Contents at a Glance

JOEPOAUCTION ...aaeeeeeeeeeeeeeeeeeeeennnaaaeeeennnaseeeennnsseeesnnnsanees ]

Part I: Building the Framework ..............cccccouecaveneaacneeac ¥

Chapter 1: The Big PiCtUIe .....cccoooiiiiiiiieeee ettt 9
Chapter 2: Law and Order: Navigating the Legal Minefield

of Hiring and Managing ...........ccceeeeieieiierienineeeececee ettt 23
Part I1: The Right People in the Right Places................41
Chapter 3: Building a Staffing Strategy ........ccoocevvieevinneiiiniineteeeeee e 43
Chapter 4: Smart Start to Hiring: Kicking Off the Hiring Process..........ccccccoeeenncenee. 51
Chapter 5: Resourceful RECTUItING .......cceevveeieeiieiiiiiieiecieceeceeeeeee e 65
Chapter 6: Narrowing Down the Field..........cccooiniriiiiiiinieeeeeeceeen 87
Chapter 7: One on One: Getting the Most Out of Interviewing..........c.cccoeevvvenvenenn. 103
Chapter 8: The Home Stretch: Making the Final Decision..........ccccceecevvirvienvienvennnnne 121
Chapter 9: Starting Off on the Right FOOt........c.cccoieiiiiviiriicieeeeeeeeeeee 143

Part I11: Retention: Critical in Any
Business ENVIrONMENt .............ccccceeeaaaaacneeaeeeeeeeeeeeeeees 101

Chapter 10: Ensuring an Effective Compensation Structure..........c.cccoccevvvevieniennnnns 163
Chapter 11: Creating the Right Benefits Package.........ccccceceeiivieneeninciiniieieeieee 185
Chapter 12: Creating an Employee-Friendly Work Environment.............ccccccoeenn. 207
Chapter 13: Getting Permanent Benefit from Interim Staffing...........ccccooevvencnnncin. 225
Chapter 14: Training and Development............ccocvevierriencieniienieneeneesieesieseeereeseesenens 237

Part IU: Keeping Things Together:
Monitoring Ongoing Performance..............................255

Chapter 15: Assessing Employee Performance............ccocoeevvvverienenincenceeciesenesennnne 257
Chapter 16: Encouraging Extraordinary Performance ............ccccooceevevviinviniencnennnen. 277
Chapter 17: Handling Difficult Situations ..........ccccceceevieeiieniienienieceeseeceeeeveeeeeens 291
Part U: The Part of Tens .......uuuueeeeuuuicaiicccceccccccaaaaaaan3 11
Chapter 18: Ten Keys to HR Success in the Future............ccocooeviviininiininieeene 313

Chapter 19: Ten Ways to Become an HR Strategist.........cccccooieviinerneniinnenieniennne 319



Chapter 20: Ten HR-Related Web Sites Worth Exploring.........ccccceceeverviinnieniieneinnnene 325
Chapter 21: Ten HR-Related Associations You Should Know About........................ 331
Chapter 22: The Ten Most Important HR-Related Laws ..........cccceeveeviieciinniinciennennnnne 335

Appendix: About the CD .............ccccceccccecccceaccaceccaaeee 339

JOACK «eeeeeeeeeaaaeaeannneeeeaseaaaaannneeeesseasaaannneeee 3BT



Table of Contents

JHEPOAUCEION ....aaeeeeeaeeeeeeneeeeeeeennnaeeeeeennnsseeeennnsseeeennnasnees ]

ADbOout This BOOK.......cooiiiiiiiiiieiiiecettettee ettt 2
Conventions Used in This BOOK .........ccccceeiiiiiieiiiciiiieceeeeeeeeveee e 3
FOOlisSh ASSUMPTIONS ......cocvieiieiiiiecieeeeceet ettt aeeaeenae s 3
How This Book Is Organized............ccoecuevieriienienienieeieeieseeseeseesieesee e 4
Part [: Building the FrameworK.........c.ccocevieviininninieniinieneeeeee, 4
Part II: The Right People in the Right Places .........cccceceniiniinennnnnee. 4
Part IIl: Retention: Critical in Any Business Environment................. 5

Part IV: Keeping Things Together: Monitoring Ongoing
Performance ..........ccoocuieiieieeiiciecteeeeee e 5
Part V: The Part of TenS.......ccccccevvieeiinienieneeececieeecee et 5
APPENAIX ..ovveiieiiiiieetieeetetete ettt et st e e e re et e e resaeeraeseens 5
The CD-ROM......ociiieieieieeeeeeeetee sttt sae e enens 5
Icons Used in This BOOK.........cccoevieiiieriirieieeeeeeeeeeeeeee e 5

Part I: Building the Framework ............cccccecueeacueeicceeeac ¥

Chapter1: The BigPicture ..., 9
Scoping Out the HR ROIE ........ccoviiiiiiiiiieececececeteeee e 9
Strategist versus administrator..........ccooccevervieriieniieniieneenecreeeeiee 11
Adapting to the changing workplace..........cccccoevieeiiicieeeciieeieee. 12
Easing the work/life conflict ..........cocooevenirinnieeeeee, 13
Avoiding the baby boom bust..........ccccceeieriinienieieccceceeeeeee, 14
Workforce diversity: MaKking it WOrK.........cccoovvevieveeviencienienceneenen, 14
Rising healthcare COStS.......coviririrriirieniceceeeeeeeeeee s 15
Keeping pace with technology .........ccccecevveriinvinieniinieniceceeiee 16
Rules and regulations: Ethics first ........cccccceeeieeiiiiciicieeeeeee, 17
Making HR a Strategic Partner ............ccococeeieiiininininineeeeeececeeeen 18
Staying Ahead with HR Software..........ccccceoieveriiiniiiiienieseeeceeeeeeeee 19
Become an educated DUYET .........ccccevvevieiieniiinieeiecieceeneeieeie e 20

HR software: A features checklist.........ccccoccevviirvienieniieniicniiccieeiene 21

Chapter 2: Law and Order: Navigating the Legal Minefield

of Hiringand Managing .............. ... iiiiiiiiiiiiinnt. 23
Legal Matters: The Big Picture .........cccccoceeiiviiniinienecececeeeeeeeeeeeee 24
Keeping the PEACE..........coeveieiiieceecceeeeeeee e 25
ID) T3 301000 E=10 (o) o SO 25
Disparate IMPaCt........ccceeviiieiieeieeeeee e 26

The Equal Employment Opportunity Commission (EEOC)...................... 27



X

Human Resources Kit For Dummies, 2nd Edition

The EEO Family: A Closer LOOK........cccccoveiiirieniiiniiinieneccciecieeeeeeeeeee 29
ADEA: The Age Discrimination in Employment Act (1967)............. 29
AC-21: American Competitiveness in the 21st Century

ACE (2000t e 29
ADA: Americans with Disabilities Act (1990)......cccccevvevviervinneenennnen. 30
COBRA: Consolidated Omnibus Budget Reconciliation

ACE (1985) ..ttt 30
Equal Pay Act (1963) ....c.coiveiriieinenieireneceereteeeieseeeeeseeeeeseeeenens 31
FMLA: Family and Medical Leave Act (1993) .....ccccevverierieneeciennenns 31
FLSA: Fair Labor Standards Act (1938).....c.cccceveeiiereeneeneenieeieeienns 31
FUTA: Federal Unemployment Tax Act (1939) .....cccecevierirnercennnnnns 32
HIPAA: Health Insurance Portability and Accountability

ACE (1996).c.. ettt 32
IRCA: Immigration Reform and Control Act

(1986, 1990, and 1996) ......ccceerieieerreieerieieieeeeteteete et 32
OWBA: Older Workers Benefit Protection Act (1990)..........ccc...... 33
Patriot ACt (2001) c..eovueeiieiieieeieeieeterteeee et 33
Pregnancy Discrimination Act (1978) ......ccccoevvvierviencieneenieneeienienns 33
Rehabilitation Act (1973 and 1998) ......cccoevvevirceeceeeeeeeeeeeeeenen 34
Sarbanes-Oxley Act (2002) .......cccecreruerereneerenrinieeneneeeeneeeeseeneenens 34
Title VII of the Civil Rights Act (1964)........cccoeinvinvinininineneeeeenee. 35
WARN: Worker Adjustment and Retraining Notification

ACE (1988))..eetetee ettt 35

Sexual Harassment: Keep Your Workplace Free of It............c.cccvveenennee. 35
Spread the WOId ........cccoeeeiieeieeeee e 36
Create a repOrting PrOCESS.......ocevveierierierieetieteeeteieee et eens 37
Treat all complaints about sexual harassment seriously ............... 38
Take decisive action.........ccooeriririiiiiiinieeeeeeeeee e 38
Document every complaint..........ccocevvieriereniieniieniienieneeneeseesieeeens 38

International Expansion: Stranger in a Strange Land ...........ccccoovvevienennne. 38

Forms on the CD......cc.cociiiiiiiiiiceeceee e 39

Part II: The Right People in the Right Places.................41

Chapter 3: Building a Staffing Strategy .......................... 43
Breaking Out of a Hiring Rut ..........ccccooviiniiiinniniiieiieeececeeeeeeee 43
Grasping the Big PICtUIe ........ccocvvieieiieiceeeeeeee e 45

Consider a MixX Of FESOUICES ........covuervieriiriirierteeeeceeeeeeee e 46
Reassess goals annually .........cccceeviiieiiiniiencieeee e 47
Finding New EMPIOYEES .......c.ccceeieeiiiieieeieeieeiecre ettt 47
Inner peace: Filling jobs from within the organization.................... 47
New horizons: Looking for staff outside the company.................... 49
Outsourcing: The role of HR ........ccocoeviiiiiiiiiiniiieiiiececeeieeiee 49

Chapter 4: Smart Start to Hiring: Kicking Off the Hiring Process . . . .51

The Costs of a BaAd Hir€.......ccuvvvieveiiiiieeeeeeeeeeee e 51
Hiring: Think “Strat@gy” .......ccocivvireririreeteierese et 52



Table of Contents X’i

Building Competency Models...........ccocovirnirieniiinienieniereeieeieeeeeeesee e 53
The ABCs of JOb DeSCIIPIONS ......c.cceveriiieieiereceeeeeeee e 55
Sample job desCription..........ccveueeieieieciieeceeeeeeeeeeee e 56
Look ahead, not behind...........cocoveeviiiviiiiiiecceeceeeeeee e 57
Don’t confuse tasks with requirements and qualifications............. 57

Set PHHOTITIES.....icvieieeiiecieetececece et et eae v e 58
Don’t box yourself into @ COrner .........cocevevviervieniieneeneeneeneeseneenne 58
Don’t forget soft SKillS.......ccooeriririeiieieeeceee e 58
Make sure that the job is doable............cccoeveeieieieciecicieeeeeen, 59

BE SPECIIC .ot 59

Set @ SAlArY FANZE ....cc.eovvieiieieiieeieeeeetereee ettt ee e 60
What’s in @ JOD Title?....cc.cooiiiiiiiiieeeecc et 60
Employee Classification: Yes, It Matters .........ccccecerieneenensennensienieneene, 61
Full-time emplOYees ........ccceovuerviiriiniiniiieeeee ettt 61
Regular part-time employees..........cccoecveiriieinciieniieecieeieeeeeee e 61
Temporary workers and contract employees ..........ccccceeverveevvennnnns 61
Independent CONtracCtors.......ccceeiirienienienienieeieeeeeeeee e 62
Leased WOTKETS.......coceeuiierineniniireeteteteseneeiteiee et 63
ATFINAI NOTE ..ottt 63
Forms on the CD......ccoiriiiiiciitceceercee et 63
Chapter 5: Resourceful Recruiting .............................. 65
Recruiting: The Big Picture..........ccoooviviiieiiiieeeeeeeeeeeeeee 65
Getting Started .......cooveievirieeie e 66
Inside Story: Recruiting from Within .........cccccceevieviiiniinienieniceeeeeeeee, 68
Creating a successful internal hiring process..........ccccceevveeveecvernens 68
Developing an employee skills inventory ..........ccceceeveenieneenennnenns 69
Writing @ Good JOD Ad.......ccoooieieiieeeceeeeeeeee s 71
The Internet: Powerful, but Be Careful.............cccooevieeiiieiiiiiiieeeeeeeee. 73
A miraculous tool, but there’s no free lunch ..., 73
Quality in, qUALItY OUL ....ccceeviieiieiieeeece e 75
You're only as good as your Web site.........cccoceevevvienciinvinieneenennen. 76
Classified Ads Remain a Factor ........c.ccoceeiiniiiniiniiniiiccceeeeeeee, 77
USING RECTUILETS ..cuveiniiiiiiiieieeetetee ettt 78
Who does What? .......cccoevivrinirinceececeeerceeeeeee e 78
Should you use reCruiters? .........coceceevieviereneninieeee e 79
Finding the “right” reCruiter .........cccovevieviriinciieceeeeceeeeeeeeeee 80

Back to School: Recruiting on Campus .........ccecvevcienieneenenniencienieneeneene 81
Other Recruiting Sources Worth a LoOK ........ccccovivniiviinviniiiienicieene, 82
All in the family: Employee referrals...........ccoceeveivinninninneninnennen. 82

JOD TS .o 83
Open houses: Our house is your house .........c.ccocecevenenenininnenens 84
Professional associations and unions ..........ccccececeeveiienencnencnncenen. 85
Direct applications (Walk-ins) .......c.cccecveveeveriierrieniienieneeneeneesieeiens 85
Government employment SErVICES .........cccevvveriereeneeneeneeniensieneenns 86

FOrms on the CD.....cocuviiioieeeeee et 86



X'i i Human Resources Kit For Dummies, 2nd Edition

Chapter 6: Narrowing Down theField ........................... 87
Job Applications: Are They Obsolete? ........ccccevvevierienieneenieeieeieeieeeee 87
Setting up the application .........c.cccocvevvieviiiiniiniiinececececeeiee 88
Using the application as an evaluation tool...........c.cceceevivrennennnnnns 90
Setting Up a System for Evaluating Candidates ...........ccccceevvvevrrevreerennnnnne. 91
Resume Roulette: Reading Behind the Lines.........ccccooceviniinninninncnncenne. 93
Mastering the basiCS......ccccevviiieiiiiieice e 93
Reading between the liNes .........ccocuvviiriiieniiiesieccececeeeeece e 94
Watching out for red flags ........ccocevvierienienienicececicceeeeeee e 94
Testing: Knowing What Works and What'’s Legal ..........cccccocvvvinvieniennnne. 96
Finding the right test for your situation..........c.cccecovvevveeciienneennenn. 97
Staying out of test trouble...........cccooiviriiieiiinie e 101
Phone Interviews: Narrowing Your List Further ..........ccccccooovvvvevieenennn. 102
Forms on the CD......cccooiiiiiiice e 102
Chapter 7: One on One: Getting the Most Out of Interviewing ..... 103
Interviewing: The BasiCs .......ccccvvvierieriiiieiiciecececeseeeeie e 104
The Five Deadly Sins of Job Interviewing ..........ccccoevvvvieninvvnnennenceennne 105
Setting the Stage.......coiiviiriiiiee e 106
The Introduction: Warming Up..........cccceeeeiiiiiieeiieeie et 107
Q & A: Mastering the Art........c.ooeeiiiiieniie e 108
HAaVe @ fOCUS ..ottt 108
Make every question COUNt..........cccceeveeriieieeiieniienieeeeee e 108
Pay attention........ccceeiiiiiiiiiieciecccccccee s 109
Don’t hesitate to pProbe...........ccccvveeieeciieeciiceeeee e, 109
Give candidates ample time to respond..........ccccvevvevreerreecreennennen. 109
Suspend JUdGMENtS ..........coevieieiierieiere et 110
TaKE NOTES ..ottt 110
Vary the style of qUEStIONS.........cccevvvevieriinieieececeeeeee 110
A Crash Course in Nondiscriminatory Questioning ...........ccccccceevueeunenee. 112
National OFigin .....cccceecieiiiiriiiiiiniecieteee e 113
Citizenship StatUsS .......ccceeveiiiiiiieiicecece e 113
AQAIESS ..ottt
Attt et et e et e te et e ae e aeenes
Family status
REIIGION ..ueiiieieeec et
Health and physical condition..........c.ccoeceeviriiniiniiiniiniiiceeeee, 115
INAITIE ..ottt ettt ettt s 115
LanGUAGE. ...c..eeeiinieiteiteitetee ettt ettt ettt 115
Fifteen Solid Questions to Ask and How to Interpret the Answers ....... 115
End Game: Closing on the Right Note.........ccccceevirviiniiinienieiicieeeeee 119
FOrms On the CD......cooiiiiiiiiiiniicictctceeeceete ettt 120
Chapter 8: The Home Stretch: Making the Final Decision . ........ 121
Coming to Grips with the Decision-Making Process.........c.cccoccevvveevencnn. 122

Utilizing the “Tools” of the Trade.........cccovevvieviiiniiiniiiiceeeee 123



Table of Contents ~ R[[[

Selecting Your Candidate: You Need a “System”..........cccccevervivrvieneencnne 125
Setting up your Own pProtocol...........ccceeeeeieeciiecieeieeiecieseeee e 126
Factoring in the intangibles ............cccccevieiieiiciiceceeeeeeeee, 128

Hiring Right ......oooiiiiiiceee et 130

Getting a Broader VIEW.......cc.covuiiviiriiiiiinieniecctetee et 131
Checking hard-to-check references..........cccoccevvveviinieninncenennnennen. 132
Using your own network for checking........c.cccoocevvievvieninninnennnnnen. 133
Online reference checking: Proceed with caution .............cccc.c...... 133

Discovering the Truth about Background Checks..........cccceceveiininnnnen. 134
To do or not to do? That is the question!.........ccccccoecveviirinnieenennen. 136
So what’s the bottom line?..........cccccoevirininiiininininneecceeene 137

Making Offers They Can’t Refuse.........cocceecieviiniiniinienenienienieeieeeeens 137
DON’t AEIAY ..ottt 137
Put your offer on the table...........cccooiviriiiiiiieeee 137
Set @ deadline........cccoieiiriiienieeeeeee e 138
Stay CONNECLEA ....ccueeuiiiieiieieeieeie ettt see b 138
Know how to negotiate salary ........cccoceveecierciirvenvieniienieneeneeeeene, 138
Know when to draw the line .........ccccoocevviiiniinniniinieeeee, 140
Clarify acceptance details ........cccccooeeveriiniiniinieniceeeeeceeeee, 140
Stay iN tOUCK c..ooeieieecee s 141

FOorms on the CD.......ccooiiiiiii et 142

Chapter 9: Starting Off on the RightFoot ........................ 143

Onboarding: Going Beyond Orientation.............cccevereninenieienienenenene 144

Three Unproductive Approaches...........cccocueevieeviincienienieneeseesieeieeeeeeens 145
OSINOSIS ...ttt ettt ettt sttt se et be bt ebe b nes 145
“Just follow Joe around”..........coccoeveririeineniennenerse e 145
Watch the ViAo ....c..cooeiiiiiiiiiiiicceeceeee e 146

Doing It Right: A Little Empathy Goes a Long Way .........ccccecevvevienenennen. 146

The First Day: Ease ANXIeties ........ccccocvvevienieiieeiieciecieseeseeie e ere e 147

The First Week: Discover More about the Company and the Job.......... 148
Provide the rules of the road ..........ccccoceveniniiiininincecce 148
Keep orientation practical ..........cccceeeiiieiiieciiiiieee e, 149
Involve senior management ...........ccoeeevervieriieniieniieneeneeneeseeeeeaees 149
Hold large-group sessions in a suitable location............ccccccueuneneee. 150
Make group presentations user-friendly ..........cccccoeveviivienieenennen. 150
Provide an orientation agenda .........c.ccceeeviiieniienniiiinieiieeeee, 151
Space things OUL .........cceeiiiiieieeeee et 151
Give a clear sense of tasks and set concrete goals........................ 151

Second Week and Beyond.............ccecveierieninininieieneseneeeeeeeee e 153
Develop a checklist .......cccovivieiiiieieiieeeeeeee e 153
Ensure goals continue to cascade..........ccccceeeeecieeieneeneeneenieenneenne. 153
Don’t let your message di€.........cceevevvereecieeciiniieeiecieneeseeie e 154
Use mentoring to build a solid foundation ............cccccecvevveuennnen. 154

Feedback: How good is your program? ..........cccceceeeceeneereeneersuennnes 156



X'i ¢/  Human Resources Kit For Dummies, 2nd Edition

Policy and Procedures Manual: Yes, You Need One.........cccocuvvuenvencne 157
Paying attention to presentation...........ccccceeovvriieecciiiccieenieeeeee, 158
Knowing what to include.........c.ccccooveeieneeciiecieieceeceeeeceee e, 159
Playing it SAf€.......ccceeiiiiiiiieieciececeeee s 160

FOrms on the CD.....oooiiiiiiiiieieee ettt 160

Part I1I: Retention: Critical in Any Business
Environment............ccccccccacceeeeecacccaaaacnnneecesascasacnnneeees 101

Chapter 10: Ensuring an Effective Compensation Structure ....... 163
Defining YOUr ROIE........cocooviiiiiiiiietctcececeeee e 163
Compensation and Benefits: Nothing Is Simple ............ccccocenviinvnninnen. 164
The Basic Language of Employee Compensation ...........cccceceevvecvenienuennen. 165
The Foundation for an Effective Compensation System........................ 166

Getting a compensation philoSOphy .........ccccccevvieviiiienienienieeienen. 167
Setting pay levels in your organization ..........c.ccceceecienvenieneenennen. 168
Accounting for individuals .........c.ccoevevieniiniininneeeeieeeeeeee 171
Thinking about wage plans ..........ccocevieviiiiriinieniereeeeeeeeen 172
Exempt and Nonexempt: Why the Distinction Matters...........ccccccueuenne. 175
Who's exempt and Why?.......cccccoieviiiiieeiienieneeseeeeie et ee e 176
The bottom line on overtime..........c.ccocovveeieiiiienininineeeeeee 177
Other legal considerations...........cccceeveeciercieriienieeneeneeneeneeseeee e 177
What You Need to Know about Raises, Bonuses, and Incentives.......... 178
PaY TAISES ..eeiiiiiieeeteteeeee ettt 179
BONUSES ...couviiiiiiieteeee ettt st sttt 179
INCENTIVES ..ottt 180
What'’s fair versus what Works?.........cccocvevieiininnininieenencnene 182
Communicate Your POIICIES ......c.coccevieieninininicieieiecnecececeeeseiee 183

Chapter 11: Creating the Right Benefits Package ................ 185
What'’s a Benefit ANYWay? .....c.cooievieriieniinieneciecieeieereee e 186
Key Trends in Benefits Management ...........cccccecevvienienienennienniennieneenens 186
The Basics of Benefits COVerage.........coouvvervieniienieenieneeneniensieeieeeenens 187

Social Security and Medicare............cccueveecreevieecieeieeieseeseeseeeeeeees 187
Unemployment iNSUIanCe .........ccccoeeeveenerriersiennienieneeneeseeseeeeenaees 188
Workers’ COmPEeNSatioN........cccecueecieecieriesienieeniereesieeieeteeeeseeesaeenne 189
A Healthy Approach to Insurance..........c.ccooceeveeviinciiniieniienieeneceeeeeeen 190
A bird’s eye view of the options ........ccccoeceevieninniniiniininieicee 190
Weighing the options ..........cccceeviiiiiniiniieniieeeeeee 191
Rising costs: Staying ahead of the game ..........cccoccoeivviriiiinnnnnen. 192
Retirement Plans ...........coooiirininiiieeeesee ettt 194
Defined-benefit pension plans ..........c.ccceceeeeciievieeciencieneeneeseeieenen 194
401(k) plans: Pros and CONS..........cccevvveveevierciinnienienieneeneeseeeeeenees 195
Unfunded Plans............ooveiieiiieieeieceeceeee et 195

ERISA and other legal iSSUES........coceeviiveriiiriiiniinieeeececeeeeen 196



Table of Contents

The Rest of the Benefits Smorgasbord..........cccoceevieviiniincniinnenienienene 197
Dental INSUFANCE.........cceviirereieieieteere ettt 197
VISION CAYE.....oiciieiieeeieciieciieeee ettt ettt et aeebeete st e saaessn e seenes 198
Family asSiStanCe .........cceceevieeviiriiiieeeeseeeee e 198
TIME Off .o 199
Leaves Of aDSENCE .......ccevvuerieriienieniientereeieee ettt 200
SICK dAYS .ottt sttt 201

Setting Up an Employee Assistance Program...........cccccceevvevivevieecieevennnnn. 202

Five Ways to Make Your Life Easier .........ccccoceeveeviiniinieceeieceeieeieee 204

FOrms On the CD......cooiiiiiiieiieiiciecteteeee ettt 206

A People-Oriented Workplace: What Matters Most ..........ccccceevvevueennenee. 207
Employee well-being as a core value ..........ccccoevevviercienieneeneennennen. 208

A reasonable commitment to job security......c...cocceecenviiniinienennns 208
People-friendly facilities ..........c.cccoeveeecieeiiieceeee e, 209
Sensitivity to work-life balance iSSues..........ccccovevevirceriiecienenenen. 209

A high degree of employee autonomy..........ccceeeecveeceeecienieneenuennns 210
Open COMMUNICATION ....ccveruieriieriierieeieeie et sae e ae e 210

A sense of belonging ........cccoveeciiriiiiiiinieneeeee e 211
Goodbye, 9 to 5: Alternate Work Arrangements ...........ccocceeveevereenenenenns 212
Options for alternate work arrangements..........c..cceceeveeneeneeeennee. 213
Making alternate arrangements WOrK...........cccecueevveeienieneenreesneenne. 214
Consider phased retirement Options...........ccccevevenenieeiesienenenenne 215

Pay attention to legal implications ..........cccoccevvieeviencienienieneeienen, 215

Get managerial DUY-IN.......cccccoeieriineinenieniecieeeescee e 216
Telecommuting: The Adult Version of Homework.......c..ccccoccevvvvevinennen. 216
Identifying prime candidates for telecommuting............cccccc..c..... 217
Setting Up an agreement ..........cccccveveeeiereecieecieeeeeee e 219
AVOIding BUINOUL ......ocviiieiieiieieeecteete ettt 220
Be sensitive to extended periods of excessive workload ............. 221

Give employees more day-to-day job autonomy..........ccccceeueuenne. 221
Provide help ....ccuvioieeeeeeee e 222
Employee Surveys: Keeping Tabs on Company Morale............cccccccu.... 222
EXit INTEIVIEWS ..ottt 223
FOorms on the CD.......ccooiiiiiiie et 223
Chapter 13: Getting Permanent Benefit from Interim Staffing ... ... 225
Tapping the Growing Ranks of Project Workers...........ccocovinininiennnnens 226
Weighing the Pros and COons .........ccoceviiiienieneeiiicieciececceese e 227
Knowing When to Begin ..........ccoocviriiiiiiiiniciiieceteeeeeeeeeeeee e 228
Finding the Right Staffing Source.........ccccovevveriiniiniiniiieneeee 229
Checking things out .......c.ccooceviiiiiiinieneeeee e 230
Asking the staffing manager to visit your business....................... 231
Getting the Most Out of Project Professionals...........ccccoceeiiiiienenennns 231

Provide evaluations at the end...........coovveiveiiiiiiiiiiiiiec s 234

xv



X(/i Human Resources Kit For Dummies, 2nd Edition

Avoiding Legal HasSIES .........ocvvivirieieieeeccetee et 235
EQUAl COVETAZE ....oeeiieiiieeeeeeeee et 235
WOTKPlace INJUIIES........ccuevuieiieiieiecieceeetese et eeeae e enes 236

Chapter 14: Training and Development ......................... 2317

Organizational Development Never StOpS .........ccccoveriririenienienienenenene 237

The Changing Face of Training and Development ............ccccceevevuervennnene 238

Creating the Right Environment for Training ...........ccccocvvervnvinencncnnnne 240

Assessing Your Training Needs: Where It All Starts ........ccccoceveevieniennenne. 240
Assessing your training Needs..........cceceeveevieeniinnieniieniienieneeneeeenne 241
Tying training needs to strategic goals ..........ccceeveerveinennennenneennee. 243
Deciding whether to train or not to train.........cccecceeveeveereesieennennen. 243

Evaluating Training OPtions ........ccccceviveieerieerieeiiecieeieseeseeie e 244
In-house classroom training..........cocceeveeveevierciinneniieneeneeneeseeeeees 245
PUDLIC SEMINATS ...cuiiiiiiiieiricieeeee ettt 245
Executive education seminars........c..coccoceeveeeevenenenenceneenrenenennen. 245
E-learning: Its growing influence ............ccoceceveninincenceneneeeee 246

Making E-Learning WOrK...........cccoveiieiiieiieeiieeiecieceeseeseee et 247

Mentoring as a Training TOOL..........cccccvevieeiieriienienieeeseeeee e 249

Deciding on a Training Program...........cccceveeveriiiniieniienieneeseesieeieeeeeens 250
Receptivity level of students ..........cccoceeveevieriinviniienciiniencceeeen 250
Applicability of subject matter..........cccceeeevieecieniieeieee e 250
The overall learning eXperience.............cceeveeveverenererceeneesenesennns 252
Quality Of INSTIUCTOY .....covieiieieeiectececeeeeeee e 252
Reinforcement of class CONCEPLS .......ceceecvieciirieecienienieceeeeeeene, 252

But Is It Working? Measuring ReSults ........cccocevvvirienienienenceniceieeienns 253

Part 1U: Keeping Things Together: Monitoring
Ongoing Performance ...............cccceeeeeeciacceeeeeecceaaaaess 255

Chapter 15: Assessing Employee Performance .................. 257
Reaping the Benefits of Performance Appraisals .........cccccocevvivvvienvennnne 258
Deciding on a Performance Appraisal System ..........ccocevveeviervenvienieenenne 259

Goal-setting, or management by objectives (MBO)....................... 260
ESSAY aPPraiSals ...c.eecuieiiieiieieeieeiecieeeesie ettt sae e 261
Critical incidents reporting.........ccccceeveeviieciieiienieneeceeseeseee e 262
Job rating checklist .........cccoevuiriiniiiniiiie e, 263
Behaviorally anchored rating scale (BARS).......ccccoeceviinieneniennen. 263
Forced ChoiCe.......co.coiiiiiiiiiicccccceeeeeeeens 264
Ranking methods..........coocovirieiiiienieieeeeee e 265
Multi-rater asSESSIMENLS ..........ccccuerieriirerieieieierere ettt 266
Launching an Appraisal Program in Your Company...........cccecceevverrvennnene 267
Enlist the support of senior management..........c.ccceceevververuennennen. 267
Give employees a say in establishing performance criteria......... 267

Choose performance measures with care..........c.ccccecevecveecennnen. 268



Table of Contents X(/ii

Develop a fair and practical tracking mechanism............ccccce.c...... 268
Devise a workable evaluation method.........c.ccccoceevninnncnncnnee. 269
Keep it SIMPLE ..c.eeeeieiieiieieeeeeeeee e 269
Develop a communication game plan...........cccoceevveeceeneeneeneenvennnn. 270
Getting the Most Out of the Performance Appraisal Meeting................ 270
Preparing for the meeting .........ccccoovvevieniiviniinninieeeeeceeee, 271
Conducting the SESSION ........cccevviiiiieriieiiirieeeeeeeeeeee e 272
Giving constructive feedback ........c.ccceeveeriinieniecieieceeeeeee e, 272
Preparing for a negative reaction...........cccceeeeevieecieccienienieneeienee, 273
Choosing areas for further development ...........cccccceeviereenuennnenen. 274
Appraisal Followup IS Ongoing..........ccccveveeviercieniienieneeneeseeieesieseeseennees 274
FOrms On the CD.....cooiiiiiiiiiiniiietctcteecee ettt 276
Chapter 16: Encouraging Extraordinary Performance ............ 2717
People: Your Most Important Competitive Strength ..........cccccevvieeienen. 278
Making the Case for Employee Empowerment..........ccccoccevvervienvieneenncnn. 279
Recognizing that it’s a process, not a flavor of the month ........... 280
Creating a safe-to-fail environment ...........c..cocceveveneniiniienenenenene 280
Providing training and Support ..........ccceceeeeeviirvieeiienieenieneeeeieenen 281
Sharing information: Communication as a strategy ...........c......... 282
Rewarding initiative .........cccooeeviriiiniiniiecceee e, 282
Putting Team Power t0 WOrk .........cccooiiiiiniiiiniiiinieececeeeeeeieee 283
Task apPrOPIriatENESS ......ccceeeeirierieiirieeeeeeee et 284
Shared VISION......c.coeeteiirierienieieeee ettt 284
Strategic fOCUS ...oovveeiiiieeeecece e 285

ROIE ClATILY ..ovvivieiciicieice ettt 285
Individual MOtivation.........cccceecverierieririeeeeeeese e 285
Conflict resoIUtiON......cccceviiviiiiiiieeeeceeeee e 286
Appropriate reward mechanisms...........ccccceeevereniincencieneneneeeene 286

No organizational barriers ..........c.ccceecveeeeceeiiesecciecieceeceee e 286
Developing Employee Recognition Programs ..........cccccceeveeviievieecienceennnnne 287
Chapter 17: Handling Difficult Situations ....................... 291
Establishing an Ethical Culture ............ccceeeeveeiienieniienieceeeeeeeeeeeene 292
Fleshing Out the Meaning of At-Will Employment ..........cc.cocceveveninenen. 292
Staying Out Of COUTt ....cceiviiiviiriiiieteeceeeceee et 293
Developing Disciplinary Procedures ...........ccccecerviiniininnnnennenienienene 294
Defusing Gri€VANCES .........cccevireruieieieieresieee ettt ee e sae e 297
Settling DISPULES ......ccveciieiieiieieeteetece ettt ee et e see e e beesaeeaeeaesseeas 298
Firing Employees Is Never Easy ........cccccvvevievieeiiniiinieneeseeieeieeveeveeene 299
Delivering the NEWS.........ccvvviivciiiiiinienerecece e 301
Post-termination protocol.........c.ccccceeeciieiiiecieeieeeceee e, 301

A waiver of Fights .....cociiviiiiiiii e 302
Easing the Trauma of Layoffs .........ccccevvereriniriieieeeececeeeeee e 302
View layoffs as a 1ast r€SOrt .........ccecveeverienienieeciecie et 304
KNOW the JaW....co.coiiiiiiiiiieeee et 304

Think through the criteria..........ccoceeivieeeciecieececeeeeeeee e 305



X'(/'i i i Human Resources Kit For Dummies, 2nd Edition

Ease the burden...........ccoocooevieieieieniecceceeee e 305
Hire outplacement specialists .........ccoceveriiriiinienneniinieeeeeeeee, 305
Take advantage of staffing services ..........cccocoevveevieecienienieseeienen. 306
Address the concerns of those who remain .........ccccccoecvevieneennenns 306
Reduce the need for 1ayoffs .........cccceevieririiiiiiniininieeeeeeee, 307
Dealing with Workplace Violence............ccocevveriiinviinienieninnenienienienens 307
FOrms on the CD......cooiiiiiiiiiinieietcteeeeeeee ettt 310

Part U: The Part of Tens ........ueeeeuuuuuiciiiiiaaaaccccccaaaaneeee3 11

Chapter 18: Ten Keys to HR Success inthe Future ............... 313
Adopt a Strategic Approach to Staffing.........cccceccevvirveniiniiniinieeeeee, 313
Be Aggressive and Resourceful in Recruiting.........ccccoccevvervieniieniienennnen. 314
Seek to Create a Healthy Culture ...........ccccoeovieeiiieciieeeeeeee s 314
Get the Most Out of Contingent Staffing ............ccccooerinirvniniininieene 315
Take a Proactive Approach to Regulatory Compliance............ccccc....... 315
Make Work/Family Balance a Priority .........cccccocvevievieniecinciincieccieeeeene 315
Keep Pace with Changing Demographics .......c.ccccccevvvevieninnienniensieniennne 316
Play It Safe When It Comes to HR Technology ..........cceceevevviirvieniienvennnene 317
View Training as an Ongoing Investment ...........ccoccooveviiinieinennenncnnennee. 317
Handle Discipline and Dismissal Carefully ...........cccccoverinvircinnienenenenene 318

Chapter 19: Ten Ways to Become an HR Strategist ............... 319
Develop a Business Orientation to HR Initiatives...........cccoceverinennnnen. 320
Position Initiatives as Bottom-Line Benefits..........ccccoceoinininniiencnnnnn. 320
Develop a Marketing Mind-Set...........ccccoovevievieeiieniienieneeneesieeieeieeee e 320
Share YOUr EXPErtiSe .......ccceviviiriinienieiieieciecie ettt 321
Serve as the Model.........cccoeviriniiiiiinienceccresee e 321
Stay on the Leading Edge .......cccoovueviiniiiiniiiineieteeeeeeeeeeeeee 321
Develop Your Communication SKillS..........ccccceevuerieiienieneecieecieecieeeeens 322
Avoid the Flavor of the Month Pitfall...........ccocoiiiiiinne, 322
Choose Consultants with Care ..........ccccccevvirerieiiieneninneeeeenenee 323
Be Sensitive to the Needs and Agendas of Line Managers ..................... 323

Chapter 20: Ten HR-Related Web Sites Worth Exploring .......... 325
U.S. Equal Employment Opportunity Commission (EEOC).................... 325
Occupational Safety & Health Administration (OSHA) ........cccccevveevenee 326
The ELAWS AQVISOT ......cooviiiiiriniieieiccieeeeeeeteteeesesreeee e 326
Americans with Disabilities Act (ADA) Document Center...................... 326
Bureau of Labor Statistics (BLS) .......cccceverinirinieeeereeeeeeeesee 327
State Department Travel ........coccocveeieiieiienieieeiecie e 327
Society for Human Resource Management (SHRM) .........ccccecvvvvervennne 327
WOrIAatWorK .......ccooeimiriiiiieecceeteee et 328
American Society for Training & Development (ASTD)........ccccccceeveunenne. 328

WOTKEOTCE ONIINE ..oooiieeiieiiiieeeeeeeeeee ettt et e e sane e ssanaes 329



Table of Contents Xi X

Chapter 21: Ten HR-Related Associations You Should

Know About ......... ... e 331
BeNEfitS ... .ottt 331
(07031310753 T 10 10) o VOO TR UURRUR 332
Contingent WOTKET'S ........cccueriiniiriiiieiiesieetestesteseesee e erestesaeesesaesanens 332
Employee Assistance Programs...........cccccovevveviienienieneenensensieesieneeneens 332
Equal Employment Opportunity ..........cccceeeeeeieeiieeienieneeeeeieeeieeve e 333
General HR Management...........cccecvevierierieneneniieieiesieniesee e eeeeeee e sneseeene 333
Information TeChNOIOGY .......c.cccuieieeiiiiiieeeece e 334
Training and Workforce Development...........ccccccoevvevienienensienneenieeienens 334

Chapter 22: The Ten Most Important HR-Related Laws ........... 335
Age Discrimination in Employment Act (ADEA) .......cccocevviivieneenennenen. 335
Americans with Disabilities Act (ADA)......ccccecevviiriiiniieneereeeeeeieeeeeen 336
Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA) ...336
Employee Retirement Income Security Act (ERISA).......cccocvvvievervnnenene 336
EQUAl PaY ACE oo 336
Fair Labor Standards Act (FLSA).......ccccocvvevieiieiieeieceeceeeeieeve e 336
Family and Medical Leave Act (FMLA)......cccccceeviiviinieneeneeieeieeieeeeeene 337
Federal Unemployment Tax Act (FUTA)......ccccevviivviiniineenineeieeieeienene 337
IRCA: Immigration Reform and Control Act (1986, 1990, and 1996)...... 337
Title VII of the Civil Rights ACt .....ccccveiiiiniriceececcceeee 337

Appendix: About the CD.............c....aueeecccacneeaacaacneeaae 339

System ReqUIrements.........ccccoevierienieneiniienienieeieeteste et 339
Using the CD with Windows and Mac..........cccceeeeierienieneeieeieeieeeeens 340
What’s 0N the CD ....o.oviiieiceeeeeee e e 340
Adobe Reader, from AdODE ..........oooouviiiiviiiiiiiiieeceee e 341
The documents on the CD...........ccooiiiiieiiiiiieceee e, 341
TroubleShOOtING ......ccveiiieieiececeeeee e 345

JOAEK «..nnnnnaaaaaaeeaeeaaaaeeeeeeeeeeeeeeeennnnnnnnnnnnnnnnnnnnnnnaaeeas 3BT



xx Human Resources Kit For Dummies, 2nd Edition




