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PREFACE

fhe Plan of the Second Edition

Success in today’s competitive business environment is increasingly a function of effective
human resource management. Structure and technology can be easily duplicated. The fac-
tor that can set apart an organization—whether in manufacturing or services, or in the pri-
vate or public sector—is its people. The quality of the organization’s employees, their
enthusiasm and satisfaction with their jobs, and their sense of fair treatment all impact the
firm’s productivity, level of customer service, reputation, and survival. In short, people
make the difference.

Because all business students need to understand human resource issues, we adopted a
managerial perspective in our first edition of Managing Human Resources. The manager-
ial perspective means presenting and dealing with HR issues in a manner that is relevant
to all students of business. We believe this approach works best because managers in all
departments and functions confront HR issues daily. This means that an important part of
the supervisor’s job is dealing with people issues. Very few issues regarding the manage-
ment of people can, or should, be routinely delegated to the HR department. For this rea-
son, textbooks that approach HRM solely from the perspective of the HR department
misrepresent how organizations deal with their HR issues. Such texts do not make the
dynamic field of HRM relevant to students who do not plan to become HR specialists.

Since the first edition of Managing Human Resources was published in 1995, the gen-
eral management perspective has become much more prevalent among practicing man-
agers. Recent environmental and organizational forces have contributed greatly to this
trend. Organizations are becoming flatter, and managers are expected to be generalists with
a broad set of skills, including HRM skills. At the same time, fewer and fewer firms have a
highly centralized and powerful HR department serving as a monitor, decision maker, and
controller of HR practices throughout the organization. Indeed, international competition
and a rapidly changing environment have made this type of organization almost obsolete.

The growing importance of a general management perspective to HRM has not lessened
the importance of HR specialists, however. Many tools and techniques for selection, train-
ing, compensation, performance appraisal, and other traditional HR functions can greatly
enhance the quality of hires, the skills of the work force, job satisfaction, and employee
motivation. But HR specialists’ focus has shifted from one of control to one of advice and
support to line managers. The forces reinforcing this trend include downsizing, outsourcing
of the HR function, and the inclusion of HR courses in masters’, undergraduate, and exec-
utive education programs designed for the general manager (rather than the HR specialist).

Our goal for the second edition of Managing Human Resources is to emphasize gen-
eral management applications even more than we did in the first edition. Among the inno-
vative features of the second edition:

> A greater practical orientation—new material in every chapter on “Building
Managerial SkKills” and more Manager’s Notebooks.

* Dozens of new examples, new art, and data updated using the most recent numbers
available.

*  The most up-to-date research from academic journals and the business press.

= An Internet site of interest to managers at the beginning of each chapter.
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» A computer-based HRM simulation tied to each chapter’s content.

#  Almost 30 completely new minicases and case studies.

The response to the first edition has been very gratifying. Based on feedback we
received, we have shortened the text to focus more tightly on general management issues.
The second edition is 128 pages shorter than the first. We have preserved the core content
of the HRM course, but some technical details and functional concerns (such as evaluation
of the HR function and quality control) now appear in the Instructor’s Manual.

;Qrgunization

Managing Human Resources includes an introductory chapter followed by 16 chapters.
The book is divided into six parts.

Part One provides an overview of emerging challenges in the strategic management
of human resources. We identified these challenges through an extensive analysis of the
HR issues appearing in the business press over the past five years. We address these chal-
lenges in detail in later chapters. Part One also addresses the respective roles of and nec-
essary collaboration between managers and the HR department.

Part Two considers the contexts in which HRM takes place. The contextual factors
include work structures and work flows, the legal environment, and work force diversity.
The chapter on work flows (2) discusses how a company can organize its business and its
human resources to achieve its objectives. The chapter on legal issues (3) addresses the
legal challenges and constraints facing organizations. The last chapter in this part (4)
explores the challenges of effectively managing an increasingly diverse work force.

Part Three presents staffing issues and considers how organizations can effectively
recruit, select, socialize, and phase out employees. The chapter on recruitment, selection,
and socialization (5) examines the process by which organizations attract human resources
and then effectively select among the applicants. The chapter on employee separations,
downsizing, and outplacement (6) discusses the process of terminating the employment
relationship, exploring alternatives to layoffs and different approaches to downsizing the
work force.

Part Four addresses the development of human resources. The chapter on appraising
and managing performance (7) focuses on the manager as both a judge and a coach. The
chapter on training (8) presents training as an ongoing process and as a critical part of
maintaining HR effectiveness. The chapter on career development (9) identifies the roles
of the employee and the organization in the career development process.

Part Five examines compensation issues. The chapter on managing compensation (10)
explains the important choices managers face when designing a compensation system and
covers different approaches to salary management. The chapter on rewarding performance
(11) examines the challenges of tying employees’ pay to their performance. The benefits
chapter (12) explains the significance of employee benefits programs and how managers
are containing costs in this area.

Part Six looks at the governance of the workplace and the employer-employee rela-
tionship. The employee relations chapter (13) looks at how managers and the HR depart-
ment can improve the quality of communications within the organization. The chapter on
employee rights (14) examines the challenges of balancing those rights with the rights of
managers. The chapter also offers guidelines for managing discipline and dealing with dif-
ficult employee problems such as chronic absenteeism and alcohol abuse. The organized
labor chapter (15) examines why employees seek to be represented by unions and how
unions alter the employer-employee relationship. The workplace safety and health chapter
(16) explains the regulations that govern health and safety in the workplace and emerging
health and safety issues. Finally, Chapter 17 focuses on how firms can meet global HR
challenges. (Global issues are discussed throughout the book, but this chapter provides an
integrated treatment of these issues.)



Two supplementary chapters, one on managing quality with human resources and the
other on conducting an HR audit, are available in the Instructor’s Manual.

Features
Managing Human Resources contains a number of innovative pedagogical features.

Chapter Organization
Each chapter contains a number of teaching tools:

» A set of learning objectives phrased as management challenges

*» An opening vignette that draws students into the chapter

» A running marginal glossary of key terms

» A “Building Mangerial Skills” section outlining critical HRM skills
» A summary and conclusions section

> A list of key terms with page references

*» Two minicases based on the experiences of small, medium-sized, and large businesses,
with discussion questions

» Two case studies with critical thinking questions and cooperative learning exercises

» An exercise to accompany the computer-based Human Resources Management
Simulation by Jerald R. Smith and Peggy Golden

» Notes and references
In addition, each chapter includes numerous examples of HRM practices at a wide
variety of companies, from small, service-providing organizations to huge megacorpora-

tions. A concise dictionary of HRM terminology is provided at the end of the book, along
with a subject index and a name, company, and product index.

Themes

In addition to the managerial perspective, we thread several themes throughout this book.
These themes include:

» The need for proactive human resource management and cooperation between line
managers and the HR department

» The importance of operating within the legal framework

*» HRM in small businesses

» The effects of reorganization, outsourcing, and downsizing on HRM

» Work force diversity as a source of competitive advantage in the global economy

» The changing forces of technology and their implications for HRM

» The role of human resources in total quality management

A comprehensive, chapter-by-chapter list of the examples related to each of these
themes appears after the detailed table of contents.

HRM on the Web

In just a few years, the Internet has become an essential component of business courses.
Each chapter of the second edition begins with a description of a World Wide Web site
maintained or sponsored by an HRM-oriented organization. Students should visit these
sites at some point while studying the chapter. For example, Chapter 3 (on work force
diversity) provides the URL for the Americans with Disabilities Document Center. Chapter
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16 (on workplace safety and health) sends students to the home page of the Occupational
Safety and Health Administration.

“Questions of Ethics”

Each chapter contains several questions aimed at generating classroom discussion of ethi-
cal issues. These are placed in the margins close to the text discussions of these issues.

Manager’s Notebooks

To emphasize our managerial perspective, we've included at least one Manager’s
Notebook per chapter. These notebooks provide management tips on a variety of issues
that managers confront daily, from reducing potential liability for sexual harassment, to
managing telecommunications successfully, to conducting exit interviews.

Issues and Applications

Students enjoy reading additional examples and stories about HRM practices both in the
United States and around the globe. They also enjoy sinking their teeth into current
debates. To provide more information on hot topics in HRM, we’ve sprinkled “Issues and
Applications” features throughout the text. For example, an Issues and Applications fea-
ture in Chapter 14 examines whether or not employers should have the right to deny jobs
to people who smoke.

Building Managerial Skills

Because students want to take a set of skills into the workplace, each chapter includes a
“Building Managerial Skills” section that provides detailed suggestions for the practice of
HR management. For example, Chapter 14 provides suggestions for managing difficult
employees, and Chapter 15 provides guidelines for managing integrative bargaining in a
union setting.

Minicases

Each chapter includes two minicases based on the experiences of real-world companies.
The discussion questions that accompany these brief exercises give students the opportu-
nity to apply what they’ve learned in each chapter.

Case Studies with Critical Thinking Questions and Cooperative
Learning Exercises

All chapters end with two case studies. We’ve developed these cases over the years and tested
them in our classes, where they’ve generated excellent discussion. Critical thinking questions
ask students to analyze the facts and situations presented in the case. Cooperative learning
exercises ask students to work together, in pairs or in groups, to brainstorm ideas and arrive
at solutions. Approximately 40% of the minicases and case studies are new to this edition.

HR Simulation Tie-In

Each chapter concludes with a tie-in to the Human Resources Management Simulation, by
Jerald Golden and Peggy Smith. This computer simulation package and its accompanying
workbook give student teams the opportunity to practice managing a company’s HR func-
tions in a dynamic business environment. After the team makes its decisions, the computer
simulates the reaction of the firm and the labor market, then produces a report. Each team
needs to consider the report’s results and adjust its policies accordingly, if necessary,
through several iterations.



Video Cases

Each of the six parts of the book concludes with a video case and discussion questions.
The accompanying videos arc included in the ABC News/Prentice Hall Video Library.

!he Teaching and Learning Package

Each component of the teaching and learning package has been carefully crafted to ensure
that the HRM course is rewarding for both instructors and students.

Instructor’s Resource Manual with Video Guide
The IRM includes one chapter for every chapter in the student text. Each chapter includes:

A chapter overview/lecture launcher
Annotated outline (including all text features)
Answers to all questions

In-depth analysis of all in-text discussion questions, cooperative learning exercises,
minicases, and case studies

The video guide includes for each clip:

General information (title, source, air date, running time)
A brief synopsis

Tie-in to the text

Suggestions for using the clip in class

The Instructor’s Manual is also available on disk in ASCII format for instructors who
would like to tailor the materials for their classroom needs.

Test Item File

The test item file includes 1,700 questions. Each chapter includes multiple choice, situa-
tional multiple choice, true/false, and essay questions. All questions are rated by level of
difficulty (easy, moderate, challenging) and page-referenced to the text.

PH Custom Test

The test item file is designed for use with PH Custom Test, a computerized package that
allows users to custom design, save, and generate classroom tests. Available in 3.5”,
Windows version, PH Custom Test also permits professors to edit and add or delete ques-
tions from the test item file and to export files to various word processing programs,
including WordPerfect and Microsoft Word.

For those with limited access to computers or clerical support, Prentice Hall’s
Telephone Testing Service allows instructors to order customized tests by calling a toll-
free telephone number a few days before the test is to be administered. Please contact your
Prentice Hall representative for more information.

Human Resources Simulation

The Human Resources Management Simulation, by Jerald R. Smith and Peggy Golden, is
the first interactive, competitive business simulation game for HRM. The software and
manuals realistically portray the HR department of a moderate size organization, focusing
on the issues of daily HR work and asking students to make decisions that optimize the
HR function. They are available as stand-alone items or shrinkwrapped to the text at a
nominal fee.

xxxiii



Transparency Resource Package with Electronic Transparencies

There are more than 200 charts and figures in the second edition of Managing Human
Resources. Of these, 100 have been prepared as full-color 8 1/2” x 11” acetates. Over 200
PowerPoint slides of figures and outlines are also available on disk.

Managing Human Resources Web Site

The Prentice Hall World Wide Web site devoted exclusively to this text,
http://www.prenhall.com/gomez, is full of current examples relevant to each chapter of
the book. Also visit Prentice Hall’s unique PHLIP (Prentice Hall Learning on the Internet
Partnership) Web site at http://www.phlip.marist.edu for links to “Management Web
Site of the Week” and other HRM-related materials. This site has been developed by pro-
fessors for professors and their students.

ABC News/Prentice Hall Video Library for Human Resource
Management/Wall Street Journal/Wall Street Week in Review

ABC News and Prentice Hall have combined their experience in academic publishing and
global reporting to provide a comprehensive video ancillary for the text. The library con-
tains six news clips which correspond to the six parts of the text, from such ABC news pro-
grams as Nightline, World News Tonight, and 20/20. Each clip has been chosen to illustrate
the video cases that conclude each part of the text. A Video Guide is included in the
Instructor’s Resource Manual.

The New York Times “Themes of the Times” Program

The New York Times and Prentice Hall are sponsoring “Themes of the Times’’: a program
designed to enhance student access to current information of relevance in the classroom.

Through this program, the core subject matter provided in the text is supplemented by
a collection of time-sensitive articles from one of the world’s most distinguished newspa-
pers, the New York Times. These articles demonstrate the vital, ongoing connections
between what is learned in the classroom and what is happening around us.

A new edition of the mini-newspaper is available semiannually. In addition, a reduced
subscription rate to the New York Times is available in deliverable areas. For more infor-
mation, call 1-800-631-1222.

Study Guide

Available to students, the Study Guide enhances and reinforces the text material. Each
chapter corresponds to a text chapter and includes chapter objectives, study outline for
notetaking, key terms for review, study questions, and important Internet sites.

knowledgments

The contributions of many people made this book possible. Steven Rigolosi, managing
development editor, provided us with direction and expertise and, when needed, motiva-
tion to complete this project. He threw himself into this book and exhibited total commit-
ment to this project. His effort and editing contributions were outstanding. We would also
like to note the support and enthusiasm of Natalie Anderson, Crissy Statuto, Lisamarie
Brassini, and Stephanie Johnson.

The production staff at Prentice Hall deserves special mention. Cynthia Regan did an
expert job of turning the manuscript into a finished product. Teri Stratford’s photo research
skills greatly enhanced the book’s visual appcal. We are also indebted to Ann France and
Pat Wosczyk for supervising the design process.



Our experience in working with everyone at Prentice Hall has been superb. Everyone
at PH approached this book with commitment and enthusiasm. We were partners with the
PH staff and feel that we are part of a high-performance work team. We appreciate the
commitment they displayed and would like to thank them for the experience.

We would also like to thank the many colleagues who reviewed the manuscript. Their

comments were pivotal in the development of the text:

Uzo Anakwe—Pace University, New York, NY
D. Neil Ashworth—University of Richmond, Richmond, VA
Barry Axe—Barry University, Miami Shores, FL.
Brendan Bannister—Northeastern University, Boston, MA
Karen Boroff—Seton Hall, South Orange, NJ
Emie Bourgeois—Castleton College, Castleton, VT
Gene Brady—University of Bridgeport, Bridgeport, CT
John W. Budd—University of Minnesota, Minneapolis, MN
Janet Caruso—Briarcliff College, Woodbury, NY
J. Stephen Childers—East Carolina University,

Greenville, NC
Catherine Clark—University of Rio Grande, Rio

Grande, OH

Stephen Crow—University of New Orleans, New
Orleans, LA

John Delery—University of Arkansas, Fayetteville, AR

Dennis Dossett—University of Missouri, St. Louis, MO

George Dreher—Indiana University, Bloomington, IN

Cathy DuBois—XKent State University, Kent, OH

Robert Eder—Portland State University, Portland, OH

Jiing-Lih Fahr—Louisiana State University, Baton
Rouge, LA

Robert Figler—University of Akron, Akron, OH

James Harbin—Texas A&M University, Texarkana, TX

Marianne Koch—University of Oregon, Eugene, OR

John Kohl—University of Nevada, Las Vegas, NV

Elaine LeMay—Colorado State University, Fort Collins, CO

Stanley B. Malos—San Jose State University, San Jose, CA

Eilene D. Maupin—Spelman College, Atlanta, GA

Dominic Montileone—Delaware Valley College,
Doylestown, PA

David Murphy—Madisonville Community College,
Madisonville, NY

John Orife—Indiana University of Pennsylvania,
Indiana, PA

Philip Quaglieri—University of Massachusetts, Boston, MA

Robert Scherer—Wright State University, Dayton, OH

Janice Smith—North Carolina Agricultural and Technical
State University, Greensboro, NC

Howard Stanger—Buffalo State College, Buffalo, NY

Jeff Stauffer—Ventura College, Ventura, CA

Cynthia Sutton—Indiana University, South Bend, IN

Mary Ann Von Glinow—TFlorida International University,
Miami, FL

Edward Ward—St. Cloud State University, St. Cloud, MN

Sandy Wayne—University of Illinois, Chicago, IL

Roger D. Weikle—Winthrop University, Rock Hill, SC

Teresa Welbourne—Cornell University, Ithaca, NY

Mark Wesolowski—Miami University, Oxford, OH

Carolyn Wiley—University of Tennessee, Chattanooga, TN

Finally, this book would not have been possible without the indulgence of family and
friends. We sincerely appreciate the patience and tolerance that were extended to us as we

wrote the second edition.

Luis R. Gomez-Mejia
David B. Balkin
Robert L. Cardy



ABOUT THE AUTHORS

Luis R. Gémez-Mejia is a Professor of Management in the College of Business at
Arizona State University. He received his Ph.D. and M.A. in industrial relations from the
University of Minnesota and a B.A. in economics from the University of Minnesota. Prior
to entering academia, Professor Gémez-Mejia worked for eight years in human resources
for the City of Minneapolis and Control Data Corporation. He has served as consultant to
numerous organizations since then. Prior to joining ASU, he taught at the University of
Colorado and the University of Florida. He has served two terms on the editorial board of
the Academy of Management Journal and is editor and cofounder of the Journal of High
Technology Management Research. He has published over 60 articles appearing in the
most prestigious management journals including the Academy of Management Journal,
Administrative Science Quarterly, Strategic Management Journal, Industrial Relations,
and Personnel Psychology. He has also written and edited a dozen management books pub-
lished by Prentice Hall, Southwestern Press, JAI Press, and Grid. He was ranked one of the
top nine in research productivity based on the number of publications in the Academy of
Management Journal. He has received numerous awards including “best article” in the
Academy of Management Journal (1992) and Council of 100 Distinguished Scholars at
Arizona State University (1994). Professor Gémez-Mejia’s research focuses on macro HR
issues. international HR practices, and compensation.

David B. Balkin is Professor of Management in the College of Business Administra-
tion at the University of Colorado at Boulder. He received his Ph.D. in industrial relations
from the University of Minnesota. Prior to joining the University of Colorado, he served
on the faculties of Louisiana State University and Northeastern University. He has pub-
lished over 35 articles appearing in such journals as the Academy of Management Journal,
Strategic Management Journal, Industrial Relations, Personnel Psychology, Journal of
Labor Research, and Academy of Management Executive. One of his publications (coau-
thored with Luis R. Gémez-Mejia) was selected as the best article published in 1992 in the
Academy of Management Journal. Professor Balkin has written or edited three books on
HRM topics. He has consulted for a number of organizations, including U.S. West, Baxter
Healthcare, Hydro Quebec, and The Commonwealth of Massachusetts. Professor Balkin’s
research focuses on the interaction between business strategy and HR policies, and the
design and implementation of reward systems.

Robert L. Cardy is Professor of Management in the College of Business at Arizona
State University. He received his Ph.D. in industrial/organizational psychology from
Virginia Tech in 1982. He is an ad hoc reviewer for a variety of journals, including the
Academy of Management Journal and the Academy of Management Review. He is editor
and cofounder of the Journal of Quality Management. Professor Cardy has been recog-
nized for this research, teaching, and service. He was ranked in the top 20 in research pro-
ductivity for the decade 1980-89 based on the number of publications in the Journal of
Applied Psychology. He was doctoral coordinator in ASU’s management department for
five years and received a University Mentor Award in 1993 for his work with doctoral stu-
dents. He authors a regular column on current issues in HRM and received an Academy of
Management certificate for outstanding service as a columnist for the HR division newslet-
ter. Professor Cardy was a 1992 recipient of a certificate for significant contributions to the
quality of life for students at ASU. His research focuses on performance appraisal and
effective HRM practices in a quality-oriented organizational environment.

xXXXvil



BRrIEF CONTENTS

» |. INTRODUCTION

1. Meeting Present and Emerging Strategic Human Resource Challenges 1

» ll. THE CONTEXTS OF HUMAN RESOURCE MANAGEMENT

2. Managing Work Flows and Conducting Job Analysis 47
3. Understanding Equal Opportunity and the Legal Environment 84
4. Managing Diversity 115

5. Recruiting, Selecting, and Socializing Employees 145
6. Managing Employee Separations, Downsizing, and Outplacement 179

» IV. EMPLOYEE DEVELOPMENT

7. Appraising and Managing Performance 202
8. Training the Work Force 235
9. Developing Careers 267

» V. COMPENSATION

10. Managing Compensation 296
11. Rewarding Performance 329
12. Designing and Administering Benefits 360

» VI. GOVERNANCE

13. Developing Employee Relations and Communications 395
14. Respecting Employee Rights and Managing Discipline 422
15. Working with Organized Labor 454

16. Managing Workplace Safety and Health 488

17. Meeting the International HRM Challenge 515




ONTENTS

PREFACE  XXiX
ABOUT THE AUTHORS  XXXVii

PART ONE

P 1

ParT TWO

—

» INTRODUCTION 1

MEETING PRESENT AND EMERGING STRATEGIC HUMAN
RESOURCE CHALLENGES 1

Human Resource Management: The Challenges 3
Environmental Challenges 3
Organizational Challenges 7
Individual Challenges 14
Planning and Implementing Strategic HR Policies 17
The Benefits of Strategic HR Planning 17
The Challenges of Strategic HR Planning 19
Strategic HR Choices 22
The HR Department and Managers: An Important Partnership 35
Specialization in Human Resource Management 37
Minicase 1: Flexible Programs versus Inflexible Culture 39
Minicase 2: IBM’s Wandering Tribe 40
Case 1: Managers and HR Professionals at Sands
Corporation: Friends or Foes? 41
Case 2: How Hampton Inn Guarantees “100%
Satisfaction” 42
Video Case: The End of Job Security and Loyalty? 46

» THE CONTEXTS OF HUMAN RESOURCE
MANAGEMENT 47

MANAGING WORK FLows AND CONDUCTING JoB
ANALYSIS 47

Work: The Organization Perspective 48
Strategy and Organizational Structure 49
Designing the Organization 49
Work Flow Analysis 52
Work: The Group Perspective 54
Self-Managed Teams 54
Other Types of Teams 56

Work: The Individual Perspective 56
Motivating Employees 56

The Flexible Work Force 71
Contingent Workers 71
Flexible Work Schedules 74

vii




Human Resource Information Systems 75
HRIS Applications 76
HRIS Security and Privacy 77
Minicase 1: Food Lion, Inc., and Maids International: Working
Smarter or Harder? 79
Minicase 2: No Job Descriptions: Prescription for Quality or
Recipe for Disaster? 79
Case 1: Temps on the Team 80
Case 2: How Flexible Is Too Flexible? 80

EﬂAPTER 3 UNDERSTANDING EQUAL OPPORTUNITY
AND THE LEGAL ENVIRONMENT 84

Why Understanding the Legal Environment Is Important 86
Doing the Right Thing 86
Realizing the Limitations of the HR and Legal Departments 86
Limiting Potential Liability 86
Challenges to Legal Compliances 87
A Dynamic Legal Landscape 87
The Complexity of Laws 87
Conflicting Strategies for Fair Employment 88
Unintended Consequences 89
Equal Employment Opportunity Laws 89
The Equal Pay Act of 1963 89
Title VII of the Civil Rights Act of 1964 90
The Age Discrimination in Employment Act of 1967 96
The Americans with Disabilities Act of 1990 97
The Vietnam Era Veterans Readjustment Act of 1974 100
EEO Enforcement and Compliance 100
Regulatory Agencies 100
Affirmative Action Plans 102
Other Important Laws 104
Minicase 1: Disaccomodating an Employee and Inviting
a Lawsuit 110
Minicase 2: Wanted: Young, Male, Physically Fit
Employees 110
Case 1: Discrimination at Gemco, Inc.? 110
Case 2: An Ethical and Legal Dilemma 111
Appendix
to Chapter 3: Human Resource Legislation Discussed
in This Text 113

APTER 4 MANAGING Diversity 115

What is Diversity? 116

Why Manage Employee Diversity? 117

Affirmative Action versus Managing Employee Diversity 118
Challenges in Managing Employee Diversity 121

Valuing Employee Diversity 121

Individual versus Group Fairness 122

Resistance to Change 122

Group Cohesiveness and Interpersonal Conflict 122

Segmented Communication Networks 122

see
vin



Resentment 123
Backlash 123
Retention 123
Competition for Opportunities 124
Diversity in Organizations 124
African-Americans 124
Asian-Americans 125
People with Disabilities 126
The Foreign Born 127
Homosexuals 127
Latinos (Hispanic-Americans) 128
Older Workers 129
Women 129
Some Warnings 136
Avoiding the Appearance of “White Male Bashing” 136
Avoiding the Promotion of Stereotypes 137
Minicase 1: Diversity Training Backfires at Lucky Stores 139
Minicase 2: Diversity Training Helps Denny’s Turn Over
a New Leaf 139
Case 1: Conflict at Northern Sigma 140
Case 2: The Crying Game? 141
Video Case: Sexual Harassment—Still Going Strong 144

PART THREE » STAFFING 145

Eurrsk 5 RECRUITING, SELECTING, AND SOCIALIZING EMPLOYEES 145

Human Resource Planning 147
A Simplified Example of Forecasting Labor Demand
and Supply 148
Forecasting Techniques 149
The Hiring Process 150
Challenges in the Hiring Process 151
Determining the Characteristics Most Important
to Performance 151
Measuring the Characteristics That Determine Performance 152
The Motivation Factor 152
Who Should Make the Decision? 152
Legal Issues in Staffing 171
Negligent Hiring 172
Minicase 1: A Target for Lawsuits? 174
Minicase 2: Picking Employees By Phone 174
Case 1: Making the Grade at Grade 1 Tools 175
Case 2: Wanted: Enthusiastic Employees to Grow
with Growing Minds, Inc. 175

MANAGING EMPLOYEE SEPARATIONS, DOWNSIZING,
AND OUTPLACEMENT 179

What Are Employee Separations? 180
The Costs of Employee Separations 181
The Benefits of Employee Separations 183



Types of Employee Separations 183
Voluntary Separations 184
Involuntary Separations 184
Outplacement 194
The Goals of Outplacement 195
Outplacement Services 195
Minicase 1: Managing the Turnover of Key Employees with
Noncompete Agreements 197
Minicase 2: A Valid Explanation? 198
Case 1: A Layoff at Wilson Industrial 198
Case 2: Managing Outplacement at Rocky
Mountain Oil 199
Video Case: The Ugly Truth 201

PART FOUR » EMPLOYEE DEVELOPMENT 202

FAmR 7 APPRAISING AND MANAGING PERFORMANCE 202

What Is Performance Appraisal? 203
The Uses of Performance Appraisal 204
Identifying Performance Dimensions 204
Measuring Performance 205
Measurement Tools 205
Challenges to Effective Performance Measurement 211
Minicase 1: Two Approaches to 360° Appraisal 227
Minicase 2: Internal Appraisal and Goal Setting at Federal
Express 228
Case 1: An Unexpected Problem 229
Case 2: Changing the Appraisal System at Southeastern
University 230
Appendix
to Chapter 7: The Critical Incident Technique: A Method
for Developing a Behaviorally Based Appraisal
Instrument 232

FAPTER 8 TRAINING THE WORK FORCE 235

Training versus Development 237
Challenge in Training 238
Is Training the Solution? 238
Are the Goals Clear and Realistic? 238
Is Training a Good Investment? 238
Will Training Work? 239 "
A Special Case: Employee Orientation 258
Minicase 1: Team Training at Coca-Cola: Keeping a Classic
onTop 262
Minicase 2: Partners International: “Train Thy Neighbor” 262
Case 1: Rough Edges at Central Lumber 263
Case 2: Virtual Teams: A Special Case For Team
Training? 264



