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Note to the reader: Throughout this index boldfaced page numbers indicate primary discussions of a topic. Italicized
page numbers indicate illustrations.

Numbers annual performance review, 193
applicant communications, 80-81
360° review evaluation method, 206 aptitude test, 71

arbitration, 146
asbestosis, 110

A "at-will" employment statement, 43, 79, 233
o audience for communications, 155
ADDIE model for training process, 180-186 auditory learners, 183
analysis, 180 audits, 229-230
design, 184-185 authoritarian leadership style, 176

development, 185
evaluation, 185-186

implementation, 185 B
administration framework for compensation plan, 97
administrative exemption test, 35, 257 background check on job applicant, 78-79
administrative responsibilities bad news, communicating, 154
for communications, 166-167 base pay, 93
for compensation plan, 104-105 baseline for safety and health statistics, 126
for employee relations, 146-148 behavior evaluation, 186
for performance management, 212 behavioral interview, 75
for safety and health, 125 benchmark positions, 100
for staffing, 82-83 biological hazards, 111
for training and development, 190 black lung disease, 111
administrative role of human resources, § blood-borne pathogens, 117
Affirmative Action Plans, 31-32, 33 body of knowledge (BOK), 6-7
Age Discrimination in Employment Act of 1967, bona fide occupational qualification (BFOQ), 24-25
23,29, 47 bottom line, 16
agrarian society, 3 bottom-up communication, 160-162
AHIpubs.com, 8 branding, employment, 55
alcohol abuse, 111-112 broadbanding salary range, 102
"all-hands" meetings, 131, 157-158 brown-bag lunches, 161
alternative dispute resolution, 145-146 brown lung, 109, 111
alumni employees, as recruiters, 67 buddy programs, 187
American Compensation Association, 9 budget
American Society for Personnel Administration (ASPA), 6 for communications, 156
Accreditation Institute, 6 forecasts in identifying job needs, 53
American Society for Training and Development bulletin boards, 159
(ASTD), 7 bureaucracy, 133
certifications, 10-11 business environment, 16
American Society of Safety Engineers, 118 business life cycle, 225-226
Americans with Disabilities Act of 1990, 23, 29, 47 business strategy
essential job functions, 56 metrics, 53
and recovering drug abusers, 112 strategic plan, 52-53
anniversary review, 207 byssinosis, 109, 111
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272 cancer — criminal checks

C

cancer, 109, 110
carbonless copy paper, 110
central tendency bias

in appraisal process, 208

in job interview, 77
centralized organization structure, 220
certifications, 6

professional, 8-11

training records, 190
Certified Benefits Professional (CBP), 9
Certified Compensation Professional (CCP), 9
Certified Employee Benefits Specialist, 10
Certified Performance Technologist (CPT), 10
Certified Personnel Consultant (CPC), 10

Certified Temporary-Staffing Specialist (CTS), 10

chain of command, 132-133

change management, 175-176

chemical hazards, 110

Chief Financial Officer (CFO), 122

child labor, 34

Civil Rights Act of 1964, Title VII, 23, 48
amendments, 28-29

Civil Rights Act of 1991, 23, 28, 47

closed questions in interview, 76

coach as leadership style, 176

code of ethics, 11

cognitive ability test, 71

collective bargaining agreement, 135

colleges and universities, recruiting job applicants from, 67

common law doctrines, 22, 43
communications, 13, 151, 248-249
administrative responsibilities, 166-167
with applicant, 80-81
chain of command, 132
of compensation plan, 103
metrics, 167-168
operational responsibilities, 156-166
bottom-up communication, 160-162
employee opinion polls, 163-165
lateral communication, 165
top-down communication, 157-159
training, 166, 188-189
of performance expectations, 196-198
of planned changes, 175
strategic foundation, 152-156
reasons for strategy, 152-154
strategy development, 154-156
compa-ratio, 102, 105, 237
company websites, 67
compensable time and overtime, 36-37
compensation and benefits, 6, 13, 245-246
administration framework, 97
administrative responsibilities, 104-105

%

certifications, 9-10
in human resources plan, 229
laws and legislation, 34-39
compensable time and overtime, 36-37
exemption status, 34-36
minimum wage, 36
pension plans, 39
recordkeeping requirements, 38
metrics, 105
operational responsibilities, 97-104
communications, 103-104
job evaluation, 97-100
pay grades, 100
pay ranges, 101-102
wage and salary guidelines, 102-103
for public sector jobs, 16
strategy, 88-97
financial constraints, 90-91
importance, 89
philosophy, 88-90
total rewards
direct compensation, 93-94
indirect compensation, 95-96
Compensation Management Specialist (CMS), 10
compliance, 13
Compliance Safety and Health Officer (CSHO), 123
computer employee exemption, 258
computer-related jobs, qualifying for professional
exemption, 36
confidential information, 12, 154
conflicts of interest, 12
confrontations, avoidance of, 199
consensus building, 131
Consolidated Omnibus Budget Reconciliation Act of
1986, 39
constructive discharge, 43
consultation services from OSHA, 123
continuous performance management process, 200
contractors, federal, equal employment requirements,
31-33
contrast bias, 77
controlling, 216
coordinating, 216
core competencies, 62
core values, 218-219
cost-benefit analysis, 64-65, 172-173
cost-per-hire, 84, 236
costs
issues in global operations staffing, 235
safety and health standards, 108
cotton mill fever, 109
counteroffer to employee, 81
court decisions, 26-28
creative professional exemption, 258
criminal checks, 79
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critical incident evaluation method, 206

cultural acclimation, 235

cultural noise bias, 77

customer organization structure, 223

customer relationship management software, 174
customers, in recruiting process, 67

Dalhousie University (Nova Scotia), 9
Davis Bacon Act, 34
days since last injury, 237
decentralized organization structure, 220
"decision days", 142
decline stage in business life cycle, 226
defamation, 43
delegation, training in, 189
democratic leadership style, 176
Department of .... See U.S. Department of ...
design in training development, 184-185
development. See training and development
direct compensation, 92, 93-94
directing, 216
directive interview, 75
directive management, 131
disciplinary actions, 141-145

employee rights, 143-145
discrimination complaints, guidelines for processing, 24
disparate impact, 25

court decisions, 27
disparate treatment, 25

court decision, 26
dispute resolution, 145-146
diversity in workforce, 66, 133

training for, 188
divisional organization structure, 222-223
Drucker, Peter, The Practice of Management, 198
drug abuse, 111-112
drug-free working environment, 112
drug testing programs, 114-116
dust, 111

e-mail, 159
training on use, 189
EEO-1 Reports, 32
eligibility for work in U.S., 33
emergency response plan, 125
employee and labor relations, 7, 13, 129, 247-248
administrative responsibilities, 146-148
in human resources plan, 229
laws and legislation, 40-43

%

metrics, 149
operational responsibilities, 136-146
disciplinary actions, 141-145
dispute resolution, 145-146
on-boarding, 136-138
workplace investigations, 138-141
strategic foundation, 130-135
organizational culture, 130-133
retention programs, 134-135
unions and labor relations, 135
Employee Assistance Program (EAP), 112, 114
employee handbooks, 233
employee involvement committees, 161
employee opinion polls, 163-165
Employee Polygraph Protection Act of 1988, 79, 121
employee retention plan, 54
Employee Retirement Income Security Act of 1974
(ERISA), 39
employee satisfaction survey, 238
employees. See also workforce
exit procedures, 81-82
involvement in organization, 131
lateral communication, 165
medical files, 147
participation in OSHA inspection, 124
personnel files, 146
rights during disciplinary procedures, 143-145
surveys, 162-164
understanding of individual contributions, 153
employers, liability for harassment, 139
employment agencies, 67-68
employment application forms, 69
employment-at-will, 43, 79, 233
employment branding, 55
employment documents, collecting, 68-70
employment laws and regulations, 13, 21-49, 242-243
common law doctrines, 43
compensation and benefits, 34-39
compensable time and overtime, 36-37
exemption status, 34-36
minimum wage, 36
pension plans, 39
recordkeeping requirements, 38
employee and labor relations, 40-43
equal employment opportunity, 23-33
laws enforced by EEOC, 28-31
Fair Pay Exemption regulations 2004, 255-258
immigration, 33-34
safety and health, 39-40
sources of legal requirements, 22-23
state and local legislation, 44-47
summary of federal laws, 47-49
employment offers, 79-80
entitlement philosophy for compensation, 89, 131
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Epilepsy Foundation of Northeast Ohio, NLRB
decision, 145
equal employment opportunity, 23-33
documentation, 147-148
laws enforced by EEOC, 28-31
Equal Employment Opportunity Act (EEOA), 24, 47
Equal Employment Opportunity Commission (EEOC),
22-23,71
creation, 23
Equal Pay Act of 1963, 23, 29, 47
equity, 93-94
ergonomic injury, 111
essential job functions, 56
ethnic diversity, 66
ethnocentric staffing strategy, 234
exam requirements, generalist certifications, 9
executive exemption test, 35, 257
Executive Order 11246, 32, 47
Executive Order 11375, 32, 47
Executive Order 11478, 32
executive order (EO), 22
executives, compensation package, 91
exempt job, 34
Fair Pay Exemption regulations 2004, 255-258
from OSHA recordkeeping requirements, 125
exemption status, 34-36
exit interviews, 162
exit procedures, 81-82
expatriates, 234
express contract exception, 43
external equity, 99-100

F

face-to-face communication, 159
Fair Labor Standards Act, 29, 34, 48
Fair Pay Exemption regulations 2004, 255-258
nonexempt employees, 258
white collar exemption status, 255-258
fairness, 12
in appraisal process, 208
faltering company exception, 42
Family and Medical Leave Act of 1993, 23, 30-31, 48
federal contractors and subcontractors, 31-33
Federal Register, 22
feedback
from employees, 167-168
on performance to employees, 199, 200, 201-202
training on providing, 204-205
final paychecks, 82
financial assets, security for, 122-123
financial constraints, in compensation plan, 90-91
first impressions bias, 77
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Fitz-Enz, Jac, How to Measure Human Resources
Management, 236

flat organization structure, 221

focal review, 207-208

focus group, 167

for-profit business, 16

foreign business practices, 235

Foreign Corrupt Practices Act (FCPA), 235

functional areas in organizations, 2-3

interrlationship, 3
functional organization structure, 222

G

gaps in employment, 75

gender discrimination, 74-75

general duty standard, 116

generalist certifications, 8-9

geocentric staffing strategy, 235

geographic organization structure, 223-224
Georgius Agricola, 109

global human resource management, 14, 233-236
Global Professional in Human Resources (GPHR), 8
Global Remuneration Professional (GRP), 9

goals, shared understanding of, 153

gossip, 12

Government Performance and Results Act of 1993, 15
green-circle rates, 103

Griggs v. Duke Power, 25,27

Group Benefits Associate (GBA), 10

growth stage in business life cycle, 225

H-1B visa, 33
halo/horn effect bias
in appraisal process, 209
in job interview, 77
hand-on learners, 183
Harris v. Forklift Systems, 28
Hazard Communication Standard, 116
health. See safety and health
Health and Wellness programs, 114
Health Care continuation rights, 39
Health Insurance Portability and Accountability Act
(HIPAA), 39
Hewlett-Packard, 160
hiring procedures, 63, 68-81
applicant communications, 80-81
collecting employment documents, 68-70
employment offers, 79-80
in-depth interviews, 72-79
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pre-employment testing, 71-72 inpatriates, 234
screening interviews, 70-71 inspections, OSHA, 123-124
host-country nationals, 234 integrity test, 71
hostile work environment, 25, 138 intellectual property
court decision, 28 agreement on, 80
hot lines, 162 security for, 122
How to Measure Human Resources Management (Fitz- inter-rater reliability, 209
Enz), 236 interactive learners, 183
HRhero.com, 8 internal equity, and job worth, 98-99
HRIS. See human resource information system (HRIS) International Association for Human Resource Infor-
human assets, security for, 121-122 mation, 7
Human Performance Improvement (HPI), 10 International Foundation of Employment Benefit
human resource audits, 229-230 Plans, 9
Human Resource Certification Institute (HRCI), 6 International Public Management Association for HR, 7
human resource development, 172 international workforce, 234-236
human resource information system (HRIS), 227, Internet. See web resources
230-231 internships, 63
human resource management, 2-17, 241-242 interviews
activities included, 2 exit, 162
building blocks, 14 in-depth, 72-79
changing role, 4-5 common biases, 76-77
characteristics of profession, 6 evaluation after, 77-79
professional conduct, 11-12 illegal and legal questions, 73-75
Human Resource Mentoring and Networking performance management in, 202-203
Association, 8 preparation for, 75-76
Human Resources department, 17-18 by team, 72
organization functions, 17-18 in job analysis information gathering, 57
human resources development, 6 poor process example, 78
human resources professional, role as coach, 136 screening, 70-71

intranet, 159
investigations of workplace, 138-141

1-9 form, 33 J
immigration, 33-34
documents, 147 job analysis, 55-58
Immigration Reform and Control Act (IRCA) of 1986, job classification, to determine internal equity, 98-99
34,48 job competencies, 62
implied contract exception, 43 job descriptions, 58-62
in-depth interviews, 72-79 identifying information, 60-61
In Search of Excellence (Peters), 160 and internal equity, 98
independent contractors, 63-64 job functions, 61-62
indirect compensation, 92, 95-96 job specifications, 62
Industrial Age, 3 and performance expectations, 196, 201
occupational illnesses, 109 usefulness of, 197-198
information age, 3 job evaluation, 97-100
information gathering. See also communications job fairs, 67
with employee surveys, 162-164 job needs, identifying, 53-54
in job analysis, 56 job offers, 79-80
knowledge management, 174 job ranking, for internal equity, 98
for performance appraisal, 210 job-related stress, 113
for SWOT analysis, 217-218 job security, as union goal, 135
injury and illness incident report, 125 job sharing, 63
injury and illness prevention program, 124 job title, 60
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job worth, 98
Johnson, Lyndon, 32
journals, 66

justice, 12

K

kiosks, 162

Kirkpatric, Donald, 186

knowledge management, 174

knowledge, skills and abilities (KSAs), 56, 57

L

Labor-Management Relations Act (1947), 41-42, 48

labor-management relations law, 40-43
labor markets, 66
and compensation plan, 91
labor relations. See employee and labor relations
labor unions, 135
and employee involvement committees, 161
movement, 4
for recruiting, 67
lagging the market, 91
laissez-faire leadership style, 176
lateral communication, 165
laws. See employment laws and regulations
leadership
development, 176-177
vs. management, 178
styles, 131
learned professional exemption, 257
learning evaluation, 186
learning organizations, 174
learning styles, 183
letter of job offer, 80
liability for harassment, 139
lifelong learning, 174
line functions, 222
line managers, 136
responsibilities, 145
local labor market, 66
local legislation, 44-47
lockout/tagout standard, 117
log of work-related injuries and illnesses, 125

management
expectations for safety program, 118
open-door policies, 160
and organizational culture, 130
style and philosophy, 130-131

%

management by walking around, 160-161
management development, 178
market leader, 91
Maslow, Abraham, Hierarchy of Needs, 178
mass layoff, 42
material safety data sheet, 110
matrix organization structure, 224-225
maturity stage in business life cycle, 225-226
McDonnell Douglas Corp. v. Green, 26, 27
McGregor, Douglas, 178
meal periods, 37
media, for recruiting job applicants, 66
mediation, 146
meetings, executives with employees, 131, 157-158
mentor, for new hires, 137, 187-188
metrics, 236-239

for business strategy, 53

for communications, 167-168

for compensation plan, 105

for employee relations, 149

in human resources plan, 229

for safety and health, 126

for staffing, 84

for training and development, 191
military reserve units, employment protection for those

serving, 31

minimum wage, 36
mining, health risks, 109
misconduct, disciplinary actions for, 141-145
misinformation, 153
mission statement, 218
Mitsubishi, 140
monetary compensation, 92
motivation, management theories on, 178
motivators

for sales personnel, 18

for technical personnel, 17
Motorola, 174

National Association of Personnel Specialists, 7
certifications, 10
National Institute for Occupational Safety and Health
(NIOSH), 109
National Labor Relations Act (1935), 41, 48, 161
National Labor Relations Board v. Weingarten, Inc.,
144-145
natural disaster exception, 43
needs assessment, 180-184
networking, informal communities for, 7-8
new hires
orientation, 187-188
treatment of, 136-137
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newsletters, 158-159
newspapers, 66

non-disclosure agreement, 80
nondirective interview, 75-76
nondisclosure agreement, 122
nonexempt job, 34
nonmonetary compensation, 92
nonprofit organizations, 17
nonverbal bias, 77

o

objectives, in training development, 184-185
observation
in job analysis information gathering, 57
by supervisor, 201
occupational health, safety and security, 7
occupational noise exposure standard, 116
Occupational Safety and Health Act (OSH Act), 39-40,
48,107, 109
Occupational Safety and Health Administration
(OSHA), 22, 39. See also safety and health
inspections, 123-124
material safety data sheet, 110
plans, 124-125
safety inspections, 118
offers of employment, 79-80
Office of Federal Contract Compliance Programs
(OFCCP), 31, 71
offices, health risks, 110
on-boarding, 136-138
on-call time, 37
online forums, 162
open-door policies, 160
open questions in interview, 76
operational responsibilities, 5
for communications, 156-166
bottom-up communication, 160-162
employee opinion polls, 163-165
lateral communication, 165
top-down communication, 157-159
training, 166
for compensation plan, 97-104
communications, 103-104
job evaluation, 97-100
pay grades, 100
pay ranges, 101-102
wage and salary guidelines, 102-103
for employee relations, 136-146
disciplinary actions, 141-145
dispute resolution, 145-146
on-boarding, 136-138
workplace investigations, 138-141

newsletters — pay ranges

of performance management, 195-211
appraisals, 205-211
communicating expectations, 196-198
management, 199-205

for safety and health, 109-123
health issues, 109-113
health programs, 114-116
safety issues, 116-120
security issues, 120-123

for staffing, 55-82
job analysis, 55-58
job descriptions, 58-62
job specifications, 62

for training and development, 179-189
ADDIE model, 180-186
communication training, 188-189
diversity training, 188
new hire orientation, 187-188
sexual harassment training, 188
time management training, 189

organic organization structure, 221-222
organizational culture, 130-133
organizations

development, 173-179

functional areas, 2-3
interrlationship, 3

life cycles, 225-226

structures, 219-225
customer, 223
divisional, 222-223
functional, 222
geographic, 223-224
matrix, 224-225
organic, 221-222
traditional, 220-221

organizing, 216
orientation of new hires, 137
OSHA recordable case rate, 238
outside sales exemption test, 36, 258
outsourcing, 64

vs. hiring, 64-65
overtime, 36-37

P

panel interview, 76
parent-country nationals, 234
part-time employees, 63
patterned interview, 76
pay. See compensation and benefits
pay grades, 100
creating, 100
pay ranges, 101-102
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paychecks, final, 82
peer review panel, 146
pension plans, 39
Pentagon, 33
performance
direct compensation as reward, 94
disciplinary actions for poor, 141-145
standards, 197
appraisals based on, 211
performance appraisal, 5, 205-211
frequency, 208
performance-based philosophy for compensation, 89, 131
performance improvement plan, 142
performance management, 14, 193, 251-252
administrative responsibilities, 212
in human resources plan, 229
measuring individual performance, 194
operational responsibilities, 195-211
appraisals, 5, 205-211
communicating expectations, 196-198
management, 199-205
strategic foundation, 194-195
tips and pitfalls, 203-205
performance objectives, 197-198
perquisites, 91
personal protective equipment standard, 116
personality test, 71
personnel department, development of, 3
Peters, Tom, In Search of Excellence, 160
Philippus Aureolis, 109
philosophy, for compensation plan, 88-90
physical assessment test, 71
physical assets, security for, 121
physical hazards, 111
Physician Recruiting Consultant (PRC) certification, 10
planning, strategic, 52-53, 216-219
plant closing, 42
pneumoconiosis, 111
point method, for job evaluation, 99
policies, 232
polycentric staffing strategy, 234
polygraph tests, 79, 121
The Practice of Management (Drucker), 198
pre-employment testing, 71-72
Pregnancy Discrimination Act of 1978, 28, 48
prima facie evidence, 26
court decision, 27
privacy, 12
private sector organizations, 16-17
procedures, 232
productivity, 3—4
time management training for, 189

%

professional associations, 5-8
professional certifications, 8-11
compensation and benefits, 9-10
generalist, 8-9
staffing, 10
training, 10-11
professional conduct, 11-12
Professional Employer Organizations, 64
professional exemption test, 35-36, 257
Professional in Human Resources (PHR), 8
protected classes, 24
psychomotor assessment test, 71
public policy exception, 43
public sector organizations, 15-16
purpose of job position, 60-61

Q

questionnaires, in job analysis information gathering, 57
questions for interview

illegal and legal examples, 73-75

open or closed, 76
quid pro quo harassment, 25, 138

ranking evaluation method, 206
rating evaluation method, 206
reaction evaluation, 186
reasonable accommodation, 30
recency bias
in appraisal process, 209
in job interview, 77
recordable case rate formula, 126
recordkeeping requirements, 38
for disciplinary actions, 142
for employee relations, 146-148
for OSHA, 40, 125
for performance management, 212
retention requirements for staffing, 83
for training, 184, 190
recruiting methods, 65-66
for international workforce, 234
recruiting strategy, 54-55
red-circle rates, 102
reference checks, 78-79
regiocentric staffing strategy, 235
regulatory law, 22
Rehabilitation Act of 1973, 32, 48
remuneration, 92. See also compensation and benefits
replacement costs for employees, 84, 237
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replacement planning, 179 silicosis, 111
reporting requirements for equal employment, 32-33 similar-to-me bias, 77
reputation of employer, 55 Six Sigma program, 174
resignations, exit procedures, 81 SMART method, 198
rest periods, 37 Society for Human Resource Management (SHRM), 6-7
results evaluation, 186 Code of Ethical and Professional Standards, 11-12
resume, 69 sourcing candidates, 62-68
retention programs, 134-135 alternative staffing methods, 63-64
Retirement Plans Associate (RPA), 10 hiring employees, 63
risk assessment for workplace security, 120-121 hiring or outsourcing, 64-65
Roosevelt, Franklin Delano, 41 recruiting methods, 65-68
rumors, 153 span of control, 220

controlling, 162 sponsor for change, 175

staff functions, 222
staffing, 13, 51, 243-244
S administrative responsibilities, 82-83

record retention requirements, 83
safety aP‘{‘ heath, 13, 246‘2‘}7 employee exit procedures, 81-82
administrative responsibilities, 125

o hiring procedures, 68-81
laws.and legislation, 39-40 applicant communications, 80-81
metrics, 126

k o ) collecting employment documents, 68-70
Occupational Safety and Health Administration employment offers, 79-80
~(OSHA) in-depth interviews, 72-79
inspections, 123-124 pre-employment testing, 71-72
plans, 124-125

. epe screening interviews, 70-71
operational responsibilities, 109-123 in human resources plan, 228
health issues, 109-113

metrics, 84
health programs, 114-116 operational responsibilities, 55-82
safety issues, 116-117 job analysis, 55-58
safety program setup, 117-120 job descriptions, 58-62
security issues, 120-123 job specifications, 62
strategic foundation, 108 planning, 53-54
training rgcords, 148, 190 sourcing candidates, 62-68
safety committee, 119-120 alternative staffing methods, 63-64
salary grades, 98-99 hiring employees, 63
salary surveys, 100 hiring or outsourcing, 64-65
Sarbanes-Oxley Act of 2002, 122-123 recruiting methods, 65-68
scientific management approach, 4 strategic foundation, 5’2—55
screening interviews, 70-71 identifying job needs, 53-54
search engines for web resources, 259 recruiting strategy, 54-55
security issues in workplace, 120-123 staffing certifications, 10’

self—employgd, 63-64 startup stage in business life cycle, 225
self—.evaluatlon., 210 state legislation, 44-47
Senior Professional in Human Resources (SPHR), 8 on minimum wage, 36
sexual favor, 25 states, employment agencies, 44-47, 67
sexual harassment, 25, 138-140 statistics. See metrics

investigations, 138, 140-141 statutory law, 22

recognizing and investigating, 138-140 stereotyping bias, 77

training about? 188 stock ownership by employees, 93-94

recordkeepmg on, 190 strategic foundation

Sherman Anti-Trust Act, 40 for communications, 152-156
SHRM. See Society for Human Resource Management reasons for strategy, 152-154

(SHRM) strategy development, 154-156
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280 strategic goals — training time
for compensation plan, 88-97 T
financial constraints, 90-91
importance, 89 tactical goals or objectives, 219
philosophy, 88-90 tangible employment action (TEA), 26
for employee relations, 130-135 target audience for training, 182, 184
organizational culture, 130-133 task inventory
retention programs, 134-135 in job analysis information gathering, 57, 58
unions and labor relations, 135 in training development, 184
for performance management, 194-195 team briefings, 158
for safety and health, 108 temporary employees, 63
for staffing, 52-55 termination of employment, in disciplinary process, 142,
identifying job needs, 53-54 143
recruiting strategy, 54-55 testing, pre-employment, 71-72
for training and development, 172-179 textile workers, illnesses, 109
change management, 175-176 Theory X/Theory Y, 178
hiring skills vs. training, 172-173 third-country nationals, 234
leadership development, 176-177 time management training, 189
management development, 178 time to fill, 84, 237
organization development, 173-179 time to start, 84
replacement planning, 179 timing
succession planning, 179 of appraisal process, 206-207
strategic goals, 219 of communications, 155
strategic human resource management, 14-15, 215, top-down communication, 157-159
226-233,252-253 total compensation, 91, 93
audits, 229-230 total quality management (TQM), 174
employee handbooks, 233 total rewards in compensation plan, 91-96
HRIS systems, 230-231 direct compensation, 93-94
planning, 227-229 indirect compensation, 95-96
policies, procedures and work rules, 231-232 "town-hall" meetings, 131, 157-158
strategic management, 6, 216-226 trade unions. See labor unions
organization life cycles, 225-226 traditional organization structures, 220-221
organization structures, 219-225 training
customer, 223 in communications, 166
divisional, 222-223 cost-per-employee, 239
functional, 222 for emergencies, 121
geographic, 223-224 training and development, 13, 171, 250-251
matrix, 224-225 administrative responsibilities, 190
organic, 221-222 in human resources plan, 228
traditional, 220-221 metrics, 191
planning, 52-53, 216-219 operational responsibilities, 179-189
strategic role, of human resources, 4-5 ADDIE model, 180-186
stress interview, 76 communication training, 166, 188-189
stress, job-related, 113 diversity training, 188
subcontractors, federal, equal employment require- new hire orientation, 187-188
ments, 31-33 sexual harassment training, 188
subject matter experts (SMEs), 1 time management training, 189
substance abuse, 111-112 strategic foundation, 172-179
succession planning, 179 change management, 175-176
suggestion programs, 161-162 hiring skills vs. training, 172-173
summary of work-related injuries and illnesses, 125 leadership development, 176-177
supervisor, 194 management development, 178
observation by, 201 organization development, 173-179
surveys of employees, 162-164 replacement planning, 179
suspension, 142 succession planning, 179
SWOT (strengths, weaknesses, opportunities, threats) training certifications, 10-11
analysis, 217 training time, 37
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turnover, 238
two-way communications, 157
in performance management, 202

unfair labor practices, 41
unforeseeable business circumstance exception, 42
Uniform Guidelines on Employee Selection Procedures,
71-72
Uniformed Services Employment/Reemployment Rights
Act of 1994, 23, 31, 48
unions. See employee and labor relations; labor unions
unique selling proposition, 55
U.S. Citizenship and Immigration Service, 33
U. S. Civil Service Commission, 71
U.S. Department of Homeland Security, 33
U.S. Department of Labor
list of exempted positions, 36
web site, 255
U. S. Immigration and Naturalization Service, 33
universities, recruiting job applicants from, 67
University of Pennsylvania, Wharton School of
Business, 9
unlawful employment practices, 24
unpaid leaves, 30-31
U.S. Supreme Court, on Equal Opportunity laws, 26-28

'/

value of safety and health standards, 108

values of organization, 218-219

variable pay, 93, 94

vendors, for recruiting, 67

verbal warnings, in disciplinary process, 142

Vietnam Era Veterans' Readjustment Assistance Act of
1974, 32, 49

violence, in workplace, 122
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