisions are needed, 

or one party has more power or authority (e.g., a boss making a final call). 
○​ Can create tension: While it resolves the conflict quickly, it may harm relationships, as 

the losing party might feel ignored or resentful. 
○​ When to use: Best for emergencies, when one party’s goal is clearly more important, or 

when defending a critical principle (e.g., enforcing safety rules). 
○​ When to avoid: Not ideal for long-term relationships or teamwork, as it can lead to 

bitterness or reduced cooperation. 

2. Accommodation (Win-Win Situation) 

●​ Definition: Accommodation involves one party yielding or giving in to the other party’s demands 
to maintain harmony. It aims for a win-win outcome by prioritizing the other’s needs, often at the 
cost of one’s own goals. 

●​ Example: During a team meeting, Sarah wants to use a new software tool, but her colleague 
Liam prefers the old one. Sarah agrees to stick with Liam’s preference to keep the team united 
and avoid conflict. 

●​ Key Points Explained: 
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○​ Focus on harmony: This method sacrifices one’s own desires to please the other party, 
aiming to keep peace and build goodwill. 

○​ Builds relationships: By showing flexibility, the accommodating party strengthens trust 
and cooperation, creating a positive environment. 

○​ May feel one-sided: The person giving in might feel their needs are ignored, especially if 
they always accommodate. 

○​ When to use: Useful when the issue is minor, maintaining relationships is more 
important, or one party realizes their position is less critical (e.g., agreeing to a 
coworker’s meeting time preference). 

○​ When to avoid: Not suitable if the issue is very important, as constant yielding can lead 
to resentment or loss of influence. 

3. Avoidance (Lose-Lose Situation) 

●​ Definition: Avoidance involves ignoring or sidestepping the conflict entirely, hoping it will resolve 
itself. It results in a lose-lose situation, as neither party’s concerns are addressed. 

●​ Example: Two coworkers, Emma and Noah, disagree on how to organize a project timeline. 
Instead of discussing it, they avoid the topic, leading to confusion and delays in the project. 

●​ Key Points Explained: 
○​ No resolution: By avoiding the conflict, no progress is made, and the problem often 

persists or worsens. 
○​ Temporary relief: Avoidance can reduce immediate tension but doesn’t solve the 

underlying issue, leading to bigger problems later. 
○​ Common in low-stakes issues: People might avoid conflict when the issue seems 

unimportant or when they lack the energy to deal with it. 
○​ When to use: Helpful for trivial issues, when emotions are too high to discuss calmly, or 

when more information is needed before addressing the conflict. 
○​ When to avoid: Not effective for important issues or recurring problems, as it can lead to 

frustration, miscommunication, or unresolved tension. 

4. Compromise (Lose-Lose Situation) 

●​ Definition: Compromise involves both parties giving up something to reach a middle ground. It’s 
a lose-lose situation because neither party fully achieves their original goals, but they find a 
mutually acceptable solution. 

●​ Example: A marketing team and a finance team disagree on the budget for a campaign. 
Marketing wants $10,000, while finance approves only $5,000. They compromise on $7,500, with 
both sides sacrificing part of their goals. 

●​ Key Points Explained: 
○​ Middle ground: Both parties give up something to meet halfway, creating a solution 

that’s partially satisfactory for everyone. 
○​ Quick resolution: Compromise is faster than collaboration, making it useful when time is 

limited or the issue isn’t critical. 
○​ Not fully satisfying: Since both sides lose something, they might feel the solution isn’t 

ideal, which can lead to dissatisfaction. 
○​ When to use: Best for situations where both parties have equal power, time is short, or a 

temporary solution is needed (e.g., splitting resources between two departments). 
○​ When to avoid: Not ideal for complex issues requiring a fully satisfying solution or when 

one party feels forced to give up too much. 

5. Collaboration (Win-Win Situation) 

●​ Definition: Collaboration involves working together to find a solution that fully satisfies both 
parties’ concerns. It’s a win-win approach that prioritizes mutual benefit and creative 
problem-solving. 
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●​ Example: Two coworkers, Olivia and James, disagree on a project deadline. Instead of arguing, 
they brainstorm and agree to adjust the timeline and share tasks, ensuring the project meets both 
quality standards and deadlines. 

●​ Key Points Explained: 
○​ Everyone wins: Collaboration seeks a solution where both parties achieve their goals, 

creating the best possible outcome. 
○​ Takes time and effort: It requires open communication, trust, and creativity to find a 

solution that works for everyone. 
○​ Builds strong relationships: By working together, parties strengthen teamwork and 

respect, making future conflicts easier to handle. 
○​ When to use: Ideal for important issues, long-term relationships, or when innovative 

solutions are needed (e.g., resolving a team’s differing priorities for a major project). 
○​ When to avoid: Not practical when time is very limited or the issue is minor, as it requires 

significant effort and discussion. 

1. Laws Regarding Working Hours, Leaves, and Punishment 

The Bangladesh Labour Act (2006) , amended in 2013 and further refined in 2015, provides 
comprehensive regulations regarding working hours, leaves, and punishments for violations. 
These laws aim to ensure fair treatment of workers, protect their rights, and promote a safe and 
healthy work environment. Below is an explanation of the key provisions: 

1. Laws Regarding Working Hours 

The Bangladesh Labour Act outlines specific regulations for working hours to prevent worker 
exploitation and ensure a balanced work-life environment. 

Key Provisions: 

●​ Maximum Working Hours: 
●​ The standard workweek is limited to 48 hours (8 hours per day for 6 days). 
●​ Overtime work is allowed but should not exceed 10 hours per week , and 

employees must be compensated at a higher rate (usually double the regular 
wage) for overtime work. 

●​ Rest Periods: 
●​ Workers are entitled to at least 1 hour of rest after every 5 consecutive hours of 

work. 
●​ A weekly holiday (typically Friday or Sunday) is mandatory unless the employer 

provides compensatory leave. 
●​ Night Shifts: 

●​ Special provisions exist for night workers, particularly women, ensuring their 
safety and prohibiting night shifts for women in certain industries unless adequate 
safeguards are in place. 

2. Laws Regarding Leaves 

The Act ensures that employees receive adequate leave entitlements to maintain their physical 
and mental well-being. 

Types of Leaves: 
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●​ Casual Leave: 
●​ Employees are entitled to 10–12 days of casual leave per year , depending on 

the sector. 
●​ Sick Leave: 

●​ Workers can avail 14–24 days of sick leave annually , subject to medical 
certification. 

●​ Annual Leave (Earned Leave): 
●​ After completing one year of service, employees are entitled to 1 day of earned 

leave for every 18 days worked . 
●​ Maternity Leave: 

●​ Female employees are entitled to 16 weeks of maternity leave (8 weeks before 
and 8 weeks after delivery). 

●​ Employers must provide full pay during this period. 
●​ Festival Leave: 

●​ Employees are granted 11 days of festival leave annually, typically aligned with 
national holidays. 

●​ Special Leave: 
●​ Additional leave may be granted for emergencies, such as bereavement or 

natural disasters. 

3. Laws Regarding Punishments for Violations 

The Bangladesh Labour Act imposes penalties on employers who violate labor laws, including 
those related to working hours and leaves. 

Punishments for Non-Compliance: 

●​ Failure to Provide Mandatory Leaves: 
●​ Employers who deny workers their entitled leaves (e.g., maternity leave, annual 

leave) face fines ranging from BDT 5,000 to BDT 50,000 . 
●​ Repeat offenders may face imprisonment for up to 6 months . 

●​ Excessive Working Hours: 
●​ Employers forcing workers to exceed the legal limit of 48 hours per week without 

proper overtime compensation can be fined BDT 10,000 to BDT 100,000 . 
●​ In severe cases, imprisonment for up to 1 year may be imposed. 

●​ Denial of Rest Periods: 
●​ Employers failing to provide mandatory rest periods or weekly holidays may face 

fines of BDT 5,000 to BDT 50,000 . 
●​ Misuse of Child or Adolescent Labor: 

●​ Employing children below the age of 14 or adolescents (14–18 years) in 
hazardous jobs is strictly prohibited. Violators face fines of BDT 50,000 to BDT 
200,000 and imprisonment for up to 2 years . 

●​ Improper Handling of Maternity Benefits: 
●​ Employers denying maternity benefits or discriminating against pregnant 

employees face fines of BDT 10,000 to BDT 100,000 and potential imprisonment 
for up to 6 months . 
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4. Enforcement and Implementation 

The Department of Inspection for Factories and Establishments (DIFE) is responsible for 
enforcing the provisions of the Bangladesh Labour Act. Key enforcement mechanisms include: 

●​ Regular inspections of workplaces to ensure compliance with labor laws. 
●​ Filing complaints against employers who violate labor standards. 
●​ Imposing penalties and taking legal action against repeat offenders. 

The Bangladesh Labour Act of 2006, with its amendments, provides a robust framework for 
regulating working hours, leave entitlements, and disciplinary actions. By setting clear 
boundaries on work hours, offering diverse leave options, and implementing fair disciplinary 
measures, the law ensures workers’ rights are protected while supporting organizational 
efficiency. These provisions are not only legally binding but also morally significant, as they 
promote dignity, fairness, and well-being in the workplace. As Bangladesh continues to grow as 
a global economic player, adherence to these labor laws will remain essential for fostering a 
productive, inclusive, and harmonious workforce. 

Workplace Hazard Types 
Workplace hazards are risks that can cause harm to workers. Understanding these hazards 
helps keep everyone safe. The main types of hazards are physical, safety, biological, chemical 
and dust, and ergonomic. Below, we explain these hazards in simple words, with examples, to 
show how they affect workers and why they matter. 

Key Points 

●​ Physical Hazards: Risks like falls, falling objects, or loud noises that can physically hurt 
workers. 

●​ Safety Hazards: Dangers such as fires or electrical issues that threaten workplace 
safety. 

●​ Biological Hazards: Germs or bugs that can make workers sick. 
●​ Chemical and Dust Hazards: Harmful chemicals or dust that can cause health 

problems. 
●​ Ergonomic Hazards: Injuries from repetitive tasks, bad posture, or heavy lifting. 

Understanding Workplace Hazards 

Physical hazards are common in many workplaces and involve risks that can directly harm the 
body. For example, a construction worker might fall from a ladder if it’s not secure, leading to 
serious injuries. Another physical hazard is loud noise, like in a factory where machines are 
constantly running. If workers don’t wear ear protection, they could lose their hearing over time. 
These hazards are dangerous because they can cause immediate or long-term harm, so 
employers must provide safety gear and training to reduce risks. 

Safety hazards focus on dangers that threaten the overall safety of the workplace. For 
instance, faulty electrical wiring in an office could spark a fire or cause an electric shock. 
Similarly, working at heights, like on a roof, is risky if workers don’t have proper harnesses. A 
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real-life example is a worker getting shocked while using a damaged power tool, which shows 
why regular equipment checks are important. Safety hazards can often be prevented by 
following strict rules and keeping the workplace well-maintained. 

Biological hazards involve germs or other living things that can make workers ill. In a hospital, 
a nurse might catch an infectious disease like the flu if they don’t wear gloves or a mask while 
treating a patient. Another example is a farm worker getting sick from a mosquito bite that 
carries a disease. These hazards are tricky because they’re not always visible, but they can 
spread quickly. Good hygiene practices, like hand washing and using protective equipment, are 
key to staying safe. 

Chemical and dust hazards come from harmful substances in the air or on surfaces. For 
example, a factory worker might breathe in toxic chemical fumes while mixing cleaning 
solutions, which could damage their lungs. Dust is another problem, like in a woodworking shop 
where sawdust fills the air. If workers don’t wear masks, they might develop breathing issues 
over time. Proper ventilation and protective gear, like respirators, can help keep workers safe 
from these invisible dangers. 

Ergonomic hazards happen when the way a job is done hurts the body over time. For 
instance, an office worker who types all day with poor posture might develop wrist pain or back 
problems. Similarly, a warehouse worker lifting heavy boxes without proper technique could 
strain their muscles. These hazards build up slowly, so they’re easy to ignore at first. However, 
providing adjustable chairs, teaching safe lifting methods, and encouraging breaks can prevent 
long-term injuries. 

Each type of hazard—physical, safety, biological, chemical and dust, or ergonomic—can harm 
workers in different ways. By recognizing these risks, employers can take steps like providing 
safety training, using protective equipment, and keeping the workplace clean and organized. 
Workers also play a role by following safety rules and reporting dangers. For example, after a 
2023 construction accident in Bangladesh where workers died due to poor safety standards, it 
became clear that preventing hazards saves lives. A safe workplace not only protects workers 
but also helps businesses run smoothly. 

Preventing Workplace Safety Issues 
Workplace safety issues can cause injuries, illnesses, or even accidents that harm workers and 
disrupt businesses. Preventing these issues is essential to keep everyone safe and ensure a 
productive work environment. The document outlines simple and effective ways to avoid safety 
problems, including having a clear safety policy, providing training, and maintaining equipment. 
Below, we explain these methods in easy words, with examples, to show how they work and 
why they are important. 

Key Points 

●​ Clear Safety Policy: Set rules and guidelines to keep safety first. 
●​ Regular Training: Teach workers how to stay safe and handle risks. 
●​ Proper Equipment Maintenance: Check and fix tools and machines to prevent 

accidents. 

www.bba-archive.com



How to Prevent Safety Issues 

A clear safety policy is the foundation of a safe workplace. This means creating simple rules 
that everyone understands and follows, like wearing helmets on a construction site or keeping 
fire exits clear in an office. For example, a factory might have a policy that requires workers to 
wear gloves when handling chemicals. By clearly explaining these rules to all employees and 
regularly reviewing them, employers ensure everyone knows how to stay safe. A strong safety 
policy also shows workers that their well-being matters, encouraging them to follow the rules. 

Regular training helps workers learn how to avoid dangers and respond to emergencies. 
Training should cover things like how to use machines safely, lift heavy objects correctly, or 
evacuate during a fire. For instance, a warehouse worker might attend a training session on 
using a forklift properly to avoid crashes. In Bangladesh, where construction accidents have 
caused deaths due to poor safety practices, training could have taught workers to use 
harnesses when working at heights. Ongoing training keeps safety knowledge fresh and helps 
workers feel confident in handling risks. 

Proper equipment maintenance is another key way to prevent safety issues. Faulty tools or 
machines can cause serious accidents, like a broken ladder collapsing or a machine sparking a 
fire. Regular checks and repairs stop these problems before they happen. For example, a 
restaurant might schedule weekly inspections of its kitchen appliances to ensure they work 
safely. By fixing issues early, employers reduce the chance of accidents and keep the workplace 
running smoothly. Good housekeeping, like keeping floors clean and organized, also helps 
avoid hazards like slips or trips. 

Why It Matters 

Preventing safety issues protects workers and creates a better workplace. A clear safety policy 
sets the tone, regular training builds skills, and proper equipment maintenance stops accidents 
before they start. These steps are especially important in places like Bangladesh, where the 
2023 construction deaths highlighted the need for better safety measures. When employers and 
workers work together to follow these methods, they reduce risks and build a safer, more 
productive environment for everyone. 

Off-the-Job Training Process: 

While the sources don't specifically outline an "off-the-job process" distinct from a general training 
process, the overall training process, which would include off-the-job methods, involves the following 
steps: 

1.​ Needs Assessment: Identifying the training needs of employees and the organization through 
performance reviews, skills gap analysis, or employee surveys. This might involve a Training 
Needs Analysis (TNA) to identify skill and knowledge gaps. A Performance Need Analysis (PNA) 
can also be used to identify the gap between desired and actual performance. 

2.​ Learning Objectives: Clearly defining what employees should know or be able to do after 
completing the training. 

3.​ Content Development: Developing training content aligned with learning objectives and tailored 
to the chosen training type. This includes workbooks, exercises, and activities. 

4.​ Delivery: Implementing the training program using the selected off-the-job method (e.g., 
instructor-led, e-learning). 

5.​ Evaluation: Measuring the effectiveness of the training to assess if learning objectives were met. 
This can involve pre- and post-training assessments, performance evaluations, and feedback 
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surveys. Evaluation can occur at different levels, including reaction, learning, behavior, and 
results. 

The sources emphasize the importance of a blended approach to training delivery, which can include a 
mix of both on-the-job and off-the-job methods to cater to different learning styles. Ensuring the transfer 
of learning to on-the-job application is also crucial. 

On-the-Job Training Process: 

1.​ Needs Assessment: Identifying the job performance skills required and the training and 
development needs of employees and the organization. This can be done through performance 
reviews, skills gap analysis, or employee surveys. 

2.​ Learning Objectives: Clearly defining what employees should know or be able to do after the 
training. 

3.​ Content Development: Developing training content that aligns with the learning objectives and is 
tailored to the on-the-job context. 

4.​ Delivery: Implementing the training program using the chosen on-the-job method, such as 
apprenticeship, JIT, mentorship, or job rotation. 

5.​ Evaluation: Assessing the effectiveness of the training to determine if the learning objectives 
were met. This can involve pre- and post-training assessments or feedback from participants and 
managers. 
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1. Performance Need Analysis (PNA) 

A performance need analysis is the process of identifying the gap between desired 
performance and actual performance. The first step of a PNA is to define the problem, 
clearly articulating the performance issue, its impact, and its root causes. For example, 
customers complaining about long wait times and rude cashiers, leading to a decline in 
customer satisfaction ratings. 

The next step is to determine the desired outcome that the learning solution aims to achieve. 
In the cashier example, the goal is to reduce customer wait times and improve cashier behavior 
to increase customer satisfaction ratings by 20% within six months. 

Following this, you need to analyze the performance gap that exists between the current and 
desired performance of learners. For instance, cashiers currently take 5 minutes per customer 
when the ideal time is 3 minutes, and mystery shoppers report 40% of cashiers showing poor 
communication skills. 

The fourth step is to identify the possible solutions that can address the performance gap 
and achieve the desired outcome. Possible solutions for the cashier issue include training on 
faster checkout techniques, implementing a queue management system, and providing soft 
skills training. 

Next, you design the learning solution that has been selected as the most suitable 
intervention. For the cashier problem, this could be a two-day workshop covering efficient 
scanning techniques and soft skills training. 

Finally, you evaluate the results of your learning solution and its impact on the performance 
gap and the desired outcome. For the cashier scenario, after two months, customer satisfaction 
ratings might improve by 15%, and the average checkout time might reduce to 3.5 minutes, with 
further tweaks planned. 

The source also presents several questions to consider during a needs analysis, such as 
whether the employee lacks necessary knowledge, resources, or motivation, if the process 
allows effective job performance, if performance standards are attainable and understood, and if 
the employee receives effective feedback. Performance analysis, which is used to identify 
current employees' training needs, begins by comparing actual performance to the desired 
performance to confirm a deficiency and identify its cause. 

2. On-the-Job Training 

On-the-job training involves learning by doing under the supervision of a more 
experienced colleague. It is a method of implementing a training program and is considered 
ideal for practical skills like using equipment or performing specific procedures. The majority of 
what employees learn on the job happens through informal means of performing their jobs daily. 
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Types of On-the-Job Training mentioned in the sources include: 

●​ Apprenticeship training: This is a structured process where individuals become skilled 
workers through a combination of classroom instruction and on-the-job training. An 
example is a young person becoming a certified electrician through an electrical 
apprenticeship program. 

●​ Informal learning: This refers to the learning that occurs through the daily performance 
of job tasks. An example is a marketing employee learning about effective social media 
strategies by observing a colleague's successful campaign. 

●​ Job instruction training (JIT): This method involves listing each job's basic tasks along 
with key points to provide step-by-step training for employees. An example is a 
manufacturing company using JIT manuals for each assembly station to ensure 
consistency and safety. 

●​ Coaching/Understudy approach: In managerial on-the-job training, the trainee works 
directly with a senior manager or the person they are to replace, who is responsible for 
their coaching. 

●​ Job rotation: This involves moving a trainee from department to department to broaden 
their experience and identify strengths and weaknesses, also used in managerial 
on-the-job training. 

●​ Action learning: Management trainees work full-time analyzing and solving problems in 
other departments. 

3. Off-the-Job Training 

Off-the-job training takes place outside the regular work environment. This is another 
method of implementing a training program and includes various techniques: 

●​ Instructor-led training: This involves interactive sessions with subject matter experts in 
a classroom setting. An example is a real estate agent attending a workshop on 
negotiation tactics. 

●​ E-learning: This provides online modules for flexible, self-paced learning. An example is 
a customer service representative completing online training modules on new company 
policies. Computerized and web-based appraisal systems are also increasingly used by 
employers. 

●​ Audiovisual-based training: This method uses video and audio to illustrate sequences, 
expose trainees to events not easily demonstrable live, or to meet the need for 
organization-wide training when moving trainers is costly. 

●​ Cross training: This involves training employees to do different tasks or jobs than their 
own to facilitate flexibility and job rotation. 

●​ Web 2.0 learning: This utilizes interactive and collaborative web-based tools to facilitate 
learning and knowledge sharing, making it more dynamic and participatory. An example 
is an educational institution using discussion forums and collaborative document editing 
in its online courses. 

●​ Distance and Internet-Based Training: This includes teletraining (trainer in a central 
location teaching remote groups via TV hookups), videoconferencing (interactive training 
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for geographically separated individuals), and training via the internet using intranets or 
the internet. 

●​ Outside seminars: Many companies and universities offer web-based and traditional 
management development seminars and conferences. 

●​ Role playing: Creating realistic situations where trainees assume roles to practice skills. 
●​ Behavior modeling: This involves showing trainees the correct way to do something, 

having them practice it, and providing feedback. 
●​ Case study method: Managers are presented with a description of an organizational 

problem to diagnose and solve. 
●​ Management game: Teams of managers compete by making computerized decisions 

regarding realistic but simulated business situations. 
●​ Corporate universities: These provide a means for coordinating all company training 

efforts and delivering web-based modules. 
●​ In-house development centers: These are company-based methods for exposing 

prospective managers to realistic exercises to develop improved management skills. 

The sources emphasize that a blended approach combining various training methods can cater 
to different learning styles. The effectiveness of any training program should be measured 
through pre- and post-training assessments, performance evaluations, and feedback surveys. 

Conflict  
Conflict is a state of incompatibility of ideas between two or more parties or individuals. Conflict 
management is how organizations handle disputes in an effective way. 

Stages of Conflict 

The stages of conflict are: 

1.​ Potential opposition or incompatibility: This is the stage where the conditions for 
conflict arise. 

○​ Example: Two departments in a company may have overlapping responsibilities, 
which could lead to conflict in the future. 

2.​ Cognition and personalization: In this stage, one or more parties become aware of the 
conflict. It can be further broken down into: 

○​ Perceived conflict: Awareness by one or more parties that a conflict exists. 
■​ Example: A team member realizes that another team member has 

different ideas about how to approach a project. 
○​ Felt conflict: Emotional involvement in a conflict, leading to feelings like anxiety, 

tension, or frustration. 
■​ Example: The team member becomes increasingly anxious about the 

disagreements, fearing that the project may fail. 
3.​ Intentions: This stage involves the choices one makes in a conflict. Intentions might 

include competing, collaborating, compromising, avoiding, or accommodating. 
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○​ Example: The team member decides to collaborate with the other person to find 
a solution. 

4.​ Behavior: This is where the conflict becomes visible. It includes the statements, actions, 
and reactions of the parties involved. 

○​ Example: The two team members openly discuss their differing viewpoints, trying 
to find common ground, which may lead to arguments, negotiations, or even 
resolution. 

5.​ Outcomes: This is the final stage, the result of the conflict. Outcomes can be positive 
(functional) or negative (dysfunctional). 

○​ Functional outcome: The conflict results in improved performance, creativity, or 
problem-solving. 

■​ Example: The team finds a new, innovative approach to the project that is 
better than either of their original ideas. 

○​ Dysfunctional outcome: The conflict harms performance, relationships, or 
productivity. 

■​ Example: The conflict escalates, leading to animosity between the team 
members, and the project is delayed. 

Types of Conflict 

●​ Interpersonal conflict: Conflict between two or more individuals. 
○​ Key point: Disagreement or dispute between people, arising from differences in 

opinions, values, goals, or communication styles. 
○​ Example: Disagreements between colleagues, clashes in management styles, or 

personality conflicts. 
●​ Intrapersonal conflict: Conflict within an individual. 

○​ Key point: Internal struggle involving competing values, desires, or beliefs, 
leading to uncertainty or discomfort. 

○​ Example: Feeling torn between personal ethics and organizational demands, or 
experiencing uncertainty about career decisions. 

●​ Intergroup conflict: Conflict between different groups or teams. 
○​ Key point: Friction or opposition between distinct groups, stemming from 

competition for resources, differing goals, or communication breakdowns. 
○​ Example: Conflict between sales and production departments over production 

schedules and sales targets. 
●​ Intragroup conflict: Conflict within a group or team. 

○​ Key point: Disagreements or disputes among members of the same group, 
emerging from differences in opinions, values, or approaches to tasks. 

○​ Example: Differences in opinion on project strategy among team members. 
●​ Competitive conflict: Parties are in a competition with each other. 

○​ Key point: Parties vie for limited resources, recognition, or rewards, leading to 
rivalry. 

○​ Example: Employees competing for a promotion. 
●​ Disruptive conflict: Conflict that is harmful. 
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○​ Key point: Conflict with destructive and damaging consequences, undermining 
productivity, harming relationships, and creating a negative environment. 

○​ Example: Bullying, harassment, or unresolved disputes that erode trust. 
●​ Functional conflict: Conflict that supports the goals of the group and improves its 

performance 
○​ Key point: Open communication and a focus on finding solutions that improve 

performance and achieve common goals. 
○​ Example: Open discussions and debates that lead to better problem-solving and 

innovation. 
●​ Dysfunctional conflict: Conflict that hinders group performance. 

○​ Key point: Detrimental effects on a group or organization, including decreased 
productivity, impaired collaboration, and a negative work environment. 

○​ Example: Personal attacks and emotional outbursts that distract from resolving 
the issue. 

Conflict handling methods 
Based on the sources, there are several methods to deal with conflicts. These methods 
represent different approaches individuals or groups can take when faced with a conflict 
situation and often result in varying outcomes. The sources outline five main conflict handling 
methods: 

●​ Competition (win-lose situation): This approach involves pursuing your own 
concerns at the expense of others. The outcome of this method is often a win-lose 
situation, where one party achieves its goals while the other does not.​
 

●​ Accommodation (win-win situation): This approach emphasizes yielding or giving in 
to the concerns of others. It aims for a win-win outcome where both parties benefit. 
It is important to note that while the source describes this as a "win-win situation," in our 
previous conversation, we discussed that in practice, accommodation typically results in 
one party's needs being met while the other party sacrifices their own, making it more of 
a win-lose situation.​
 

●​ Avoidance (lose-lose situation): Avoidance involves ignoring or avoiding the 
conflict altogether. This often results in a lose-lose situation because neither party's 
concerns are addressed.​
 

●​ Compromise (lose-lose situation): This entails finding a middle ground where both 
parties give up some of their demands to reach an agreement. Compromise often 
leads to a lose-lose situation, as neither party fully achieves its original goals.​
 

●​ Collaboration (win-win situation): Collaboration emphasizes working together to find 
a solution that satisfies the concerns of all parties involved, resulting in a win-win 
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outcome.​
 

It's important to choose a conflict handling method that is appropriate for the specific situation 
and the goals you are trying to achieve, as mentioned in our previous discussion. Different 
situations may call for different approaches to effectively manage and resolve conflicts. 

labor laws safety: 
1. Laws regarding working hours, leaves, punishment: 

●​ The Bangladesh Labour Act (2006) is identified as the key labor legislation that sets 
Occupational Safety and Health standards. This act, along with its reforms in 2015, is the 
foundation for labor law in Bangladesh. The Bangladesh Labour Rules (2015) provide 
implementation procedures for the Bangladesh Labour Act (2006). 

●​ Prior to the Bangladesh Labour Act, laws concerning different labor issues such as 
working hours, employment of children, maternity benefit, trade union activities, and 
wages were introduced during the British period. 

●​ The National Labor Policy 2013 urges the government to bring necessary amendments 
to laws to ensure safe, healthy, and women-friendly workplaces and maternity protection. 

●​ Regarding punishment, "Document 132.pdf" discusses employee discipline and 
mentions that non-disciplinary behavior can disturb the workplace decorum and affect 
the organization's reputation and profitability. 

●​ The document outlines guidelines for managing employee discipline, emphasizing that 
an effective disciplinary policy ensures order through corrective behavior, aiming for a 
minimum acceptable behavior from employees. 

●​ It recommends having a properly laid down and unambiguous company policy that 
defines the expected code of conduct in various contexts (attendance, leave, employee 
interactions, safety, etc.). The consequences of violating the policy must be clearly 
articulated. 

●​ The document suggests forming a disciplinary committee to handle discipline 
management and document all disciplinary actions. The objective of these actions 
should be corrective, rather than destructive, carried out with rationality and without 
bias. 

●​ A progressive discipline approach is recommended, starting from verbal counseling to 
written warnings, monetary deductions, and suspension, with termination as a last 
resort. 

●​ The process for handling complaints should be fair, confidential, and transparent. 

2. Hazard Types: 

Details several types of workplace hazards: 

●​ Physical Hazards: 
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○​ Falls 
○​ Falling Objects 
○​ Mechanical Hazards 
○​ Noise 

●​ Safety Hazards: 
○​ Fire Hazards 
○​ Electrical Hazards 
○​ Confined Spaces 
○​ Working at Heights 

●​ Biological Hazards: 
○​ Infectious Disease 
○​ Vector-Borne Diseases 
○​ Contact with Biological Agents 

●​ Chemical & Dust Hazards: 
○​ Chemical Exposure 
○​ Dust and Particulate Matter 
○​ Chemical Spills 

●​ Ergonomic Hazards: 
○​ Repetitive Strain Injuries (RSI) 
○​ Poor Posture 
○​ Manual Handling 

The source also mentions safety hazards like improperly guarded or defective equipment and 
hazardous procedures as unsafe conditions. 

3. How to prevent safety issues: 

The sources offer several strategies and measures to prevent safety issues: 

●​ Employer Responsibilities: Employers have a duty to provide a workplace free from 
recognized hazards. They should be familiar with mandatory OSHA standards and 
examine workplace conditions to conform to these standards. 

●​ Remedying Unsafe Conditions: Addressing issues like improperly guarded equipment, 
defective equipment, hazardous procedures, unsafe storage, improper illumination, and 
improper ventilation is crucial. 

●​ Emphasizing Safety: Creating a culture where safety is a priority. 
●​ Selecting Safety-Minded Employees: Hiring individuals who are conscious of safety. 
●​ Providing Safety Training: Equipping employees with the knowledge and skills to work 

safely. This is also highlighted in "Training (2).pdf" as essential orientation content and a 
key benefit of a robust training program. Initial training for new employees and 
ongoing training are important. 

●​ Using Motivational Tools: Employing posters, incentive programs, and positive 
reinforcement to encourage safe behavior. 

●​ Implementing Behavior-Based Safety: Focusing on observing and modifying 
employee behavior to improve safety. 
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●​ Encouraging Employee Participation: Involving employees in identifying and 
addressing safety concerns. 

●​ Conducting Safety and Health Audits and Inspections: Regularly assessing the 
workplace for potential hazards and ensuring compliance with safety standards. 

●​ Developing and Implementing a Comprehensive Safety Policy: This policy should 
outline the organization's commitment to safety, employee responsibilities, and 
consequences of non-compliance. It should be clearly communicated and regularly 
reviewed. 

●​ Forming a Safety Committee: This committee, with representatives from various levels, 
can discuss safety issues, review incidents, and propose preventive measures. They can 
also collaborate on risk assessments. 

●​ Implementing Safety Engineering Measures: This includes guarding machinery, 
ensuring safe material handling, installing safety devices, applying ergonomic principles 
in workstation design, and conducting planned maintenance. 

●​ Maintaining General Housekeeping: A clean and organized workplace reduces slip, 
trip, and fall hazards. 

●​ Conducting Emergency Drills: Ensuring employees are familiar with evacuation 
procedures. 

●​ Role of Government: Establishing and enforcing safety regulations, conducting 
inspections, and imposing penalties for non-compliance. 

By implementing these measures, organizations can significantly reduce workplace hazards and 
prevent safety issues, contributing to a safer and more productive environment. 
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Off-the-Job Training Process: 

While the sources don't specifically outline an "off-the-job process" distinct from a general 
training process, the overall training process, which would include off-the-job methods, involves 
the following steps: 

1.​ Needs Assessment: Identifying the training needs of employees and the organization 
through performance reviews, skills gap analysis, or employee surveys. This might 
involve a Training Needs Analysis (TNA) to identify skill and knowledge gaps. A 
Performance Need Analysis (PNA) can also be used to identify the gap between desired 
and actual performance. 

2.​ Learning Objectives: Clearly defining what employees should know or be able to do 
after completing the training. 

3.​ Content Development: Developing training content aligned with learning objectives and 
tailored to the chosen training type. This includes workbooks, exercises, and activities. 

4.​ Delivery: Implementing the training program using the selected off-the-job method (e.g., 
instructor-led, e-learning). 

5.​ Evaluation: Measuring the effectiveness of the training to assess if learning objectives 
were met. This can involve pre- and post-training assessments, performance 
evaluations, and feedback surveys. Evaluation can occur at different levels, including 
reaction, learning, behavior, and results. 

The sources emphasize the importance of a blended approach to training delivery, which can 
include a mix of both on-the-job and off-the-job methods to cater to different learning styles. 
Ensuring the transfer of learning to on-the-job application is also crucial. 

On-the-Job Training Process: 

1.​ Needs Assessment: Identifying the job performance skills required and the training and 
development needs of employees and the organization. This can be done through 
performance reviews, skills gap analysis, or employee surveys. 

2.​ Learning Objectives: Clearly defining what employees should know or be able to do 
after the training. 

3.​ Content Development: Developing training content that aligns with the learning 
objectives and is tailored to the on-the-job context. 

4.​ Delivery: Implementing the training program using the chosen on-the-job method, such 
as apprenticeship, JIT, mentorship, or job rotation. 

5.​ Evaluation: Assessing the effectiveness of the training to determine if the learning 
objectives were met. This can involve pre- and post-training assessments or feedback 
from participants and managers. 
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Who is responsible for appraising 
employee performance and what are 
their roles? 
Based on the sources, several parties can be involved in appraising employee performance, 
each with distinct roles: 

●​ Immediate Supervisor: The sources suggest that the immediate supervisor plays a 
central role in the performance appraisal process.​
 

○​ Supervisors use appraisals to make decisions regarding an employee's pay, 
promotion, and retention. 

○​ They work with the subordinate to develop a plan for correcting deficiencies 
and reinforcing strengths identified during the appraisal. 

○​ Appraisals provide an opportunity for supervisors to review the employee's 
career plans. 

○​ Supervisors can identify training needs based on the appraisal. 
○​ The sources also mention training supervisors on how to avoid appraisal 

problems, implying their direct involvement in conducting appraisals. 
○​ They need to provide documentation and are involved in motivation related to 

the appraisal process. 
●​ Employee (Self-Rating): Employees can be involved through self-rating as a method 

of performance appraisal. Their role is to assess their own performance against 
established standards and criteria.​
 

●​ Peers: Peers can provide input on an employee's performance, especially in appraisal 
methods like 360-degree feedback. Their role is to offer a perspective on the employee's 
work-related behavior and performance based on their interactions.​
 

●​ Subordinates: In 360-degree feedback, subordinates may also appraise their 
managers. Their role is to provide feedback on the manager's effectiveness and 
leadership from a subordinate's viewpoint.​
 

●​ Rating Committee: A rating committee, composed of multiple individuals, can be 
responsible for appraising employee performance. Their role is to provide a more 
objective and comprehensive evaluation by combining different perspectives.​
 

●​ Organization: The organization has a need for information and documentation 
related to employee performance. They establish the performance management 
process in which appraisals play a central role. They also set work standards and aim 
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to improve organizational effectiveness through performance management.​
 

●​ Human Resource Teams: The human resource teams are responsible for looking into 
employee disciplinary issues, which can be linked to performance. They are involved 
in policy formulation related to employee conduct and performance expectations.​
 

In summary, while the immediate supervisor often has a primary role in appraising employee 
performance, other parties like the employee, peers, subordinates, and rating committees can 
also contribute to the evaluation process, particularly with methods like 360-degree feedback. 
The organization and HR department establish the framework and utilize the information 
gathered from appraisals for various organizational purposes. Each party's role is to provide 
relevant information and perspectives to ensure a comprehensive and fair evaluation of 
employee performance. 
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