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     INDEX   

    A 
  Absolute standards, evaluating, 279 

  behaviorally anchored rating scales 
(BARS), 279, 281–282 

 checklist appraisal, 280 
 critical incident appraisal, 279–280 
 forced- choice appraisal, 281 
 graphic rating scale appraisal, 280–281   

  Achieved outcomes use in employees evalu-
ation, 285–286  see also  Management by 
objectives (MBO) 

 Achieved status, 3 
 Acquisitions, 21 
 ADA Amendments Act of 2008 

(ADAAA), 103–104 
 Adventure training, 243 
 Adverse impact, 110 
 Adverse treatment, 110 
 Advertisements, in recruiting, 176–177 
 Affirmative action plans, 112 
 Affordable Care Act (ACA), 348 
 Age Discrimination in Employment Act 

(ADEA) of 1967, 9, 100–101 
 Agency shop, 409 
Albemarle Paper Company v. Moody

(1975), 108 
 All China Federation of Trade Unions 

(ACFTU), 427 
 American Management Association 

(AMA), 242, 260 
 American Society of Training and 

Development (ASTD), 52 
 Americans with Disabilities Act of 

1990, 103–104 
 Analyze, Design, Develop, Implement, 

and Evaluate (ADDIE) training 
model, 235 

 Appearance discrimination, 122 
 Applicant tracking systems (ATS), 51, 

173, 174, 201 
 Application forms, 198 

  legal issues, 198 
 online applications, 201 
 weighted application forms, 199–201   

  Appraisal methods 
  absolute standards, evaluating 

  BARS, 281–282 
 checklist appraisal, 280 
 critical incident appraisal, 

278–280 
 forced- choice appraisal, 281 
 graphic rating scale 

appraisal, 280–281   
  relative standards methods 

  forced rankings, 284 
 group- order ranking, 283 
 individual rankings, 283 
 paired comparison, 283–284    

  Appraisal process  see also  International 
performance appraisal; Performance 
appraisal meeting 
  communicate expectations, 276–277 
 comparing actual performance with 

standards, 277 
 360- degree appraisal process, 

292–293 
 discussing appraisal with the 

employee, 278 
 distorting factors 

  attribution theory, 289 
 central tendency, 288 
 halo error, 287 
 inappropriate substitutes for 

performance, 289 
 inflationary pressures, 288 
 leniency error, 287 
 low- appraiser motivation, 288 
 similarity error, 288   

  initiating corrective action if 
necessary, 279 

 measure actual performance, 277 
 performance standards, establish-

ing, 276, 277   
  Apprenticeships, 238 
 Artificial intelligence (AI), 6 
 Ascribed status, 3 
 Assessment centers, 203 
 Assistant- to- positions, 242 

 Association for Talent Development (ATD), 
52, 237, 240, 242 
  Attribution theory, 289   

  Australia, employment law, 123 
 Authorization Card Campaign, 415   

  B 
  Baby Boom generation, 8, 11 
 Background investigation, 209–213 

  predictive  vs.  concurrent validation, 215 
 qualified privilege, 211 
 sources of 

  background checks, 210 
 credit references, 210 
 criminal records, 210 
 educational accomplishments, 210 
 former employers, 210 
 legal status to work in the United 

States, 210 
 online searches, 210 
 references, 210    

Bakke v. The Regents of the University of 
California at Davis Medical School , 108 

 Balance sheet approach, 329 
 Ban- the- box laws, 198 
 Bargaining unit, 416 
 Base pay, 322–323 
 Behavioral and personality testing, 202 
 Behavioral interviews, 205–206 
 Behaviorally anchored rating scales (BARS), 

279, 281–282 
 Behavior- based measures of performance 

management, 290 
 Benchmarks, 43 
 Biographical data (biodata), 199 
 Blind- box ad, 177 
 Bona fide occupational qualification 

(BFOQ), 98 
 Bonuses, 324 
 Breach of good faith, 148 
 Broad- banding, 325 
 Burnout, 395 
 Business- level strategies, 41 
 Business necessity, 97–98   
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C
Calibration, 287
Calibration workshops, 293
Calm waters metaphor, 243–244
Canadian Human Rights Act, 122
Career and succession planning, 51
Career development

definition, 255
employee, 259–260
goals and activities, 256
managers, 258–259
talent management, 256–258

Career in HR see also Traditional 
career stages
career development

definition, 255
employee, 259–260
goals and activities, 256
managers, 258–259
talent management, 256–258

deciding about
HR generalist, 52
positions, 52–53

definition, 255
Career management

personality style and career fit
Holland vocational preferences,  

263–264
MBTI, 265
Schein anchors, 264–265

taking responsibility for building,  
266–267

Central tendency, 288
Certification, HRM, 52
Challenges to HRM

economy, 20–21
ethics, 22–23
labor unions, 21
mergers and acquisitions, 21
sustainability, 23–24

Change agents, 243
Checklist appraisal, 280
Chief HR Officer (CHRO), 49
China

employment law in, 122
performance metrics, 297

China Employment Promotion Law, 122
Civil Rights Act, 315

of 1964
exceptions, 97–99
national origin discrimina-

tion, 94–95
race and color discrimination, 94
religious discrimination, 94
retaliation, 97

sex- based discrimination, 95–96
Title VII, 93

of 1991, 95, 99
Civil Service Reform Act of 1978, 414
Classes, conferences, and seminars, 242
Classification method of job evaluation,  

319–320
Classroom lectures, 238
Coaching

defined, 259
employees (see Training)

Code of ethics, 23
Cognitive distractions, 389
Collective bargaining

definition, 418
failure to reach agreement, 420

strikes versus lockouts, 420
impasse- resolution techniques, 421–422

conciliation and mediation, 421
fact finding, 421
interest arbitration, 422
public sector differences, 422

negotiating the agreement, 418–419
negotiating at the bargaining 

table, 419
preparing to negotiate, 419

Color discrimination, 94
Commissions, 324
Committee assignments, 242
Communicating benefits packages, 343
Communications programs, 48
Comparable worth, 120–121
Compensation, 51

executive compensation programs
executive perquisites, 329
top managers salaries, 328

external factors affecting
collective bargaining, 318
competition, 317
cost of living, 318
geographic differences, 317
labor supply, 317

in global environment, 331
government regulation of

Civil Rights Act, 315
Equal Pay Act of 1963, 315
FLSA, 311–315
minimum wage debate, 314
Walsh–Healy Act, 315

international (see International 
compensation)

types of
base pay, 322–323
bonuses, 324
broad- banding, 325

commissions, 324
competency- based compensation,  

325–326
individual incentive plans, 324
merit pay, 324–325
organization- wide incentives,  

326–327
premium pay, 323
team- based compensation/group 

incentives, 326
Compensation administration, 318–319
Compensation/benefits, 49–50
Compensation surveys, 320–321
Competency- based compensation,  

325–326
Competitive advantage, 37
Comprehensive interview, 203

behavioral interviews, 205–206
effective interviewing, steps 

for, 206–207
impression management, 208
interviewer bias, 208
one- on- one interview, 204
online interviews, 205
panel interviews, 204
stress interviews, 206
structured interviews, 205
unstructured interviews, 205

Compressed workweek schedules, 82
Compulsory membership in 

unions, 408–409
Concerted activity, 139
Conciliation and mediation, 421
Concurrent validity method, 214
Conditional job offer, 209
Confined spaces, 375
Connecticut v. Teal (1984), 110
Consolidated Omnibus Budget 

Reconciliation Act (COBRA), 347
Constructive discharge, 148
Construct validity, 214
Consumer- driven health plans 

(CDHPs), 351, 352
Consumer Price Index (CPI), 318
Container Store, 182
Content validity, 214
Contingent workforce, 14

contract workers, 15
creating issues for HRM, 15–17
part- time employees, 14–15
temporary employees, 15

Continuous improvement programs
HRM support to, 19
quality management, 17
work process engineering, 18–19
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Contract administration
communicate contract  

provisions, 422
grievance process, 423–424
implement the contract, 422–423
monitoring, 424

Contractual relationship, 147
Contract workers, 15
Controlling, 36–37
Core competency, 39
Core employees, 15
Core values, 38–39
Corporate- level strategy, 40–41
Costco Mission Statement, 40
Cost of living, 318
Cover letters, 186
COVID- 19 pandemic, 243, 289, 388–389

corporate strategy, 40
cost of living, 318
economic chaos, 20
employee relations, 143
human resource management, 1- 2
independent contractors, 183
mediation program, 114
PPE, 386
remote work, 7, 54, 64, 83
training method, 237
uncertain environment, 244
unemployment, 170
unemployment compensation, 346
virtual job fairs, 179
white- water metaphor, 244

Credit references, 210
Criminal records, 210
Criterion- related validity, 214–215
Critical incident appraisal, 279–280
Cross- cultural training, 246–247
Cultural environments, 3–4
Culture, definition of, 3
Curriculum Vitae (CV), 187
Cut scores, 215–217

D
Dashboards, 43, 44
Decentralized work sites, 2, 7
Deductible, 351
Defined benefit plans, 358
Defined contribution plan(s), 358

individual retirement accounts, 360
money purchase pension 

plans, 359–360
profit- sharing plans, 360
401(k) program, 360

360- degree appraisals, 292–293
Dental and vision insurance, 355
Department of Labor (DOL), 8, 76

Diary method, 73
Dilution effect, 327
Disability insurance programs, 353
Discipline

definition, 149
disciplinary guidelines

disciplinary action corrective rather 
than punitive, 151

hot stove rule, 151
use a progressive discipline 

approach, 151
dismissing/firing employees,  

157–159
and employee rights, 149
factors to consider when disciplining

communication, 151
duration of the problem, 150
extenuating factors, 151
frequency and nature of the 

problem, 150
history of the organization’s  

discipline practices, 151
management backing, 151
seriousness of the problem, 150

hot stove rule, 152
progressive discipline

disciplinary meetings, 155–156
performance improvement 

plans, 155
suspension, 155
written verbal warning, 153–154
written warning, 154

Discrimination, preventing
employee selection procedures,  

uniform guidelines, 109–110
potential discriminatory practices, 

determining
adverse impact, 110
adverse treatment, 110
affirmative action plans, 112
geographical comparisons, 111
McDonnell- Douglas test, 112
restricted policy, 111
4/5ths Rule, 110–111

Discriminatory practices, laws affecting
ADA Amendments Act of 

2008, 103–104
ADEA, 100–101
Americans with Disabilities Act of 

1990, 103–104
Equal Pay Act, 101–102
FMLA, 104, 106
GINA of 2008, 107
pregnancy discrimination, 102
relevant executive orders, 100
USERRA, 106

Dismissal, 157
Disparate treatment, 110
Distributed work, 84 
Documentation, 275
Domestic partner benefits, 342
Downsizing, 14
Drug- Free Workplace Act, 137, 141
Drug testing, 141–142
Dues check- off, 408
Dynamic environment of HRM

challenges
economy, 20–21
ethics, 22–23
labor unions, 21
mergers and acquisitions, 21
sustainability, 23–24

contingent workers creating issues for 
HRM, 15–17

continuous improvement programs
HRM support to, 19
quality management, 17
work process engineering, 18–19

employee involvement organizations  
in, 19

globalization
cultural environments, 3–4
definition, 3
MNCs, 3

labor costs, 13–15
legal compliance, 8
technology

and HR, 5–8
working with, 5

workforce composition
demographic shifts, 10
skilled labor, shortage of, 10–11
workforce age, 8, 10

E
Economic strike, 420
Economy, 20–21
Educational accomplishments, 210
Effective recruiting, 169
Effective use of benefits, 341–345
E- learning, 239
Electronic Communications Privacy Act 

(ECPA) of 1986, 146
Employee assistance programs 

(EAPs), 343, 355
Employee benefits

communicating benefits to, 343
definition, 341
domestic partner benefits, 342
EAPs, 343
in global environment, 364
leave benefits, 361
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legally required benefits (see Legally 
required employee benefits)

paid time off, 341, 362
retirement (see Retirement benefits)
return on investment, 342
voluntary benefits (see 

Voluntary benefits)
Employee development, 241

adventure training, 243
assistant- to- positions, 242
case study analysis, 242
classes, conferences, and seminars, 242
committee assignments, 242
decision games, and role plays, 242
definition, 241

Employee handbook, 233–234
Employee involvement

implications for HRM, 20
organizations in, 20

Employee leasing, 183
Employee orientation, 232
Employee Polygraph Protection 

Act, 135, 139
Employee records, 135–136
Employee referrals, 175
Employee relations see also Discipline

current issues
drug testing, 141–142
honesty and integrity tests, 142
off- duty behavior, 144–145
whistle- blowing, 143
workplace romance, 144

definition, 135
employee records, 135–136
employment- at- will doctrine

breach of good faith, 148
constructive discharge, 148
contractual relationship, 147
implied employment con-

tract, 147–148
public policy violation, 148
statutory considerations, 148

function, 50
in global environment, 159–160
Privacy Act

Drug- Free Workplace Act,  
137–138

Fair Credit Reporting Act, 137
Polygraph Protection Act, 138

relations in global environ-
ment, 159–160

social media use
employee rights, 139–140
policies, 140

WARN, 138

workplace monitoring
employers monitor, 145
policies, 146–147
things to consider, 146

Employee Retirement Income Security Act 
(ERISA), 358
PBGC, 358
SPD, 358

Employee selection, 109–110
Employee socialization, assumptions  

of, 230
Employee training

ADDIE model, 235
analyze, 235
design, 235
develop, 236
evaluation, 237
implement, 236

apprenticeships, 238
classroom lectures, 238
E- learning, 239
internships, 238
job rotation, 238
on- the- job training, 237–238
simulations, 239

Employer websites, 180–181
Employment, 49
Employment agencies

definition, 177
management consulting firms, 177–178
private agencies, 177
public and state agencies, 177

Employment- at- will doctrine
breach of good faith, 148
constructive discharge, 148
contractual relationship, 147
implied employment contract, 147–148
public policy violation, 148
statutory considerations, 148

Employment branding, 169–170
Employment planning, 70
Encounter stage, 231
English- only laws and policies, 121
Environment of HRM see Dynamic  

environment of HRM
Equal Employment laws (EEO), 173
Equal employment opportunity

Australia, 123
Canada, 123–123
China, 122
Civil Rights Act

of 1964, 93
of 1991, 99

current issues in
appearance and weight  

discrimination, 122

comparable worth, 120–121
English- only laws and policies, 121
Equal Pay Act, 120
sexual orientation, 121
systemic racism in the workplace,  

119–120
discriminatory practices, laws affecting 

(see Discriminatory practices, laws 
affecting)

enforcing
EEOC, 113–114
OFCCP, 114

exceptions, 97–99
Germany, 123
India, 123
national origin discrimination, 94–95
preventing discriminatory practices

employee selection procedures, 
uniform guidelines, 109–110

potential discriminatory practices, 
determining, 110–112

race and color discrimination, 94
relevant Supreme Court cases

Albemarle Paper Company v. 
Moody, 108

Bakke v. University of California at 
Davis Medical School, 108

Bostock v. Clayton Co., 108
Griggs v. Duke Power 

Company, 107–108
Ricci v. DeStefano, 108
reverse discrimination, 108

religious discrimination, 94
retaliation, 97
sex- based discrimination, 95–96
sexual harassment (see Sexual 

harassment)
Title VII, 93

Equal Employment Opportunity Act 
(EEOA) of 1972, 99–100

Equal Employment Opportunity 
Commission (EEOC), 99–100, 112, 116

Equal Pay Act of 1963, 95, 315
ERISA see Employee Retirement Income 

Security Act (ERISA)
Essential functions, 78
Establishment stage, 261
Ethical issues in HRM

bargaining, 421
everyday ethics, 24
green jobs, 70
guidelines for acting ethically, 22
invasion of privacy, 7
making sick leave a required 

benefit, 363
pensions in peril, 359

Employee benefits (Continued)
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taking care of the employees, 309
workplace harassment, 119

Executive Order 11246, 100, 112, 114
Executive Order 11478, 100
Executive Orders 10988 and 11491, 413
Executive search firms, 178
Exempt employees, 313–315
Expatriate, 185
Experience requirements, 75
Exploration stage, 260–261
External recruiting sources

advertisements, 176–177
colleges, 178
employment agencies, 177–178
executive search firms, 178
job fairs, 178–179
passive candidates, 180
professional organizations, 179
schools, 178
universities, 178
unsolicited applicants, 179–180
Veterans’ Groups, 179

Extrinsic rewards, 308
Extroversion vs. introversion (EI), 265

F
Fact- finding, 421
Failure to abate, 383
Fair Credit Reporting Act (FRCA), 137, 209
Fair Labor Standards Act (FLSA), 9, 16, 

77, 311–315
Family and Medical Leave Act (FMLA), 9, 

56, 104–106, 343, 347
Faragher v. City of Boca Raton, 117, 124
Fayol, Henri, 36
Federal Labor Relations Authority 

(FLRA), 414
Federal level, the unemployment tax 

(FUTA), 346
Federal Mediation and Conciliation 

Service (FMCS), 412
Financial rewards, 308–310
Flexible benefits, 356
Flexible spending account, 352
Flexible work schedules

compressed schedules, 82
flex time, 82
job design and teams, 84–85
job sharing, 83
remote work, 83–84
telecommuting, 83–84

Flex time, 82
FMLA see Family and Medical Leave 

Act (FMLA)
Forced- choice appraisal, 281
Former employers, 210

Foundations of selection see Selection 
foundations

Friedman, Thomas, 4
Functional strategies, 41
Functions of HRM

maintenance, 48
motivation, 47
staffing, 46–47
training and development, 45–46

G
Gamification, 180
General Duty Clause, 376, 382
General Equal Treatment Act, 123
Genetic Information Nondiscrimination 

Act (GINA) 2008, 95, 107
Gen Xers, 13
Gen Yers, 13
Glass ceiling, 120
Global environment, in HRM, 56

Australia, 123
Canada, 122–123
China, 122
Germany, 123
India, 123

Globalization, 3
Global Office of Diversity and Inclusion, 11
Golden parachute, 329
Google’s mission statement, 38
Government regulation of compensation

Civil Rights Act, 315
Equal Pay Act of 1963, 315
FLSA, 311–315
minimum wage debate, 314
Walsh–Healy Act, 315

Graphic rating scale, 280
Graphic rating scale appraisal, 280–281
Grievance arbitration, 423
Grievance procedure, 423
Griggs v. Duke Power Company, 107
Group incentives, 326
Group interview method, 73
Growth strategies, 40–41

H
Halo error, 287
Harris v. Forklift Systems, 115
Hawthorne Studies, 35
Health and safety issues

bullying, 391–392
distracted driving, 389
indoor air quality, 392
marijuana, 393
musculoskeletal disorders, 393–394
opioid abuse, 390–391
pandemics, 388–389

smoke- free environments, 392
workplace violence, 389–390

Health care, 364
Health insurance, 350–353
Health Insurance Portability and 

Accountability Act (HIPAA) 
of 1996, 348

Health maintenance organizations 
(HMOs), 352–353

Health reimbursement arrangement 
(HRA), 352

Health savings account (HSA), 352
High deductible health plans 

(HDHPs), 351, 352
Hiring

cut scores impact on, 215–217
mistakes, avoiding, 206

Holland vocational preferences, 263–264
Holland vocational preferences model, 263
Honesty and integrity tests, 142
Host- country national (HCN), 185, 329
Hostile environment sexual har-

assment, 117
Hot stove rule, 152
HR Business Partners, 55
HR generalist, 52
Human Resource Information System 

(HRIS), 5, 66–67, 135, 343
Human resource outsourcing (HRO) 

organizations, 54
Human resource planning/workforce 

planning, 66

I
Imminent danger, 380
Implied employment contract, 147
Impression management, 208
IMPROSHARE, incentive compensation  

plan, 327
Incidence rate, 377
Inclusion, 12–13
India, 122–123
India’s Supreme Court, 123
Individual incentive plans, 324
Individual interview method, 73
Individual ranking, 283
Individual retirement accounts (IRAs), 360
Indoor air quality, 392
Inflationary pressures, 288–289
Information systems (IS), 5
Information technology (IT), 5
Initial screening, 201–202
Interest arbitration, 422
Intergroup development, 245
Internal recruiting sources, 174–175
Internal Revenue Service, 184
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Internal search, as recruiting source, 174
International compensation

assistance programs, 330–331
balance sheet approach, 329
base pay, 329–330
differentials, 330
HCNs, 329
incentives, 330
PCNs, 329
TCNs, 329

International health issues
emergency plans, 397
general first- aid kit, 397
up- to- date vaccinations, 397

International labor relations
China, 427
differing perspectives toward labor  

relations, 426–427
European Union, 427

International performance 
appraisal, 296–297

International Safety and Health, 396–397
International safety issues, 397
Internet, 4
Internships, 238
Interviewer bias, 208
Intrinsic rewards, 308
IRS guidelines, 16

J
Job analysis, 46, 74 see also Job descriptions

definition, 71
diary method, 73
Essential functions, 77–78
flexible work schedules (see Flexible 

work schedules)
group interview method, 73
individual interview method, 73
job description, 71
job design, 80–81
job enlargement, 80
job enrichment, 80–81
observation method, 73
steps in, 72
structured job analysis techniques

Department of Labor, 74–75
O*NET database, 74–75
PAQ, 76

structured questionnaire method, 73
technical conference method, 73

Job attractiveness, 171–172
Job descriptions, 71

disclaimer, 78
essential functions, 78
identifying information, 77–78
job specifications, 78

job summary, 78
maintaining, 78–79
supervisory responsibilities, 78

Job design, 80–81
Job enlargement, 80
Job enrichment, 80–81, 308
Job evaluation, 79

classification method, 319–320
definition, 319
point method, 320
ranking method, 319

Job fairs, 178–179
Job rotation, 238
Job sharing, 83
Job specifications, 78
Job summary, 78
Judging vs. perceiving ( JP), 266

K
Kaizen, 17
Kirkpatrick’s model, 239–240
Knowledge, skills, and abilities (KSAs), 42
Knowledge workers, 5

L
Labor costs

contingent workers creating issues for 
HRM, 15–17

contingent workforce, 14
contract workers, 15
core employees, 15
downsizing, 14
layoffs, 15
outsourcing, 14
part- time employees, 14–15
reshoring, 17
rightsizing, 14
temporary employees, 15

Labor demand, 70–71
Labor legislation

Civil Service Reform Act of 1978, 414
Executive Orders 10988 and 11491, 413
Federal Labor Relations Authority 

(FLRA), 414
Federal Mediation and Conciliation 

Service (FMCS), 412
Landrum- Griffin Act, 413
National Labor Relations Board 

(NLRB), 410
Racketeer Influenced and Corrupt 

Organizations Act (RICO) of, 414
Railway Labor Act of, 412–413
Taft- Hartley Act, 410–412
Wagner Act, 410

Labor Management Relations Act, 410
Labor unions, 21

Landrum- Griffin Act, 413
Late- career stage, 262
Leading function, 36
Learning organization, 245–246
Leased employees, 183
Leave benefits, 361–364
Leaves, 364
Legal compliance, 8
Legally required benefits, 345–349
Legally required employee benefits

FMLA, 347
health insurance continuation, 347
HIPAA requirement, 348
PPACA, 348–349
social security, 345
unemployment compensation, 346
workers’ compensation, 347

Leniency error, 287
Lesbian, gay, bisexual, and transgendered 

(LGBT), 121
Lilly Ledbetter Fair Pay Act of 2009, 96
Lockout, 420
Lockout/tagout, 375
Long- term disability insurance 

programs, 353
Low- appraiser motivation, 288

M
Maintenance functions, 48
Maintenance of membership, 409
Management

definition, 36
evolution of, 34–35
functions of

controlling, 36–37
leading, 36
organizing, 36
planning, 36

Management by objectives 
(MBO), 285–286

Managing careers see Career management
Manual distractions, 389
Materials Safety Data Sheets, 387
McDonnell- Douglas Corp. v. Green, 112
Mediation, 114
Medical/physical examination, 212–213
Membership- based rewards, 310
Mentoring or coaching, 259
Mergers, 21
Meritor Savings Bank v. Vinson, 117
Merit pay, 324–325
Metamorphosis stage, 231
Metrics, 43
Mid- career stage, 261
Millennials, 13
Mission, 38
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Mission statement, 38
Money purchase pension plans, 359–360
Motivation functions, 47
Multiculturalism, 12
Multinational corporations (MNCs), 3
Musculoskeletal disorders (MSD), 393–394
Myers–Briggs Type Indicator (MBTI®), 265

N
National Business Group on Health 

(NBGH), 394
National Emphasis Program (NEP), 385
National Institute for Occupational Safety 

and Health (NIOSH), 384
National Labor Relations Act, 139, 410, 424
National Labor Relations Board (NLRB), 

8, 50, 139, 140, 156, 410
certification, 417
election, 416–417
petition, 416

National origin discrimination, 94–95
Nonexempt employees, 311
Nonfinancial rewards, 308–309

O
Observation method, job analysis, 73
Occupational requirements, 75
Occupational Safety and Health 

Administration (OSHA), 374
employees, supervisors, and managers 

training, 387
general duty clause, 376
hazard prevention and control, 387
health and safety issues distracted 

driving, 389
inspection and enforcement

closing conference, 382–383
employee complaints, 380
follow- up inspections, 380
imminent danger, 380
inspection tour, 382
inspector’s credentials, 382
opening conference, 382
referrals, 380
severe injuries and illnesses, 380
targeted inspections, 380

management commitment and 
employee involvement, 386

penalties
repeated violations, 383
serious violations, 383
willful violations, 383

record- keeping requirements, 377–379
services, 385–386
standards, 374–376
worksite analysis, 386–387

Occupation- specific information, 75
OD see Organization development (OD)
Office of Federal Contract Compliance 

Program (OFCCP), 114–115
Office of Personnel Management, 319
Offshoring, 17
Older Workers Benefit Protection Act 

(OWBPA), 100
Onboarding, 51 see also Socialization/

socializing
One- on- one interview, 204
O*NET Content Model, 75
Online applications, 201–202
Online interviews, 205
Online recruiting

employer websites, 180–181
job boards, 181, 182
recruiting sources, 182
social media, 181

On- the- job training (OJT), 237–238
Open enrollment period, 344
Open shop, 409
Opioid abuse, 390–391
Organizational strategy and human 

resource planning 
assessing current human 

resources, 66–71
demand for labor, determining, 68
internal labor supply, examining, 68–69
labor demand and supply, 

matching, 70–71
Organization culture, 231

encounter stage, 231
metamorphosis stage, 231
prearrival stage, 231

Organization development (OD)
calm waters metaphor, 243–244
change agents, 243
change process, 243–244
definition, 243
intergroup development, 245
methods, 244
survey feedback, 245
team building, 245
white- water rapids metaphor, 244

Organization- wide incentives, 326–327
Organizing functions, 36
Orientation, 232
OSHA see Occupational Safety and Health 

Administration (OSHA)
Outsourcing, 14, 54

P
Paid time off (PTO), 94, 341, 361

sick leave, 362
vacation and holiday leave, 362–364

Paired comparison, 283
Pandemics, 388–389 See also 

COVID- 19 pandemic 
Panel interviews, 204
Parent- country nationals (PCNs), 329
Part- time employees, 14–15
Passive candidates, 180
Patient Protection and Affordable Care Act 

(PPACA), 348–349
Pay plans

establishing rewards (see Rewards)
pay structure

compensation administration,  
318–319

compensation surveys, 320–321
job evaluation, 319–320
wage curves, 321
wage structure, 321–322

Pay secrecy, 316
Pay structure

establishing
compensation administration,  

318–319
compensation surveys, 320–321
job evaluation, 319–320
wage curves, 321
wage structure, 321–322

job evaluation
classification method, 319–320
definition, 319
point method, 320
ranking method, 319

Peer evaluation, 292
Pension Benefit Guaranty Corporation 

(PBGC), 358
Pension plans, 364
People analytics, 53–54
Performance appraisal meeting, 294–296
Performance- based rewards, 310
Performance Improvement Plans 

(PIPs), 155
Performance Management, 51
Performance management systems

absolute standards, evaluating
BARS, 281, 282
checklist appraisal, 280
critical incident appraisal, 279–280
forced- choice appraisal, 281
graphic rating scale 

appraisal, 280–281
achieved outcomes use in employees 

evaluation, 285–286
appraisal process (see Appraisal process)
distorting factors

attribution theory, 289
central tendency, 288
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halo error, 287
inappropriate substitutes for  

performance, 289
inflationary pressures, 288
leniency error, 287
low- appraiser motivation, 288
similarity error, 288

effective systems, creating
absolute and relative standards, 

combining, 290–291
behavior- based measures, 290
360- degree appraisal process,  

292–293
ongoing feedback, 291
peer evaluations, 292
rate selectively, 293
self- appraisals, 292
train appraisers, 293

purposes of, 274–276
relative standards methods

forced rankings, 284
group- order ranking, 283
individual rankings, 283
paired comparison, 283

Perquisites, 329
Personal protective equipment (PPE), 376
Piecework, 323
Planning function of management, 34, 36
Plateaued mid- career stage, 261
Point method of job evaluation, 320
Point- of- service (POS), 351, 353
Polygraph Protection Act of 1988, 138
Position Analysis Questionnaire (PAQ), 76
Post- training performance method, 241
Prearrival stage, 231
Predictive validity, 214
Preemployment tests, 202–203
Preferred provider organizations 

(PPOs), 351
Pregnancy Discrimination Act of 1978, 

95, 96, 102
Premium pay, 323
Pre–post- training performance 

method, 241
Pre–post- training performance with con-

trol group, 241
PricewaterhouseCoopers (PWC), 319
Privacy Act of 1974, 137

Drug- Free Workplace Act, 137–138
Fair Credit Reporting Act, 137
Polygraph Protection Act, 138

Professional employer organization 
(PEO), 54–55

Profit- sharing plans, 360
Progressive discipline, 151
Public- sector impasse- resolution  

techniques, 422
Public- sector unionization, 425

Q
Qualified privilege, 211
Qualifying events, 344
Quality management, 17
Quid pro quo sexual harassment, 115

R
Race discrimination, 94
Racketeer Influenced and Corrupt 

Organizations Act (RICO) of 1970, 414
Railway Labor Act of 1926, 412–413
Ranking method of job evaluation, 319
Realistic job preview (RJP), 208–209
Reasonable accommodations, 103
Recruiters, 53, 169
Recruiting, 50

challenges
supply of applicants, 170
inadequate technology, 172–173
internal organizational policies, 172
job attractiveness, 171–172
organization image, 170–171
recruiting costs, 172

definition, 169
effective, 169–170
external recruiting sources

advertisements, 176–177
colleges, 178
employment agencies, 177–178
executive search firms, 178
job fairs, 178–179
passive candidates, 180
professional organizations, 179
schools, 178
universities, 178
unsolicited applicants, 179–180
Veterans’ Groups, 179

global perspective, 184–186
internal recruiting sources

employee referrals and recommen-
dations, 175–176

internal search, 174–175
ones own job search

cover letters, 186
resume preparation, 187, 188
using social media, 188

online recruiting 
employer websites, 180
job boards, 181

recruiting sources, 182
social media, 181

recruitment alternatives
employee leasing, 183
independent contractors, 183–184
temporary help services, 183

Reduction in force (RIF)/downsizing, 71
Relative standards, 283

forced rankings, 284
group- order ranking, 283
individual rankings, 283
paired comparison, 283

Relevant executive orders, 100
Reliability, 213
Religious discrimination, 94
Remote work, 83, 84
Remote workers, 7
Repeated violations, 383
Repetitive stress injuries, 393–394
Replacement chart, 67
Representation certification (RC), 416

election, 416
Representation decertification (RD), 417
Reshoring, 17
Restructuring strategies, 41
Retaliation, 97
Retirement benefits

defined benefit plans, 358
defined contribution plans

individual retirement accounts, 360
money purchase pension 

plans, 359–360
profit- sharing plans, 360
401(k) program, 360

ERISA, 358
Reverse discrimination, 108
Rewards

financial versus nonfinancial 
rewards, 308–310

intrinsic versus extrinsic rewards, 308
performance- based versus membership- 

based rewards, 310
total rewards, 307

Ricci v. DeStefano, 108
Rightsizing, 14
Right- to- work laws, 408
Role ambiguity, 394
Role conflicts, 394
Role overload, 394
4/5ths Rule, 110

S
Safety data sheet (SDS), 375
Safety equality, 379
Safety violation, 388

Performance management systems 
(Continued)
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Sarbanes–Oxley Act (SOX), 22
Scanlon Plan, 326–327
Scary employees, 157
Scientific management, 34
Selection foundations

reliability, 213
selection process (see Selection process)
validity, 213–215

Selection process
application forms, 198–201
background investigation, 209–213
comprehensive interview (see 

Comprehensive interview)
conditional job offer, 209
employment offer, 217–218
initial screening, 201–202
interview, 218–219
medical/physical examination,  

212–213
preemployment tests, 202–203

Seniority systems, 99
Sensing vs. intuitive (SN), 265, 266
Serious violations, 383
Sex- based discrimination, 95–96
Sexual harassment

definition, 115
hostile environment sexual  

harassment, 117
LGBT, 121
policies and procedures to  

protect, 117–118
Quid pro quo harassment, 115

Shared services models, 55
Short- term disability insurance 

programs, 353
Sick buildings, 392
Sick leave, 362, 363
Similarity error, 288
Simulations, employee training, 239
Small business, HRM in, 55–56
Social–Enterprising–Conventional 

(SEC), 264
Socialization/socializing, 230

definition, 228
employee orientation, 232–233
employee socialization, assumptions  

of, 230
HRM’s role in, 229
organization culture

encounter stage, 231
metamorphosis stage, 231
prearrival stage, 231

Social media, 139–140
Social recruiting, 181
Social security, 345

Society of Human Resource Management 
(SHRM), 8, 43, 52, 242

Software as a service (SaaS), 5
Staffing functions, 45–46
Staffing tables, 69
Standard Occupational Classification  

(SOC), 74
Statutory considerations, 147
Stock options, 328
Strategic Direction, 65
Strategic human resource  

management, 42
Strategic management, 38
Strategic management process

benchmarks, 43
competitive advantage, 37
dashboards, 43, 44
definition, 38
metrics, 43
strategic analysis

core values and culture, 38–39
environmental analysis, 39
mission, 38

strategic work, 37
strategy formulation

business- level strategies, 41
corporate- level strategy, 40–41
functional strategies, 41

strategy implementation, 42
tactical work, 37
transactional work, 37

Strategic Planning Process, 71
Strengths, weaknesses, opportunities, and 

threats (SWOT analysis), 39
Stress, 394

causes of
interpersonal demands, 394
organizational leadership,  

394–395
organization structure, 394
role demands, 394
task demands, 394

definition, 394
interviews, 206
personal factors, 395
reducing stress, 395

Stress interviews, 206
Stressor, 394
Structured interviews, 205
Structured questionnaire method, 73
Structure of HR department

compensation/benefits, 49–50
employee relations, 50
employment, 49
training and development, 49

Succession planning, 67, 68
Summary plan description (SPD), 358
Survey feedback, 245
Suspension, 155
Sustainability, 23–24

T
Taft–Hartley Act, 410–412
Talent management, 50–53
Team- based compensation, 326
Technical conference method, 73
Technology

and HR
communication, 7
compensation, 7
competitiveness, 7–8
ethics and employee rights, 6
HRIS systems, 5
remote workers, 7
staffing, 6
training and development, 6

information systems, 5
Internet, 4
knowledge workers, 5

Telecommuting, 83–84
Temporary employees, 15
Temporary help services, 183
Thinking vs. feeling (TF), 265
Third- country nationals (TCNs), 329
Title VII, 93
Total rewards, 307
Traditional career stages

establishment stage, 261
exploration stage, 260–261
late- career stage, 262
mid- career stage, 261
plateaued mid- career, 261

Train appraisers, 293
Training

employee (see Employee training)
international training and  

development issues
cross- cultural training, 246–247
development, 247

Kirkpatrick’s model, 239–241
performance- based evaluation, 241

Training and development functions,  
46–47

Transnational corporation, 3
Trends and opportunities in HR

outsourcing, 54
PEO, 54–55
people analytics, 53–54
shared services, 55
small business, 55–56
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Tuition Reimbursement Programs, 355
Type A behavior, 395
Type B behavior, 395

U
Unemployment compensation, 346
Unfair labor practice, 410
Uniformed Services Employment and 

Reemployment Rights Act of 1994 
(USERRA), 106

Unionizing employees
authorization card, 415
bargaining unit, 416
preparation, 414–415
representation certification (RC)  

election, 416–417
representation decertifica-

tion (RD), 417
Union(s), 406

employees joining, reasons for
compulsory membership, 408–409
dissatisfaction with management,  

409
greater job security, 407
higher wages and benefits, 407
influence over work rules, 407

Taft–Hartley Act, 410–412
unions today, critical issues for

labor- management cooperation,  
424–425

public- sector unionization, 425
union membership, 424, 425

Wagner Act, 410
Union security arrangements, 408
Union shop, 408–409
Unsolicited applicants, 179–180
Unstructured interviews, 205
Upward appraisal, 292
U.S. Bureau of Labor Statistics (BLS), 317
U.S. Citizenship and Immigration Service 

(USCIS), 136

U.S. Department of Labor (DOL), 311
U.S. DOL’s Bureau of Labor Statistics 

(BLS), 317

V
Vacation and holiday leave, 362–364
Validity, 213–215
Value- based healthcare, 354
Vesting rights, 358
Veterans Benefits Improvement Act 

(VBIA), 106
Vietnam Veterans Readjustment Act 

of 1974, 114
Virtual job fairs, 179
Visual distractions, 389
Vocational Rehabilitation Act of 1973, 114
Voluntary benefits

charitable contribution matching, 356
competitive package of, 349
Dental and Vision insurance, 355
disability insurance, 353–354
EAPs, 355
flexible benefits, 356
flexible spending accounts, 356
group term life insurance, 354–355
health insurance, 350–353
pet insurance, 356
travel insurance, 356
Tuition Reimbursement Programs, 355
wellness programs, 355–356

W
Wage and Hour Division (WHD), 309
Wage curves, 321
Wage structure, 321–322
Wagner Act, 410
Walsh–Healy Act, 315
Weight discrimination, 122
Weighted application forms, 199–201
Wellness programs, 355–356
Whistle- blowing, 143

White- water rapids metaphor, 244
Wildcat strikes, 410
Willful violations, 383
Wok–life balance, 13
Worker Adjustment and Retraining 

Notification (WARN) Act, 135, 138–139
Worker requirements, 75
Workers’ compensation, 347
Workforce characteristics, 75
Workforce composition

demographic shifts, 10
skilled labor, shortage of, 10–11
workforce age, 8, 10

Workforce Development, 51
Workforce diversity

definition, 12
inclusion, 12
multiculturalism, 12
valuing, 12
women at work, 14
work–life balance, 13

Workforce planning, 51
Workplace bullying, 391
Workplace Bullying Institute, 391
Workplace flexibility, 81
Workplace monitoring

definition, 145
employers monitor, 145
policies, 146–147

Workplace Relations Bill, 123
Workplace romance, 144
Workplace security, 141
Workplace violence, 389–390
Work process engineering, 18–19
Work sampling and performance  

simulation tests, 202
World Is Flat, The, 4
Written verbal warning, progressive  

discipline, 153–154
Written warning, progressive  

discipline, 154
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