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1.0
I. 
· Human Resource Management is the process of hiring and developing employees so that they become more valuable to the organisation.
II.
· Human Resource Development is the part of Human Resource Management that specifically deals with the training and development of employees.
· Human Resource Development is different from Human Resource Management because it focuses on nurturing employees skills and focuses also on the personal development of employees. The process of hiring employees can be long, expensive and cumbersome, most employers employ the strategy of HRD to promote longevity of employees within the company, 
· Human Resource Management refers to the art of managing all aspects of the human workforce at a company or organisation. HRM aims at providing an optimal working environment for employees to fully and freely utilize their skills to their best to achieve the company’s intended output.
III.
· Reward is something given or received in return for a deed or service rendered.
· Compensation policy is something given as repatriation for loss, injury etc indemnity
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IV.
ion Human Resource

· Discipline is a branch of instruction or learning. It is part of mental and moral training. It is a system of rules for conduct and behaviour according to established rules. The positive discipline emerges from the right attitude towards work, colleagues, company and to life in general.
V.
a) Voluntary Separation:
· Resignation is an act of voluntary separation arising out of the desire of the employee to leave the services of the company. 

· Voluntary retirement on medical grounds is when an employee suffers from an ailment and is unlikely to recover or where on account of ailment he/she suffers permanent, partial or total disablement. The employee can apply for voluntary retirement on medical grounds.

· Construction being labour intensive and the second largest in the world has a lot of excess manpower as a result of which many companies have introduced voluntary retirement schemes for their employees which are normally known as "Golden Hand Shake". The employee opting for retirement under this scheme gets sizable ex-gram amount over and above his other statutory dues such as provident fund, gratuity and pension.
b) Involuntary Separation
· Determination of Probation: If the performance of an employee is not found up to the mark during his/her probation period, the employer may determine employee's probationary period. 
· Termination of Service on The Basis of Disciplinary Action: If the employee indulges in any act of misconduct and on completion of the inquiry proceeding, if the charges are proved against the employee, the employer may decide to award punishment of discharge.

· Compulsory retirement of an employee can be resorted to his employer on the following grounds:
1) Medical Grounds: Whenever an employee is on long leave and has already suffered permanent or partial disability, the employer may constitute a medical board who can decide the forced retirement for the employee.
2) Punishment on The Basis of Disciplinary Action: If an employee is found guilty of indulging into various acts of misconduct which are duly proved on the basis of domestic inquiry, the employer can dismiss the employee.
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3) On the Basis of Loss of Confidence: In certain cases the employer may lose his confidence in a particular employee due to his indulgence in doubtful activities and or if there is doubt for employees' involvement in various acts of misconduct. In some situations there may not be sufficient material to hold him guilty. In such cases, employer may resort to compulsory retirement of the concerned employee on the grounds of loss of confidence.
4) On the Basis of Poor Performance: Where the employer finds that the performance of the employee is not up to the satisfactory level. He has the discretion to compulsorily retire the employee at the age of 50 or 55 depending on the service rules or standing orders of their company.
VI.
· Recruitment is a process of evoking interest and response among probable candidates to apply for the vacant position. Anybody who is likely to be a prospective candidate for the job is encouraged to apply for the same. It is a positive process.
· Selection process is an elimination process with a view to select the most suitable candidates amongst all the applicants. It is also known as negative exercise because of this elimination process. Unlike recruitment wherein more and more candidates are encouraged to apply for the vacancies, in selection process through its various stages, candidates 'are rejected with a view to find out the most suitable candidate. It is a process of matching the individual qualities in terms of candidates' knowledge, skills, capabilities and potential with the requirement of the job.

2.
Manpower planning is the integration of manpower policies, practices and procedures so as to achieve the right numbers of the right people, in the right jobs, at the right time.

· The techniques of manpower planning would depend on the stage at which the manpower planning process is introduced in the organisation. Mainly, there can be two approaches to this.

a) The planning of manpower before starting a project; and

b) The planning of manpower when the project is in process.

· This implies that no manpower planning is done before commissioning of a project and based on the study and experience, the review and evaluation of real need takes place after the project has been commissioned.                                                                                                                                                                                                                                                                      
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