ek

ol g I

aRyir e
o

iy

o B

-,

S

oy

e

'. | Oth Edition

;;‘__Herlvert G. Heneman II1
Timothy A. Judge



STAFFING
ORGANIZATIONS
Sixth Edition

Herbert G. Heneman Il
University of Wisconsin—-Madison

4 i (raing € PHE NOMER 1A )

University of Florida ; !
' TuuG TAM iiehg IN U Wﬁl

Mendota House
Middleton, WI

McGraw-Hill
Irwin

Boston Burr Ridge, IL  Dubuque, IA New York San Francisco St. Louis
Bangkok Bogota Caracas Kuala Lumpur Lisbon London Madrid Mexico City
Milan Montreal New Delhi Santiago Seoul Singapore Sydney Taipei Toronto




The McGraw-Hill Companies

Dedication

To Susan and Jill

Mc(jraw-HiIl
Irwin

STAFFING ORGANIZATIONS

Published by Mendota House, Inc., 5621 Mendota Drive, Middleton, WI, 53562, in collaboration with
McGraw-Hill/Irwin, a business unit of The McGraw-Hill Companies, Inc., 1221 Avenue of the Americas, New
York, NYY, 10020. Copyright © 2009, 2006, 2003, 2000, 1997, and 1994 by Mendota House, Inc. All rights .
reserved. No part of this publication may be reproduced or distributed in any form or by any means, or stored i
a database or retrieval system, without the prior written consent of the publisher, including, but not limited to, in
any network or other electronic storage or transmission, or broadcast for distance learning.

Some ancillaries, including electronic and print components, may not be available to customers outside the
United States.

This book is printed on acid-free paper.

This publication is designed to provide accurate and authoritative information in regard to the subject matter
covered. It is sold with the understanding that the publisher is not engaged in rendering legal, accounting, or
other professional services. If legal advice or other expert assistance is required, the services of a competent
professional should be sought. (FROM A DECLARATION OF PRINCIPLES JOINTLY ADOPTED BY A
COMMITTEE OF THE AMERICAN BAR ASSOCIATION AND A COMMITTEE OF PUBLISHERS.)

4567890DOC/DOC 12 11 10 09

ISBN 978-0-07-353027-7
MHID 0-07-353027-1

Publisher:  Paul Ducham
Managing developmental editor:
Editorial assistant:  Jane Beck
Executive marketing manager: Rhonda Seelinger
Senior project manager: Susanne Riedell

Note to the Instructor:

Mendota House and McGraw-Hill/Irwin
have combined their respective skKills
to bring Staffing Organizations to your
classroom. This text is marketed and
distributed by McGraw-Hill/Irwin. For

Laura Hurst Spell

Lead production supervisor: Michael R. McCormick
Design coordinator:  Joanne Mennemeier

Lead media project manager: Cathy L. Tepper
Cover design:  Matthew Baldwin

Typeface: 11/12.5 Times Roman

Compositor:  Kinetic Publishing Services, LLC
Printer: R. R. Donnelley

Address orders and customer service questions to:
McGraw-Hill Higher Education

1333 Burr Ridge Parkway

Burr Ridge, IL 60527

1-800-338-3987

assistance in obtaining information or
supplementary material, please contact
your McGraw-Hill/Irwin sales represen-
tative or the customer services division of
McGraw-Hill/Irwin at 800-338-3987.

Address editorial correspondence to:
Herbert G. Heneman 111, President
Mendota House, Inc.

5621 Mendota Drive

Middleton, WI 53562

hheneman @ bus.wisc.edu

Library of Congress Cataloging-in-Publication Data

Heneman, Herbert Gerhard, 1944-
Staffing organizations / Herbert G. Heneman III,
p. cm.
Includes index.
ISBN-13: 978-0-07-353027-7 (alk. paper)
ISBN-10: 0-07-353027-1 (alk. paper)
1. Employees—Recruiting. 2. Employee selec
HF5549.5.R44H46 2009
658.311—dc22

www.mhhe.com

Timothy A. Judge—6th ed.

tion. I. Judge, Tim. II. Title.

2008013238




AUTHOR PROFILES

Herbert G. Heneman III is the Dickson-Bascom Professor Emeritus in the
Management and Human Resources Department, School of Business, at the Univer-
sity of Wisconsin—Madison. He also serves as a senior researcher in the Wisconsin
Center for Educational Research. Herb has been a visiting faculty member at the
University of Washington and the University of Florida, and he was the University
Distinguished Visiting Professor at the Ohio State University. His research is in the
areas of staffing, performance management, compensation, and work motivation.
He is currently investigating the design and effectiveness of teacher performance
management and compensation systems. Herb is on the board of directors of the
Society for Human Resource Management Foundation and serves as its director
of research. He is the senior author of three prior textbooks in human resource
management. Herb is a Fellow of the Society for Industrial and Organizational
Psychology, the American Psychological Association, and the Academy of Man-
agement. He is also the recipient of the career achievement award from the Human

Resources Division of the Academy of Management.

Timothy A. Judge is the Matherly-McKethan Eminent Scholar, Department
of Management, Warrington College of Business, University of Florida. Prior
to receiving his PhD at the University of Illinois, Tim was a manager for Kohl’s
department stores. Tim has also served on the faculties of Cornell University and
the University of Iowa. Tim’s teaching and research interests are in the areas of
personality, leadership and influence behaviors, staffing, and job attitudes. He
serves on the editorial review boards of Journal of Applied Psychology, Person-
nel Psychology, Human Resource Management Review, and International Journal
of Selection and Assessment. Tim is a former program chair for the Society for
Industrial and Organizational Psychology and past chair of the Human Resources
Division of the Academy of Management. Tim is a Fellow of the American Psy-
chological Association, the Society for Industrial and Organizational Psychology,
the American Psychological Society, and the Academy of Management. In 1995 he
received the Ernest J. McCormick Award for Distinguished Early Career Contribu-
tions from the Society for Industrial and Organizational Psychology. In 2001 he
received the Cummings Scholar Award for the Academy of Management.




CONTENTS

PART ONE
The Nature of Staffing 3

CHAPTER ONE
Staffing Models and Strategy 5
The Nature of Staffing 6
The Big Picture 6
Definition of Staffing 7
Implications of Definition 9
Staffing System Examples 11
Staffing Models 13
Staffing Quantity: Levels 13
Staffing Quality: Person/Job Match 14
Staffing Quality: Person/Organization
Match 17
Staffing System Components 19
Staffing Organizations 21
Staffing Strategy 25
Staffing Levels 26
Staffing Quality 30
Staffing Ethics 31
Plan for the Book 33
Summary 34
Discussion Questions 36
Ethical Issues 36
Applications 36
Staffing for Your Own Job 36
Staffing Strategy for a New Plant 38

Tanglewood Stores Case 39
The Situation 39
Your Tasks 39

Endnotes 40

PART TWO
Support Activities 43

CHAPTER TWO
Legal Compliance 45
The Employment Relationship 47
Employer-Employee 48
Independent Contractors 49
Temporary Employees 50
Laws and Regulations 51
Need for Laws and Regulations 51
Sources of Laws and Regulations 52
EEO/AA Laws: General Provisions and
Enforcement 54
General Provisions 54
Enforcement: EEOC 58
Enforcement: OFCCP 64
EEO/AA Laws: Specific Staffing
Provisions 64
Civil Rights Acts (1964, 1991) 64
Age Discrimination in Employment Act
(1967) 67



Americans With Disabilities Act
(1990) 68
Rehabilitation Act (1973) 72
Executive Order 11246 (1965) 72
EEO/AA: Information and Initiatives 72
Information Sources 72
Initiatives 73
Other Staffing Laws 75
Federal Laws 75
State and Local Laws 78
Civil Service Laws and Regulations 78
Legal Issues in Remainder of Book 79
Summary 80
Discussion Questions 82
Ethical Issues 82
Applications 83
Age Discrimination in a
Promotion? 83
Disparate Impact: What Do the
Statistics Mean? 84
Endnotes 85

CHAPTER THREE

Planning 87

External Influences 88
Economic Conditions 88
Labor Markets 90
Technology 94
Labor Unions 95

Human Resource Planning 96
Process and Example 96
Initial Decisions 97
Forecasting HR Requirements 101
Forecasting HR Availabilities 104
Reconciliation and Gaps 112
Action Planning 114

Staffing Planning 115
Staffing Planning Process
Core Workforce 118
Flexible Workforce 120
Outsourcing 124

115

Contents  xi

Legal Issues 125
Affirmative Action Plans (AAPs) 126
Legality of AAPs 131
Diversity Programs 133
EEO and Temporary Workers 134
Summary 134
Discussion Questions 135
Ethical Issues 136
Applications 136
Markov Analysis and Forecasting 136
Deciding Whether to Use Flexible
Staffing 137
Tanglewood Stores Case 139
The Situation 139
Your Tasks 139
Endnotes 139

CHAPTER FOUR
Job Analysis and Rewards 143
Changing Nature of Jobs 145
Job Requirements Job Analysis 148
Overview 148
Job Requirements Matrix 149
Job Descriptions and Job
Specifications 162
Collecting Job Requirements
Information 162
Competency-Based Job Analysis 174
Nature of Competencies 174
Collecting Competency Information 177
Job Rewards 178
Types of Rewards 179
Employee Value Proposition 179
Collecting Job Rewards Information 180
Job Analysis for Teams 186

Legal Issues 187
Job Relatedness and Court Cases 188

Essential Job Functions 188
Summary 192
Discussion Questions 193
Ethical Issues 193




xii Contents

Applications 194

Conducting a Job Requirements or Job

Rewards Job Analysis 194
Maintaining Job Descriptions 194
Endnotes 195

PART THREE

Staffing Activities:
Recruitment 199

CHAPTER FIVE
External Recruitment 201
Recruitment Planning 202
Organizational Issues 202
Administrative Issues 204
Recruiters 211
Strategy Development 213
Open Versus Targeted
Recruitment 213
Recruitment Sources 215
Recruiting Metrics 231
Searching 235
Communication Message 235
Communication Medium 240
Applicant Reactions 245
Reactions to Recruiters 246
Reactions to the Recruitment
Process 246
Transition to Selection 248
Legal Issues 248
Definition of a Job Applicant 249
Affirmative Action Programs 251
Electronic Recruitment 252
Job Advertisements 253
Fraud and Misrepresentation 253
Summary 254
Discussion Questions 255
Ethical Issues 255

Applications 256 .
Improving a College Recruitment
Program 256
Internet Recruiting 258
Tanglewood Stores Case 259
The Situation 259
Your Tasks 259
Endnotes 260

CHAPTER SIX
Internal Recruitment 265
Recruitment Planning 267
Organizational Issues 267
Administrative Issues 272
Timing 275
Strategy Development 275
Closed, Open, and Targeted
Recruitment 275
Recruitment Sources 278
Recruiting Metrics 286
Searching 288
Communication Message 288
Communication Medium 289
Applicant Reactions 289
Transition to Selection 290
Legal Issues 291
Affirmative Action Programs
Regulations 291
Bona Fide Seniority Systems 292
The Glass Ceiling 293
Summary 297
Discussion Questions 298
Ethical Issues 298
Applications 299
Recruitment in a Changing Internal
Labor Market 299
Succession Planning for a
CEO 300
Endnotes 301



PART FOUR
Staffing Activities: Selection 305

CHAPTER SEVEN
Measurement 307
Importance and Use of Measures 310
Key Concepts 310
Measurement 310
Scores 314
Correlation Between Scores 316
Quality of Measures 321
Reliability of Measures 322
Validity of Measures 329
Validation of Measures in Staffing 332
Validity Generalization 340
Staffing Metrics and Benchmarks 342
Collection of Assessment Data 342
Testing Procedures 343
Acquisition of Tests and Test
Manuals 345
Professional Standards 346
Legal Issues 347
Disparate Impact Statistics 347
Standardization and Validation 349
Summary 350
Discussion Questions 352
Ethical Issues 352
Applications 352
Evaluation of Two New Assessment
Methods for Selecting Telephone
Customer Service Representatives 352
Conducting Empirical Validation and
Adverse Impact Analysis 355
Tanglewood Stores Case I 357
The Situation 357
Your Tasks 358
Tanglewood Stores Case I 358
Adverse Impact 358
Endnotes 359

Contents  xiii

CHAPTER EIGHT
External Selection | 361
Preliminary Issues 363
The Logic of Prediction 363
The Nature of Predictors 365
Development of the Selection Plan 367
Selection Sequence 367
Initial Assessment Methods 370
Résumés and Cover Letters 370
Application Blanks 373
Biographical Information 381
Reference and Background Checks 385
Genetic Screening 391
Initial Interview 391
Choice of Initial Assessment Methods 394
Legal Issues 398
Disclaimers 398
Reference and Background Checks 399
Preemployment Inquiries 401
Bona Fide Occupational
Qualifications 407
Summary 409
Discussion Questions 410
Ethical Issues 410
Applications 410
Reference Reports and Initial Assessment in
a Start-Up Company 410
Developing a Lawful Application
Blank 412
Endnotes 414

CHAPTER NINE

External Selection Il 419

Substantive Assessment Methods 421
Personality Tests 422
Ability Tests 428
Job Knowledge Tests 438
Performance Tests and Work Samples 438
Situational Judgment Tests 442
Integrity Tests 444




xiv Contents

Interest, Values, and Preference
Inventories 448
Structured Interview 450
Choice of Substantive Assessment
Methods 461
Discretionary Assessment Methods 465
Contingent Assessment Methods 465
Drug Testing 466
Medical Exams 472
Legal Issues 472
Uniform Guidelines on Employee
Selection Procedures 472
Selection Under the Americans With
Disabilities Act (ADA) 475
Drug Testing 479
Summary 479
Discussion Questions 480
Ethical Issues 481
Applications 481
Assessment Methods for the Job of Human
Resources Director 481
Choosing Among Finalists for the Job of
Human Resources Director 483
Tanglewood Stores Case 484
The Situation 484
Your Tasks 485
Endnotes 485

CHAPTER TEN

Internal Selection 495

Preliminary Issues 496
The Logic of Prediction 496
Types of Predictors 497
Selection Plan 498

Initial Assessment Methods 498
Skills Inventory 498
Peer Assessments 499
Self-Assessments 500
Managerial Sponsorship 501
Informal Discussions and

Recommendations 502

Choice of Initial Assessment Methods 503

Substantive Assessment Methods 503
Seniority and Experience 505
Job Knowledge Tests 506
PetformanceAppraisaI 507
Promotability Ratings 509
Assessment Centers 509
Interview Simulations 158
Promotion Panels and Review Boards 516
Choice of Substantive Assessment

Methods 517

Discretionary Assessment Methods 517

Legal Issues 519
Uniform Guidelines on Employee

Selection Procedures 519

The Glass Ceiling 519

Summary 520

Discussion Questions 521

Ethical Issues 522

Applications 522
Changing a Promotion System 522
Promotion From Within at Citrus Glen 523

Endnotes 524

PART FIVE
Staffing Activities: Employment 529

CHAPTER ELEVEN

Decision Making 531

Choice of Assessment Method 533
Validity Coefficient 534
Face Validity 535
Correlation With Other Predictors 535
Adverse Impact 535
Utility 536

Determining Assessment Scores 540
Single Predictor 540
Multiple Predictors 541

Hiring Standards and Cut Scores 546
Description of the Process 546
Consequences of Cut Scores 547



Methods to Determine Cut Scores 548
Professional Guidelines 552
Methods of Final Choice 552
Random Selection 553
Ranking 554
Grouping 554
Decision Makers 555
Human Resource Professionals 555
Managers 556
Employees 556
Legal Issues 557
Uniform Guidelines on Employee
Selection Procedures 557
Diversity and Hiring Decisions 558
Summary 559
Discussion Questions 560
Ethical Issues 560
Applications 561
Utility Concerns in Choosing an
Assessment Method 561
Choosing Entrants Into a Management
Training Program 562
Tanglewood Stores Case 564
The Situation 564
Your Tasks 564
Endnotes 564

CHAPTER TWELVE
Final Match 567
Employment Contracts 569
Requirements for an Enforceable
Contract 569
Parties to the Contract 570
Form of the Contract 571
Disclaimers 573
Contingencies 574
Other Employment Contract
Sources 574
Unfulfilled Promises 575
Job Offers 575
Strategic Approach to Job Offers 576
Job Offer Content 578

Contents XV

Job Offer Process 589
Formulation of the Job Offer 589
Presentation of the Job Offer 596
Job Offer Acceptance and Rejection 596
Reneging 598

New Employee Orientation and

Socialization 598

Orientation 601
Socialization 601
Examples of Programs 605

Legal Issues 606
Authorization to Work 606
Negligent Hiring 607
Employment-at-Will 608

Summary 609

Discussion Questions 610

Ethical Issues 610

Applications 610
Making a Job Offer 610
Evaluating a Hiring and Variable Pay

Plan 612
Endnotes 614

PART SIX

Staffing System and Retention

Management 619

CHAPTER THIRTEEN

Staffing System Management 621

Administration of Staffing Systems 622
Organizational Arrangements 622
Jobs in Staffing 626
Policies and Procedures 633
Technology 634
Outsourcing 638

Evaluation of Staffing Systems 641
Staffing Process 641
Staffing Process Results 644
Calculating Staffing Metrics 649
Customer Satisfaction 650



xvi Contents

Legal Issues 654
Record Keeping and Privacy 654
Audits 656
Training for Managers and
Employees 658
Dispute Resolution 659
Summary 661
Discussion Questions 662
Ethical Issues 662
Applications 662
Learning About Jobs in Staffing 662

Evaluating Staffing Process Results 663
Endnotes 664

CHAPTER FOURTEEN

Retention Management 669

Turnover and Its Causes 670
Nature of the Problem 670
Types of Turnover 671
Causes of Turnover 673

Analysis of Turnover 676
Measurement 676
Reasons for Leaving 677
Costs and Benefits 680

Retention Initiatives: Voluntary

Turnover 689

Current Practices and Deciding to Act 689

Desirability of Leaving 696

Ease of Leaving 700

Alternatives 702 :
Retention Initiatives: Discharge 703

Performance Management 703
Progressive Discipline 707
Retention Initiatives: Downsizing 708
Weighing Advantages and
Disadvantages 709
Staffing Levels and Quality 709
Alternatives to Downsizing 741
Employees Who Remain 711
Legal Issues 713
Separation Laws and
Regulations 71 3
Performance Appraisal 714
Summary 714
Discussion Questions 716
Ethical Issues 716
Applications 717
Managerial Turnover:
A Problem? 717
Retention: Deciding to Act 718
Tanglewood Stores Case 720
The Situation 720
Your Tasks 721
Endnotes 721

INDEX 727



