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170-173, 330, 338
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170-173
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166-169

Corporate culture: description of, 265;
HR Impact Guide (HRIG) tool aligriinig
business goals and, 330, 338; impertance
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also Organizations
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Debating change, 275-276

Decision making, Job Evaluation
Questionnaire on, 121-123

Delicious, 200

DiBonaventura, M., 206
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governing, 210-212; definition of] 210;
different types of, 212-213; Employee
Disability Verification Form, 242-243;
organizational importance of; 211-212;
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237-238; Reasonable Accommodation
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Request Form, 239-241. See also
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Discipline: Disciplinary Warning Notice,
248-249; Discipline Documentation Form,
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244-245; HR Impact Guide (HRIG) tool
for, 330, 337; Severance and Outplacement
Exit Interview Form, 252—256; Verbal
Warning Checklist, 250-251
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Act (1990), 99, 210-212, 223, 225-226,
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336-337
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Employee Involvement Form, 218-219;
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Development Plan Form, 136-138;
performance appraisals, 97-99, 101-103;
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Upward Feedback Form, 234-236. See also
360-degree feedback

Feenstra, D. A., 267

FICA (social security and Medicare), 22

Finkelstein, E., 206

Follett, M. P, 36

Forms: for assessment, 166—173; available on
the website for this volume, 343-345; for
employee relations and communication,
218-256; for measuring organization
effectiveness, 302—326; for recruitment
and staffing, 6-27; for reward-related
issues, 176-195; for talent management
and development, 54-76; for training and
development, 78-95, 313-320; for work/
performance analysis, 106—173. See also
Evaluation forms

401(k) Plan Designation of Beneficiary
Form, 186-188
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FUTA (federal unemployment insurance), 22
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Gehani, R. R, 36
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Hale, B., 206
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Harvey, M. G., 36, 38

Hawthorne studies, 36
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HiPos (high potentials): description and
assumptions about, 31-32; HR Impact
Guide (HRIG) tool on programs for, 330,
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Holbeche, L., 264
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HR Audit Checklist, 325-326

HR due diligence, 330, 338

HR Impact Guide (HRIG): compensation
and benefits function of, 330, 334-335;
description and applications of, 329;
employee relations and communication
function of, 330, 336-337; management
development and succession planning
function of, 330, 335-336; organizational
effectiveness function of; 330, 337-338;
performance management function of,
330, 3383; recruitment function of; 330,
331; training and development function
of, 330, 332

HR metrics: HR fnipact Guide (HRIG) tool
for, 330, 338: Fluman Resources Metrics
Form, 313-516

HR trarsfrniation: choices to make during,
264-261; definition of, 259; importance
1cr-organizations, 259-260; reasons to
care about, 260

HRIS (employee information),
330, 335

Human resource management (HRM):
career planning role of, 44; competency-
based, 45—47; HR Audit Checklist to
determine effectiveness of, 325-326; HR
due diligence by, 330, 338; HR Impact
Guide (HRIG) for audit of, 329-338; job
analysis foundation of] 45; metrics used
by, 313-316, 330, 338; time to fill metric
of, 257

I

Independent contractors, 2023

Initiative, 132

Institutional memory, 3940

Internal consultants: Consulting Skills
Assessment Survey: Client, 170-173;
Consulting Skills Assessment Survey: Self]
166-169; HR Impact Guide (HRIG) tool
for, 330, 338

Internal Revenue Service (IRS), 20-23
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Interviews: Career Development Education
Planning Form, 58-61; EEO guidelines
on prohibited questions during, 8-10;
Interview Assessment Form, 11-13;
Severance and Outplacement Exit
Interview Form, 25-256. See also
Communication

IP telephony, 200

J

Job analysis: as human resource
management (HRM) foundation, 45; Job
Analysis Worksheet, 112-113

Job description: definition of], 45; Job
Description Checklist, 127-129

Job Evaluation Questionnaire, 114-126

Job satisfaction: Climate Survey measuring
employee’s, 302-307; differentiating
employee engagement from, 202; Upward
Feedback Form to survey, 234-236. See
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Job specification, definition of, 45

JotForm, 200
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Kinicki, A., 36, 37, 38

Kirby, M. T., 283
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candidate’s, 12, 15; Career Development
Education Planning Faimtc assess,
58-61; Competency Modeling Form to
assess, 62—76; Feedback for Performance
Review and Development Plan Form
on, 136-139; how an organization
gains strategic, 268; Job Analysis
Worksheet on, 112-113; Job Evaluation
Questionnaire on, 114-126; of mature
workforce, 214—215; needs assessment
on, 330, 332; Performance Review and
Development Plan Form on, 131-135;
Position Deliverables and Competencies
Form on, 110-111; Position
Questionnaire on, 107-109; talent’s
special, 34; technical, 40; 360-Degree
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Evaluation Form on, 163-165. See also
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Koontz, H., 263

Kreitner, R., 36, 37, 38
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Law and policy, 274-275

Leader-member exchange (LMX), 37
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be fostered by, 203; Practice Leader
Evaluation Form to evaluate, 158-162;
World War II research to develop
military, 36
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historic debates ove: 26; Performance
Review and Dewveiopment Plan Form on,
134; theoriegaf, 57-38

Leadership thesaes: implications for
effectivi leadership, 38; overview of]
37..28

Leglslation: Age Discrimination in
Fployment Act (ADEA) [1967], 23, 99,
223, 224; Americans with Disabilities Act
(1990), 99, 210-212, 223, 225-226, 237,
239, 240, 243; Civil rights Act (1866), 99,
223; Civil Rights Act Title VII (1964),
23,99, 223, 224; Equal Pay Act (1963),
99, 223, 224; Executive Order 11246,
99, 223, 225; Fair Labor Standards Act
(FLSA), 23, 128; Family and Medical
Leave Act, 23; Rehabilitation Act (1972),
99, 223, 224-225; Vietnam Era Veterans
Readjustment Act, 99, 223, 225; Worker
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Lewin, K., 284

Listening, 198
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330, 336; HRIG tool on activities related
to, 330, 335-336; Manager Performance
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Mayo, G. E., 36
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effectiveness forms
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Mind42, 200

Mirabito, A., 205, 206

Motorola, 295

Myers, J. L., 202
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Needs assessment, 330, 332

New Employee Orientation Checklist, 2427
9/11 attacks, 288

Noncompetition agreement, 229-233
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On-the-Job Training (OJT) Reporting Form,
78-79
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Organizational development (OD): action
research for change using, 277251,
283-285; change management using,
272, 276—282; definition. ¢f, 263,
276-277; disadvantages and advantages
of change using, 221-262; HR Impact
Guide (HRIG) tooifor, 330, 338;
increasing efficiency and effectiveness
through, 263

Organizational effectiveness: description
of, 262; forms for measuring, 302-326;
HR Impact Guide (HRIG) tool for,
330, 337-338; OD (organizational
development) to improve, 263; practical
implications of, 264

Organizational effectiveness forms: Climate
Survey, 302-307; Group Performance
Measurement Form, 308-312; HR Audit
Checklist, 325-326; Human Resources
Metrics Form, 313-316; Stakeholders/
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Criteria Matrix, 321-323; Summative
Evaluation Guide, 317-320
Organizational efficiency: description
of, 262-263; OD (organizational
development) to improve, 263
Organizations: effectiveness of, 262-264;
PRIAM model for solving problems in,
290-294; strategic planning by, 267-269;
understanding of work and, 132. See also
Change management; Corporate culture
Orientation: HR Impact Guide (HRIG) tool
for, 330, 331; New Employee Orientation
Checklist for, 2427
Oyewole, S., 205
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Park, J. G536

Partner Feiformance Evaluation Form,
15a—.57

Persions/retirement planning, 330, 335

Ferformance: administrative, 145, 150,
155, 160; client service, 93-95, 145, 150,
155, 160, 170-173; Group Performance
Measurement Form, 308-312; HR
Impact Guide (HRIG) functions related
to, 330, 333; personal, 146, 151, 156, 160;
professionalism, 131, 146, 151, 156, 161;
recruiting, 146, 151, 161; supervisory,
123, 134, 150, 156, 160; technical, 145,
149, 155, 159. See also Work/performance
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Performance appraisals: benefits and
problems of, 98; critique of, 102-103;
eights steps of an effective, 99; HR
Impact Guide (HRIG) tool for, 330,
333; impact on the individual and the
company, 102; purposes of, 97-98; types
of, 101; uses of, 102

Performance Review and Development Plan
Form, 130-135

Personal performance: Associate
Performance Evaluation Form, 146;
Manager Performance Evaluation Form,
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151; Partner Performance Evaluation
Form, 156; Practice Leader Evaluation
Form, 160

Persuasive change management, 274

Philosophy: benefits for management, 286;
scientific management, 286287

Plato, 36

Policy and law, 274-275

PoPo (pissed off and passed over), 32

Position Deliverables and Competencies
Form, 110-111

Position Questionnaire, 106109

Positive change theory, 289. See also
Appreciative inquiry (Al)

Potential talent, 3—4

Practice expansion/business development:
Associate Performance Evaluation Form,
145; Manager Performance Evaluation
Form, 150; Partner Performance
Evaluation Form, 156; Practice Leader
Evaluation Form, 160

Practice Leader Evaluation Form,
158-162

PRIAM model: description of, 290; graphie
representation of, 291/ig; identifying ard
solving problems using the, 292264

The Principles of Scientific Managen.en!
(Taylor), 286

Problem solving: Job Eval:aticn
Questionnaire on, 12°; PRIAM model,
290-294; Six Sigma approach to,
295-299

Professionalism: Associate Performance
Evaluation Form, 146; Candidate
Evaluation Form, 161; Manager
Performance Evaluation Form, 151;
Manager Performance Evaluation Form
on, 151; Partner Performance Evaluation
Form, 156; Performance Review and
Development Plan Form on, 131

Q
Quality of work, 133
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Reasonable Accommodation Checklist,
237-238

Reasonable Accommodation Request Form,
239-241

Recognition programs, 330, 337. See also
Rewards (compensation and benefits)

Recruiting: forms for staffing and, 6-27; HR
Impact Guide (HRIG) functions related
to, 330, 331; human resource metrics on,
315-316; interview guidelines for, 8-10

Recruiting performance: Associate
Performance Evaluation Form, 146;
Manager Performance Evaluation Form,
151; Practice Leazew Evaluation Form,
161

Recruitment and staffing forms: Candidate
Evaluatinn Form, 14—16; Criminal
Historv “iheck Authorization Form,
1712 EEO Interview Guidelines,
&-.10; Employee or Independent
Contractor Status Check, 20—23;
Interview Assessment Form, 11-13; New
Employee Orientation Checklist, 24-27;
Recruitment Request Form, 6-7

Rehabilitation Act (1972), 99, 223, 224-225

Relocation compensation/benefits, 330, 334

Relocation Expense Reimbursement Form,
191-193

Relocation Incentive Payment Form, 189-190

Replacement planning, 39

Reporting of Injury/Accident Form,
227-228

Request for Job Evaluation Form, 176177

Responsibilities: for change management,
271-272; Job Analysis Worksheet,
112—-113; Job Evaluation Questionnaire,
114—126; Position Deliverables and
Competencies Form, 110-111; Position
Questionnaire, 106—109. See also
Accountability

Retention metrics, 315-316

Retirement planning/pensions, 330, 335
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Nomination Form, 194-195; Employee
Reward Options Form, 182-183;
Employee Salary Increase Form, 184—185;
401(k) Plan Designation of Beneficiary
Form, 186-188; Grade Change and
Salary Recommendation Form, 181;
Relocation Expense Reimbursement
Form, 191-193; Relocation Incentive
Payment Form, 189-190; Request for
Job Evaluation Form, 176-177; Salary
Change Form, 178-180

Rewards (compensation and benefits):
description and functions of, 175; forms
related to, 176-195; HR Impact Guide
(HRIG) functions for, 330, 334-335. See
also Recognition programs

Rothwell, W. J., 33, 39, 41, 45, 48, 257, 259,
270, 271, 273, 284, 285, 286

S

Safety and training metrics, 316

Salary. See Rewards (compensation and
benefits)

Salary Change Form, 178-180

Scientific management, 286287

Servant leadership, 37

Severance: HR Impact Giide (HRIG)
on compensation and hezefits, 330,
334; Severance and Qutplacement Exit
Interview Form, 252-256

Six Sigma: benefits of using, 296; DMAIC
methodology of, 295, 296; origins and
description of, 295-296; process of
problem solving, 296-299

Skills. See Knowledge and skills

Smith, T., 210

Society for Human Resource Management
(SHRM) website, 342

Sponsors, 277

Stakeholders/Criteria Matrix, 321-323

Stavros, J. M., 270, 271, 284, 285

Strassmann, P. A., 262
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Strategic leadership, 38

Strategic planning: advantages of, 268-269;
gaining strategic knowledge required
for, 268; what a company needs to know
about, 267

Su, N.-F, 270

Succession planning: differentiating between
replacement planning and, 39; future
responsibility focus of, 39; global aging
workforce and renewed interest in, 39;
HRIG Impact Guide (HRIG) on, 330,
335; institutional memory issue of, 39-40

Succession Planning Form, 56-57

Sullivan, A., 270, 271,284, 285

Sullivan, R. L., 270,271, 284, 285

Summative Evaluation Guide, 317-320

Supervisory performance: Job Evaluation
Questionnaire, 123; Manager
Peric mance Evaluation Form, 150;
Catner Performance Evaluation
Yorm, 156; Performance Review and
Development Plan Form, 134; Practice
Leader Evaluation Form, 160

Swain, J. W.; 36

SWOT analysis, 268

T

Talent: definition and implications of]
33-34; leadership styles of, 36-38. See also
Employees

Talent development: definition of, 34;
organizational importance of, 34-35. See
also Career planning

Talent management: competency-based
HRM, 45-47; definition of, 34; examining
the activities related to, 29-30; HiPos
(high potentials) identification for,
31-32, 330, 336; HR Impact Guide
(HRIG) tool for, 330, 338; organizational
importance of, 34-35; “potential” issue
of, 3—4; succession planning and technical
succession planning by, 39-40; values
modeling, 48-50
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Talent management and development forms:

Career Development Education Planning
Form, 58-61; Competency Modeling
Form, 62-76; Succession Planning Form,
56-57; Talent Management Form, 54-55

Talent Management Form, 54-55

Taxes: FICA (social security and Medicare),
22; FUTA (federal unemployment
msurance), 22

Taylor, F.,, 286

Taylor, K., 205

Teams: Group Performance Measurement
Form, 308-312; virtual, 199-201

Teamwork: Group Performance
Measurement Form, 308-312;
Performance Review and Development
Plan Form on, 133; Team Member
Engagement Performance Review Form
on, 140-142

Technical performance: Associate
Performance Evaluation Form, 145;
Manager Performance Evaluation Form,
149; Partner Performance Evaluation
Form, 155; Practice Leader Evaluation
Form, 159

Technical succession planning, 39—40

Termination: discipline measures ieading
to, 244-251; HR Impact Guide (HRIG)
tool for management of 23¢. 333-334;
Severance and Outplecement Exit
Interview Form, 252—-256; severance/
outplacement compensation and benefits,
330, 334

Theory Y, 36

360-degree feedback: administered prior
to Succession Planning Form, 56;
Associate Performance Evaluation Form,
143-147; Consulting Skills Assessment
Survey: Client, 170-173; HR Impact
Guide (HRIG) for HR audit, 329-338;
360-Degree Evaluation Form, 163-165.
See also Feedback
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Time to fill metric, 257

Title VII (Civil Rights Act), 23, 99, 224

Training and development: forms related
to, 7893, 313-320; HR Impact Guide
(HRIG) functions for, 330, 332

Training and development forms: Blended
Learning Program Review Form, 80-83;
Client Service Satisfaction and Needs
Analysis Form, 93-95; Human Resource
Metrics Form, 313-316; On-the-Job
Training (O] T) Reporting Form, 78-79;
Summative Evaluation Guide, 317-320;
Training Delivery Checklist Form,
88-90; Training Evaluation Form, 91-92;
Workshop Evaluation rorm, 84-87. See
also Education

Training Delivery Checklist Form, 88-90

Training Fxeluation Form, 91-92

Transform »tional leadership, 37

Travei, 125-126

Teai Fi.-L., 199, 262

Lventy-Factor Test, 20-23
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Upward Feedback Form, 234-236
U.S. Census, 211
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Values modeling: description of,
49; importance of, 49; process of
implementing, 49-50

Verbal Warning Checklist, 250-251

Vietnam Era Veterans Readjustment Act,
99, 223, 225

Virtual teams: definition of, 199; tips for
successful, 199-200

VoIP (voice over Internet protocol), 200

w

Web 2.0: communication formats using, 199;
virtual team use of, 200

Weihrich, H., 263

Welch, J., 295



Index

Work: programs for balancing life and, 330,
336-337; quality of, 133; understanding
of organizational, 132

Work environment, 125

Work Forms Chart, 339-341

Worker Adjustment and Retraining Act, 23

Work/life balance programs, 330, 336-337

Work/performance management: definition
and function of, 97; employment
discrimination protections, 99;
performance appraisals, 97-99, 101-103.
See also Performance

Work/performance management forms:
Associate Performance Evaluation Form,
143-147; Consulting Skills Assessment
Survey: Client, 170-173; Consulting
Skills Assessment Survey: Self, 166-169;
Employee Reward Nomination Form,
194-195; Employee Reward Options
Form, 182-183; Employee Salary Increase
Form, 184-185; Feedback for Performance
Review and Development Plan Form,
136-139; 401(k) Plan Designation of
Beneficiary Form, 186-188; Grade
Change and Salary Recommendztion
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Form, 181; Job Analysis Worksheet,
112-113; Job Description Checklist,
127-129; Job Evaluation Questionnaire,
114-126; Manager Performance
Evaluation Form, 148-153; Partner
Performance Evaluation Form, 154-157;
Performance Review and Development
Plan Form, 130-135; Position Deliverables
and Competencies Form, 110-111;
Position Questionnaire, 106-109; Practice
Leader Evaluation Form, 158-162;
Relocation Expense Reimbursement
Form, 191-193; Relocation Incentive
Payment Form, 129-190; Request for
Job Evaluationi<xm, 176-177; Salary
Change Form, 178-180; Team Member
Engagemernt Performance Review Form,
140-142:5560-Degree Evaluation Form,
165-"65
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