Pet Care Services Association
Guidelines for Human Resources

Pe’rCmreSerulces

W B . I I B S5
=1 1T 1t 1t TtT1°r






Table of Contents

Section

FOr@WOId. ... e e e e
AcKNOWIEdgeEMENtS........c.coviiecie e
Preface - Pet Connection ...........coooiiiii i i i
Chapter 1 Employment Law ... 1.0
Title VII of the Civil RightsAct ................ 1.1
Age Discrimination in Employment Act ..... 1.2
Americans with Disabilities Act (ADA) ...... 1.3
Federa Fair Credit Reporting Act (FCRA)... 1.4
Equa Employment Opportunity Commission 1.5
E-Race Outreach Campaign............cccceceee.. 1.5
Family Medical Leave Act (FMLA)............ 1.6
Occupationa Safety & Heath Administration 1.7
Minimum Age & Wage Laws.................... 1.8
Record Retention Law Chart.................... 1.9
Chapter 2 L egidation Interviewing Guiddlines........ 2.0
AQe. 2.1
Disabilities........cccovviiiiiiii 2.2
Sex and Physical Appearance.................... 2.3
Citizenship and Nationa Origin................ 2.4
Legal Problems with Perceived Promises...... 2.5
Negligent Hiring..........cccoooiiiiiiiin e enns 2.6
Religious Accommodation...................... 2.7
Family Circumstances..............cccoevenen.e. 2.8
Legal/lllegal Inquiry Chart...................... 2.9
Chapter 3 TUINOVEr . 3.0
What isTurnover? .......cccevvviiiiiiininnnn. 3.1
Importance of Turnover ......................... 3.2
Computing TUMNOVES.......cccviiei e ieineannn 3.3
Main Turnover Cost Categories................. 34
Managing TUrOVEr.......cccovvvvi e 3.5
Turnover Formula Sheet........................ 3.6
Chapter 4 Job Analysis 101..........coviiiiiiiiien e, 4.0
Performing Analysis-Your Choice.............. 4.1
Job AnalysiS Process.............occvviiiineine, 4-1

Guiddinesfor Human Resour ces

Page

Vil
IX

13
13
14
14
15
16
16
17
17
18
20
25
25
25
26
26
26
27
27
29
30
35
35
35
36
37
40
42
45
45



Chapter 5

Chapter 6

Chapter 7

Chapter 8

Chapter 9

Chapter 10

Chapter 11

Chapter 12

Sample Pet Care Services Job Analysis.........
Job Description 101 .........ccoviiiiiiiiinnen.
How to Create a Job Description

USNg KSAOS ...,
Manager / Supervisor Job Description.........
Sample Petcare Services Job Description ......
Always Be Recruiting...........cccovvvvennn,
The Importance of Recruiting.................
Types of Recruiting............c.oovvvviiennn ..
The Application.........ccceeviiiiiieinnnn,
Information Needed on Application ..........
Application Review Before Interview..........
Sample Legal Application........................
Hiring Process Pie..........cooooviiiiiiiennn,
Piecesof thePie...........ocoiii,
Lawful Steps in the Hiring Process Pie........
Pie Template.........cooevviiii i,
Pre-hire Screening ........oovovviveiie e,
Prescreen Questionnaire ........................

Sample Prescreen Questionnaire ..............
Pre-hire Assessments........................ ..
Reasoning and Judgment.........................
Interview with Confidence....................
Effective Interviewer Traits......................
Application Review w/ Applicant...............
Faceto Face Structure .............cocoieennnn,
Behavioral Interviewing .............c..ooovees
Peer Interviewing .......c.oooveviiiiiiiiinnnnnn,
REECHON ...
Make Offer ......ccoooviiiiii
New HireTax Credits ................coennn.
Interview Do & Don't Chart....................
Suggested Questions List...........cevvnnenen,
Training .....ccooviiiii
Successful Mesetings are Important.............

Guiddinesfor Human Resources

Page
48
49

49
50
52
55
55
55
57
S7
58
59
65
65
66
66
67
67
68
70
71
75
75
77
77
/8
79
81
83

85
85
88
89
91
91



Chapter 13 Performance Evaluation......................
Types of Performance Appraisal Systems ....
Developing a Successful Appraisal Program
Sample PAS & Rating Guide...................
Chapter 14 Employee Discipling........cccccoeeeevieeiieennne,
|s an Ounce of Prevention Really
Worth a Pound of Cure?...........cccoeevvivnennnen,
Concerning At Will Employment.................
“Hot Stove Rule” Method and More............
Discrimination and Harassment.................
Substance AbUSe..........cocovviiii,
Workplace Violence ...............coovvennn.
Conflict Resolution ............ccocviiev ..
Internet, E-mail and
Electronic Communications ....................
Chapter 15: Retention & Employee Engagement......
Retention Measures.............ccccovevneene.,
Employee Engagement.........................
Performance Appraisal................ooeeene.
Chapter 16 Compensation ..........cceviiiiiiiiiin e,
Definition of Employee Compensation ......
Different Types of Compensation .................
Planning a Salary Administration Policy .......
Salary SUIVEYS ..o
Regulations Affecting
Compensation - FMLA ...t

Chapter 17 Benefits.......cooiiii

Basic Coverage (Mandatory Benefits) .......
Chapter 18 Termination ..........cooovvviiiiiiiin e
Employment-At-Will ...,
Kinds of Termination .........................
References and Websites
About the Author
Glossary of Terms

Guiddinesfor Human Resour ces

Section
13.0
13.1
13.2
13.3
14.0

14.1
14.2
14.3
14.4
14.5
14.6
14.7

14.8
15.0
15.1
15.2
15.3
16.0
16.1
16.2
16.3
16.4

16.5
16.6
17.0
17.1
17.2
17.3
18.0
18.1
18.2

Page
93
93
93
94
95

95
96
96
98
99
100
100

101
101
103
104
105
111
111
111
111
112

112
112
115
115
115
116
17
117
117
119
121
123



