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TQRteAT QisT=It wifgedt (Scheme of Examination)

Field Work —I (Semester-1)

Sr.No. Particulars Max.Marks
1. | Observation Visit (Any three) 15
2. | ESIC Training/Placement 10
3. | Civic Administration, MMC/NMC Placement 15
4. | Attendance 10
Total Marks/Credit 50 (Credit 2)
Field Work -11(OJT/FP) (Semester-11)
Sr.No. Particulars Max.Marks
1. Trade Union Placement 20
2. Concurrent Placement (Project-30, Journal-30group 70
/casework-10)
3. Attendance 10
Total Marks/Credit | 100 (Credit 4)
Field Work-111 (Semester- 111)
Sr.No. Particulars Max.Marks
1. Training in Labour commissioner office (State Government) 15
Placement/Visit
2. Labour and Industrial Court Placement 30
3. Labour Welfare Board Placement/Visit 05
4. Project (students should submit the project completed in the 40
summer placement/internship)
5. Attendance 10
Total Marks/Credit | 100 (Credit 4)
Field Work-1V (Semester- 1V)
Sr.No. Particulars Max.Marks
1. Block Placement (Research Project Report/dissertation) 70
2. Journal writing 20
3. Viva-Voce 50
4. Attendance 10

Total Marks/Credit

150 (Credit 6)




gRfyT=-3 (Appendix-2)

kel &SR TH /| areit 6 Tt (Indicative topics on project/field work/research)
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Comparative study of wage structure / wage settlement.
Motivational survey of employees.

Attrition analysis.

Employer Branding.

Employees’ satisfaction survey.

A Project Report on Employee Engagement.
Absenteeism and its effect on productivity.

Study of workers’ attitude towards quality circles.
Compensation Management.

Misconduct and disciplinary action.

Employee Training & Development.

Designing of performance management system.
Diversity & Inclusion.

Designing induction manual.

Process documentation of HR practices.

Merger and Acquisitions — Case Studies.

Management Information system for personnel function.
HR/Personnel policy manual.

Industrial relations with reference to collective bargaining and Grievance procedure.
Organizational Climate Survey.

Competency Mapping.

Benchmarking of HR practices.

Emotional Intelligence — a case study in an industrial unit.
Skill Matrix.

H.R. Score Card.

Work-Life Balance Programmes.

H.R. Audit.

Study of satisfaction level of women employees.

A study of Contract Labour Management.

A Study of Employee Morale.

Rewards and Recognitions.

A study of Recruitment of Selection Process.

Labour Law Compliance status & effect of New Labour Codes.
Corporate Social Responsibility (CSR)

Business Excellence.

Corporate Governance.

Talent Acquisition in digital age.

Ethical Leadership in HR



39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.
52.
53.
54,
55.
56.
S7.
58.
59.
60.

Employee Motivation and Incentive Scheme.

Work Place Conflict Resolution.

Role of HR in change management.

Cost-Benefit Analysis.

Impact of Remote Work on Employee Engagement and Productivity.
Succession Planning.

HR practices on Employee Retention and Job Satisfaction.
Impact of Technology on HR practices.

Industry4.0

HR Analytics.

Remote Work and Organizational Culture.

Workplace Health and Safety Practices.

Labour Market trends and their implication on HR management
Management — Union Relations

Gig Economy dynamics.

Collective Bargaining in Industrial Contexts.

Minimum Wages and Profitability.

Cost-Benefit of Outsourcing HR Functions.

Leadership Styles in Industrial Context.

Organisation Structure and Employee Behaviour.

Mental Health Awareness Programme.

Behavioral differences among various generations.
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ATRATT TSt qreaaare faat o=t (Request letter to Organisation for Internship)

Dear

Greetings of the Day .............

N. M. Lokhande Maharashtra Institute of Labour Studies Mumbai/Nagpur is a premier
institute in the field of Management and Labour Studies conducting a two year full time Master’s
Degree course in Human Capital Management & Employee Relations (MHCM&ER) affiliated to
the University of Mumbai/Rashtrasant Tukadoji Maharaj Nagpur University. Internship training
is one of the unique and exceptional features of this course. I would like to state that over

decades of whole hearted support from organizations, like your, has enhanced its effectiveness.

Concurrent/Summer/Block Placement is Internship Training for a period of ...... weeks.
During this internship one or a small group of students of MHCM&ER course are placed in
reputed organizations like yours to undertake a study of working environment, Human Resource
Management & Employee Relations. The students also undertake an in-depth study of a subject
and prepare a Project Report being evaluated by the University. The subject for the study is
decided jointly by the Company and the Institute.

According to the present calendar of events of institute, we propose that the internship
may be for full day from ............. 0. . It is expected that the placement shall be for
full day continuous and for five days in a week, i.e. Monday to Friday and for 2 days (.............
&.ooviiiinn. ), they will report to the institute to discuss project report with faculty. The
Internship completion certificate along with attendance is also attached herewith to be sent on

completion of internship.

During this Internship we expect a senior level officer from your organization to suggest
a subject for the Research Project and also to act as a ‘guide’ for the project work. The project
may be need-based so that it becomes mutually beneficial. Please let us know the area of study
on which the student will be doing their research project so that student can make initial



preparation. | sincerely wish that the result or output of this exercise should be of value to the
organizations in designing the policies or at least it should provide crucial input in managerial
decision making. | am sure our students with an innovative mind will definitely benefit your
organization. Your convenience in terms of time schedule and availability of an executive for the
occasional guidance to students is also our convenience. An indicative list of topics/subject
covered in earlier project for your response and perusal. A Schedule is attached herewith on
which the students are expected to collect the information to know the current Human Resource

Management practices in the organisations.

I will be grateful, if you give early reply so that we can proceed further planning of
Internship of the students.

With warm regards,

Yours Sincerely,

Assistant Professor/ Associate Professor
/Professor/Dy. Director/ Director
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feremeataT SiaRaTfaaaTe! qreaEaT a7 (Letter for sending students for Internship)
Subject: MHCM&ER Semester 11, 111, 1V Internship Training.
Dear
Kindly refer to the ............. letter dated ............. sent to you regarding Internship

Placement/Practical Training and the subsequent telephonic communication with faculty.
Accordingly, following student/s is/are being placed in your esteemed organization for the
training as a part of the MHCM&ER Degree Syllabus fulfillment.

1.

2.

The Internship Training will commence from ............. to ...l (preferably from
Monday to Friday in a week). On ............. & ool , they will report to the institute to

discuss research project with faculty.

We are confident that your esteemed organization will give whole-hearted co-operation
in making the training programme mutually beneficial. Further, it will be appreciated if you can
maintain and send their attendance and your evaluation of their performance during the period of
training in an attached proforma to this Institute when the training concludes. The Outline of the
training programme is attached herewith.

Thanking you,
Yours Faithfully
Encl: As above.

Assistant Professor/ Associate Professor
[/Professor/Dy. Director/ Director
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List of Subjects to be studied by Students during Concurrent Placement (Semester I1)

1. Organization Profile

Type of firm - Private / Public / Co-operative & Joint Sector / Multi National / Joint
Ventures/LLP and study its institutional finance, market and turnover.

Basics of Business , Core Business of the Organization, its process, Structure of the
Organizations and brief working of all departments.

2. Structure of Human Resource Management, Department & functions
Manpower Planning, Job Analysis & Evaluation, On boarding Process, Induction,
Function and process management.

3. Human Capital Management Perspective
HRIS and Data Management, MIS and Pay Roll Management .

4. Wage and Salary Administration :
Components of Compensation & Benefits, Cost of Company (CTC) & tax implications,
Fringe Benefits, Incentives and Efficiency, Social Security, Bonus, Labour Welfare Fund,
Payroll management, Rewards & Recognition.

5. Personnel Administration:
Reports and digital record maintenance, Storing and Handling of Personnel Records,
Welfare Administration, Canteen management.

6. Training and Development :
Identification of Training needs, Training calendar, Evaluation of Training, Assessment
Centers.

7. Performance Appraisal & PMS
Methods of Performance Appraisal, Training needs and Performance Management
System, Performance Improvement Plan (PIP).

8. Personnel Research and Publicity :
Methods of Personnel Research, Surveys, Case-studies and investigations, Personnel
Hand Book, House Journals etc.

9. Labour Law Compliances :
Occupational Safety, Health & Working conditions legislation, Wage legislations, Social
Security legislations, Industrial Relations legislations.



10.

11.

12.

13.

14.

15.

16.

Employee Well-being
Hygiene & Occupational Health, Mental well-being, Management of Stress and Strains in
industry, Welfare Schemes for employees.

Organizational Discipline and Grievance Handling

Social Responsibilities of Business, Social Audit, Study of financial Statement, Annual
Report, Balance Sheet.

A group work for employees or for their family or any other stakeholder of the
organization in consultation with the reporting officer.

A Case work of employees with respect to any issue in the formal organization setting
and IR Practices.

Best HR practices.

Field Project in the area of Human Capital Management and Employee Relations.



10.
11.

12.
13.
14.
15.
16.

uRRfyre-€ (Appendix-6)
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List of Subjects to be studied by Students during Summer Placement (Semester 111)

Organizational Structure
Study of Organisation and Administrative set-up.

Understanding of Business
Basics of Business, Legal framework, Factors Affecting Organisation, Regulatory
Requirements of Industry & organizations.

Study of Management Areas
Financial Management, Marketing Management, Production Management, Supply Chain
Management etc.

Industry and Technological change
Impact of Automation & Atrtificial Intelligence.

Employee Wellbeing
Major challenges and strategies of Employee wellbeing in 21st century.

Human Capital Management Perspective
Human Capital and Performance, Measurement of Human Capital, Understanding of HR
functions, Understanding reward management.

Cost — Benefit Analysis of the Organisation.

Study of Compliances under various Labour Laws
Wage Legislations, IR Legislations, Social Security legislations and PoSH and working
conditions. Legalizations pertaining to New Labour Codes.

Study of Trade Union role and Functions
Purpose, Structure, role and functions of Trade Unions, Issues of Trade Unions.

Study of Industrial Conflict and disputes.

Employee Relations and Dispute Resolution Machinery
Employee Relations at plant level, working of various committees, grievance Redressal
procedure etc.

Study of Organizational Culture and Workplace Health and Safety Practices
Study of Contract Labour Management in the organization

Study of Wage Agreements/Productivity Agreement in the organization
Best HR and IR/ER practices in the organization

Research Project
Preparation of research project on the contemporary topic in consultation with the
management representative/HR manager.
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List of Subjects to be studied by Students during Block Placement (Semester 1V)

. Study of Organizational and Administrative set up of the organization/industry.

Human Resource Management Set Up
Personnel strength and administrative set up of the HR/Personnel/IR/Welfare
Department.

Functions of Human Resource Management (HRM)

1. Manpower Planning, Budgeting & Knowledge Management System - at the plant
level/Organizational level

2. Job Analysis and Evaluation

3. Recruitment and Selection - Recruitment methods and selection procedure, Job
Evaluation and Merit Rating, Promotion policy - principles of promotion, transfer and
termination of services.

4. Wage & Salary Administration

5. Compensation & Reward Strategy

6. Training and Development - Training of Employees at the various levels, Training
and Skill Development, Training of Apprentices;

7. Appraisal and Evaluation - Management by Objectives and performance appraisal;
Personnel Counseling;

8. Employee Engagement / Talent Acquisition

Employer Branding : Employee involvement, Employee Recognition Programmes,
Community Service Programme, Employee Value Proposition (EVP)

. Study of compliances under various Labour laws: pertaining to wages, working
conditions, Social security by the organization and special reference to retrenchment
compensation and gratuity calculations.

Disciplinary Action.

a) Receipt of complaints b) Issue of charge sheet
c) Receipt of explanation d) Examination of reply
e) Notice of enquiry report f) Holding of enquiry
g) Writing of enquiry report h) Consideration for Punishment
i) Award of Punishment J) Conciliation proceedings
. Study of Disputes Settlement
a) Study of grievance procedure b) Joint consultation and collective
bargaining if any
¢) Procedure followed for settlement d) Implementation of legislation on
of disputes industrial Relations (Industrial
Disputes Act, 1947)
e) Role and nature of Trade Union f) Discuss at least one case study

Participation



10.
11.

12.

13.

14.

15.

16.

17.

18.
19.

20.

21.

Employee Relations :
At the plant level, Collective Bargaining Conciliation and Adjudication, Strikes and
Lock-outs; Productivity Bargaining, if any.

Human Resource Management (HRM) : Current practices of HRM, Future of HRM
views and opinions

HR Analytics — Role, Problems, Methods & Perspective.

Corporate Governance — Legal and Regulatory Framework, Role of Board of Directors,
Risk Management and internal control, Environmental, Social and Governance (ESG)
consideration.

Understanding Business Ethics — Ethics and its management, compliance and legal
aspects of ethics.

Organizational change and organization Development (OD) — OD Interventions, HR
Interventions.

A case study on Industrial Relations which may an in dispute or a grievance handled or a
conflict resolved.

Study of CSR and Legal Framework — CSR policy of the organizations, CSR initiatives,
legal compliance etc.

Best practices in the unit in case of Industrial Relations/Safety/Welfare/Environment/
pollution/ CSR etc. (if any one of them)

Brief working of Finance/ Marketing/ Operation deployment of the unit.

Any case study relating to IR in the organization within the last 10 years.
Working of Committees

a) Works Committee b) Canteen Managing
c) PoSH Committee d) Joint Management
e) CSR Committee f) Any other committee functioning

Suggested areas for participation and observations :

The students should welcome opportunities to observe live situations whenever possible.
They could help in organizing programmes of recreations, social education etc. at Labour
welfare centers on special occasion. They should sit, observe the proceeding of enquiry,
accident cases, disciplinary cases, union management negotiations, meeting of various
committees or those related to current disputes. The students could help in dealing with
any individual problem faced by the worker or assist the personnel / Welfare department
in their work. The main tools to be used by students are observations, interviews and
discussions with offices etc.

Preparation of Research Project on contemporary topics — (As per the norms of the
University)
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HERATTIAT YUt FeaTaaes THTITT

Internship Completion Certificate
(On letter head of company)

This is to certify that Mr/MS--------=-m-mmmm e student of

NML Maharashtra Institute of Labour Studies has completed his/her internship in our esteemed
organisation from --------------- t0 --m-mmmmememememeeee .

He/she has successfully completed the project titled --------=-=====mmmmmm oo

-------------------- -- ---------------- Which is a requirement of Master of

Human Capital Management & Employee Relations Course of University of Mumbai/

Rashtrasant Tukdoji Maharaj Nagpur University for the Academic Year ------------- .

Name of the concerned authority
and Signature with Office Stamp.
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