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Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards
bodies (ISO member bodies). The work of preparing International Standards is normally carried out
through ISO technical committees. Each member body interested in a subject for which a technical
committee has been established has the right to be represented on that committee. International
organizations, governmental and non-governmental, in liaison with ISO, also take part in the work.
ISO collaborates closely with the International Electrotechnical Commission (IEC) on all matters of
electrotechnical standardization.

The procedpre

described i
different ty
editorial ru

the ISO/IEC Directives, Part 1. In particula

r

the different approval criteria neededf@r the

bes of ISO documents should be noted. This document was drafted in accordande\with the

es of the ISO/IEC Directives, Part 2 (see www.iso.org/directives).

Attention is|drawn to the possibility that some of the elements of this document may \bethe subj¢ct of
patent rights. ISO shall not be held responsible for identifying any or all such patént-rights. Detalils of
any patent rjights identified during the development of the document will be in the)Introduction and/or

on the ISO list of patent declarations received (see www.iso.org/patents).

Any trade npme used in this document is information given for the conyvenience of users and doefs not
constitute ah endorsement.

For an explahation on the meaning of ISO specific terms and expressions related to conformity assessment,
as well as infformation about ISO’s adherence to the World Trade Organization (WTO) principles ih the

Technical Barriers to Trade (TBT) see the following URL: wwwSo.org/iso/foreword.html.

The commiftee responsible for this document is Technical Committee ISO/TC 260, Human resgurce

management.
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Introduction

This document has been developed to help facilitate a common understanding of and maintain
consistency in fundamental vocabulary in human resource management standards.

This document is intended to be used by:
— human resource practitioners;

— academic professionals and students;

— (levelopers of related standards,
— gtakeholders in organizations, regardless of organizational size and type;
— labour unions, work councils, other employee and employer representatives;

— o¢thers interested in the human resource management profession.
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Human resource management — Vocabulary

1 Scope

This

2 Normative references

Ther]

3

31
gove
way

3.2

organizational culture

valug

3.3

organization structure

hiers3

3.4
busi
orga

3.5
strat
orga

3.6

busi
BCP
proc

Note
imple
prote

Terms related to the organization

document defines terms used in human resource management standards.

e are no normative references in this document.

rnance
h whole organization is led, directed, controlled and held accountable

s, beliefs and practices that influence the conduct and:behaviour of people and organi

rchical arrangement of authority, responsibility and accountability in an organization

hess model
hization’s approach to operating in.its'environment

egy
hization's approach to achieving its objectives

hess continuity planning

ess of mutual planning (3.7) by organizations and other stakeholders (5.1)

1 to entry: Examples of how business continuity planning is used can include objectives to pl
ment;.Operate, monitor, review, maintain and continually improve a documented managemd
ct against and mitigate the effects of disruptive incidents, prepare for and respond to the sam

vations

an, establish,
nt system to

h

3.7
plan

ning

process of thinking about and organizing activities required to achieve a desired outcome

3.8

strategic planning
planning (3.7) involving the formulation, development, implementation and evaluation of factors that
are relevant to an organization’s long-term or overall interests, and the means of achieving its objectives

39

social responsibility
responsibility of an organization for the consequences of its decisions and activities on society and the
environment, through transparent and ethical behaviour that
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contributes to sustainable development, including health and the welfare of society;

to account the expectations of stakeholders (5.1);

is integrated throughout the organization and practised in its relationships

is in compliance with applicable law and consistent with international norms of behaviour; and

[SOURCE: ISO 26000:2010, 2.18, modified — The word “impacts” has been replaced by “consequences”,
and the Notes to entry have been removed]

3.10

managem

process of planning (3.7), organizing, directing and controlling the outcomes of people, grouj
organizations

3.11
performan
managemen

3.12
manageme
approach or

EXAMPLE
contribute t

discourages people to participate in decisions that affect them; countryelub management is a management

typified by 19
[SOURCE: B]

3.13
risk
effect of und

Note 1 to ent

Note 2 to enf]
knowledge of

Note 3 to ent
3.5.1.3) and “

Note 4 to enf
changesin cil

3.14

policy
intentions a

!

t

Ce management
t (3.10) of the performance (4.12) of people, groups and organizations

nt style
method to management (3.10)

Participative management is a management style that{éncourages and enables peop
decision-making with accountability; authoritarian management is a management style

ck of required direction and accountability.

ake & Mouton Managerial Grid]

ertainty

Fy: An effect is a deviation from the'eXpected — positive or negative.

, an event, its consequencg, or'likelihood.

ry: Risk is often charactérized by reference to potential “events” (as defined in ISO Guide 73:
consequences” (ag-defined in ISO Guide 73:2009, 3.6.1.3), or a combination of these.

ry: Risk is oftén“expressed in terms of a combination of the consequences of an event (incl
cumstancesyand the associated “likelihood” (as defined in ISO Guide 73:2009, 3.6.1.1) of occurty

pDS Or

le to
that
style

ry: Uncertainty is the state/even partial, of deficiency of information related to, understanding or

2009,

iding
ence.

hd_direction of an organization, as formally expressed by its top management

3.15

materiality
measure of the significance of an element to organizational results

3.16
feedback

information provided to people, groups or organizations regarding performance (4.12) or activities

Note 1 to entry: Feedback obtained during a process can be used to confirm or modify subsequent actions.

3.17

benchmarking
comparing attributes, processes or performance (4.12) between organizations

© ISO 2016 - All rights reserved
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4 Terms related to human resources and planning

4.1
hum

an capital

value of the collective knowledge, skills and abilities of an organization’s people

4.2
hum
HR

peop
4.3

dn resources

le working within or contributing to the organization

cap
proc
deliv

Note

requirements in a cost-effective manner. It ties together location, strategy (3.5), organizational c

laboy
mech|

4.4

capdcity plan

view
roles

Note
recru

4.5

humfan resource strategy

appr
orga

EXAN
work|

4.6

city management
bss used to manage the human capital (4.1) necessary to execute organizational €omm
ery excellence

1 to entry: The primary goal is to ensure that capacity meets current and near.téxm future o

r demand signal, financial constraints and total workforce (10.1) (contingent and direct lab
anism necessary for effective resource management.

of resource requirements over a defined period that reflects planned numbers of 1
and skills

1 to entry: This capacity plan can include consideration of skills development, retraining, r
itment (11.1) and use of organizational partners andthird-party subcontractors.

pach to implementing policies (3.14) *and practices that affect people, which are 4
hizational strategy (3.5)

PLE Global integration and local responsiveness, global standardization and local resporj
force mobility (12.1), local hiringwersus transferring preference, incentive processes.

hu

Note
induf
perfo
decis

manggement (3.10) of people in organizations

n resource management

1 to entry: Human resource management can include talent management (13.2), employee

‘mance_management (3.11), grievance management, strategies (3.5), metrics, principles, j
ons, gperations, practices and methods.

itments and

rganizational
pbmmitments,
bur). It is the

esources by

bdeployment,

ligned with

se, such asin

relations and

trial relations, separation, training and development, reward, compensation (6.5) and other benefits,

olicies (3.14)

Note

2o entry: Human resource management optimizes the contribution of people to support o

rganizational

and stakeholder (5.1) success.

4.7
orga

nizational values

aspirational or articulated standards, behaviour, principles or concepts that an organization considers
important

© ISO
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human resource planning

HRP

process of anticipating, assessing (11.11), forecasting, articulating and meeting the organization’s need

for people

Note 1 to entry: Human resource planning can ensure that a sufficient number of people possessing the required
competence (5.3) will be available to meet organizational needs.

4.9

human resource information system

HRIS

information|

Note 1 to e
payroll, recr
(3.11) and ot

4.10
people riskK
risk (3.13) 1
of people

411
succession
process for

organization

412
performan
measurable

Note 1 to ent

Note 2 to enf
services), sy{

Note 3 to ent
work by peof

4.13

key performance indicator

KPI
indicators t
the people i

EXAMPLE

technology that supports human resource management (4.6)
try: The human resource information system can integrate compensation (6.5) and ber

hiting, learning and development, workforce planning (10.2), analytics, performanceymanagé
hers.

elated to negative outcomes that arise as a consequence of the behaviour and actiy

plan
dentifying and developing current employees with the potential to fill key positions i

Ce
result

Fy: Performance can relate either to quantitative or qualitative findings.

ry: Performance can relate to the ‘management (3.10) of activities, processes, products (incl
tems or organizations.

ry: In the context of human'resources, performance relates to the execution or accomplishm
le, groups or organizations:

hat are qualitative and quantitative measures that demonstrate critical success factq
1 an organization

Revenue; profitability.

efits,
ment

rities

n the

iding

bnt of

rs of

Note 1 to en

try: Key performance indicators differ depending on organizational goals and are often us

determinants for evaluating performance (4.12).

4.14
contingent

worker

ed as

people who are engaged as casual labour, flexible labour, independent contractor, independent
professional and consultant

© ISO 2016 - All rights reserved
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5 Terms related to people and organization

5.1

interested party

stakeholder

person or organization that can affect, be affected by, or perceive itself to be affected by a decision or
activity

EXAMPLE Customers, owners, people in an organization, suppliers, bankers, unions, work councils,
partners, or society that may include competitive or pressure groups.

5.2
stafliing
process of acquiring, deploying and retaining people

Note [l to entry: this can be both internal and external.

5.3
competence
ability to apply knowledge and skills to achieve intended results

5.4
core{competences
competences (5.3) that are essential for an organization’s success

5.5
competence model
process of analysing and describing knowledge, skilkdnd ability of people

5.6
competence framework
strugture that defines the competence (5.3)*0f’people within an organization

5.7
leadership competences
requjred set of competences (5.3) forleaders in workplace (5.8) contexts

Note [l to entry: This can include leadership skills, abilities, characteristics and behaviour.

5.8
workplace
area(s) in which th€ worker’s activities are carried out

[SOURCE: ISO/TR™25901-1:2016, 2.1.8.35]

5.9
career
pattern-of work-related experiences that span a person’s life

5.10
career stage
distinct phase of a person’s career (5.9)

Note 1 to entry: Career stages can include entry, establishment, advancement, maintenance, transition and
maturity.

5.11
employee referral
potential employee recommended by current employee(s) of the organization

Note 1 to entry: These recommendations can be compensated.

© IS0 2016 - All rights reserved 5
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6 Terms

6.1

:2016(E)

related to human resource metrics

Cost-Per-Hire Internal

CPHI

organization-specific costs associated with recruitment (11.1)

6.2

Cost-Per-Hire Comparable

CPHC

measure to identify costs associated with recruitment (11.1) among organizations

6.3
Cost-Per-Hi
CPH
measure to

Note 1 to ent
Note 2 to ent

6.4
Hire-Cost-H
HCR
formula and
newly hired

Note 1 to ent
denominator
hires, the Hin

6.5
compensat
value given

Note 1 to ent

6.6
total compg
all direct or

Note 1 to ent
Note 2 to ent

6.7
productivit

re

dentify costs associated with recruitment (11.1)
Fy: It is calculated by taking the average of total recruitment costs divided by €he‘number of hi

Fy: Cost-Per-Hire Internal (6.1) and Cost-Per-Hire Comparable (6.2) are subSets of Cost-Per-Hire.

atio

methodology comparing the Cost-Per-Hire (6.3) against the total compensation (6.6)
people

"y: This formula varies from Cost-Per-Hire Internal (6:1) or Cost-Per-Hire Comparable (6.2) only

e-Cost-Ratio is a ratio of costs to total first-year@nnual compensation (6.5) of the new hires.

on
for services rendered

y: This can be monetary or nofismonetary.

bnsation
indirect compensatioir (6.5) received within a specific time period

Fy: This can be saldry, bonuses, perquisites, benefits, stock options, insurance and others.

Fy: It can be used by employers to attract and retain talent (13.1).

y,

quality, staf

res.

f the

n the

whereas Cost-Per-Hire Internal or Cost-Per-HiretxComparable are ratios of costs to the number of

e or_fact of being able to generate, create, enhance or bring forth goods, serviceq

and

knowledge

6.8

workforce productivity
measurement of the productivity (6.7) of the workforce (10.1)

Note 1 to entry: Measurement should include quality and quantity.

6.9

quality of hire
measurement of the performance (4.12) of the employee after hire compared to pre-hire expectations
during a defined period

© ISO 2016 - All rights reserved
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6.10
impact of hire
measurement of the new hire’s contribution to the success of the organization during a defined period

6.11
retention rate
ratio of the total workforce (10.1) that is retained over a defined period

6.12
turnover rate
ratio of separations against total workforce (10.1) during a defined period

Note [l to entry: Separations can be voluntary or involuntary

6.13
audif
syst¢matic, independent and documented process for obtaining audit evidence and ¢valuating it
objeqtively to determine the extent to which the audit criteria are fulfilled

Note |l to entry: An audit can be an internal audit (first party) or an external audit (second party o1 third party),
and it can be a combined audit (combining two or more disciplines).

Note 2 to entry: An internal audit is conducted by the organization itself; or by an external party onlits behalf.
Note B to entry: “Audit evidence” and “audit criteria” are defined in\{SO 19011.

6.14
datalaudit
exanpination of data for quality and accuracy during the development of a Cost-Per-Hire (6.3]) metric

6.15
external cost factor

external cost

expepse incurred to external vendors ériindividuals during the course of recruiting

6.16
internal cost factor
internal cost

expepse related to the internal staff, capital and organizational costs of the recruitment (1{1.1)/staffing
(5.2)|function

6.17
systeéem of record
information system considered to be the source for a specific piece of information to be used in a Cost-
Per-Hire (6.3)xmetric

6.18
compiler
individual responsible for the creation of a Cost-Per-Hire (6.3) metric

7 Terms related to human governance

7.1

human governance

system by which an organization is directed and controlled, taking into account the organization’s
stakeholders (5.1) as well as human and social factors, at the highest and every level of decision making

© IS0 2016 - All rights reserved 7
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8.1
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related to sustainable employability

sustainable employability
long-term capability to acquire or create and maintain work

Note 1 to entry: Sustainable employability can be the responsibility of people, organizations or governments.

8.2

sustainable employability for the individual
long-term capability to acquire, create and maintain employment, through adaptation to changing

employment-eeonomic-and-persenal-conditions-throughout-differentlife-stages
8.3
sustainabl¢ employability for employing organizations

long-term and agile approach to acquiring, creating, developing and training, retaining, redeployin

supporting
and conditid

Note 1 to ent

ns

"y: This definition applies to organizations in all sectors, both private andpublic.

8.4

sustainabl¢ employability for public sectors

long-term approaches and initiatives to encourage, promote and support value-driven employ
benefitting | constituents, employing organizations, economi¢, development and all relg
stakeholders (5.1)

Note 1 to ent
anti-discrimi
(parents wit]
and skills de
organization

9 Terms

9.1
diversity
characterist

Note 1 to ent|
interacting a

Note 2 to en
inclusiveness

"y: Approaches could include, but are not limited to:frameworks, funding and legislation to su
[nation and anti-exploitation in the workplace (5.8); flexible working; pathways to return to
h children, careers, long-term sick or unemployed); career-advisory programmes; know
velopment and training; incentives for foreign direct investment; business and tax incentiv
5 that invest long-term in their workforce (10-1).

related to diversity and in€lusion

ics of differences and similarities between people

ry: Diversity includes factors that influence the identities and perspectives that people bring
work.

Lry: Diversity can foster learning from others who are not the same, about dignity, respec
(9.5) for everyone, and about creating workplace (5.8) environments and practices that f

learning fronp others:to gain advantages of diverse perspectives.

9.2
bias

r and

workforce (10.1) members to meet changing economic, legislative and marketrequirements

ment
vant

pport
work
ledge
ps for

when

t and
oster

particular tendency, trend, inclination, feeling or opinion especially that is preconceived or unreasoned

Note 1 to entr

9.3

y: Bias can be both explicit and implicit.

diversity management
formal or informal processes, including policies (3.14) and practices developed and implemented by
organizations, to effectively manage diversity (9.1) and to foster inclusion (9.5) among all organizational
stakeholders (5.1)

© ISO 2016 - All rights reserved
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9.4

diversity and inclusion climate survey

assessment (11.12) of the attitudes, norms, policies (3.14) and processes associated with acceptance of
diversity (9.1) and inclusion (9.5) in an organization

Note 1 to entry: The survey could include an internal or external audit (6.13).

9.5

inclusion

inclusiveness

practice of including all stakeholders (5.1) in organizational contexts

Note [l to entry: Stakeholders from different groups should be accepted and welcomed (e.g. offeréd\gpportunities
on the basis of abilities, talents (13.1) and skills).

9.6
accommodation
process by which a person or organization adjusts to new circumstances

9.7
cultyral accommodation
accommodation (9.6) by creating a new culture to substitute the old@and incorporating aspects of other
cultyres as a form of adapting to a new environment

10 Terms related to workforce planning

10.1
workforce
peoplle who provide a service or labour to contribuite to business or organizational outcomgs

10.2
workforce planning
systématic identification, analysis and pfanning (3.7) of organizational needs in terms of people

Note|1l to entry: It is a process used to generate business intelligence to inform business of thg current and
future impact of the external and-internal environment on the business, enabling the business to e resilient to
strucftural and cultural changesto-better position itself for the future.

10.3
strategic workforceplanning
workforce planning{ (10.2) which usually covers a defined period of time, aligned to organizational
strategy (3.5)

Note |1 to entry»The scope of planning (3.7) can include identifying the workforce (10.1) assessments (11.12) and
benchmarking (3.17), human resource policy (3.14) frameworks and associated processes on currept and future
orgarrizational strategic objectives.

10.4

operational workforce planning

workforce planning (10.2) which covers a defined period of time, aligned with the organization’s
planning (3.7) cycle, and which focuses on gathering, analysing and reporting on workforce planning
strategy (3.5)

Note 1 to entry: The shorter-term planning activities of staffing (5.2) or scheduling can be excluded.

© IS0 2016 - All rights reserved 9
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related to recruitment

recruitment
process of sourcing (11.5), attracting (11.6), assessing (11.11) and employing (11.16) talent (13.1) for an
existing or new position within the organization

11.2
requisition

request to recruit people

11.3

potential talent pool
people who have, or who can develop, the knowledge, skills, abilities or other characteristics to,per
a specific function for the organization, regardless of whether they would ever apply to.work for the

organizatio

Note 1 to enfry: Members of the potential talent pool can move to the talent pool (11.4)if they develo

knowledge, s

11.4

talent pool
identified g
specific job

Note 1 to en|
knowledge, s

11.5
source (ver
identify a pd

11.6
attract (ver
generate an

11.7
applicant p
people who

11.8
applicant
person who

11.9
candidate
applicant (1}

11.10

person spec

kills, abilities or other characteristics that they do not currently possess.

foup of people who possess the knowledge, skills, abilities~and other characteristics

ry: Members of the potential talent pool (11.3) can méve to the talent pool if they develo
kills, abilities or other characteristics that they do not carrently possess.

D)
ol (5.3) of potential applicants (11.8)

b)
1 induce interest of the potentialtargeted applicants (11.8)

jool
have formally applied for a specific job

is interestedin and who has applied for a job

form

p the

for a

p the

|.8},who is interested in and qualified for a job, and who is of interest to the organizati

ification

job specification

knowledge,

11.11

skills, abilities and other characteristics needed by a person to perform the job

assess (verb)
ascertain work-related knowledge, skills, abilities or other characteristics of an individual or group of

individuals

10
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