
 

Index

 

Note to the Reader

 

: Page numbers in 

 

bold

 

 indicate the principle discussion of a topic or the definition 
of a term. Page numbers in 

 

italic

 

 indicate illustrations.

 

Numbers

 

401(k) plans, 

 

248

 

1869: Bureau of Labor Statistics, 312, 354
1884: Payne v Western & Atlantic Railroad, 

267, 354
1890: Sherman Anti-Trust Act, 287, 354
1914: Clayton Act, 287, 354
1916: Federal Employees Compensation Act, 

 

317

 

, 354
1926: Railway Labor Act, 287, 354
1927: Longshore and Harbor Workers 

Compensation Act, 

 

317

 

, 354
1931: Davis Bacon Act, 201–202, 382
1932: Norris-La Guardia Act, 287, 355
1934: Securities Exchange Act, 201
1935: Federal Insurance Contributions Act, 

231, 232, 

 

355

 

, 384
1935: National Labor Relations Act. 

 

See

 

 NLRA
1935: Social Security Act, 231–233, 

 

355

 

, 386
1936: Federal Unemployment Tax Act. 

 

See

 

 FUTA
1936: Public Contracts (Walsh-Healey) Act, 

 

202

 

, 

 

355

 

, 387
1938: Fair Labor Standards Act, 

 

See also

 

 FLSA
1947: Labor-Management Relations Act. 

 

See

 

 LMRA
1947: Portal-to-Portal Act, 

 

207

 

, 355
1952: Patent Act, 

 

184

 

, 355
1954: Maslow hierarchy of needs theory, 

 

35

 

, 197
1957: Skinner operant conditioning theory, 

 

37–38

 

1958: Welfare and Pension Disclosure Act, 241
1959: Herzberg motivation/hygiene theory, 

 

35–36

 

1959: Labor-Management Reporting and 
Disclosure Act, 

 

288

 

, 356
1959: Peterman v International Brotherhood 

of Teamsters, 268
1960: McGregor X and Y Theories of 

motivation, 

 

36

 

, 

 

422

 

1961: McClelland acquired needs theory, 

 

36–37

 

, 197
1963: Adams equity theory of motivation, 

 

37

 

, 

 

398

 

1963: Equal Pay Act, 

 

207–208

 

, 

 

356

 

, 383
1964: Title VII of Civil Rights Act. 

 

See

 

 Title VII
1964: Vroom expectancy theory of motivation, 

 

37

 

, 

 

399

 

1965: Executive Order 11246, 

 

107

 

, 

 

356

 

, 383
1965: Immigration and Nationality Act, 

 

139

 

, 356
1965: Radio Union v Broadcast Services, 301
1965: Service Contract Act, 

 

202

 

, 

 

356

 

, 386
1967: Age Discrimination in Employment Act. 

 

See

 

 ADEA
1967: Executive Order 11375, 

 

107

 

, 

 

356

 

1968: Consumer Credit Protection Act, 
226, 356

1968: Rosenfeld v Southern Pacific, 

 

363–364

 

1969: Alderfer ERG theory of motivation, 

 

36

 

1969: Black Lung Benefits Act (BLBA), 

 

317

 

, 357
1969: Executive Order 11478, 

 

107

 

, 

 

357

 

1969: Weeks v Southern Bell Telephone, 

 

364

 

1970: Fair Credit Reporting Act, 32, 

 

136

 

, 

 

357

 

1970: Occupational Safety and Health. 

 

See

 

 OSH; OSHA
1971: Griggs v Duke Power, 104, 

 

125

 

, 357
1972: Age Discrimination in Employment 

Act. 

 

See

 

 ADEA
1972: Equal Employment Opportunity Act, 

 

104–105

 

, 357

 

4252indx.fm  Page 427  Wednesday, February 23, 2005  3:26 PM

CO
PYRIG

HTED
 M

ATERIA
L



 

428

 

1973: McDonnell Douglas Corp. v Green – 1998: Oncale v Sundowner Offshore 

 

1973: McDonnell Douglas Corp. v Green, 

 

364–365

 

, 371
1973: Rehabilitation Act, 

 

109

 

, 

 

357

 

, 380, 385
1974: Employee Retirement Income Security 

Act. 

 

See

 

 ERISA
1974: Privacy Act, 

 

135

 

, 357
1974: Vietnam Era Veterans Readjustment 

Assistance Act, 

 

109–110

 

, 

 

358

 

, 387
1975: Albemarle Paper v Moody, 

 

126

 

, 358
1975: NLRB v J. Weingarten, 283, 358
1976: Copyright Act, 

 

183–184

 

, 358
1976: Washington v Davis, 

 

126

 

, 358
1977: Automobile Workers v Johnson 

Controls, 

 

331

 

, 358
1977: Foreign Corrupt Practices Act, 91, 148
1977: Mine Safety and Health Act, 

 

314

 

, 358
1978: Civil Service Reform Act, 359
1978: Pregnancy Discrimination Act, 

 

105

 

, 
330–331, 359

1978: Regents of California v Bakke, 

 

365

 

1978: Revenue Act, 359
1978: Uniform Guidelines on Employee 

Selection Procedures, 

 

122–123

 

, 

 

123

 

, 

 

358

 

, 386
1979: Executive Order 12138, 

 

107

 

, 

 

359

 

1979: United Steelworkers v Weber, 

 

365–366

 

1980: Guidelines on Sexual Harassment, 359
1981: Texas Community Affairs Dept. v 

Burdine, 

 

366

 

, 371
1984: Retirement Equity Act, 

 

248

 

, 

 

359

 

1986: Consolidated Omnibus Budget 
Reconciliation Act. 

 

See

 

 COBRA
1986: Immigration Reform and Control Act, 

 

139–140

 

, 

 

359

 

, 384
1986: Meritor Savings Bank v Vinson, 270
1986: Tax Reform Act, 359
1987: Johnson v Santa Clara County 

Transportation Agency, 

 

366–367

 

1987: School Board of Nassau v Arline, 

 

367

 

1988: Drug-Free Workplace Act, 

 

315

 

, 
335, 359

1988: Employee Polygraph Protection Act, 

 

137

 

, 

 

359

 

, 382
1988: Worker Adjustment and Retraining 

Notification Act, 

 

144–145

 

, 360

1989: Martin v Wilks, 

 

368

 

1990: Americans with Disabilities Act. 

 

See

 

 ADA
1990: Immigration Act, 

 

140–141

 

, 360
1990: Older Worker Benefit Protection Act, 

240, 360
1991: Civil Rights Act, 

 

105–106

 

, 360
1991: Glass Ceiling Act, 

 

273–274

 

, 360
1992: Electromation v NLRB, 

 

368–369

 

1992: National Energy Efficiency Act, 
256, 360

1992: Unemployment Compensation 
Amendments, 248, 360

1993: E. I. DuPont & Co. v NLRB, 

 

369–370

 

1993: Family and Medical Leave Act. 

 

See

 

 FMLA
1993: Harris v Forklift Systems, 

 

270–271

 

, 
272, 

 

361

 

1993: Omnibus Budget Reconciliation Act, 
216, 

 

240

 

, 361
1993: St. Mary’s Honor Center v Hicks, 

 

370–371

 

1993: Taxman v Board of Education of 
Piscataway, 

 

145

 

, 361
1994: Uniformed Services Employment and 

Reemployment Rights Act, 

 

274–275

 

, 361
1995: Congressional Accountability Act, 361
1995: McKennon v Nashville Banner 

Publishing, 

 

371

 

1996: Health Insurance Portability and 
Accountability Act, 240, 

 

253–254

 

, 361
1996: Illegal Immigration Reform and Immi-

grant Responsibility Act, 

 

141–142

 

, 361
1996: Mental Health Parity Act, 254, 

 

361

 

1996: Personal Responsibility and Work 
Opportunity Reconciliation Act, 

 

227

 

, 361
1996: Small Business Job Protection Act, 

 

248

 

, 

 

362

 

1996: Small Business Regulatory 
Enforcement Fairness Act, 

 

316

 

, 362
1998: Burlington Industries v Ellerth, 

 

271

 

, 

 

362

 

1998: Executive Order 13087, 

 

107

 

, 

 

362

 

1998: Faragher v City of Boca Raton, 

 

271

 

, 

 

362

 

1998: Oncale v Sundowner Offshore Services, 

 

272–273

 

, 362

 

4252indx.fm  Page 428  Wednesday, February 23, 2005  3:26 PM



 

2000: Energy Employees Occupational – American Society of Safety Engineers

 

429

 

2000: Energy Employees Occupational 
Illness Compensation Program Act, 

 

317

 

, 363
2000: Epilepsy Foundation of Northeast 

Ohio, 362
2000: Executive Order 13152, 

 

107

 

, 

 

363

 

2000: Jones v Yellow Freight Systems, 273
2000: M. B. Sturgis case law, 295, 362
2000: Needlestick Safety and Prevention Act, 

 

316

 

, 362
2001: Circuit City Stores v Adams, 

 

371–372

 

2001: Economic Growth and Tax Relief 
Reconciliation Act, 246

2002: Sarbanes-Oxley Act, 

 

88–89

A
AAA (American Arbitration Association), 285
AAI (ASPA Accreditation Institute), 3–4
AAPs (Affirmative Action Plans), 

107–108, 390
ability to pay, 214, 390
accident prevention, 319, 338–339, 

See also OHSS
accounting function, 69–70, 201
acquired needs theory (1961), 36–37, 

197, 390
action plans, See also Strategic Management

Affirmative Action Plans, 107–108, 390
defined, 79
for emergencies, 318, 341–343, 344–345
example, 80–81
executing, 82

active training methods, 39
AD&D (Accidental Death & Dismemberment) 

insurance, 251
ad hoc arbitrators, 285
ADA (Americans with Disabilities Act) 

of 1990
CRA of 1991 amendment, 105–106
defined, 110, 360
document retention requirements, 

380–381
job descriptions and, 55

Adams, J. Stacy: equity theory of motivation 
(1963), 37, 398

Adams, Saint Clair, 371–372
ADDIE model. See training programs
ADEA (Age Discrimination in 

Employment Act)
of 1967, 108–109, 356
CRA of 1991 amendment, 105–106
document retention requirements, 380, 381

administrative law judges (ALJs), 94, 291
administrative law process, 93–94
adoption assistance benefit, 256
ADP (actual deferral percentage) tests, 

248, 390
ADR (alternative dispute resolution), 

284–285, 391
adult learning theory (andragogy), 33–34
The Adult Learner (Knowles, Holton, and 

Swanson), 376
adverse impact, 123, 123, 390
advice of counsel clauses, 138
affirmative defenses, 328
AFL-CIO (American Federation of 

Labor-Congress of Industrial 
Organizations), 217

agency shop clauses, 299
Agricola, Georgius, 312
AICPA (American Institute of Certified 

Public Accountants), 201, 375
AIDS (Acquired Immune Deficiency 

Syndrome), 333
Albemarle Paper v Moody (1975), 126, 358
Alderfer, Clayton: ERG theory of 

motivation (1969), 36
ALJs (administrative law judges), 94, 291
Alliance Program, OSHA, 329, 411
ally doctrine, 301, 390
Alrichs, Nancy S., 376
alter ego doctrine, 301, 390–391
alumni employees, recruiting, 121–122
American Management Association, 375
American Marketing Association, 375
American Payroll Association, 377
American Society of Safety Engineers, 378

4252indx.fm  Page 429  Wednesday, February 23, 2005  3:26 PM



430 American Society for Training and Development – BLBA (Black Lung Benefits Act)

American Society for Training and 
Development, 376

American Staffing Association, 376
Americans with Disabilities Act. See ADA
Anderson, Dean, 376
Anderson, Linda Ackerman, 376
andragogy, 33–34
applications, employment, 123–124
aptitude tests, 126
Aquilano, Nicholas J., 375
arbitration, 285, 300
Arline, Gene, 367
ASO (administrative services only) plans, 

250, 390
ASPA (American Society for Personnel 

Administration), 2–4
assessments, See also needs analysis

at assessment centers, 135
employee performance, 176–177
environments, 75, 76–78
physical capabilities, 127
psychomotor skills, 127
security risks, 339–340
test, (in book), xxiii–xxxvi

assets. See company assets
Atchley, Marie, 18
auditory learners, 180
audits of human resources, 85–86
Aureolus, Philippus, 312
authoritarian leaders, 43
authorization cards, 293, 391
Automobile Workers v Johnson 

Controls (1977), 331, 358
average bias, 132, 391

B
Baby Boom, 232
bad faith, 297
balance sheets, 69, 391
balanced scorecards, 84–85, 391
The Balanced Scorecard: Translating Strategy 

into Action (Kaplan and Norton), 375

banquet style seating, 185
bargaining units, 294–295, See also collective 

bargaining
BARS (behaviorally anchored rating scale), 

175–176
base pay, 208
Beam, Burton T. Jr., 377
Bechet, Thomas P., 376
Becker, Brian E., 376
Before It’s Too Late (Grazier), 377
behavior evaluation method, 186, 391
behavioral interviews, 129
behavioral (leadership) theories, 40–41
behavioral performance review methods, 

175–176
behavioral reinforcement, 37–38, 391
benchmark positions, 220–221, 391
benefits and expense rembursements 

clauses, 138
benefits. See compensation
bereavement leave benefit, 255
Berger, Dorothy R., 377
Berger, Lance A., 377
Beyond Change Management (Anderson 

and Anderson), 376
BFOQs (bona fide occupational 

qualifications), 104, 356, 392
biases, interviewer, 132–133
Bible, Jon D., 378
binding arbitration, 285, 300, 391
biological health hazards, See also OHSS

defined, 333, 392
Hepatitis B, 319, 333
overview of, 330, 334
SARS, 333–334
tuberculosis, 333

Black, Lyman, 13, 16, 17
Blake, Robert R., 41
Blake-Mouton Managerial Grid (1968), 

41, 41
Blanchard, Kenneth, 42
Blanco, James A., 378
BLBA (Black Lung Benefits Act) of 1969, 

317, 357

4252indx.fm  Page 430  Wednesday, February 23, 2005  3:26 PM



blocking-charge (election) bars – closing conferences 431

blocking-charge (election) bars, 296
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defined, 359
document retention requirements, 382
health benefit continuation, 239
health coverage requirements, 252–253
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code of ethics, human resource, 46
COLAs (cost of living adjustments), 223
collective bargaining, See also ELR
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agency shop clauses, 299
closed shop clauses, 299
defined, 299, 393
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bad faith in, 297
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overview of, 297
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multi-unit bargaining, 298
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reserved rights doctrine, 298
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constructive discharge, 269
contributory negligence, 316
defamation, 269
defined, 393
employment at-will, 267–269
fellow servant rule, 316
overview of, 267
voluntary assumption of risk, 316

common situs picketing, 302, 393
communicating

change, 163
compensation programs, 228–229
with employees, 278–279, 281–282
incentive pay programs, 214–215
policies/procedures/rules, 276–277

Communicating Change (Larkin and 
Larkin), 377

communication strategies, 6, 28–29, 393
comp time, 205, 394
compa-ratios, 223, 393
company assets, personal use of, 91
company assets, securing, 340
comparable worth, 223, 393
comparison performance reviews, 174–175
compensable factors, 220, 394
compensable time, 205–206
Compensation and Benefits area, 195–264

benefits, deferred compensation, 
See also ERISA

401(k) plans, 248
cash balance plans, 246–247
defined, 241
defined benefit plans, 241, 246
defined contribution plans, 241, 

247–248
discretionary contributions, 247
EGTRRA of 2001 and, 246
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employee stock ownership plans, 
247–248

ERISA of 1974 and, 240, 242–246
history of, 241–242
money purchase plans, 247
nonforfeitable claims, 241
nonqualified retirement plans, 241, 

248–249
overview of, 230
plan administrators, 241
plan sponsors, 241
profit-sharing plans, 247
qualified pension plans, 241
real world scenario, 242
Retirement Equity Act, 248, 359
Small Business Job Protection Act, 

248, 362
target benefit plans, 247
Unemployment Amendments, 248
WPDA of 1958 and, 241

benefits, health and welfare
AD&D insurance, 251
COBRA requirements, 240, 252–253
covered entities, 253
dental insurance, 250
dependent care accounts, 252
disability insurance, 251
flexible spending accounts, 

251–252, 253
funding, 250
HIPAA requirements, 240, 253–254
life insurance, 251
medical insurance, 249–250
mental health benefits, 254
overview of, 230, 249
preexisting conditions, 253
prescription coverage, 250
protected health information, 253
vision insurance, 250

benefits, legally mandated, 
See also FMLA; SSA

family and medical leave, 234–238
health benefit continuation, 239
history of, 231

Medicare, 231–232
OASD Insurance, 231–233
overview of, 229, 230
social security, 231–233
unemployment insurance, 231, 

233–234
workers compensation, 238–239

benefits, voluntary
adoption assistance, 256
deferred compensation, 230, 241–249
educational assistance, 255
health and welfare benefits, 230, 

249–254
legal insurance, 256
OBRA of 1993 and, 240
overview of, 229–230, 239, 255
OWBPA of 1990 and, 240
transportation benefits, 256
work-life balance benefits, 230, 

254–255
benefits, work-life balance

bereavement leave, 255
for dependent care, 255
holiday pay, 255
jury duty pay, 255
leaves of absence, 255
overview of, 230, 254
paid time off, 254–255
parental leave, 255
sabbaticals, 255
sick pay, 254
vacation pay, 254

compensation
defined, 196
extrinsic rewards, 197
intrinsic rewards, 197
monetary compensation, 197
nonmonetary compensation, 197
perquisites (“perks”), 216
total compensation, 197, 423

compensation administration
compa-ratios, 223
comparable worth, 223
Consumer Credit Protection Act, 226
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cost of living adjustments, 223
employee earnings, 225
green circles, 222
involuntary deductions, 226
job pricing, 222–223
new hire legislation, 227
overview of, 221
pay equity, 223
pay ranges and grades, 222
payroll administration, 224, 225–227
payroll systems, 224–225
record keeping, 226–227
red circles, 222
salary surveys, 222, 223–224
statutory deductions, 225–226
voluntary deductions, 226
wage compression, 222–223
wage garnishments, 226

compensation clauses, 138
compensation factors

accounting standards, 201
cost of labor, 199
economic factors, 199–200
federal tax laws, 201
labor market, 200
market competition, 200–201
overview of, 199

compensation legislation
Davis Bacon Act of 1931, 201–202
Equal Pay Act of 1963, 207–208
Fair Labor Standards Act of 1938, 

202–208
overview of, 201
Portal-to-Portal Act of 1947, 207
Service Contract Act of 1965, 202
Walsh-Healey Public Contracts 

Act of 1936, 202, 355, 387
compensation philosophy

corporate culture and, 198–199
defined, 197–198, 394
entitlement philosophy, 199
external conditions and, 198
internal conditions and, 198
line of sight, 199
performance-based philosophy, 199

compensation programs
base pay, 208
changing, 23–24
communicating, 228–229
evaluating, 227–228
incentive pay, 213–220
in line with philosophy, 227–228
pay differentials, 210–213
performance-based/merit pay, 

208–210, 214
promotions, 210
seniority-based pay, 210

defined, 5, 196, 394
evaluating jobs for compensation

benchmark positions, 220–221
broadbanding, 221
classification method, 220–221
compensable factors, 220
defined, 220
HAY system, 221
internal equity, 221
point factor, 221
ranking method, 220

exam essentials, 257–258
Fair Labor Standards Act of 1938

administrative exemptions, 204
amendments, 207–208
child labor, 206, 315–316
comp time, 205
compensable time, 205–206
defined, 355
document retention requirements, 

383–384
enterprise coverage, 202
executive exemptions, 203–204
exempt status requirements, 203
individual coverage, 202
lectures/meetings/training time, 206
minimum wage, 205
nonexempt status, 203
on-call time, 206
outside sales exemptions, 205
overtime, 205–206
overview of, 202
professional exemptions, 204–205
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recording work time, 206–207
relevance to PHR/SPHR exams, 

202–203
rest and meal times, 206
waiting time, 206

Family and Medical Leave Act of 1993
covered circumstances, 236–237
defined, 234–235, 360
document retention requirements, 384
employee eligibility, 235–236
employer implications, 238
employers subject to, 235
ending leave, 237–238
key employee exception, 236
tracking leave, 237
types of leave, 237
website, 238

at global level, 256–257
incentive pay programs

ability to pay, 214
board of directors pay, 220
bonus plans, 217
commissions/sales bonuses, 219
communicating about, 214–215
defined, 213–214
design, 214
employee stock ownership plans, 216
executive pay, 216–217
gainsharing, 215
for groups, 215–216, 401
Improshare, 215, 403
for individuals, 214–215
versus merit pay, 214
profit sharing, 216
real world scenario, 217
review process, 214
Scanlon Plan, 216
stock options, 217–219

key terms, 259–261
overview of, 196, 257
pay differentials

call-back pay, 213
defined, 210–211
geographic pay, 213

hazard pay, 213
on-call pay, 212
overtime pay, 211
reporting premiums, 213
shift premiums, 211–212

resources, 377
review question answers, 264
review questions, 262–263
stock options

defined, 217–218
grant or strike prices, 217–218
nonqualified options, 218
phantom stock, 218
qualified options, 218
real world scenario, 219
restricted stock, 218

test specs, 195
compensatory (comp) time, 205, 394
Competing for Talent (Alrichs), 376
competition analyses, 75, 77–78
Competitive Strategy (Porter), 75
compressed work weeks, 281
compulsory arbitration, 285, 300, 394
computer-based tests (CBTs), xix, 18, 19
computer-based training (CBT) method, 

39, 394
The Compensation Handbook (Berger and 

Berger, eds.), 377
concurrent validity, 128, 394
conference style seating, 185
conferences training method, 38
confidential information, securing, 341
confidentiality ethics, 89
confined spaces, permit-required, 319
conflict resolution, 172, See also dispute
conflicts of interest, 89
Congressional Accountability Act of 1995, 361
consent elections, 295, 394
Constantino, Cathy A., 377
construct validity, 127, 128, 394
constructive discharge, 269, 394
consultants, OSHA, 328–329
Consumer Credit Protection Act of 1968, 

226, 356
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consumer picketing, 302, 394
Contemporary Security Management 

(Fay), 378
content validity, 127
contingency (leadership) theories, 42–43
continuous feedback reviews, 176, 394
continuous FMLA leave, 237
contracts

collective bargaining agreements, 299–301
contract workers, 119
defined, 26, 395
election bars, 296
employment contracts, 138–139
exceptions, 267–268
express contracts, 267
implied contracts, 267–268
third party management of, 26–28
yellow dog contracts, 287

contrast bias, 132, 395
controlling function, 83, 84–85
Cooper v IBM, 247
coordinated bargaining, 298, 395
Copyright Act of 1976, 183–184, 358
core competencies, 112, 395
core knowledge requirements, 21–62, 

See also Human Resource BOK
adult learning theory, 33–34
change management, 53, 87, 162–164
communication strategies, 6, 28–29
data analysis

collecting data, 49–50, 178–179
qualitative analysis, 53
quantitative analysis, 50–53, 51–52
scientific method and, 49

documentation requirements
employee handbooks and, 30
employment records, 29
final written warnings, 30
first written warnings, 30
performance issues, 29–31
retention requirements, 380–387
suspensions, 30, 421
terminations, 30–31
verbal warnings, 30
workplace investigations, 31–33

employee records management, 56
exam essentials, 57–58
HR ethics/standards, 46
HR information systems, 46–48
human relations, 45
job analysis/description, 54–56, 112–113
key terms, 58–59
leadership

behavioral theories, 40–41
contingency theories, 42–43
overview of, 40, 43
situational theories, 41–42, 41
styles, 43

liability/risk management, 54
listed, 21–22
motivation theories

Adams: equity, 37
Alderfer: ERG, 36
defined, 34–35
Herzberg: motivation/hygiene, 35–36
McClelland: acquired needs, 36–37, 197
McGregor: Theories X and Y, 36, 422
Maslow: hierarchy of needs, 35, 197
Skinner: operant conditioning, 37–38
Vroom: expectancy, 37, 399

needs analysis, 24–26
overview of, 5–6, 56
project management, 44
review question answers, 62
review questions, 60–61
third party contract management, 26–28
training methods, 38–40
workplace diversity, 44–45

corporate culture, 198–199
corporate ethics/social responsibility, 

See also Strategic Management
confidentiality, 89
conflicts of interest, 89
corporate ethics, 88–89
creating code of ethics, 89–92
ethics officers, 92
fairness, 89–90
fiduciary responsibility, 88
gifts, 90–91
honesty, 91
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in human resources, 46
insider information, 91
integrity, 91
overview of, 88
personal use of company assets, 91
real world scenario, 90
Sarbanes-Oxley Act of 2002 and, 88–89
whistle-blowers and, 90
workplace privacy, 91–92

corporate values statements, 78–79, 80
corporations, 66–67
correlation coefficients, 50–52, 51–52
correlations, 50, 395
cost of international workforce, 148
cost of labor, 199
cost of living adjustments (COLAs), 223
cost-benefit analyses, 119, 179
court cases. See federal employment legislation
court injunctions, 287, 300
covered entities, 253, 395
Craft, Susan K., 12
Craig, Mary, 331
criterion validity, 127
critical incident (performance) reviews, 175
CRM (customer relationship 

management), 164
Crosby, Philip B., 169
CSHOs (Compliance Safety and Health 

Officers), 326–328
CSRs (customer service representatives), 177
CTIs (cumulative trauma injuries), 332
cultural noise bias, 132
Cummings, Thomas, 162
customer base scans, 77
cycles, 114, 395

D
data analysis, See also core knowledge

collecting data, 49–50, 178–179
qualitative analysis, 53
quantitative analysis, 50–53, 51–52
scientific method and, 49

Davis Bacon Act of 1931, 201–202, 382
de-minimus OSHA violations, 320, 396
Dealing with Problem Employees 

(Delpo, Guerin, and Portman), 378
deauthorization, union, 297
decentralized organizations, 83–84
decertification, union, 296–297
decline cycle in organizations, 72
deductions, 225–226
defamation, 269
deferred compensation benefits, 

See also compensation; ERISA
401(k) plans, 248
cash balance plans, 246–247
defined, 241
defined benefit plans, 241, 246
defined contribution plans, 241, 247–248
discretionary contributions, 247
employee stock ownership plans, 247–248
history of, 241–242
legislation impacting

EGTRRA of 2001, 246
ERISA of 1974, 240, 242–246
Retirement Equity Act, 248, 359
Small Business Job Protection Act, 

248, 362
Unemployment Amendments, 248
Welfare and Pension Disclosure Act, 241

money purchase plans, 247
nonforfeitable claims, 241
nonqualified retirement plans, 241, 

248–249
overview of, 230
plan administrators, 241
plan sponsors, 241
profit-sharing plans, 247
qualified pension plans, 241
real world scenario, 242
target benefit plans, 247

defined benefit plans, 241, 246
defined contribution plans, 241, 247–248, 396
Delphi technique, 113, 396
Delpo, Amy, 378
Deming, W. Edwards, 165
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democratic leaders, 43
demonstration training method, 39
dental insurance benefit, 250
Department of Labor. See DOL
dependent care accounts, 252, 396
dependent care benefits, 255, See also FMLA
design patents, 184, 396
Designing Conflict Management Systems 

(Constantino and Merchant), 377
directed elections, 295
directing function, 84
directive interviews, 129
directive leaders, 43
disabilities legislation. See ADA; OASDI
disability or death clauses, 138
disability insurance benefit, 251
Discipline Without Punishment (Grote), 376
“Discourse on Diseases of Workers” 

(Ramazzini), 329
discretionary (profit-sharing) contributions, 

216, 247
disparate impact, 104
dispute resolution, See also conflict; ELR

ADR methods, 284–285
arbitration, 285, 300
in CBA grievance process, 299–300
in court, 284
via court injunctions, 287, 300
mediation, 285–286, 300
peer review panels, 284–285

distance learning, 39, 397
distributive bargaining, 297
diversity training/initiatives, 45, 397
divisional management structures, 84
doctrines. See common law doctrines
documentation requirements, See also core 

knowledge; records
employee handbooks and, 30
employment records, 29
final written warnings, 30
first written warnings, 30
of OSHA, 323–326, 343
performance issues, 29–31
to prove identity/employability, 141–142

retention requirements, 380–387
suspensions, 30, 421
terminations, 30–31
verbal warnings, 30
work time, 206–207
workplace investigations, 31–33

DOL (Department of Labor)
defined, 396
Equal Pay Act and, 208
Executive Orders and, 107
websites, 110, 207

Dole, Senator Robert, 273
double breasting, 301–302
downsizing, managing, 87
drug (substance) abuse, 335–336, 337
drug testing programs, 336–337
Drug-Free Workplace Act of 1988, 

315, 335, 359
due process, 275, 397
dues check-off clauses, 299
duties

of diligence/obedience/loyalty, 276, 397
of good faith, 268
scope of duties clauses, 138
of successor employers, 300–301

E
E. I. DuPont & Co. v NLRB (1993), 369–370
e-mail communications, 279
EAPs (employee assistance programs), 

334, 398
Echeverria, Marcela, 17
economic environment scans, 76
economic factors in compensation, 199–200
educational assistance benefit, 255
educational references, 136
EEOA (Equal Employment Opportunity Act) 

of 1972, 104–105, 357
EEOC (Equal Employment Opportunity 

Commission)
ADEA of 1972 and, 109
defined, 104
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EEOA of 1972 and, 105
federal laws and, 94
sexual harassment prevention, 273

EEOICPA (Energy Employees Occupational 
Illness Compensation Program Act) 
of 2000, 317, 363 

EGTRRA (Economic Growth and Tax Relief 
Reconciliation Act), 246

EI (emotional intelligence), 173
elections, labor union, 295–296
electrical work safety standard, 319
Electromation v NLRB (1992), 368–369
Ellerth, Kimberley, 271
ELR (Employee and Labor Relations) area, 

265–309
collective bargaining

bad faith in, 297
bargaining units, 294–295
illegal subjects, 298
integrative bargaining, 298
interest-based bargaining, 298
mandatory subjects, 298
multi-employer bargaining, 298
multi-unit bargaining, 298
overview of, 297
parallel bargaining, 298
positional bargaining, 297
principled bargaining, 297–298
reserved rights doctrine, 298
strategies for, 298
voluntary subjects, 298

collective bargaining agreements
administration, 299
agency shop clauses, 299
closed shop clauses, 299
defined, 299
dues check-off clauses, 299
enforcement, 299–300
grievance procedure, 300
maintenance of membership clauses, 299
no strike/no lockout clauses, 299
resolving disagreements, 299–300
successor employers and, 300–301
totality of agreement clauses, 299

union security clauses, 299
union shop clauses, 299
wages/hours/terms clauses, 299
zipper clauses, 299

common law doctrines
constructive discharge, 269
defamation, 269
employment at-will, 267–269
overview of, 267

communicating with employees
brown-bag lunches, 279
e-mail, 279
employee handbooks, 276–277
intranet, 279
management by walking around, 279
newsletters, 279
open-door policies, 279
overview of, 278
policies/procedures/rules, 276–277
staff meetings, 279
word of mouth, 279

defined, 5
dispute resolution

ADR methods, 284–285
arbitration, 285, 300
in CBA grievance process, 299–300
in court, 284
via court injunctions, 287, 300
mediation, 285–286, 300
peer review panels, 284–285

effective employee relations
fair/equitable treatment, 278
involvement strategies, 280
measuring, 282
mutual respect/trust, 277–278
open/honest communication, 278–279, 

281–282
overview of, 277
retention strategies, 281
in staying union-free, 286

employee feedback
analyzing/reporting, 282
focus groups, 50, 282
interviews, 50
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questionnaires, 50
skip-level interviews, 282
surveys, 281–282

employee involvement strategies
committees, 280
delegating authority to, 280
suggestion boxes, 280
task forces, 280
work teams, 280

employee relations, 266–286
common law doctrines, 267–269
disciplinary procedures, 282–284
dispute resolution, 284–286, 300
due process, 275
effective relations, 277–281
employee feedback, 281–282
employee responsibilities, 276–277
employee rights, 267–275, 288–291
employer responsibilities, 266–277
employer rights, 266–267
legislation, 269–275
overview of, 266
terminations, 283–284
“Weingarten rights”, 283

employee retention strategies
compressed work weeks, 281
flextime, 281
job sharing, 118, 281
part-time work, 118, 281
telecommuting, 118, 281

employment at-will doctrine
contract exceptions, 267–268
defined, 267
fraudulent misrepresentation, 

268–269
good faith/fair dealing, 268
promissory estoppel, 268
public policy exceptions, 268
statutory exceptions, 268

employment legislation, See also federal 
employment legislation

Glass Ceiling Act, 273–274
overview of, 269
sexual harassment, 269–273
USERRA of 1994, 274–275

exam essentials, 303–304
key terms, 304–306
labor unions, 286–303

ally doctrine, 301
alter ego doctrine, 301
boycotts, 301–302
collective bargaining, 297–301
deauthorization, 297
decertification, 296–297
double breasting and, 301–302
employee rights, 288–291
history, 286–287
lawful picketing, 293, 302
lawful strikes, 288
legislation, 287–288
lockouts, 301
Norma Rae example, 296
organization tactics, 292–293
overview of, 291
statistics, 292
staying union-free, 286
straight line operations and, 302
UNITE example, 292–293
what employers can do about, 291

labor unions recognition process
authorization cards, 293
bargaining units, 294–295
conducting elections, 295–296
election bars, 296
overview of, 293
petitioning NLRB, 294–295
temporary workers and, 295
voluntary recognition, 293–294

overview of, 266, 303
resources, 377–378
review question answers, 309
review questions, 307–308
sexual harassment

Burlington Industries v Ellerth 
(1998), 271

EEOC guidelines for preventing, 273
Faragher v City of Boca Raton 

(1998), 271
Harris v Forklift Systems (1983), 

270–271, 272
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hostile work environments, 269–270
Meritor Savings Bank v Vinson 

(1986), 270
Oncale v Sundowner Offshore Services 

(1998), 272–273
quid pro quo harassment, 269
same-sex harassment, 272–273
settlement costs to employers, 271–273
vicarious liability, 271

test specs, 265
unfair labor practices

consequences, 290
of employers, 289
featherbedding, 290
filing ULP charges, 290–291
hot cargo, 289, 290, 303
TIPS to prevent, 289
of unions, 289–290
unlawful picketing, 290, 293, 303
unlawful strikes, 288, 302

emergency action plans, 318, 341–343, 
344–345

emotional intelligence (EI), 173
employee assistance programs (EAPs), 334, 398
Employee Benefit Research Institute, 377
Employee Benefits (Beam and McFadden), 377
Employee Polygraph Protection Act (EPPA) 

of 1988, 137, 359, 382
Employee Relocation Council, 376
Employee Retirement Income Security Act. 

See ERISA
Employee Stock Ownership Plans (ESOPs), 216
employees, See also ELR; OHSS; WFP

categorizing, 115
contract workers, 119
developing, 115, 172, 177
disciplinary termination, 283–284
FCRA consent forms, 32
FMLA eligibility, 235–236
handbooks, 30
highly compensated employees, 248, 

249, 402
independent contractors, 119
job sharing, 118, 281

as organization function, 71
part-time employees, 118, 281
payrolling, 118–119
performance assessments, 176–177
ready for promotion, 115
replacing, 115
seasonal workers, 119
self-assessments, 176
SUI benefits eligibility, 234
telecommuting, 118, 281
temp workers, 118

employers, See also ELR; OHSS; WFP
branding, 120
ERISA report requirements, 242–243
FMLA Act of 1993 and, 235, 238
labor unions and, 291
multi-employer bargaining, 298
OSHA standards and, 322, 328
reducing state unemployment taxes, 234
sexual harassment costs, 271–273
subject to FUTA, 234
successor, contracts and, 300–301
unfair labor practices, 289

employment agency recruiting, 122
employment applications, 123–124
employment at-will doctrine, See also 

common law; ELR
contract exceptions, 267–268
defined, 267
fraudulent misrepresentation, 268–269
good faith/fair dealing, 268
promissory estoppel, 268
public policy exceptions, 268
statutory exceptions, 268

employment legislation. See federal 
employment legislation

Employment Management Association, 378
employment practices liability insurance 

(EPLI), 54
employment records. See documentation; 

records
employment references, 135
employment. See WFP
employment tests. See pre-employment tests
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The Employer’s Legal Handbook 
(Steingold), 376

Energy Employees Occupational Illness 
Compensation Program Act (EEOICPA)

       of 2000, 317, 363
enrolled actuaries, 243, 398
Enron scandal, 88, 90
enterprise coverage, 202, 398
entitlement philosophy, 199, 398
environmental health hazards, See also OHSS

biological hazards, 330, 333–334
chemical hazards, 330–331
defined, 329–330
physical hazards, 330, 332, 333

environmental scans, See also Strategic 
Management

competition, 75, 77–78
customer base, 77
defined, 73, 74
economic environment, 76
external assessment, 75, 76–78
internal assessment, 75, 76, 78
opportunities, 75
PEST analysis, 75, 76–77
political environment, 76
Porter’s 5 Factors, 75, 77–78
social environment, 76
statistical models, 75
strengths, 75
suppliers, 77
SWOT analysis, 75
technology environment, 76
threats, 75

EOs (Executive Orders), See also federal 
employment legislation

11246 of 1965, 107, 356, 383
11375 of 1967, 107, 356
11478 of 1969, 107, 357
12138 of 1979, 107, 359
13087 of 1998, 107, 362
13152 of 2000, 107, 363
defined, 94, 106

EPA (Equal Pay Act) of 1963, 207–208, 
356, 383

Epilepsy Foundation of Northeast Ohio 
(2000), 362

EPLI (employment practices liability 
insurance), 54

EPOs (Exclusive Provider Organizations), 249
EPPA (Employee Polygraph Protection Act) 

of 1988, 137, 359, 382
EQ (emotional intelligence), 173
Equal Employment Opportunity Act (EEOA) 

of 1972, 104–105, 357
Equal Employment Opportunity Commission. 

See EEOC
equity theory of motivation (1963), 37, 398
ERG theory of motivation (1969), 36
ergonomic hazards, 329, 332, 333
ERISA (Employee Retirement Income 

Security Act) of 1974, See also 
compensation

annual reports, 243
benefit accrual requirements, 245
benefit payment requirements, 245
COBRA amendment, 239, 240
defined, 242, 358
document retention requirements, 382
employee participation requirements, 244
employer report requirements, 242–243
fiduciary responsibility, 245
funding requirements, 245
HIPAA amendment, 240
life before, 242
participant benefit rights reports, 243
parties in interest, 245
prudent person standard of care, 245
qualified domestic relations orders, 245
summary plan descriptions, 242
vesting requirements, 244–245
violation penalties, 246

ESOPs (Employee Stock Ownership Plans), 
216, 247–248

essay (performance) reviews, 175
essential job functions, 112–113
The Essential Guide to Managing Corporate 

Crises (Mitroff, et al.), 378
ethics. See corporate ethics
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ethnocentric staffing – extrinsic rewards 443

ethnocentric staffing, 147–148
evaluating

compensation programs, 227–228
jobs for compensation

benchmark positions, 220–221
broadbanding, 221
classification method, 220–221
compensable factors, 220
defined, 220
HAY system, 221
internal equity, 221
point factor, 221
ranking method, 220

OHSS effectiveness, 345–346
requests for proposals, 27
results of change, 164
strategic plans, 73, 82
training programs, 185–186

Ewanchew, Nancy, 271
exams, See also HRCI; PHR; SPHR

computer-based tests, xix, 18, 19
eligibility requirements, 8–9
experiential focus, 11–12
federal legislation focus, 12
generalist exams, 5
getting information on, 374
maximizing success, 167, 167
preparing for

using CD in book, xx–xxii
developing study plans, 13–15
using online study groups, 15–16
overview of, 13, 16–17
using publications, 16, 17
via self-study, 16
with study partners, 15
taking assessment test, xxiii–xxxvi
taking courses, 16
taking practice tests, 17–18
warning, 17

questions (items), xix, 10–11, 12–13
retaking, 19
taking, 18–19
test specs

Compensation and Benefits, 195

Employee/Labor Relations, 265
Human Resource Development, 

159–160
Occupational Health/Safety/Security, 

311
overview of, xvii, 8
Strategic Management, 63–64
Workforce Planning/Employment, 

101–102
Excelsior lists, 295
exception reporting, 207
excess deferral plans, 249
Exclusive Provider Organizations (EPOs), 249
Executive Orders. See EOs
executive pay incentives, 216–217
exemptions in Fair Labor Standards Act, 

203–205, 399
exiting employees, See also employees; WFP

conducting layoff meetings, 146
disciplinary termination, 283–284
documenting terminations, 30–31
exit interviews, 143, 399
involuntary exits, 144–146
making layoff decisions, 145–146
mass layoffs, 144
outplacement counseling, 146
overview of, 143
planned retirements, 143
plant closings, 144
real world scenario, 145–146
resignations, 143
severance packages, 146
termination clauses, 138
unemployment insurance, 146
voluntary exits, 143
WARN Act of 1988 and, 144–145

expatriates, 147–148
expectancy theory of motivation (1964), 

37, 399
experiential training, 39–40
external conditions in compensation, 198
external environment assessments, 75, 76–78
external (staffing) candidates, 117–118
extrinsic rewards, 197
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F
Failure to Abate (OSHA) violations, 320, 321
fair dealing, 268
Fair Labor Standards Act. See FLSA
fair use (of original works), 183–184
Fairbank, Katie, 90
fairness ethics, 89–90
faith, bad, 297
faith, good, 268
Family and Medical Leave Act. 

See compensation; FMLA; work-life
Faragher, Beth, 271
Faragher v City of Boca Raton (1998), 

271, 362
FASB (Financial Accounting Standards 

Board), 201, 400
fast track programs, 170–171, 399
Fay, John J., 378
FCPA (Foreign Corrupt Practices Act) of 

1977, 91, 148
FCRA (Fair Credit Reporting Act) of 1970, 

32, 136, 357
featherbedding, 290
FECA (Federal Employees Compensation 

Act) of 1916, 317, 354
federal employment document retention 

requirements, 380–387
federal employment legislation and case law, 

354–372
1869: Bureau of Labor Statistics, 224, 

312, 354
1884: Payne v Western & Atlantic 

Railroad, 267, 354
1890: Sherman Anti-Trust Act, 287, 354
1914: Clayton Act, 287, 354
1916: Federal Employees Compensation 

Act, 317, 354
1926: Railway Labor Act, 287, 354
1927: Longshore and Harbor Workers 

Compensation Act, 317, 354
1932: Norris-La Guardia Act, 287, 355
1935: Federal Insurance Contributions 

Act. See FICA

1935: National Labor Relations Act. 
See NLRA

1935: Social Security Act. See SSA
1936: Federal Unemployment Tax Act. 

See FUTA
1936: Public Contracts (Walsh-Healey) 

Act, 202, 355, 387
1938: Fair Labor Standards Act. See FLSA
1947: Labor-Management Relations Act, 

287–288, 289–290, 355
1947: Portal-to-Portal Act, 207, 355
1952: Patent Act, 184, 355
1958: Welfare and Pension Disclosure 

Act, 241
1959: Labor-Management Reporting and 

Disclosure Act, 288, 356
1959: Peterman v International 

Brotherhood of Teamsters, 268
1963: Equal Pay Act, 207–208, 356, 383
1964: Title VII of Civil Rights Act. 

See Title VII
1965: Executive Order 11246, 107, 

356, 383
1965: Immigration and Nationality Act, 

139, 356
1965: Radio Union v Broadcast 

Services, 301
1965: Service Contract Act, 202, 356, 386
1967: Age Discrimination in Employment 

Act. See ADEA
1967: Executive Order 11375, 107, 356
1968: Consumer Credit Protection Act, 

226, 356
1968: Rosenfeld v Southern Pacific, 

363–364
1969: Black Lung Benefits Act, 317, 357
1969: Executive Order 11478, 107, 357
1969: Weeks v Southern Bell 

Telephone, 364
1970: Fair Credit Reporting Act, 32, 

136, 357
1970: Occupational Safety and Health. 

See OSH; OSHA
1971: Griggs v Duke Power, 104, 125, 357

4252indx.fm  Page 444  Wednesday, February 23, 2005  3:26 PM



federal employment legislation – federal employment legislation 445

1972: Age Discrimination in Employment 
Act. See ADEA

1972: Equal Employment Opportunity 
Act, 104–105, 357

1973: McDonnell Douglas Corp. v Green, 
364–365, 371

1973: Rehabilitation Act, 109, 357, 
380, 385

1974: Employee Retirement Income 
Security Act. See ERISA

1974: Privacy Act, 135, 357
1974: Vietnam Era Veterans Readjustment 

Assistance Act, 109–110, 358, 387
1975: Albemarle Paper v Moody, 

126, 358
1975: NLRB v J. Weingarten, 283, 358
1976: Copyright Act, 183–184, 358
1976: Washington v Davis, 126, 358
1977: Automobile Workers v Johnson 

Controls, 331, 358
1977: Foreign Corrupt Practices Act, 

91, 148
1977: Mine Safety and Health Act, 

314, 358
1978: Civil Service Reform Act, 359
1978: Pregnancy Discrimination Act, 105, 

330, 331, 359
1978: Regents of California v Bakke, 365
1978: Revenue Act, 359
1978: Uniform Guidelines on Employee 

Selection Procedures, 122–123, 123, 
358, 386

1979: Executive Order 12138, 107, 359
1979: United Steelworkers v Weber, 

365–366
1980: Guidelines on Sexual 

Harassment, 359
1981: Texas Dept. of Community Affairs 

v Burdine, 366, 371
1984: Retirement Equity Act, 248, 359
1986: Consolidated Omnibus Budget 

Reconciliation Act. See COBRA
1986: Immigration Reform and Control 

Act, 139–140, 359, 384

1986: Meritor Savings Bank v Vinson, 270
1986: Tax Reform Act, 359
1987: Johnson v Santa Clara County 

Transportation Agency, 366–367
1987: School Board of Nassau v Arline, 367
1988: Drug-Free Workplace Act, 315, 

335, 359
1988: Employee Polygraph Protection 

Act, 137, 359, 382
1988: Worker Adjustment and Retraining 

Notification Act, 144–145, 360
1989: Martin v Wilks, 368
1990: Americans with Disabilities Act. 

See ADA
1990: Immigration Act, 140–141, 360
1990: Older Worker Benefit Protection 

Act, 240, 360
1991: Civil Rights Act, 105–106, 360
1991: Glass Ceiling Act, 273–274, 360
1992: Electromation v NLRB, 368–369
1992: National Energy Efficiency Act, 

256, 360
1992: Unemployment Compensation 

Amendments, 248, 360
1993: E. I. DuPont & Co. v NLRB, 

369–370
1993: Family and Medical Leave Act. 

See FMLA
1993: Harris v Forklift Systems, 270–271, 

272, 361
1993: Omnibus Budget Reconciliation 

Act, 216, 240, 361
1993: St. Mary’s Honor Center v Hicks, 

370–371
1993: Taxman v Board of Education of 

Piscataway, 145, 361
1994: Uniformed Services Employment 

and Reemployment Rights Act, 
274–275, 361

1995: Congressional Accountability Act, 361
1995: McKennon v Nashville Banner 

Publishing, 371
1996: Health Insurance Portability and 

Accountability Act, 240, 253–254, 361
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446 federal lawmaking/regulatory processes – FLSA (Fair Labor Standards Act)

1996: Illegal Immigration Reform and 
Immigrant Responsibility Act, 
141–142, 361

1996: Mental Health Parity Act, 254, 361
1996: Personal Responsibility and Work 

Opportunity Reconciliation Act, 
227, 361

1996: Small Business Job Protection Act, 
248, 362

1996: Small Business Regulatory 
Enforcement Fairness Act, 316, 362

1998: Burlington Industries v Ellerth, 
271, 362

1998: Executive Order 13087, 107, 362
1998: Faragher v City of Boca Raton, 

271, 362
1998: Oncale v Sundowner Offshore 

Services, 272–273, 362
2000: Energy Employees Occupational 

Illness Compensation Program Act, 
317, 363

2000: Epilepsy Foundation of Northeast 
Ohio, 362

2000: Executive Order 13152, 107, 363
2000: Jones v Yellow Freight Systems, 273
2000: M. B. Sturgis case law, 295, 362
2000: Needlestick Safety and Prevention 

Act, 316, 362
2001: Circuit City Stores v Adams, 

371–372
2001: Economic Growth and Tax Relief 

Reconciliation Act, 246
2002: Sarbanes-Oxley Act, 88–89
overview of, 354, 363

federal lawmaking/regulatory processes
administrative law process, 93–94
legislative process, 92–93
lobbying, 94
overview of, 92

Federal Mediation and Conciliation 
Service, 288

Federal Register, 94
Federal Trade Commission (FTC), 136
Federal Unemployment Tax Act. See FUTA
feedback, employee, 50, 281–282

Fein, Mitchell, 215, 403
fellow servant rule, 316, 399
FFSs (fee-for-service plans), 250
FICA (Federal Insurance Contributions Act) 

of 1935
defined, 355
document retention requirements, 384
social security taxes and, 231, 232

fiduciary responsibility, 88
Fiedler, Fred E., 42
field (performance) reviews, 175
The Fifth Discipline (Senge), 164–165, 376
final written warnings, 30
finance functions, 69
Financial Accounting Standards Board (FASB), 

201, 400
financial assets, securing, 340
financial references, 136
fire prevention plans, 318, 344, 345
first impression bias, 132
first written warnings, 30
fiscal years, 69
fishbone diagrams, 167, 167
Fitz-Enz, Jac, 147, 375, 376
flexible spending accounts (FSAs), 251–252, 

253, 400
flextime, 281
FLSA (Fair Labor Standards Act) of 1938, 

See also compensation
administrative exemptions, 204
amendments, 207–208
child labor, 206, 315–316
compensable time, 205–206
defined, 355
document retention requirements, 383–384
enterprise coverage, 202
executive exemptions, 203–204
exempt status requirements, 203
individual coverage, 202
lectures/meetings/training events, 206
minimum wage, 205
nonexempt status, 203
on-call time, 206
outside sales exemptions, 205
overtime, 205–206
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FMLA (Family and Medical Leave Act) of 1993 – functional areas 447

overview of, 202
professional exemptions, 204–205
recording work time, 206–207
relevance to PHR/SPHR exams, 

202–203
rest and meal periods, 206
waiting time, 206

FMLA (Family and Medical Leave Act) 
of 1993, See also compensation

covered circumstances, 236–237
defined, 234–235, 360
document retention requirements, 384
employee eligibility, 235–236
employer implications, 238
employers subject to, 235
ending leave, 237–238
key employee exception, 236
tracking leave, 237
types of leave, 237
website, 238

focal (performance) review periods, 174
focus groups, 50, 282
forced ranking (performance) reviews, 175
Foreign Corrupt Practices Act (FCPA) of 

1977, 91, 148
foreign. See international
formulas. See calculating
401(k) plans, 248
fraudulent misrepresentation, 268–269
FSAs (flexible spending accounts), 251–252, 

253, 400
FTC (Federal Trade Commission), 136
functional areas, See also core knowledge; 

individual areas
Compensation and Benefits area, 195–264

benefits, defined, 229
compensation administration, 221–227
compensation, defined, 196–197
compensation factors, 199–201
compensation legislation, 201–208
compensation philosophy, 197–199
compensation programs, 208–221
deferred benefits, 241–249
defined, 5, 196, 394
exam essentials, 257–258

at global level, 256–257
health and welfare benefits, 249–254
key terms, 259–261
legally mandated benefits, 230–239
overview of, 196, 257
pay differentials, 210–213
resources, 377
review question answers, 264
review questions, 262–263
test specs, 195
voluntary benefits, 229–230, 241–256
work-life balance benefits, 230, 254–255

Employee and Labor Relations area, 
265–309

boycotts, 301–302
collective bargaining, 297–301
common law doctrines, 267–269
defined, 5
disciplinary procedures, 282–284
dispute resolution, 284–286, 300
due process, 275
effective employee relations, 277–281
employee feedback, 281–282
employee relations, 266–286
employee responsibilities, 276
employee rights, 267–275, 288–291
employer responsibilities, 267–275
employer rights, 266–267
employment legislation, 269–275
exam essentials, 303–304
key terms, 304–306
labor relations, 286–291
lockouts, 301
overview of, 266, 303
picketing, 293, 302–303
policies/procedures/rules, 276–277
review question answers, 309
review questions, 307–308
staying union-free, 286
strikes, 288, 302
union organization, 291–303
union recognition, 293–297

Human Resource Development area, 
159–193

defined, 5, 161
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exam essentials, 188
HR management interventions, 

173–177
human process interventions, 169–173
key terms, 189–190
organization development and, 

161–177
overview of, 188
resources, 376
review question answers, 193
review questions, 191–192
strategic interventions, 162–165
techno-structural interventions, 

165–169, 166–168
test specs, 159–160
training design, 180–183, 181–182
training development, 183–184
training evaluation, 185–186
training implementation, 184–185
training needs analysis, 178–180
training programs, overview, 177–178
unique needs training, 186–187

interrelationships, 6, 23–24
Occupational Health, Safety, and 

Security area
defined, 5
employee assistance programs, 334
environmental health hazards, 329–334
evaluating plans, 345–346
exam essentials, 346–347
health/wellness programs, 334–335
history, 312, 313
job-related stress, 337
key terms, 347–348
legislation, 313–317
OSH Act of 1970, 312, 313–314
OSHA assistance, 328–329
OSHA enforcement, 320–328
OSHA standards, 317–320
OSHAdministration, 313, 317–329
overview of, 312–313, 346
plan requirements, 343–345
resources, 378
review question answers, 351

review questions, 349–350
safety plans, 338–339
security plans, 339–343
substance abuse, 335–337
test specs, 311
training programs, 345
worker compensation, 316–317

overview of, 3, 4
Strategic Management area, 63–100

balanced scorecard system, 84–85
corporate ethics, 88–92
defined, 5, 420
exam essentials, 95–96
human resource roles, 85–87
key terms, 96–97
lawmaking processes, 92–94
management functions, 72–85
management structures, 83–84
organization functions, 67–71, 83
organization life cycles, 71–72
organization structures, 66–67
organizations, overview, 65–66
overview of, 65, 95
resources, 375
review question answers, 100
review questions, 98–99
strategic planning, 72–82
test specs, 63–64

Workforce Planning and Employment 
area, 101–157

alternative staffing methods, 118–119
cost-benefit analyses, 119
defined, 5, 103, 425
employment legislation, 103–110
exam essentials, 149–150
exiting employees, 143–146
finding candidates, 116–122
hiring new employees, 137–143
at international level, 147–149
key terms, 150–152
measuring HR effectiveness, 146–147
overview of, 149
pre-employment tests, 125–129
recruiting applicants, 119–122

4252indx.fm  Page 448  Wednesday, February 23, 2005  3:26 PM



functional management structures – health 449

resources, 376
review question answers, 156–157
review questions, 153–155
screening applicants, 122–129, 123
selecting candidates, 129–137
staffing needs analysis, 110–116, 111
staffing organizations, 116–143
test specs, 101–102
Workforce Planning model, 111, 111

functional management structures, 83
funding benefits, 250
FUTA (Federal Unemployment Tax Act) 

of 1936
defined, 355
document retention requirements, 384
employers subject to, 234
tax rates, 233

G
GAAP (generally accepted accounting 

principles), 70, 201
gainsharing incentive, 215
gap analysis, 25
Gardner, Christopher, 375
gatekeepers, 249
Geller, E. Scott, 378
general duty (OSHA) standard, 318, 341, 400
geocentric staffing, 148
geographic management structures, 83
geographic pay, 213
gifts in corporate ethics, 90–91
Glass Ceiling Act of 1991, 273–274, 360
goals, See also Strategic Management

corporate goals, 79
defined, 74
for employee development, 177
path-goal theory (1971), 41–42
tactical goals, 79–81

good faith, duty of, 268
Gordon, Robert, 271
GP (general partnerships), 66
GPHR (Global Professional in Human 

Resources), 4–5

graded/gradual vesting, 244–245
grant prices (of stocks), 217–218
grantor trusts, 249
Grasso, Richard, 217
graveyard shifts, 211
Grazier, Peter B., 377
green circles, 222
grievance procedure in CBAs, 300
Griggs v Duke Power (1971), 104, 125, 357
Grote, Dick, 376
group incentives, 215–216, 401
growth cycle in organizations, 71
Guerin, Lisa, 378
A Guide to Basic Law and Procedures under 

the National Labor Relations Act, 378
Guidelines on Sexual Harassment (1980), 359
gut feeling bias, 132

H
halo effect bias, 132
Hammurabic Code, 316
harassment. See sexual harassment
hard bargaining, 297
Hardy, Charles, 270
Harris, Teresa, 270
Harris v Forklift Systems (1993), 270–271, 

272, 361
harshness bias, 133
HAY system of job evaluation, 221, 401
hazard pay, 213
hazards. See OHSS
HBV (Hepatitis B Virus), 319, 333
HCE (highly compensated employees), 248, 

249, 402
HCNs (host-country nationals), 147
HCS (Hazard Communication Standard), 320
health, See also OHSS

drug testing programs, 336–337
employee assistance programs, 334
environmental health hazards

biological hazards, 330, 333–334
chemical hazards, 330–331
defined, 329–330
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450 Health Insurance Portability and Accountability Act (HIPAA) – HRCI

ergonomic hazards, 329, 332–333, 333
physical hazards, 330, 332

job-related stress, 337, 341
MSDSs and, 320, 330, 407
pregnancy, 330–331
substance abuse, 335–336, 337
and wellness programs, 334–335

Health Insurance Portability and Account-
ability Act (HIPAA), 240, 253–254, 361

health purchasing alliances (HPAs), 250, 402
health and welfare benefits, 

See also compensation
AD&D insurance, 251
COBRA requirements, 252–253
covered entities, 253
dental insurance, 250
dependent care accounts, 252
disability insurance, 251
flexible spending accounts, 251–252, 253
funding, 250
HIPAA requirements, 240, 253–254
life insurance, 251
medical insurance, 249–250
mental health benefits, 254
overview of, 230, 249
preexisting conditions, 253
prescription coverage, 250
protected health information, 253
vision insurance, 250

Hepatitis B Virus (HBV), 319, 333
Hersey, Paul, 42
Hersey-Blanchard theory (1977), 42
Herzberg, Fredrick: motivation/hygiene 

theory (1959), 35–36
Hiam, Alexander, 375
Hicks, Melvin, 370–371
hierarchy of needs theory (1954), 35, 197
high involvement organizations, 169, 402
highly compensated employees (HCEs), 248, 

249, 402
HIPAA (Health Insurance Portability and 

Accountability Act) of 1996, 240, 
253–254, 361

hiring employees. See WFP

histograms, 166, 166
HIV (Human Immunodeficiency Virus), 

319, 333
HMOs (Health Maintenance 

Organizations), 249
holiday pay benefit, 255
Holley, William H., 377
Holton, Elwood F., 376
honesty, 91, 278–279
horn effect bias, 133
host-country nationals (HCNs), 147
hostile work environments, 269–270
hot cargo, 289, 290, 303
House, Robert, 41–42
How to Measure Human Resources 

Management (Fitz-Enz), 147, 375
How to Measure Training Results 

(Philips and Stone), 376
How to Read a Financial Report (Tracy), 375
HPAs (health purchasing alliances), 250, 402
HR BOK. See Human Resource BOK
HR (human resource) profession

certification
defined, xvii
how to get, xix
reasons for, xviii–xix
who conducts, xvii–xviii

characteristics, 3
Code of Ethics, 46
history, 2–5
measuring effectiveness of, 146–147
roles

change management, 87
HR audits, 85–86
overview of, 2, 85
in strategic planning, 86–87

HRCI Certification Guide (Weinberg), 17, 374
HRCI (Human Resource Certification 

Institute), See also PHR; SPHR
codification studies, 4
defined, xviii
exam preparation

using CD in book, xx–xxii
developing study plans, 13–15
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HRD (Human Resource Development) area – human process interventions 451

using online study groups, 15–16
overview of, 13, 16–17
using publications, 16, 17
via self-study, 16
with study partners, 15
taking assessment test, xxiii–xxxvi
taking courses, 16
taking practice tests, 17–18
warning, 17

exams
computer-based tests, xix, 18, 19
eligibility requirements, 8–9
experiential focus, 11–12
federal legislation focus, 12
generalist exams, 5
questions (items), 10–11, 12–13
retaking, 19
taking, 18–19

history of, 4–5
Model of Professional Excellence, 46
overview of, xvii
phone number, 10
resources, 374
website

ideal candidate profiles, 9
mission statement, xviii
overview of, 6
Recertification Guide, 10
retaking exams, 19

HRD (Human Resource Development) area, 
159–193

defined, 5, 161
exam essentials, 188
key terms, 189–190
organization development and, 

See also each intervention; OD
defined, 161–162
human process interventions, 169–173
human resource management 

interventions, 173–177
interventions, defined, 161
strategic interventions, 162–165
techno-structural interventions, 

165–169, 166–168

overview of, 188
resources, 376
review question answers, 193
review questions, 191–192
test specs, 159–160
training programs, See also training 

programs
ADDIE model, 178–186
analysis phase, 178–180
design phase, 180–183, 181–182
development phase, 183–184
evaluation phase, 185–186
implementation phase, 184–185
at individual level, 178, 403
at organizational level, 177
overview of, 177
at task level, 178

unique training needs
outplacement services, 187
overview of, 186
repatriation, 187
work-family issues, 186–187

HRISs (human resource information 
systems), 46–48, 403

The HR Scorecard (Becker, Huselie, 
Ulrich), 376

human assets, securing, 340
human process interventions, See also OD

conflict resolution, 172
defined, 169
emotional intelligence, 173
employee development, 172
leadership development

coaching programs, 171
fast track programs, 170–171
mentoring programs, 170
overview of, 170
real world scenario, 171
reverse mentoring, 170
training programs, 170

management development, 171–172
management by objectives, 172–173
supervisory training, 172
teambuilding activities, 169–170
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human relations, 45
Human Resource BOK (body of knowledge), 

See also core knowledge
core knowledge requirements, 5–6
defined, 2
development of, 3–10
functional areas, See also each area

Compensation and Benefits, 5, 195–264
Employee and Labor Relations, 5, 

265–309
Human Resource Development, 5, 

159–193
Occupational Health, Safety, and 

Security, 5, 311–351
overview of, 3, 4
Strategic Management, 5, 63–100
Workforce Planning and Employment, 

5, 101–157
Human Resource Development area. See HRD
human resource information systems 

(HRISs), 46–48, 403
human resource management interventions, 

See also OD
diversity programs, 177
overview of, 173
performance management, 173–177
performance review elements

assessment from others, 176
employee development goals, 177
employee self-assessment, 176
overview of, 176
supervisor assessment, 176

performance reviews
behavioral methods, 175–176
checklists, 175
comparison methods, 174–175
continuous feedback reviews, 176
critical incident reviews, 175
essay reviews, 175
field reviews, 175
forced ranking reviews, 175
methods, 174–176
narrative methods, 175
paired comparison reviews, 175

ranking reviews, 174
rating methods, 175
rating scales, 175
timing, 174

Human Resource Management (Mathis and 
Jackson), 375

Human Resource Planning Society, 375
Huselie, Mark A., 376
Hutton, Bruce, 217

I
IBB (interest-based bargaining), 298
Illegal Immigration Reform and Immigrant 

Responsibility Act (IIRIRA) of 1996, 
141–142, 361

illness prevention. See OHSS
immediate vesting, 244
Immigration Act of 1990, 140–141, 360
Immigration and Nationality Act (INA) of 

1965, 139, 356
Immigration Reform and Control Act (IRCA) 

of 1986, 139–140, 359, 384
Improshare, 215, 403
imputed income, 251
in loco parentis, 236, 403
In Search of Excellence (Peters), 279
incentive pay programs, See also 

compensation
ability to pay, 214
defined, 213–214
for groups

ESOPs, 216, 401
gainsharing, 215
Improshare, 215, 403
overview of, 215, 401
profit sharing, 216
Scanlon Plan, 216

for individuals
communicating, 214–215
defined, 214
plan design, 214
review process, 214
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income statements – interviews 453

versus merit pay, 214
special pay programs

board of directors pay, 220
bonus plans, 217
commissions/sales bonuses, 219
executive pay, 216–217
overview of, 216
real world scenario, 217
stock options, 217–219

stock options
defined, 217–218
grant or strike prices, 217–218
nonqualified options, 218
phantom stock, 218
qualified options, 218
real world scenario, 219
restricted stock, 218

income statements, 69, 403
independent contractors, 119
individual coverage, 202
information technology (IT), 71
informational picketing, 293
Ingersoll, Justice, 267
injunctions, 287, 300
injury prevention. See OHSS
inpatriates, 149
insider information, ethics and, 91
inspections, OSHA, 321, 326–328
Institute for Management of Information 

Systems, 375
Institute of Operations Management, 375
insurance, See also compensation

Accidental Death & Dismemberment, 251
dental insurance, 250
disability insurance, 251
employment practices liability insurance, 54
legal insurance, 256
life insurance, 251
medical insurance, 249–250
stop-loss insurance, 250
unemployment insurance, 146, 231, 

233–234
vision insurance, 250

integrative bargaining, 298

integrity in corporate ethics, 91
integrity tests, 127
Intellectual Property Agreements (IPAs), 

341, 404
interest-based bargaining (IIB), 298
intermittent FMLA leave, 237
internal business assessments, 75, 76, 78
internal conditions, compensation 

and, 198
internal (financial) controls, 340
internal (job) equity, 221
Internal Revenue Service (IRS), 201
internal (staffing) candidates, 117
International Association for Human 

Resource Information Management, 375
International Foundation of Employee 

Benefit Plans, 377
International Labour Organization, 376
International Public Management 

Association for Human Resources, 376
International Society of Certified Employee 

Benefits Specialists, 377
international workforce, See also WFP

costs, 148
cultural acclimation, 148
ethnocentric staffing, 147–148
expatriates, 147, 148
foreign business practices, 148
geocentric staffing, 148
host-country nationals, 147
inpatriates, 149
overview of, 147
parent-country nationals, 147
polycentric staffing, 148
regiocentric staffing, 148
third-country nationals, 147

Internet job boards, 121
Internet searches for HR resources, 374
internship programs, 118
interventions. See OD
interviews, See also WFP

for collecting information, 50
exit interviews, 143, 399
screening interviews, 124
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of selected candidates
behavioral interviews, 129
effective interviewing, 133–134
interviewer biases, 132–133
legal/illegal questions, 130–132
nondirective interviews, 129
overview of, 129
panel interviews, 129
patterned interviews, 129
preparing for, 133–134
stress interviews, 130
structured interviews, 129

skip-level interviews, 282
intranet, 279
intrinsic rewards, 197
involuntary deductions, 226
involuntary employee exits, 144–146
IPAs (Intellectual Property Agreements), 

341, 404
IRS (Internal Revenue Service), 201
Ishikawa, Dr. Kaoru, 166–168, 166–168, 392
ISOs (incentive stock options), 218
IT (information technology), 71

J
Jackson, John H., 375
Jacobs, Robert, 375
Jennings, Kenneth M., 377
JIT (just-in-time) inventory management, 68
job analyses, 55, 112–113, 179
job bidding, 117
job boards, Internet, 121
job competencies, 112
job descriptions, 56, 112
job enrichment, 36
job evaluation for compensation

benchmark positions, 220–221
broadbanding, 221
classification method, 220–221
compensable factors, 220
defined, 220
HAY system, 221, 401

internal equity, 221
point factor, 221
ranking method, 220

job fair recruiting, 121
job postings, 117
job previews, realistic, 134
job pricing, 222–223
job sharing, 118, 281
job specifications, 112, 113
job-related stress, 337, 341
job-specific employment applications, 124
Johnson Controls court case (1977), 331, 358
Johnson, President Lyndon B., 231
Johnson v Santa Clara County Transpor-

tation Agency (1987), 366–367
Jones v Yellow Freight Systems (2000), 273
Jordan-Evans, Sharon, 377
Joyce, Diane, 366–367
Jung, Carl, 282
Juran, Joseph M., 165–166
jury duty pay, 255
just-in-time (JIT) inventory management, 68
JVs (joint ventures), 66

K
Kaplan, Robert S., 84, 375
Kaye, Beverly, 377
Kelleher, Patricia, 16, 19
Kennedy, President John F., 231
kinesthetic learners, 180
Kirkpatrick, Donald, 186, 406, 417
Kline, Peter, 376
KM (knowledge management), 164
Knights of Labor (1869), 286
knowledge, body of. See Human Resource BOK
knowledge, core. See core knowledge
knowledge-of-predictor bias, 133, 405
Knowles, Malcolm S., 33–34, 376
KSAs (knowledge, skills, abilities), See also WFP

available internally, 115
defined, 56, 111
required for job, 111, 112–113
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labor market – The Labor Relations Process (Holley, Jennings, and Wolters) 455

L
labor market, 200, 405
labor unions, 286–303, See also ELR

ally doctrine, 301
alter ego doctrine, 301
boycotts, 301–302
collective bargaining

bad faith in, 297
bargaining units, 294–295
illegal subjects, 298
integrative bargaining, 298
interest-based bargaining, 298
mandatory subjects, 298
multi-employer bargaining, 298
multi-unit bargaining, 298
overview of, 297
parallel bargaining, 298
positional bargaining, 297
principled bargaining, 297–298
reserved rights doctrine, 298
strategies for, 298
voluntary subjects, 298

collective bargaining agreements
administration of, 299
agency shop clauses, 299
closed shop clauses, 299
defined, 299
dues check-off clauses, 299
enforcement, 299–300
grievance procedure, 300
maintenance of membership clauses, 299
no strike/no lockout clauses, 299
resolving disagreements, 299–300
successor employers and, 300–301
totality of agreement clauses, 299
union security clauses, 299
union shop clauses, 299
wages/hours/terms clauses, 299
zipper clauses, 299

dispute resolution
ADR methods, 284–285
arbitration, 285, 300
in CBA grievance process, 299–300

in court, 284
via court injunctions, 287, 300
mediation, 285–286, 300
peer review panels, 284–285

double breasting and, 301–302
employee rights, 288–291
history, 286–287
lawful picketing, 293, 302
lawful strikes, 288
legislation, 287–288
lockouts, 301
Norma Rae example, 296
overview of, 291
recognition process

authorization cards, 293
bargaining units, 294–295
conducting elections, 295–296
election bars, 296
overview of, 293
petitioning NLRB, 294–295
temporary workers and, 295
voluntary recognition, 293–294

recruiting employees from, 122
statistics, 292
staying union-free, 286
straight line operations and, 302
tactics, 292–293
unfair labor practices

consequences, 290
of employers, 289
featherbedding, 290
filing ULP charges, 290–291
hot cargo, 289, 290, 303
TIPS to prevent, 289
of unions, 289–290
unlawful picketing, 290, 293, 303
unlawful strikes, 288, 302

union deauthorization, 297
union decertification, 296–297
UNITE example, 292–293
what employers can do about, 291

Labor-Management Relations Act. See LMRA
The Labor Relations Process (Holley, 

Jennings, and Wolters), 377
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456 LACs (legislative affairs committees) – management

LACs (legislative affairs committees), 94
laissez-faire leaders, 43
Landrum-Griffin Act. See LMRDA
Larkin, Sandar, 377
Larkin, T.J., 377
law. See common law; federal
Lay, Ken, 90
layoffs, 144–146
leadership, See also core knowledge

behavioral theories, 40–41
contingency theories, 42–43
overview of, 40, 43
situational theories, 41–42, 41
styles, 43

leadership development, See also human 
process interventions

coaching programs, 171
fast track programs, 170–171
mentoring programs, 170
overview of, 170
real world scenario, 171
reverse mentoring, 170
training programs, 170

leapfrogging, 298
learning curves, 181–182, 181–182
learning evaluation method, 186, 406
learning organizations, 164–165
learning styles, 180
leaves of absence benefit, 255
lectures training method, 39
Lee, Spike, 89
legal insurance benefit, 256
legislation. See federal
legislative affairs committees (LACs), 94
leniency bias, 133
Levy, Barry S., 378
Lewin, Kurt, 163
LHWCA (Longshore and Harbor Workers 

Compensation Act) of 1927, 317, 354
liability, 54, 406
life insurance benefit, 251
Lindeman, Eduard, 33
line functions, 83
line of sight, 199

LLCs (limited liability companies), 67
LLPs (limited liability partnerships), 66
LMRA (Labor-Management Relations Act) 

of 1947
court injunctions, 300
defined, 287–288, 355
unfair labor practices, 289–290

LMRDA (Labor-Management Reporting and 
Disclosure Act) of 1959, 288, 356

lobbying, 94
lockouts, 299, 301
long-range plans, 78
Loughran, Charles S., 377
Love ’Em or Lose ’Em (Kaye and 

Jordan-Evans), 377
LPC (least preferred coworker) scores, 42
LPs (limited partnerships), 66

M
M. B. Sturgis case law (2000), 295, 362
McCarter, John, 376
McClelland, David: acquired needs theory 

(1961), 36–37, 197, 390
McDonnell Douglas Corp. v Green (1973), 

364–365, 371
McFadden, John J., 377
McGregor, Douglas: Theories X and Y of 

motivation (1960), 36, 422
machine guarding safety standard, 319
McKennon v Nashville Banner Publishing 

(1995), 371
McWhirter, Darien A., 378
maintenance of membership clauses, 

299, 406
management, See also leadership; 

Strategic Management
change management, 53, 87, 162–164
employee records management, 56
knowledge management, 164
liability/risk management, 54
performance management, 173–177
project management, 44
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Management By Objectives (MBO) – National Safety Council 457

risk management, 54, 418
third party contract management, 26–28

Management By Objectives (MBO), 
172–173, 406–407

Management By Walking Around 
(MBWA), 279

management development program, 
171–172, 407

market competition, compensation and, 
200–201

Marketing For Dummies (Hiam), 375
marketing functions, 68–69
Martin v Wilks (1989), 368
Maslow, Abraham: hierarchy of needs theory 

(1954), 35, 36, 197
material safety data sheets (MSDS), 320, 

330, 407
Mathis, Robert L., 375
matrix management structures, 84
maturity cycle in organizations, 71–72
mean averages, 52
media sources, recruiting from, 121
medians, 52
mediation, 285–286, 300
medical exams, 137
medical insurance benefit, 249–250
medical leave. See FMLA
medical services (OSHA) standard, 319
Medicare, 231–232
Mental Health Parity Act of 1996, 254, 361
mental models, 165, 407
mentoring programs, 170, 407
Merchant, Christina Sickles, 377
merit pay, 208–210, 214
Meritor Savings Bank v Vinson (1986), 270
midrange plans, 78
Mine Safety and Health Administration 

(MSHA), 314
Mine Safety and Health (MSH) Act of 1977, 

314, 358
“Miner’s Sickness”, 312
minimum wage, 205
mission statements, 80
Mitroff, Ian I., 378

mode numbers, 52
money purchase plans, 247, 407
money. See compensation
motivation theories, See also core knowledge

Adams: equity (1963), 37
Alderfer: ERG (1969), 36
defined, 34–35
Herzberg: motivation/hygiene (1959), 

35–36
McClelland: acquired needs (1961), 

36–37, 197
McGregor: Theories X and Y (1960), 

36, 422
Maslow: hierarchy of needs (1954), 

35, 197
Skinner: operant conditioning (1957), 

37–38
Vroom: expectancy (1964), 37, 399

Mouton, Jane S., 41
moving averages, 52
MSDs (musculoskeletal disorders), 332, 408
MSDSs (material safety data sheets), 320, 

330, 407
multi-employer bargaining, 298, 408
multi-unit bargaining, 298, 408
multiple linear regressions, 114
mutual respect/trust, 277–278

N
narrative (performance review) methods, 175
Nason, Elsie, 331
National Association of Safety 

Professionals, 378
National Energy Efficiency Act of 1992, 

256, 360
National Institute of Occupational Safety and 

Health (NIOSH), 314, 337, 408
National Labor Relations Act. See NLRA
National Labor Relations Board. See NLRB
National Public Employer Labor Relations 

Association, 378
National Safety Council, 378
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458 NDAs (Non-Disclosure Agreements) – OD (organization development)

NDAs (Non-Disclosure Agreements), 341
Needlestick Safety and Prevention Act 

(2000), 316, 362
needs analysis, See also assessments

conducting, 26
defined, 24–25, 408
staffing needs, 110–116, 111
steps in, 25
training needs, 178–180

needs theory, acquired (1961), 36–37, 
197, 390

needs theory, hierarchy of (1954), 35, 197
negative emphasis bias, 133
negatively accelerating learning curves, 

181, 181
negligent hiring, 136
Negotiating a Labor Contract 

(Loughran), 377
New Deal, 231, 287
newsletters, 279
NLRA (National Labor Relations Act) of 1935

bargaining units, 294–295
collective bargaining, 297–298
defined, 287, 355
document retention requirements, 384–385
employee rights, 288
employer unfair labor practices, 289
union election bars, 296
unlawful strikes, 302

NLRB (National Labor Relations Board)
defined, 287, 408
double breasting, 301–302
E. I. DuPont & Co. v NLRB (1993), 

369–370
Electromation v NLRB (1992), 368–369
federal laws and, 94
lawful picketing, 293
NLRB v J. Weingarten (1975), 283, 358
petitioning for union recognition, 294
successor employer duties, 300–301
temporary workers, 295
unfair labor practices and, 289, 290–291
union clause deauthorization, 297
union decertification, 296–297

union elections, 295–296
website, 378

no strike/no lockout clauses, 299
noise exposure, occupational, 318
nominal group technique, 113–114, 409
Non-Disclosure Agreements (NDAs), 341
nonbinding arbitration, 285
nondirective interviews, 129
nondisclosure of proprietary information 

clauses, 138
nonessential job functions, 112, 113
nonexempt FLSA status, 203
nonforfeitable claims, 241
nonqualified retirement plans, 241, 248–249
nonqualified stock options, 218, 409
nonverbal bias, 133
Norma Rae movie (1979), 296
Norris-La Guardia Act of 1932, 287, 355
Norton, David P., 84, 375

O
OASDI (Old Age, Survivors, and Disability 

Insurance), 231–233, 410
objectives, 74
OBRA (Omnibus Budget Reconciliation Act) 

of 1993, 216, 240, 361
O’Brien, Julie, 13, 15
Occupational Health (Levy and 

Wegman, eds.), 378
Occupational Health, Safety, and Security. 

See OHSS
occupational noise exposure, 318
Occupational Safety and Health. See OSH
OD (organization development), See also 

each intervention; HRD
defined, 161–162
human process interventions

conflict resolution, 172
defined, 169
emotional intelligence, 173
employee development, 172
leadership development, 170–171
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OFCCP (Office of Federal Contract Compliance Programs) – OHSS 459

management development, 171–172
management by objectives, 172–173
supervisory training, 172
teambuilding activities, 169–170

human resource management 
interventions

diversity programs, 177
overview of, 173
performance management, 173–177

interventions, defined, 161
organization culture, 162
organizational climate, 162
strategic interventions

change management, 162–164
defined, 162
knowledge management, 164
learning organizations, 164–165

techno-structural interventions
defined, 165
high involvement organizations, 

169, 402
Total Quality Management, 165–169, 

166–168
OFCCP (Office of Federal Contract 

Compliance Programs), 106, 107, 410
OHSS (Occupational Health, Safety, and 

Security) area, 311–351, See also 
functional areas; OSH

biological hazards
Hepatitis B, 319, 333
HIV/AIDS, 319, 333
overview of, 330, 333, 334
SARS, 333–334
tuberculosis, 333

defined, 5
evaluating OHSS effectiveness, 345–346
exam essentials, 346–347
health

biological hazards, 319, 330, 333–334
chemical hazards, 330–331
drug testing programs, 336–337
employee assistance programs, 334
environmental health hazards, 329–334
ergonomic hazards, 329, 332, 333

job-related stress, 337, 341
MSDSs and, 320, 330, 407
physical hazards, 330, 332, 333
pregnancy, 330–331
substance abuse, 335–336, 337
and wellness programs, 334–335

history, 312, 313
key terms, 347–348
legislation, See also FLSA

Black Lung Benefits Act, 317, 357
Drug-Free Workplace Act, 315, 335
Energy Employees Occupational Illness 

Compensation Act, 317, 363
Fair Labor Standards Act, 315–316
Federal Employees Compensation Act, 

317, 354
history, 312, 313
Longshore/Harbor Workers 

Compensation Act, 317, 354
Mine Safety and Health Act, 314
Needlestick Safety and Prevention Act, 

316, 362
Occupational Safety and Health Act, 

312, 313–314
Small Business Regulatory 

Enforcement Fairness Act, 316
worker compensation, 316–317

Occupational Safety and Health 
Administration, 317–329

Alliance Program, 329, 411
assistance, 328
consultants, 328–329
defined, 313, 317
document retention, 325–326, 385
illness/injury costs, 329
required plans, 343–345
SHARP program, 329
statistics, 317
Strategic Partnership Program, 329
Voluntary Protection Program, 329

OSHA safety standards
accident prevention, 319, 338–339
blood-borne pathogens, 319, 333
electrical work practices, 319
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460 Old Age, Survivors, and Disability Insurance (OASDI) – organizing function

emergency action plans, 318, 341–343, 
344–345

fire prevention plans, 318, 344, 345
general duty standard, 318, 341, 400
hazard communication, 320
hazard sign specifications, 319
hazardous energy control, 319
machine guarding, 319
medical services/first aid, 319
occupational noise exposure, 318
overview of, 317–318
permit-required confined spaces, 319
personal protective equipment, 318–319
sanitation, 319

OSHA standards enforcement
affirmative defenses, 328
closing conferences, 327
employee responsibilities, 322–323
employee rights, 322–323, 328
employer responsibilities, 322, 328
employer rights, 322
hazard priorities, 326
illnesses/injuries not included, 

324–325
inspections, 321, 326–328
opening conferences, 327, 410
overview of, 320
privacy concern cases, 324
record-keeping requirements, 

323–326, 343
violations/fines, 320, 321

OSHA websites
assistance, 328
ergonomic checklists, 332
record-keeping forms, 323
standards, 320

overview of, 312–313, 346
resources, 378
review question answers, 351
review questions, 349–350
safety

defined, 338
Injury/Illness Prevention Plans, 344
material safety data sheets, 320, 330

Safety/Health Management Plans, 
338–339, 344

training programs, 345
security

for confidential information, 341
in emergencies, 318, 341–343, 344–345
for financial assets, 340
for human assets, 340
overview of, 339
for physical assets, 340
risk assessment, 339–340
workplace violence, 341

test specs, 311
Old Age, Survivors, and Disability Insurance 

(OASDI), 231–233, 410
Older Worker Benefit Protection Act 

(OWBPA) of 1990, 240, 360
ombudsman, 285, 410
on-call pay, 206, 212
on-call workers, 118
On-the-Job Orientation and Training 

(Smalley), 376
Oncale v Sundowner Offshore Services 

(1998), 272–273, 362
one-on-one training method, 40
open-door policies, 279
opening (OSHA) conferences, 327, 410
operant conditioning theory (1957), 

37–38
operations function, 67–68
Operations Management for Competitive 

Advantage (Chase, Jacobs, 
Aquilano), 375

Organization Development and Change 
(Cummings and Worley), 162

organizational incentives, 215–216, 401
organizational picketing, 293
organizations, See also OD; Strategic 

Management
incentives for, 215–216
learning organizations, 164–165
pay structures, 198
staffing. See WFP

organizing function, 83–84
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OSH (Occupational Safety and Health) Act of 1970 – pay differentials 461

OSH (Occupational Safety and Health) Act 
of 1970

defined, 313–314
document retention requirements, 385
National Institute of OSH, 314, 337, 408
overview of, 94, 312, 357

OSHA (Occupational Safety and Health 
Administration), 317–329, See also OHSS

Alliance Program, 329, 411
assistance, 328
consultants, 328–329
defined, 313, 314, 317
illness/injury costs, 329
required plans, 343–345
SHARP program, 329
standards

accident prevention, 319, 338–339
blood-borne pathogens, 319, 333
electrical work practices, 319
emergency action plans, 318, 341–343, 

344–345
fire prevention plans, 318, 344, 345
general duty standard, 318, 341, 400
hazard communication, 320
hazard sign specifications, 319
hazardous energy control, 319
machine guarding, 319
medical services/first aid, 319
occupational noise exposure, 318
overview of, 317–318
permit-required confined spaces, 319
personal protective equipment, 318–319
sanitation, 319

standards enforcement
affirmative defenses, 328
closing conferences, 327
employee responsibilities, 322–323
employee rights, 322–323, 328
employer responsibilities, 322, 328
employer rights, 322
hazard priorities, 326
illnesses/injuries not included, 324–325
inspections, 321, 326–328
opening conferences, 327, 410
overview of, 320

privacy concern cases, 324
record-keeping requirements, 

323–326, 343
violations/fines, 320, 321

statistics, 317
Strategic Partnership Program, 329
Voluntary Protection Program, 329
websites

assistance, 328
ergonomic checklists, 332
record-keeping forms, 323
standards, 320

outplacement services, 146, 187, 411
outsourcing, 119, 411
overtime pay, 205–206, 211
OWBPA (Older Worker Benefit Protection 

Act) of 1990, 240, 360

P
P&Ls (profit and loss statements), 69, 403
paid time off (PTO) benefits, 254–255
paired comparison (performance) 

reviews, 175
panel interviews, 129
Paracelsus, 312
parallel bargaining, 298, 411
parallel budgets, 82
parent-country nationals (PCNs), 147
parental leave benefit, 255, See also FMLA
Pareto charts, 166–167, 167
Pareto, Vilfredo, 166
part-time employees, 118, 281
partially self-funded health plans, 250
partnerships, 66
party in interest, 245, 412
passive training methods, 38–39, 412
Patent Act of 1952, 184, 355
path-goal theory (1971), 41–42
pattern bargaining, 298
patterned interviews, 129
pay differentials, See also compensation

call-back pay, 213
defined, 210–211
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462 pay equity – PHR (Professional in Human Resources) certification

geographic pay, 213
hazard pay, 213
on-call pay, 212
overtime pay, 211
reporting premiums, 213
shift pay, 211–212

pay equity, 223
pay for performance. See incentive pay
pay ranges and grades, 222
Payne v Western & Atlantic Railroad (1884), 

267, 354
payroll administration, 224, 225–227
payroll systems, 224–225
payrolling, 118, 412
PBT (performance-based training), 40
PCA (Public Contracts Act) of 1936, 202, 

355, 387
PCNs (parent-country nationals), 147
PDA (Pregnancy Discrimination Act) 

of 1978, 105, 330, 331, 359
pedagogy, 34
peer review panels, 284–285, 412
Penney, Donald, 331
pension plans. See deferred compensation
PEO (professional employer organization), 

119, 414
performance management, See also human 

resource management interventions
documenting performance issues, 29–31
overview of, 173–174, 177
performance review elements

assessment from others, 176
employee development goals, 177
employee self-assessment, 176
overview of, 176
supervisor assessment, 176

performance reviews
behavioral methods, 175–176
checklists, 175
comparison methods, 174–175
continuous feedback reviews, 176
critical incident reviews, 175
defined, 174
essay reviews, 175

field reviews, 175
forced ranking reviews, 175
methods, 174–176
narrative methods, 175
paired comparison reviews, 175
ranking reviews, 174
rating methods, 175
rating scales, 175
timing, 174

performance-based pay, 208–210, 214
performance-based philosophy, 199
performance-based training, 40, 412
permanent arbitrators, 285
permit-required confined spaces, 319
perquisites (“perks”), 216
personal use of company assets, 91
personal mastery, 165
personal protective equipment (PPE), 318–319
Personal Responsibility and Work 

Opportunity Reconciliation Act 
of 1996, 227, 361

personality tests, 126
PES (Professional Examination Service), xviii, 4
PEST organizational analyses, 75, 76–77
Peterman v International Brotherhood of 

Teamsters (1959), 268
Peters, Tom, 279
phantom stock, 218
PHI (protected health information), 253, 415
Philips, Jack, 376
PHOs (Physician Hospital Organizations), 

249–250
PHR & SPHR Certification Handbook, 

See also resources
ideal candidate profiles, 9
overview of, 6
professional standards, 46
recertification, 9
test specs, 8

PHR & SPHR Recertification Guide, 10
PHR (Professional in Human Resources) certi-

fication, See also exams; HRCI; SPHR
college students/graduates and, 9
defined, 7, 415
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physical assessment tests – PTO (paid time off) benefits 463

functional area weightings, 7
ideal candidate profiles, 9
overview of, xvii, 5, 6–7
recertification, 9–10
test specs, 8

physical assessment tests, 127
physical assets security, 340
physical hazards, 330, 332, 333
Physician Hospital Organizations (PHOs), 

249–250
picketing, 293, 302
Pincus, Shirley, 16
Plachy, Roger J., 377
Plachy, Sandra J., 377
plan administrators, 241
plan sponsors, 241
planned retirements, 143
planning, strategic. See Strategic 

Management
plant closings, 144
plant patents, 184, 413
plateau learning curves, 182, 182
PMI (Project Management Institute), 44
point factor method, 221, 413
policies, 276–277, 414
political environment scans, 76
polycentric staffing, 148
polygraph tests, 136–137, See also EPPA
Portal-to-Portal Act of 1947, 207, 355
Porter, Michael E., 75
Porter’s 5 Factors analyses, 75, 77–78
Portman, Janet, 378
positional bargaining, 297
positive time reporting, 206–207
positively accelerating learning curves, 

181, 182
POSs (point of service plans), 249
PPE (personal protective equipment), 318–319
PPOs (Preferred Provider Organizations), 249
practice analysis study of HR, 4
pre-employment tests, See also WFP

aptitude tests, 126
Cognitive Ability Tests, 126
court cases on, 125–126

drug tests, 336
integrity tests, 127
overview of, 125
personality tests, 126
physical ability tests, 127
psychomotor skill tests, 127
reliability, 127
validity, 127–129

predictive validity, 127–128
preexisting conditions, 253
Pregnancy Discrimination Act (PDA) 

of 1978, 105, 330, 331, 359
prescription coverage benefit, 250
primary research, 49, 414
principled bargaining, 297–298
prior-petition (election) bars, 296
Privacy Act of 1974, 135, 357
privacy concern cases in OSHA, 324
privacy in the workplace, 91–92
Privacy in the Workplace (Bible and 

McWhirter), 378
private letter rulings, 201
procedures, 276–277, 414
process control charts, 168, 168
Process Council scenario, 171
product-based management structures, 83
production function, 67–68
professional associations, 122, 374–378
professional employer organization (PEO), 

119, 414
Professional Examination Service (PES), xviii, 4
Professional in Human Resources. See PHR
profit and loss statements (P&Ls), 69, 403
profit-sharing benefit, 216, 247
programmed instruction method, 39
project management, 44
promissory estoppel, 268
promotions, 210
protected classes, 104, 123, 123, 415
protected health information (PHI), 253, 415
protecting assets. See OHSS
psychomotor assessment tests, 127
The Psychology of Safety (Geller), 378
PTO (paid time off) benefits, 254–255
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464 Public Contracts (Walsh-Healey) Act of 1936 – resources

Public Contracts (Walsh-Healey) Act of 1936, 
202, 355, 387

public domain, 183
public policy exceptions, 268
publicity picketing, 293

Q
QDRO (qualified domestic relations orders), 

245, 415
qualified pension plans, 241, 415
qualified stock options, 218, 416
qualitative analysis, 53, 416
qualitative assessment tools, 113–114, 416
quantitative analysis, 50–53, 51–52, 75, 416
quantitative assessment tools, 114–115, 416
question inconsistency bias, 133, 416
quid pro quo, 269

R
RA (Rehabilitation Act) of 1973, 109, 357, 

380, 385
rabbi trusts, 249
Radio Union v Broadcast Services (1965), 301
Railway Labor Act of 1926, 287, 354
Ramazzini, Bernardino, 329
random drug testing, 336, 337
ranking method of job evaluation, 220
ranking performance reviews, 174
Rasmussen, Becky, 12, 14
rating performance reviews, 175
ratios, 114–115
REA (Retirement Equity Act) of 1984, 248, 359
reaction evaluation method, 186
Reagan, President Ronald, 239
real world scenarios

changing compensation plans, 23–24
employee layoffs, 145–146
employment tests, 125–126, 128
essential job functions, 112–113
excessive executive pay, 217

life before ERISA, 242
operant conditioning, 38
Process Council/facilitators, 171
stock options/compensation, 219
strategic planning, 79–81
whistle-blowers after Enron, 90

realistic job previews (RJPs), 134
reasonable accommodation, 110, 416
reasonable suspicion drug testing, 336, 417
recency bias, 133
recognitional picketing, 293, 417
records, See also documentation

of compensation administration, 226–227
employee, managing, 56
OSHA requirements for keeping, 

323–326, 343
personnel records, 50
of work time, 206–207

Recruit and Retain the Best (McCarter and 
Schreyer), 376

recruiting applicants, 119–122, See also WFP
red circles, 222
reduced FMLA leave schedule, 237, 417
reduction in force (RIF), 145, See also layoffs
reference checks, 135–136
Regents of California v Bakke (1978), 365
regiocentric staffing, 148, 417
regulatory processes. See federal law
Rehabilitation Act (RA) of 1973, 109, 357, 

380, 385
Rehnquist, Chief Justice, 272
reliability, pre-employment test, 127
relocation packages, 138
repatriation training programs, 187
repeat OSHA violations, 320, 321
repetitive stress injuries (RSIs), 332
replacement charts, 115
reporting (for work) premiums, 213
requests for proposals (RFPs), 26–27
reserved rights doctrine, 298
resignations, employee, 143
resources, See also websites

books, 375–378
CD in book, xx–xxii
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respect and trust, mutual – seasonal workers 465

Compensation and Benefits, 377
Employee and Labor Relations, 377–378
Human Resource Certification 

Institute, 374
Human Resource Development, 376
Internet search engines, 374
occupational Health, Safety, and 

Security, 378
overview of, 374
PHR & SPHR Certification Handbook

ideal candidate profiles, 9
overview of, 6
professional standards, 46
recertification, 9
test specs, 8

PHR & SPHR Recertification Guide, 10
professional associations, 122, 374–378
Strategic Management, 375
test information, 374
Workforce Planning and 

Employment, 376
respect and trust, mutual, 277–278
restricted stock, 218, 417
results evaluation method, 186, 417
retirement ages, 232–233
retirement legislation. See ERISA; OASDI
retirement plans. See deferred compensation
retirements, planned, 143
Revenue Act of 1978, 359
reverse mentoring, 170
RFPs (requests for proposals), 26–27
RIF (reduction in force), 145, 

See also layoffs
risk assessment, 339–340, 417–418
risk management, 54, 418
risk, voluntary assumption of, 316
RJPs (realistic job previews), 134
Rogers, David, 38
The ROI of Human Capital (Fitz-Enz), 

375, 376
rolling averages, 52
Roosevelt, Franklin Delano, 231, 287
Rosenfeld v Southern Pacific (1968), 363–364
RSIs (repetitive stress injuries), 332

S
S-shaped learning curves, 182, 182, 418
sabbaticals benefit, 255
Safety and Health Achievement Recognition 

Program (SHARP), 329, 418
safety. See OHSS
St. Mary’s Honor Center v Hicks (1993), 

370–371
salary surveys, 222, 223–224, 418
sales bonuses, 219
sales exemptions in FLSA, 205
sales function, 68
salting, 292
sanitation standards, 319
Sarbanes-Oxley Act of 2002, 88–89
SARS (Severe Acute Respiratory Syndrome), 

333–334
Saunders, Bernard, 376
SBREFA (Small Business Regulatory Enforce-

ment Fairness Act) of 1996, 316, 362
SCA (Service Contract Act) of 1965, 202, 

356, 386
Scalia, Justice Antonin, 272, 273
Scanlon Plan, 216, 418
scatter charts, 51–52, 168
scheduled drug testing, 336, 418
School Board of Nassau v Arline 

(1987), 367
Schreyer, Ray, 376
scientific method, 49, 418
scope of duties clauses, 138
“scoping” projects, 26
screening applicants, See also WFP

using applications, 123–124
and communicating with them, 124
in interviews, 124
overview of, 122
using tests, 125–129
Uniform Guidelines for, 122–123, 123

seamless management structures, 84
search engines, 374
seasonal staffing requirements, 114, 418
seasonal workers, 119, 418
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466 secondary research – SPHR (Senior Professional in Human Resources)

secondary research, 49, 419
Secrets of Affirmative Action Compliance 

(Truesdell), 376
Section 125 plans, 251–252, 419
Section 129 plans, 252
Securities Exchange Act of 1934, 201
security, See also OHSS

for confidential information, 341
defined, 419
in emergencies, 318, 341–343, 344–345
for financial assets, 340
for human assets, 340
overview of, 339
for physical assets, 340
risk assessment, 339–340
workplace violence, 341

self-directed work teams, 280
self-funded health plans, 250, 419
self-study training method, 39, 419
Senge, Peter M., 164–165, 376, 407, 413, 

419, 421
seniority-based compensation, 210, 419
Serious OSHA violations, 320, 321
severance packages, 146
sexual harassment, See also ELR

Burlington Industries v Ellerth (1998), 271
EEOC prevention guidelines, 273
Faragher v City of Boca Raton (1998), 271
Harris v Forklift Systems (1983), 

270–271, 272
hostile work environments, 269–270
investigations, 31–33
Meritor Savings Bank v Vinson (1986), 270
Oncale v Sundowner Offshore Services 

(1998), 272–273
quid pro quo, 269
same-sex harassment, 272–273
settlement costs to employers, 271–273
vicarious liability, 271

shared visions, 165
SHARP (Safety and Health Achievement 

Recognition Program), 329
Sherman Anti-Trust Act of 1890, 287, 354
Sherwood, Susan, 38
shift premiums, 211–212

shifts, 211
short-range plans, 78
SHRM (Society for Human Resource 

Management)
defined, xviii
ethics/professional standards, 46
legislative affairs committees, 94
overview of, 4

sick pay benefit, 254
silicosis, 312
Silverman, David, 271
similar-to-me bias, 133
simple linear regressions, 114
simulation models, 114
simulation training method, 39
sit-down strikes, 302
situational theories of leadership, 41, 41–42
skill tests, psychomotor, 127
skills inventories, 115, 420, See also KSAs
Skinner, B.F.: operant conditioning theory 

(1957), 37–38, 391
skip-level interviews, 282
Slowick, Ted, 271
Small Business Job Protection Act of 1996, 

248, 362
Small Business Regulatory Enforcement 

Fairness Act (SBREFA) of 1996, 316, 362
Smalley, Larry R., 376
SMART model for corporate goals, 79
SMEs (subject matter experts), 29
social environment scans, 76
social responsibility. See corporate ethics
Social Security Act. See SSA
Society for Human Resource Management. 

See SHRM
sole proprietorships, 66
span of (management) control, 83
SPDs (summary plan descriptions), 242, 421
SPHR (Senior Professional in Human 

Resources) certification, See also exams; 
HRCI; PHR

defined, 7–8, 419
functional area weightings, 8
ideal candidate profiles, 9
overview of, xvii, 5, 6–7
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Spitzer, Dean R. – Strategic Management area 467

recertification, 9–10
test specs, 8

Spitzer, Dean R., 378
SSA (Social Security Act) of 1935

defined, 355
document retention requirements, 386
Medicare tax rates, 231–232
OASDI, 231–232, 410
retirement ages, 232–233
unemployment insurance, 233, 234, 420

staff functions, 83
staff meetings, 279
staffing organizations. See WFP
startup cycle in organizations, 71
state unemployment insurance (SUI), 233, 

234, 420
statements of cash flow, 69, 420
statistical models. See quantitative
statutory deductions, 225–226
statutory (election) bars, 296
statutory exceptions, 268
Steingold, Fred S., 376
stereotyping bias, 133
stock options, See also compensation; 

incentive
defined, 217–218
grant or strike prices, 217–218
nonqualified options, 218
phantom stock, 218
qualified options, 218
real world scenario, 219
restricted stock, 218

Stone, Ron D., 376
stop-loss insurance, 250, 420
straight line operations, 302
strategic interventions, See also OD

change management
change agents, 164
change process theory, 163
communicating with employees, 163
developing plans, 163
evaluating results, 164
having sponsors, 163
implementing changes, 164
motivating supervisors, 163

overview of, 162
preparing for change, 163
recruiting unofficial leaders, 164
tools for success, 163–164

knowledge management, 164
learning organizations, 164–165

Strategic Management area, 63–100, 
See also functional areas

balanced scorecard system, 84–85
corporate ethics/social responsibility

confidentiality, 89
conflicts of interest, 89
corporate ethics, 88–89
creating code of ethics, 89–92
ethics officers, 92
fairness, 89–90
fiduciary responsibility, 88
gifts, 90–91
honesty, 91
insider information, 91
integrity, 91
overview of, 88
personal use of company assets, 91
real world scenario, 90
Sarbanes-Oxley Act of 2002 and, 

88–89
whistle-blowers and, 90
workplace privacy, 91–92

defined, 5, 420
exam essentials, 95–96
federal lawmaking/regulatory processes

administrative law process, 93–94
legislative process, 92–93
lobbying, 94
overview of, 92

human resource roles
change management, 87
HR audits, 85–86
overview of, 85
strategic planning, 86–87

key terms, 96–97
management functions, See also 

leadership
controlling, 83, 84–85
directing, 84
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468 Strategic Management Association – systems thinking

organizing, 83–84
overview of, 82
strategic planning, 72–82

management structures
centralized, 83
decentralized, 83–84
divisional, 84
functional, 83
geographic, 83
matrix, 84
product-based, 83
seamless, 84

organization functions
accounting, 69–70
finance, 69
information technology, 71
line functions, 83
marketing, 68–69
overview of, 67
people/employees, 71
production/operations, 67–68
sales, 68
staff functions, 83

organization life cycles
decline, 72
growth, 71
maturity, 71–72
overview of, 71
startup, 71

organization structures
corporations, 66–67
limited liability companies, 66, 67
partnerships, 66
sole proprietorships, 66

organizations, overview, 65–66
overview of, 65, 95
resources, 375
review question answers, 100
review questions, 98–99
strategic planning process, See also 

environmental scans
action plans, 79, 80–81, 82
budgets, 81–82
corporate goals, 79

corporate values statements, 
78–79, 80

defined, 72–73, 73, 421
environmental scans, 73, 74–78
goals, defined, 74
human resource roles in, 86–87
mission statements, 78, 80
objectives, 74
pre-planning, 73, 74, 78
real world scenario, 79–81
strategy, defined, 74
strategy evaluation, 73, 82
strategy formulation, 73, 78–79
strategy implementation, 73, 79–82
tactical goals, 79–81
vision statements, 78, 80

test specs, 63–64
Strategic Management Association, 375
Strategic Partnership Program, 329, 421
Strategic Staffing (Bechet), 376
stratification charts, 168, 168, 421
stress interviews, 130
stress, job-related, 337, 341
strike prices (of stocks), 217–218
strikes, 288, 299, 302
structured interviews, 129
subject matter experts (SMEs), 29
substance abuse, 335–336, 337
succession plans, 115
suggestion boxes, 280
SUI (state unemployment insurance), 233, 

234, 420
summary plan descriptions (SPDs), 

242, 421
Supermotivation (Spitzer), 378
supervisor assessments of employees, 176
supervisory training, 172
suppliers, 77, 122
surveys of employees, 281–282
suspensions, 30, 421
Swanson, Richard A., 376
swing shifts, 211
SWOT analyses, 75
systems thinking, 165
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Taft-Hartley Act – totality of agreement clauses 469

T
Taft-Hartley Act. See LMRA
tangible employment actions (TEAs), 271
target benefit plans, 247
task forces, 280
tax rates for OASDI and Medicare, 231–232
Tax Reform Act of 1986, 359
Taxman v Board of Education of Piscataway 

(1993), 145, 361
Taylor, Sidney, 270
TB (tuberculosis), 333
TCNs (third-country nationals), 147
team learning, 165
teambuilding activities, 169–170
teams, work, 280
TEAs (tangible employment actions), 271
techno-structural interventions, See also OD

defined, 165
high involvement organizations, 169
Total Quality Management

cause/effect diagrams, 167, 167
check sheets, 166, 166
defined, 165
histograms, 166, 166
leaders in, 165–169
overview of, 169
Pareto charts, 166–167, 167
process control charts, 168, 168
scatter charts, 51–52, 168
stratification charts, 168, 168

technology environment scans, 76
telecommuting, 118, 281
temp-to-perm arrangements, 118
temporary (temp) workers, 118, 295
Ten Steps to a Learning Organization 

(Kline and Saunders), 376
teratogens, 330
termination clauses, 138, See also exiting
terminations, disciplinary, 283–284
terminations, documenting, 30–31
terms/conditions of employment clauses, 138
Terry, Bill, 271
tests. See exams

Texas Dept. of Community Affairs v Burdine 
(1981), 366, 371

theater style seating, 185
theories, See also core knowledge

change process theory, 163, 392
Hersey-Blanchard theory (1977), 42
on leadership

behavioral theories, 40–41
contingency theories, 42–43
situational theories, 41–42, 41

of motivation
Adams: equity (1963), 37
Alderfer: ERG (1969), 36
defined, 34–35
Herzberg: motivation/hygiene (1959), 

35–36
McClelland: acquired needs (1961), 

36–37, 197
McGregor: Theories X and Y (1960), 

36, 422
Maslow: hierarchy of needs (1954), 

35, 197
Skinner: operant conditioning (1957), 

37–38
Vroom: expectancy (1964), 37, 399

path-goal theory (1971), 41–42
third party contract management, 26–28
third-country nationals (TCNs), 147
third-party administrators (TPAs), 250
time-and-a-half. See overtime
times series forecasts, 114
timing performance reviews, 174
TIPS to prevent ULPs, 289, 423
Title VII of the Civil Rights Act of 1964

CRA of 1991 amendment, 105–106, 360
defined, 103–104, 356
document retention requirements, 380
EEOA of 1972 amendment, 104–105, 357
PDA of 1978 amendment, 105, 359
unlawful employment practices, 104, 423

top-down budgets, 81
torts, 54, 423
total compensation, 197, 423
totality of agreement clauses, 299
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470 toxic hazards – training programs

toxic hazards. See health; OHSS
Toxic Substance Control Act (TSCA), 386
TQM (Total Quality Management), 

See also techno-structural interventions
cause and effect diagrams, 167, 167
check sheets, 166, 166
defined, 165
histograms, 166, 166
leaders in, 165–169
overview of, 169
Pareto charts, 166–167, 167
process control charts, 168, 168
scatter charts, 51–52, 168
stratification charts, 168, 168

Tracy, John A., 375
training

diversity training, 45
supervisory training, 172
transfer of, 186
WARN Act of 1988, 144–145, 360

training methods, See also core knowledge
active training methods

case studies, 39
computer-based training, 39
defined, 39
programmed instruction, 39
self-study, 39
simulation training, 39
vestibule training, 39

experiential training methods
defined, 39
demonstration, 39
one-on-one training, 40
performance-based training, 40

overview of, 38
passive training methods

conferences, 38
defined, 38, 412
distance learning, 39
lectures, 39

training programs, See also HRD
ADDIE model for, 178–186, 390
analysis phase

asking people, 179

cost-benefit analyses, 179
job analyses, 179
needs analysis, 178–180
program providers, 180
reviewing documents, 178–179
testing employee knowledge, 179
writing proposals, 180

design phase
course content, 181
learning curves and, 181–182, 181–182
learning styles and, 180
overview of, 180
target audiences and, 180
task inventories, 180
training objectives, 180–181

development phase
Copyright Act and, 183–184
handouts, 184
leader guides, 184
manuals, 184
overview of, 183
training materials, 184
U.S. Patent Act and, 184

evaluation phase
behavior method, 186
learning method, 186
overview of, 185–186
reaction method, 186
results method, 186

Fair Labor Standards Act and, 206
implementation phase

facilities, 185
overview of, 184–185
seating styles, 185
trainers, 185
training schedules, 185

at individual level, 178, 403
for leadership development, 170
at organizational level, 177
overview of, 177
at task level, 178
for unique needs

outplacement services, 187
overview of, 186
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repatriation, 187
work-family issues, 186–187

transactional leadership, 43
transformational leadership, 43
transportation benefits, 256
trend analyses, 114
tripartite arbitration panels, 285
Truesdell, William H., 376
trust and respect, mutual, 277–278
TSCA (Toxic Substance Control Act), 386
tuberculosis (TB), 333
turnover analysis, 114
two-factor theory. See Herzberg

U
U-shaped seating style, 185
ULPs (unfair labor practices), 

See also labor unions
consequences, 290
of employers, 289
featherbedding, 290
filing ULP charges, 290–291
hot cargo, 289, 290, 303
TIPS to prevent, 289, 423
of unions, 289–290
unlawful picketing, 290, 293, 303
unlawful strikes, 288, 302

Ulrich, Dave, 376
undue hardship, 110, 423
Unemployment Compensation Amendments 

of 1992, 248, 360
unemployment insurance (UI), 146, 231, 

233–234
Uniform Guidelines on Employee Selection 

Procedures (1978), 122–123, 123, 
358, 386

unions. See ELR; labor unions
U.S. Patent Act of 1952, 184, 355
United Steelworkers v Weber (1979), 

365–366
university recruiting, 121
unlawful employment practices, 104, 423

USERRA (Uniformed Services Employment 
and Reemployment Rights Act) of 1994, 
274–275, 361

utility patents, 184, 424

V
vacation pay benefit, 254
validity of employment tests, 

See also pre-employment
concurrent validity, 128
construct validity, 127, 128
content validity, 127
criterion validity, 127
defined, 127
predictive validity, 127–128
real world scenario, 128

The Valuation of Information Technology 
(Gardner), 375

variable pay. See incentive pay
vendors (suppliers), 77, 122
verbal warnings, 30
vestibule training method, 39
vesting, 244–245, 424
VEVRA (Vietnam Era Veterans Readjustment 

Assistance Act) of 1974, 109–110, 
358, 387

vicarious liability, 271
Vinson, Mechelle, 270
violations/fines, OSHA, 320, 321
violence, workplace, 341
virtual work teams, 280
vision insurance benefit, 250
vision statements, 78, 80, 165
visual learners, 180
voluntary arbitration, 285
voluntary assumption of risk, 316
voluntary deductions, 226
voluntary employee exits, 143
voluntary recognition of unions, 293–294
voluntary subjects in collective 

bargaining, 298
voluntary-recognition (election) bars, 296
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VPP (Voluntary Protection Program), 329, 424
Vroom, Victor: expectancy theory of 

motivation (1964), 37, 399

W
wage compression, 222–223, 

See also compensation
wage garnishments, 226, 424
wages/hours/terms clauses, 299
Wagner Act. See NLRA
Walsh-Healey Public Contracts Act of 1936, 

202, 355, 387
WARN (Worker Adjustment and Retraining 

Notification) Act of 1988, 144–145, 360
Washington v Davis (1976), 126, 358
Watkins, Sharon, 90
websites, See also resources

AFL-CIO Executive Paywatch, 217
Balanced Scorecard Institute, 85
DOL

FLSA of 1938, 207
USERRA of 1994, 275
VEVRA of 1974, 110

EEOC
ADEA of 1972, 109
EEOA of 1972, 105
EPA of 1963, 208
harassment prevention, 273
Title VII, 104

EPPA of 1988, 137
FASB requirements, 201
FCRA of 1970, 136
FLSA exemptions, 203
House of Representatives, 94
HRCI

ideal candidate profiles, 9
overview of, 6
Recertification Guide, 10
retaking exams, 19
test information, 374

HRCI/Certification bulletin board, 15
Immigration Act of 1990, 141
Immigration Reform and Control Act, 140

imputed income, 251
IRS requirements, 201
Mine Safety and Health 

Administration, 314
National Center for Employee 

Ownership, 248
NIOSH, 314, 337
NLRB, 378
nominal group technique, 114
OSHA

assistance, 328
ergonomic checklists, 332
record-keeping forms, 323
standards, 320

Porter’s 5 Factors, 78
professional associations, 375–378
Project Management Institute, 44
recruiting from, 121
search engines, 374
SEC requirements, 201
Senate, 94
Service Contract Act, 202
SHRM Code of Ethics, 46
SHRM pending legislation, 94
SSA OASDI/Medicare tax rates, 232
study groups/partners, 15
Uniform Guidelines, 129

Weeks v Southern Bell Telephone (1969), 364
Wegman, David H., 378
weighted averages, 52
weighted employment applications, 124
weighted moving averages, 53
Weinberg, Raymond B., 17
Weingarten, J., 283, 358
Welfare and Pension Disclosure Act 

(WPDA), 241
wellness programs, 334–335, See also OHSS
WFP (Workforce Planning and Employment) 

area, 101–157
defined, 5, 103, 425
employment legislation, See also federal 

employment legislation
Age Discrimination in Employment 

Act, 108–109
Americans with Disabilities Act, 110
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Civil Rights Acts, 103–106
Executive Orders, 106–108
overview of, 103
Rehabilitation Act, 109
Vietnam Veterans Assistance Act, 

109–110
exam essentials, 149–150
exiting employees

conducting layoff meetings, 146
exit interviews, 143
involuntary exits, 144–146
making layoff decisions, 145–146
mass layoffs, 144
outplacement counseling, 146
overview of, 143
planned retirements, 143
plant closings, 144
real world scenario, 145–146
resignations, 143
severance packages, 146
unemployment insurance, 146
voluntary exits, 143
WARN Act of 1988 and, 144–145

hiring new employees
employment contracts, 138–139
employment offers, 137–138
immigration legislation, 139–142
new hire orientation, 142–143
overview of, 137
relocation packages, 138

at international level
costs, 148
cultural acclimation, 148
ethnocentric staffing, 147–148
expatriates, 147, 148
foreign business practices, 148
geocentric staffing, 148
host-country nationals, 147
inpatriates, 149
overview of, 147
parent-country nationals, 147
polycentric staffing, 148
regiocentric staffing, 148
third-country nationals, 147

interviewing selected candidates
behavioral interviews, 129
directive interviews, 129
effective interviewing, 133–134
interviewer biases, 132–133
legal/illegal questions, 130–132
nondirective interviews, 129
overview of, 129
panel interviews, 129
patterned interviews, 129
preparing for, 133–134
stress interviews, 130
structured interviews, 129

key terms, 150–152
measuring HR effectiveness, 146–147
overview of, 149
pre-employment tests

aptitude tests, 126
Cognitive Ability Tests, 126
court cases on, 125–126
integrity tests, 127
overview of, 125
personality tests, 126
physical ability tests, 127
psychomotor skill tests, 127
reliability, 127
validity, 127–129

resources, 376
review question answers, 156–157
review questions, 153–155
screening applicants

with applications, 123–124
and communicating with them, 124
in interviews, 124
overview of, 122
with tests, 125–129
Uniform Guidelines for, 122–123, 123

selecting candidates
using assessment centers, 135
avoiding negligent hiring, 136
in in-depth interviews, 129–134
using medical exams, 137
overview of, 129
using polygraph tests, 136–137
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using realistic job previews, 134
using reference checks, 135–136

staffing needs analysis
defined, 110–112, 111
how many people needed, 113–115
identifying gaps, 116
knowledge, skills, abilities, defined, 111
KSAs available internally, 115
KSAs required, 111, 112–113
qualitative assessment tools, 113–114
quantitative assessment tools, 114–115
when people needed, 115–116

staffing organizations
alternative methods, 118–119
cost-benefit analyses, 119
employer branding, 120
external candidates, 117–118
hiring new employees, 137–143
internal candidates, 117
overview of, 116–117
recruiting applicants, 119
recruiting methods, 121–122
recruiting strategies, 120–121
screening applicants, 122–129, 123
selecting candidates, 129–137

test specs, 101–102
Workforce Planning model, 111, 111

whipsawing, 298
whistle-blowers, 90
Wiens, Judy, 17
Wigand, Jeffrey, 90
wildcat strikes, 302
Willful OSHA violations, 320, 321
Wirtz, Willard, 313
Wolters, Roger S., 377
word-of-mouth communication, 279
work teams, 280
work-family issue training programs, 186–187
work-life balance benefits, See also 

compensation
bereavement leave, 255
for dependent care, 255
holiday pay, 255
jury duty pay, 255

leaves of absence, 255
overview of, 230, 254
paid time off, 254–255
parental leave, 255
sabbaticals, 255
sick pay, 254
vacation pay, 254

Worker Adjustment and Retraining 
Notification (WARN) Act of 1988, 
144–145, 360

workers compensation, 
See also compensation; OHSS

contributory negligence doctrine, 316
defined, 238–239
fellow servant rule doctrine, 316
history, 316–317
legislation, 317
voluntary assumption of risk doctrine, 316

workplace diversity, 44–45
workplace investigations, 31–33
workplace privacy, 91–92
workplace violence, 341
World at Work association, 377
Worley, Christopher, 162
WPDA (Welfare and Pension Disclosure 

Act), 241
Wright, Lydia, 80

X
X and Y Theories of motivation (1960), 

36, 422

Y
yellow dog contracts, 287, 425

Z
ZBB (zero-based budgeting), 81
zipper clauses, 299, 425
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