
Term 4 Revision – memorandum 
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(5 × 2) [10]
Question 2: Short-answer questions
2.1
Activities that take place in the HR function include recruitment,  selection,  drawing up of employment contracts,  managing induction,  managing salaries and benefits,  staff planning,  staff training,  discipline procedures,  liaison with trade unions  and keeping up to date with labour legislation.  
(max. 5) 

2.2
A workplace forum is a committee of employees elected by the employees  who meet regularly with management to discuss workplace issues.  Representative trade unions must apply to the CCMA to establish a workplace forum.  
(max. 4)

2.3
The nominal group technique helps a team to decide which option to apply to solve a problem such as the workers joining trade unions.  Each group member must brainstorm a problem that needs to be resolved, for example, safety in the factory.  Then they specify each possible solution clearly, so that everyone understands and agrees.  They assign a letter or number to each solution.  The group votes on the solution they believe to be the best and most effective.  The votes are counted and the solution with the highest votes is used.  
(max. 6)

2.4 
Forming:  The team depends on the leader for guidance and direction.  John will need to ensure that he gives the team clear objectives.  His leadership will be challenged especially after the conflict that has taken place.  
(max. 5)

Storming:  Team members will struggle to make decisions and maybe still harbour some anger.  As power struggles form within small teams, John must be a coach and not take over the leadership of the small team.  Compromises will need to be reached to achieve the goals.  
(max. 5)

Norming:  Agreement and consensus will be reached.  The team will have formed a trust with John and small group leaders.  Individual roles and responsibilities are now clear.  The group agrees on important decisions.  
(max. 5)

Performing:  John will see the workforce start achieving goals and focus on the work in hand.  High performance levels will be delivered.  There is a sense of mutual respect between all the team members.  
(max. 5) [max. 3 × 5] [15] 
2.5 
Intrapersonal conflict is when the person is unsure of a decision he or she has made.  Interpersonal conflict is when two different people have a conflict situation between them.  Intrapersonal conflict occurs when a person questions a decision they have made e.g. ‘Did I do that correctly? Should I have done this differently?’  Interpersonal conflict can affect the productivity if not sorted out before it gets out of hand.   
(max. 6)
2.6
The CCMA is the Commission for Conciliation, Mediation and Arbitration  and was established by the Labour Relations Act.  It hears disputes between employees and employers.  Any decision made by the CCMA is final and must be adhered to by the relevant parties.  
(max. 6)

2.7
The Labour Relations Act sets out rules and regulations for the formation and joining of trade unions by employees.  John will have the rules for establishing workplace forums  and will be able to read simple procedures to resolve labour disputes.  It will give John guidelines on what his responsibilities are regarding employee/employer relationships.  
(max. 6)

2.8
Strategies to manage conflict in a business include the following:

· Encouraging suitable conflict-handling behaviour styles 
· Improving organisational practices 
· Making structural changes to the business organisation and policies 
· Using confrontation.  
(max. 2)

2.9
An equity plan is a written strategy to have equal representation in all categories and levels in the business.  The plan must have objectives for each year of the plan.  It must include affirmative action measures  and have numerical goals for achieve the equitable representation.  John must identify a person in the organisation to monitor and implement the plan.  
(max. 6)

2.10
Forming stage (getting to know each other) 

Storming stage (first conflicts) 

Norming stage (settling and reconciliation) 

Performing stage (working as a team)  
(4) [60]
Total: 70 marks
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