Topic M04: Performance and Compensation Management
Answers to Student Worksheet P.2

BAFS Elective Part – Business Management Module – Human Resources Management 
Topic M04: Functions of Human Resources Management – Performance and Compensation Management
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Activity 1
           SMART Goals or Not?
	1. 
	No
	(not specific enough)

	2. 
	Yes
	(with specific accuracy rate and cost )

	3. 
	Yes
	(with sales figure and date)

	4. 
	No
	(no specific description of quality service)

	5. 
	No
	(no specific description of “promptly” and “when necessary”)

	6. 
	No
	(no specific description of “efficient”)

	7. 
	No
	(no specific description of “promptly” and “timely”)

	8. 
	Yes
	(with specific sales figure and cost)

	9. 
	No
	(no specific descriptions of “how fast” and “accuracy” 

    required in completing the task)

	10. 
	No
	(no specific description of “efficient”)

	11. 
	Yes
	(with specific absenteeism figure)

	12. 
	Yes
	(with specific figure on operating budget)


Activity 2 
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Setting “SMART’ goals for Betty

Suggested answers: 
· Answer the phone for sales managers within five within five rings.

· Prepare sales data for sales managers for meeting clients two working days before the meeting.
· Prepare the sales forecast for sales manager on the 5th day of every month. 5th day of every month
· Issue sales orders 2 days upon receiving clients’ request.
· Follow up with sales payment 3 days upon goods delivery
· Check stock and arrange printing promotion leaflet when the leaflet stock drop to 50 copies.

Extended Learning Activity (optional)
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Activity 3 
Giving Corrective Feedback
Suggested Feedback to Susan: 

There is no model answer for this exercise.  

	Behavior
	You were late four times last week. Each time you were late for more than 25 minutes. 



	Effect
	Customers need to queue up for a long time due to insufficient staff at work.  



	Expectation
	Start work on time.



	Results
	It can improve our image as customers do not need to queue up



Activity 4 

Performance Appraisal Objectives 
1. Explain what is meant by the SMART rule:

	· S

specific

· M

measurable

· A

achievable

· R

relevant 
· T

time-bound


2. Help Amy set a performance goal for the bank:

	Amy can set a performance goal of finishing bank transactions for customers within 10 minutes for the bank tellers.



3. Describe the objectives of performance appraisal to this bank
	· To evaluate employee’s performance to give feedback and make human resources decisions, e.g. promotion, transfer and salary adjustment


	· To identify training needs of the employees: e.g. enrich the financial product knowledge, communication skills


	· To enhance employee’s understanding of the company’s objectives, e.g. improve their understanding on the performance standards and company’s overall objectives


Activity 5 

Performance Appraisal Process
The performance appraisal process:

	Step 1

Set the performance standards (e.g. time of completing a bank transaction, number of complaints) and communicate with the staff



	Step 2

Measure actual performance of the staff and compare with the performance standards



	Step 3
Conduct appraisal interviews to provide feedback on appraisal results




Activity 6

Monetary and non-monetary rewards
1. List 3 monetary rewards of Tai Shun:
· Base salary

· Incentive bonus

· Commission

2. List 3 non-monetary rewards of Tai Shun
· Lunch/dinner provided 

· Transport allowances

· Medical insurance

· Paid annual leaves

· Travel allowances

· Wellness programmes 

· Set up a mentorship programme 

· Birthday off
Activity 7 

Advantages of Monetary and non-monetary rewards

1. Explain the advantages of offering base salary to staff

· practical and useful

· Attract capable employees

· Motivation

· maximise productivity and efficiency

· Flexible
2. Explain the advantages of offering non-monetary rewards to staff:
· Enhance employees’ senses of belongings

· Retain employees: Benefits packages often motivate employees to improve their output. They encourage employee to stay in the company.

· Attract high calibre employees: Companies that offer excellent benefits packages can attract the best talent amongst their competitors. 

· Increase productivity: compensation packages such as annual leave days improve productivity and job performance.

· Better living standards: Benefits packages facilitate better living standards among employees. Access to quality healthcare, gym memberships and accommodation facilities promotes employees’ happiness.

Activity 8

Describe the different forms of compensation below: 
A. Time-based Pay 
· Salary wages  
Employees who earn a salary receive a fixed, regular payment per year. 

· Overtime wages  
Overtime wages are paid when employees are required to work outside of working hours. Their overtime pay is often higher than regular wage, say 1.5 times the employee’s regular wages. . 
· Accrued time off pay 

Another type of pay he might give employees is accrued time off wages. Accrued time off pay is when an employee has earned paid time off from work but has not used it.

· Hourly wages 

If you pay employee hourly wages, you must multiply their hourly rate by the number of hours they work per pay period. 

B. Performance-based Pay
· Commissions 

Commission pay is money employees earn when they make a sale or accomplish another goal. 

· Bonus pay

The firm can choose to pay employees bonus wages, which is money an employee earns in addition to their regular wages.  He might give an employee bonus pay as a reward or a gift.

· Tip wages

His employees might be eligible for earning tips, depending on his business. Tips are supplemental wages an employee earns from customers in addition to regular wages he pay them.
Activity 9
The Purposes of Benefits
1. to comply with legal requirements

2. to attract top talent and enhance employees’ loyalty

3. to boost morale, energy and productivity
4. to satisfy employees’ security and social needs

Extended Learning Activity (optional)
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Extrinsic and Intrinsic Reward

Below is a reward list to recognise employee performance. Please indicate the types of reward by writing “E” for extrinsic rewards and “I” for intrinsic rewards. 

Answers for the Worksheet:

1. I 
         

2. E

3.
E



4. 
I

5. 
E          


6.
I

7.
I
        


8.
I

9.
E



10.
E
11.
E

12.
I

13.
I

14.
I

15.
E

Extended Learning Activity (optional)
Activity 11
Three Remuneration Packages
Betty is looking for another job after working as a “Account Executive” for

more than a year.  She receives three job offers with different

remuneration packages.   Please choose the best package.

Package B is the best for the following reasons:

· Fewer working hours: 5-working day per week which means 2 days off per week. 

· Better retirement scheme as the contribution from employer is 10% of monthly salary after 5 years of service. For package C, there is a maximum contribution of $1,500 per month from both the employer and the employee respectively.  The amount saved may not be enough to support retirement life.  

· Package B offers more variable pay through performance bonuses.

· Package B offers more annual leave and other leave if employee stays with the company for more than 2 years.  

There is no definite answer as it all depends on employees’ preference.  

PAGE  
BAFS Learning and Teaching Example
Updated in 2023

