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P R E FA C E

Indian industry is waking upto the challenges thrown in by
market economy. To survive in this competitive scenario,
managers are being pressured to improve quality, increase
productivity, cut down waste and eliminate inefficiency. Human
Resource Management reflects a new outlook which views
organisation’s manpower assets resources and assets. In this
rapidly changing socio-cultural environment, no business or
organisation can exist to grow without effective management of
human resources.

The subject of Human Resource Management this occupies
an important place in the course contents of various universities
and professional examinations. This book on Human Resource
Management is a modest but sincere attempt towards the
understanding of human resource in its proper perspective. This
book has been specially written to cater to the needs of BBA
(VIth semester) students of West Bengal University of Technology.
The book is a modest attempt to help the young students in
understanding this fascinating subject in a systematic manner
with lucid exposition of its different facets, but in a simple language.

Finally, a request to the readers to express their views as
well as their suggestions for improvement of the book. Moreover
I am thankful to Himalaya Publishing House for bringing out this
book in record time and with a nice get up.

Kolkata, 2011 Prof. Rajdeep Mukherjee
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CONCEPT OF DISIPLINE

Discipline is very essential for a healthy industrial atmosphere
and the achievement of organizational goals. An acceptable performance
from subordinates in an organization depends on their willingness to
carry out instructions and the orders of their superiors, to abide by the
rules of conduct, and maintain satisfactory standards of work.

The term ‘discipline’ can be interpreted variously. It connotes a
state of order in an organization. It also means compliance with the
accepted order or proper appreciation of the hierarchical-superior-
subordinate-relationship. It is sometimes understood as a sort of check
or restraint on the liberty of an individual. It is a training which rectifies,
modifies, strengthens or improves individual behaviour. It is adherence
to established norms and regulations. It corrects improper conduct and
thus acts as a force leading to the observance of rules and regulations.
It is essentially an attitude of the mind, a product of culture and
environment and requires, along with legislative sanction, persuasion
on a moral plane.

The concept of discipline emerges in a work situation from the
interaction of manager and workers in an organization. Formal and
informal rules and regulations govern the relationship between a
manager and workers. The formal rules and regulations, including
work-related behaviour rules, are codified in the company’s manual or
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standing orders. Informal rules, on the other hand, are evolved from
convention, and culture in the organization.

It is useful to categorise the basic concepts of discipline, one of
them being negative while the other is a positive aspect of discipline.
The negative approach to discipline is a traditional concept and is
identified with ensuring that subordinates adhere strictly to the rules,
and punishment is meted out in the event of indiscipline. In other words,
for the violation of rules strict penalties are levied and the fear of
punishment works as a deterrent in the mind of the employee. In
organizations where the workers are unskilled and illiterate, it is easier
to enforce this kind of discipline — since the attitude is one of obedience.
This concept uses ‘fear’ as a means to secure compliance to preset
norms.

With the growing awareness  among workers regarding their
rights, due  to the increasing number of trade unions and education
among workers, there is a tendency to reconsider the approach that
was being used so far.   After realising the limitations of strict discipline
progressive managements have started adopting and experimenting
with the concept of  positive discipline. This concept assumes a certain
degree of self-discipline. Employees are expected to comply with the
rules not from fear of recrimination but because they desire to cooperate
in achieving the common goal of the organization. In the positive
approach to discipline, willingness to comply is important. The emphasis
is on a cooperative efforts to secure compliance to company norms.
Behavioural scientists have also emphasised discipline in this sense
and they view discipline as a self-control to meet organizational
objectives. This approach helps in achieving both individual and
organizational goals. It motivates employees to work with zeal and fulfil
their needs. In other words, positive discipline calls for internalisation
by the employee, of the objectives and expected norms of behaviour in
an organization.

The term ‘indiscipline’ can be described as non-conformity to
formal and informal rules and regulations. It is necessary to correct
indiscipline in an organization as soon as it is observed because of its
adverse influence on the morale and motivation of the employees as
well as the organization. Indiscipline results in chaos, confusion and
diffusion of results. It gives rise to strikes, ‘go-slows,’ absenteeism,
leading to loss of production, profits and wages.

It is interesting to examine the factors leading to indiscipline.
Basically, indiscipline may arise due to poor management, errors of
judgement by employees about their union leaders or a lack of
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understanding of management policy. These problems could also arise
if an individual behaves in a manner which results in indiscipline, perhaps
out of habit or as a reaction to personal problems or as an outcome of
the management’s non-response to his grievance. Indiscipline may also
arise due to a lack of commitment to work, by employees in an
organization. In general, various factors, such as, unfair labour practices,
victimisation by management, wage differentials, wrong work
assignments, defective grievance procedure, payment of very low wages
(giving rise to poverty, frustration and indebtedness), poor
communication, ineffective leadership, result in indiscipline. Thus, various
socio-economic and cultural factors play a role in creating indiscipline
in an organization.

There is no hard and fast rule to deal with indiscipline. The positive
approach described earlier calls for self-discipline and assumes that
most employees generally behave reasonably. Counselling and
educating the employee are added means that can be effectively and
positively used to check indiscipline. If the management also adopts
strategies like job-enrichment to develop commitment to work, sets up
effective grievance handling machinery, evolves proper induction and
training programmes for new entrants and develops a system which
provides sufficient scope and opportunity to develop employee potential,
it would leave very little room for the growth of grievances which could
lead to indiscipline. The essential prerequisites for using this approach
to manage indiscipline are:

(1) reasonable, legitimate and clear rules and regulations,
(2) workers should be involved in framing rules and regulations

so that they willingly accept the rules,
(3) prior notice of the consequences of breaking rules,
(4) consistency and uniformity of punishment,
(5) respect for the human personality,
(6) management personnel should set high standards.
Indiscipline could be dealt with using formal and informal systems,

through which it is corrected. In case an informal system is being used,
either a transfer, an informal warning, or a non-hierarchical but status
demotion are the remedies to correct indiscipline. Managements, in order
to avoid the legal complexities of the formal system, resort to informal
systems. The informal approach is undesirable and creates bitterness
and has adverse effects on employee morale and motivation. In the
case of the formal system it mainly refers to adherence to the judicial
approach.
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(1) The Judicial Approach: it is commonly followed in India. Various
kinds of misconduct are listed in the standing orders and penalties are
also mentioned. The decisions of the Supreme Court on various cases
also serve as guidelines. This approach is elaborated upon subsequently.

(2) The Human Relations Approach: It calls for treating an
employee as a human being and considers the totality of his personality
and behaviour while correcting faults that contribute to indiscipline. His
total personality is considered, as is his interaction with his colleagues,
his family background, etc. and then appropriate punishment for
misconduct is awarded.

(3) The Human Resources Approach: This approach calls for
treating every employee as a resource and an asset to the organization.
Before punishing the worker, the cause for indiscipline has to be
ascertained. An analysis of the cause is made, to find out whether
indiscipline is due to the failure of his training and motivating system or
the individual’s own failure to meet the requirements, and accordingly
corrections are made.

(4) The Group Discipline Approach: The management in this
approach sets and conveys well established norms and tries to involve
groups of employees. The group as a whole controls indiscipline and
awards appropriate punishments. The trade union may also act as a
disciplinary agency.

(5) The Leadership Approach: In this case, every supervisor or
manager has to guide, control, train, develop, lead a group and
administer the rules for discipline.

INTRODUCTION

For the successful survival, progress and growth of any
organization, the promotion and maintenance of employee discipline is
essential. Every organization depends for its smooth running on a
workforce that has to accept certain reasonable standards of behaviour
at the workplace. Effective employee performance depends on the
willingness of the subordinates to carryout the orders of their superiors,
to abide by the rules and norms of the organization. Discipline is
necessary for the well-ordered conduct of any activity.

The word discipline is commonly taken to refer only to reprimands
made or penalties imposed when there is disruptive conduct or low
performance. However, it should have a positive connotation because
when discipline is good, morale is likely to be high, work runs smoothly
and an effective team spirit prevails. In a disciplined environment people
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know where they stand and what will happen if things go wrong. People
will observe a considerable measure of self-discipline and see that
nothing they do interferes with the efficiency of the organization or
well-being of themselves and their colleagues. Such true discipline does
not come from coercion, threats or punishment and its achievement
should be a primary aim of management.

In an ideal situation, there may not be any need to enforce rules
and regulations, penalties and disciplinary actions, because every
employee being self-disciplined, willingly follows the norms of the
organization. But whenever the employee does not follow the rules or
instructions or causes acts of indiscipline to occur, he requires to be
disciplined. Enforcement of discipline is a management function, when
the management is dissatisfied with the conduct, behaviour and attitude
of an employee, it is the management’s duty to use the disciplinary
measure to correct the   situation and the employee. Human Resources
Department is to play a key role in this matter and right from
policy-making it has to take care of developing and implementing
disciplinary programme within the organization.

WHAT IS DISCIPLINE ?

Discipline is defined by Calhoon as “a force that prompts
individuals or groups to observe the rules, regulations and procedures
which are deemed to be necessary for the effective functioning of an
organization”.

The verb discipline is defined as “to bring under-control” or “to
train to obedience and order”. Klebster’s Dictionary gives three meanings
of the word discipline :

(i) it is the training that corrects, moulds, strengthens or perfects
(ii) it is control gained by enforcing obedience.
(iii) punishment, chastisement.
In the work situation there is usually an attempt to modify the

offending employee’s behaviour so that it more closely accords with the
management’s requirements. Whist the possibility of sanctions ‘is ever
present, the focus is on problem solving. Thus’, “Discipline” means
orderliness, obedience and maintenance of proper subordinating among
employees and a check or restraint on the liberty of individual. It is at
once a training that corrects, moulds and strengthens the individual
behaviour. It is also a force which prompts an individual or group to
observe certain rules, regulations and procedures that are considered
to be necessary for the attainment of an objective.
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Discipline is essentially an attitude of the mind, a product of culture
and environment. The approach to discipline will depend on the
supervisor. and the general ethos of the organization, but most people
now recognize that many of the old sanctions, relatively easy to apply,
are no longer appropriate. Inculcating self discipline is the right approach
and the superior’s own example, consistency and integrity will do much
to achieve acceptable behaviour. Where the superior is respected, he
can expect tacit support.

Discipline is at its best when it has been developed from within
and not imposed from outside; and at the same time it has to be
reformative and not punitive. It should be founded on leadership, loyalty,
and love. Wisdom of Solomon (6:17) mentions clearly that for the true
very beginning of wisdom is the desire of discipline; and the core of
discipline is love. The word discipline comes from two very nice words :
“discipulus” meaning pupil and “discare”: to learn. Discipline then is the
devotion of a disciple towards his learning. In self-discipline obviously
the emphasis is to know where one is going and to focus one’s attention
on one’s purpose. Discipline in this sense refers to the development of
the individual.

In “positive” discipline, there is willingness to comply that comes
from the desire to cooperate in achieving the common goal of the
organization. The emphasis here is on cooperative efforts to secure
compliance to organizational norms.

On the other hand, “Negative” discipline involves force or an
outward influence. It is the traditional approach to discipline and is
identified with ensuring that subordinates adhere strictly to rules and
punishment is meted out in the event of disobedience and indiscipline.
The fear of punishment works as a deferrent in the mind of the
subordinate. Approaching discipline from thjs kind of a perspective has
been proving increasingly ineffective.

PRINCIPLES FOR MAINTAINING DISCIPLINE

Disciplinary measures have serious repercussions on the
employees and they must be based on certain principles in order to be
just, fair and acceptable to the employees and the union. The most
important principles to be observed in the maintenance of discipline are
outlined by Yoder, Heneman, Turnbull and Harold Stone:

(1) So far as possible all rules should be developed in
cooperation and collaboration with representatives of
employees. If they have a hand in formulating the rules, they
will be much more likely to observe them.
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(2) All rules should be appraised at frequent and regular intervals
to be sure that they are and remain appropriate, sensible
and useful.

(3) Rules should vary with changes in working conditions. The
rules for office workers, for instance, may well vary from those
affecting employees in an industrial concern.

(4) Rules must be uniformly enforced if they are to be effective.
They must be applied without favouritism or exceptions.

(5) Penalties for violations should be stated in advance, as should
procedures for enforcement. Employees have a right to know
what to expect. To that end, both rules and procedures may
well be published in employees handbooks.

(6) Disciplinary policy should have, as its objective, the
prevention of infractions rather than the simple administration
of penalties, however just. It should be preventive rather than
punitive.

(7) Extreme care must be taken to ensure that infringements
are not encouraged. It should be done as a matter of policy.

(8) If violations of any particular rule are numerous, the
circumstances surrounding the infractions should be carefully
studied to discover the source of difficulty.

(9) Recidivism must be expected. Certain offenders would almost
certainly violate rules more often than others. These problem
cases may require extensive consideration and attention.

(10) Definite and precise provision for appeal and review of all
disciplinary action should be expressly provided in the
employee handbook, collective agreement, or otherwise.

INDISCIPLINE

Indiscipline refers to the absence of discipline. Indiscipline,
therefore, means nonconformity to formal and informal rules and
regulations. No organization can afford indiscipline as it will affect the
morale, motivation and involvement of employees. Indiscipline often
leads to chaos, confusion, and reduces the efficiency of the organization.
It often leads to strikes, go-slows, absenteeism, resulting in loss of
production, profits and wages.

Factors Leading to Indiscipline
Various socio-economic and cultural factors play a role in creating

indiscipline in an organization. It is important for an individual to realize
the fact that often indiscipline may arise because of poor management
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on his part. Insensitive and thoughtless words and deeds from a manager
are potent reasons for subordinates to resort, to acts of indiscipline.
Defective communication by the superiors and ineffective leadership
devoid of tactful human relations approach can cause indiscipline among
subordinates. Indiscipline may be an outcome of a managers
non-response to employee grievances.

Unfair practices on the part of management like the wage
differentials, unreasonable declaration of payment of bonus or
non-payment, wrong work assignments, defective grievance handling
etc. Another reason for indiscipline is perhaps the payment of low wages
and extraction of more work due to which the employee becomes
dissatisfied, dishonest and insubordinate. Poverty, frustration,
indebtedness start overshadowing his mind thus making him, agitated
and undisciplined. His mind and thoughts are more towards destruction
than constructive discipline very often he does not even get an
opportunity to express his feelings and sentiments. He gradually begins
to express his grievance by way of absenting himself, coming late to
the place of work, inefficiency, insubordination, and other forms of
misconduct.

Forms of Indiscipline
Absenteeism, insubordination, violation of organizational rules,

gambling, incompetence, damage to machinery and property, dishonesty
and other forms of disloyalty lead to industrial indiscipline. These are all
forms of, misconduct against management. If an act of an employee is
prejudicial or likely to be prejudicial to the interests of the employer or to
his reputation, it is a misconduct.

It is very difficult to lay down exhaustively as to what would
constitute misconduct and indiscipline. It would depend upon
examination of facts. Most such offences against discipline relate to
attendance, punctuality, regularity, insubordination, loafing, fighting,
drunkenness, stealing, breaking or defacing property, negligence of duty,
and so on. A list of the acts of omission and commission which may
constitute misconduct is mentioned in the clause 14 of the Model
Standing Orders applicable to industrial establishments, and clause 17
applicable to coal mines.

Non-performance of duty is a serious misconduct; and so is threat
to use weapons. Under the act of negligence, an employee fails to give
full care and attention on account of which the work becomes defective,
and production suffers both in quantity and quality. Insubordination,
assault or threat to superior officers, defamation, making false complaint
are all acts of indiscipline. Non-performance of work during office hours,
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tempering with official records, misappropriation of accounts are acts of
indiscipline which are considered to be of serious gravity.

Most of the disciplinary problems do not occur overnight, but they
gradually develop and many of the tendencies toward misconduct or
indiscipline could be remedied if proper and timely action is taken by
the supervisors. Taking long lunch hours, not actively working on the
job, gossiping and whiling away time, carelessness and tardiness etc.
show lax attitudes which have developed over a long period of time
because they were tolerated. It is rightly said that first we develop habits
and attitudes and later on they develop us. Therefore, it is extremely
necessary to put out fires while they are small and yet to spread. A
stitch in time would save nine!

Yet another crucial point is to probe deeper in order to find out the
basic underlying causes of indisciplinery problems. Instead of going by
the outward symptoms and manifestations of misconduct, it is essential
to pinpoint and alleviate the root causes of disciplinary problems.

In most cases, management wishes to help the employee to
overcome his difficulties. A further point is that management will wish to
try to ensure that the malaise does not spread to other staff. Justice
must not only be done; it must be seen to be done !

DISCIPLINARY ACTION

The term “disciplinary action” could be broadly interpreted as
conditioning of future behaviour by the application of either rewards or
penalties. Thus, positive motivational activities such as praise,
participation, incentive pay are included in this approach and so also
the negative motivational techniques such as reprimand, layoff and fines.
Both types of activities seek to condition employee behaviour so. as to
promote and maintain good discipline in the organization.

However, the more commonly accepted definition of the term is
confined to the application of penalties that lead to an inhibition of
undesired behaviour. Human Resource manager must develop the
necessary discipline handling skills especially for the effective
administration of negative disciplinary action.

Basic Elements of the Disciplinary Action Process
There are several basic ingredients of disciplinary action
(i) Location of Responsibility: The first element is location of

the responsibility for the administration of disciplinary action.
It should be entrusted to a line executive though a staff
personnel officer can and should provide advice and
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assistance. The line executive should issue only verbal and
written warnings. In serious cases, which warrant discharge
or suspension, the Industrial Relations Officer should be
consulted.

(ii) Clarification of Expected Behaviour: The second element is
a clarification of what is expected of an employee in the way
of behaviour. This requires careful establishment of
reasonable rules and regulations that contribute to effective
working. While formulating the rules, opportunity should be
given to all to express the views freely. Proper formulation
and communication of rules is a principal ingredient of
disciplinary action.

(iii) Involving Subordinates in framing rules and regulations: This
element is important because the feeling of participation
makes them willingly accept the rules.

(iv) Rules and Regulations should be Reasonable: This element
is important again and it requires constant re-evaluation
because employees tend to lose respect for rules that either
seem, illogical and out of date or are not enforced. Further,
rules should always be enforced in an equitable, prompt and
consistent manner to maintain their effectiveness.

(v) Consistency and Uniformity of Punishment: It is necessary
to treat all defaulters in alike manner. Identical punishment
should be awarded to identical offences, irrespective of the
position or seniority of the employee.

(vi) Treating Human Personality with Dignity: If the disciplinary
action is taken in public it may offend the sense of dignity of
the employee and impair his social standing with his
colleagues. It gives rise to feelings of resentment and
antagonism instead of disciplining the employee. The purpose
is to condition behaviour, not to punish. Holding a person up
to public ridicule often has the opposite of this desired effect.
Therefore, disciplinary action should be taken in private.

(vii) Application of a Penalty should always carry with it a
Constructive Element. There is little in the penalty itself that
is constructive. The individual should be told clearly and
precisely the reasons for the action that is to be taken. The
employee should also be told how to avoid such penalties in
the future.
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(viii) Giving Prior and Clear Notice of the Consequences of
Breaking Rules.

(ix) Promptness in Taking Disciplinary Action: If punishment is
delayed too long, it  tends to lose its positive effect on
behaviour and also stimulates greater resentment than if it
were applied earlier.

(x) Disciplinary Action should be applied by Immediate
Supervisor.

(xi) An Immediate Supervisor should never be disciplined in the
presence of his own subordinates.

(xii) Innocence should be Presumed: An individual should be
presumed as “Innocent” until he is proven to be guilty.

(xiii) Getting Facts: Before taking any disciplinary action, getting
all the facts is a good management practice. It calls for getting
and keeping adequate records of offences and warnings.
Written records is extremely crucial element of disciplinary
action.

(xiv) Action should be taken in Cool Atmosphere: When one is
angry, a rational and sensible judgement becomes difficult.
Therefore, the action should be taken when the anger has
cooled off.

(xv) After the Disciplinary Action has been taken, the manager
should attempt to assume a normal attitude toward the
employee. This is an important but difficult point to follow in
practice. Developing an attitude of “forgive and forget” truly
needs patience and strong determination.

Edwin Flippo has rightly observed: “Experience and some
research have provided a number of guides to assist the manager in
undertaking negative disciplinary action. Some contend that the
fundamentals can be summed up in the “hot stove rule”. Applying
disciplinary action can be compared to touching a hot stove :

(1) You have warning: Knowing that it is hot you should realize
what is likely to happen if you touch it;

(2) The Burn is Immediate: You can see the connection between
two events;

(3) The Burn is Consistent: The stove burns all who touch; and
(4) The Burn is Impersonal: You are burned for touching and not

because you are a particular individual.
The entire discipline system can be said to contain four basic

elements. The first elements is the establishment of work behaviour
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rules. The second is the communication of the rules to all employees.
The third element is an assessment mechanism; and fourth is assistance
in changing behaviour and administering punishment.

Disciplinary Action Penalties are, in the order of severity, from
mild to severe, as follows:

(i) Oral reprimand, (ii) Written reprimand, (iii) Loss of privileges,
(iv) Fines, (v) Layoff, (vi) Demotion, (vii) Discharge.

Ordinarily, there are varying penalties for first, second, and third
offences of the same rule. The severe penalties like layoff, demotion
and discharge are usually outside the grant of authority to the immediate
supervisor: Discipline usually follows a progressive system in that
organizations deal with second or later infractions more harshly than
first offences.

DISCIPLINARY PROCEDURE

A systematic disciplinary procedure is essential to maintain
established standards of work, conduct and discipline. Pigors and Myers
suggest the following steps :

(i) Preliminary investigation
(ii) An informal friendly talk
(iii) An oral warning or reprimand
(iv) A written or official warning
(v) A series of penalties, such as disciplinary lay-off, demotional

downgrading, or transfer, and - as a last resort - discharge.
According to Jucius, the steps should be :
(i) Accurate statement of the disciplinary problem
(ii) Collection of full information on the case
(iii) Selection of tentative penalties to be applied
(iv) Choosing among the alternative penalties
(v) Application of the penalty
(vi) Follow-up of the case.
In our country, the Industrial Employment (Standing Orders) Act

1946 requires all industrial establishments of 100 or more workmen to
define its service rules and prepare standing orders which should also
include the procedure for disciplinary action. In the absence of its own
standing orders, the company has to follow the Model Standing Orders
that provide the basis for disciplinary action against employees in an
organization.
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In India, the following steps in a disciplinary procedure may be
observed in practice :

(1) Calling for explanation
(2) Consideration of explanation
(3) Show-cause notice
(4) Notice of holding the enquiry
(5) The holding of enquiry
(6) Punishment
(7) Follow-up.
In order to be effective, the disciplinary procedures should be in

writing, should specify to whom they apply and indicate the disciplinary
action which may be taken. They should also specify the levels of
management which have the authority to take the various disciplinary
actions. They should provide for disciplinary interviews before decisions
are reached; and ensure through investigation of the case. Disciplinary
procedures should ensure that individuals are given an explanation for
any penalties imposed.

ROLE OF HUMAN RESOURCE MANAGER

In the most important function of promoting and maintaining
discipline, the HR manager plays a significant role. He is involved in
advising top management and assisting line management in the
development of Constructive management philosophy regarding
employee behaviour. He also assists in the formulation and
communication of disciplinary formulation and communication of
disciplinary policy and procedure. He ensures that the disciplinary policy
and procedure conform to the legal provisions of the state and also that
the procedure is strictly followed by the management. He takes care to
see that disciplinary action is fair and based on sound principles. He
trains the executives and supervisors in handling disciplinary problems.
He involves the Union and the employees in the formulation and
implementation of disciplinary programmes. He enlists their cooperation
and wins their confidence in the discipline process and policies of the
organization. He strives hard to inculcate positive self-discipline among
the employees by setting an example of himself.

For this he must possess discipline handling skills. He must have
good knowledge of human behaviour and the complex processes -
rational and irrational - that govern human thoughts, feelings and actions.
He must develop diagnostic skills so as to understand deep rooted
causes of symptomatic manifestation of disciplinary problems. He thus



20  Human Resource Management – III

has to probe deeper into deep-rooted deprivation of needs and perceived
blockages to achievement of certain goals in such cases. His diagnostic
skills help him to look beyond what is manifested in observable behaviour
and reach the needs, goals, values, attitudes, belief systems, perceptual
processes and the whole personality structure of the employees who
need to be considered and developed. Thus, his role is extremely crucial
in making a careful and insightful diagnosis of the causes of disciplinary
problems and cases.

Moreover, he is committed to the task of building positive work
culture in the organization and providing opportunities to employees to
learn to be autonomous, responsible, selfdirecting, self-controlling and
self-disciplining in their work behaviour and their organizational life.

The promotion and maintenance of positive discipline in the
organization is essentially the function of “Integration”; and the process
of integrating interests requires both preventive and curative activities
on the part of the Human Resource manager. In order to succeed, he
must develop the necessary tact, ability and genuine goodwill which
help him in managing personnel the HRD way.

Questions
(1) What is meant by discipline? Discuss the principles for maintaining

discipline.
(2) What is meant by indiscipline ? Discuss its causes and explain the various

forms it takes.
(3) What do you understand by “disciplinary action”? Elaborate the basic

elements of disciplinary action and suggest guidelines for effective
disciplinary action.

(4) Critically examine the role of Human Resource Manager in “Employee
Disciplining function.

(5) Write short notes on:
(i) Positive and Negative Discipline
(ii) Definition, Meaning and Importance of Discipline
(iii) Principles for Maintaining Discipline
(iv) Causes of Indiscipline
(v) Forms of Indiscipline
(vi) Disciplinary Action
(vii) Disciplinary Procedure
(viii) Role of Human Resource Manager in Promoting and Maintaining

Discipline.

  


