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Human Capital Management

Effective HR practices to safeguard your most important assets: your people!



- Empower you with knowledge on how to navigate
through the Strategic, Technical, and Administrative
part of Human Resources.
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- Parallel the employment labor laws that may impact
our actions.

- Opportunity to grow deeper into the management of
human capital and the importance of compliance.




Employee
Lifecycle

Strategic
Technical
Administrative




Employment
Laws to
Consider




Age Discrimination in

Employment Act of
1967, amended in 1984,
1986

Executive Order 11246

Equal Pay Act of 1963 (Affirmative Action)

Title VIl CRA 1964, 1991

EEOA 1972 (extended

Keep ! ng | n COVETGEEaN Gl Rehabilitation act of : .Prggnr:.mcy Immigration Reform and
. enforcement teeth to 1973 Discrimination Act of Control Act 1988
\YilTale EEOC) - amended Titl 1978

VI

Executive Order 13145 -
protected genetic
information

Family Medical and
Leave Act (FMLA)

Americans with
Disabilities Act of 1990




* 61% of employees in the US have experienced or
witnessed workplace discrimination

* 4,5% have experienced Age discrimination

* The most prevalent type of discrimination charge is
Why is this retaliation or 55.8% of all cases.

important? - Disability 36.10%
* Race 32.70%

* Sex 31.70%

source: Wenzel Fenton Cabassa




ENGAGEMENT

AND
COMPLIANCE

Recurring Issues in the
Workplace




Creating a work
environment of

engagement
and compliance

Rewards and
employee
programs

Respec_tand Engaging
equity leadership

Adherence
to policies
and values

Physical
Environment




* Engaging leadership and open communication

* Physical environment (OSHA compliant, inviting
appearance)

Creating a work * Adherence to policies and values (culture permeates)

environment of » Respect and equality (harassment, favoritism,
engagement discrimination, diversity, equity and inclusion, no

. retaliation)
and compliance _—
* Rewards and employee programs (correct classification

and correct pay (overtime); something extra for
wellness programs




Recruitment

Selection and
Hiring




Strategic
Technical
Administrative




Recruitment

Consider

- What do | need to move the

organization forward?

- Attract Diverse and

Qualified Applicants;
Identify places with the
widest reach for
advertisement

- What will the

compensation range be?

- What will the job

description look like

- What will | ask to get the

right candidate

Avoid

- Looking at an individual

first; and designing what
you need with them in
mind

- Board member/legislator

calls and tells you that they
have the right person

- Not preparing for what you

really need to help the
organization move forward

* Hiring someone you know

without the interview



Potential
landmines




Job Description

Consider

- Title, classification,

location, FTE, supervisor,
contract, employee

- Essential job functions

versus desirable job
functions

- Knowledge, skills,

abilities, experience,
educational requirements

- Anticipated work schedule
- Will it require travel

Avoid

- Not preparing for what you

need

- Changing the job

description after having
been advertised and
persons interviewed

- Ignoring the essential

functions and job
requirements when you
screen and move on with
the interviewing process or
selection.



Potential
landmines
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Interviewing

Do

- Whoever you ask to help must

stay in all interviews and
know the rules

- Have prepared questions you

or the panel will use

- Do not deviate from the

questions unless it is
clarification to the questions
or something specific to the
job application that is unique
to that applicant and is job
related

« Give them same information,

time frame

Avoid

- lce-breakers as they can really

create issues

. Askin% colleagues who don’t
e

know legal rules of
interviewing

- Cutting questions because you
just know this is not the

candidate

- Making notes to remember

candidate, tall woman with
the red dress; man with a
heavy accent

- Telling the person they are

hired



_ %
T O
B C
v &
4+
o 2
il




EXAMPLE OF A

JOB OFFER LETTER

igning up fo!

The Job Offer

Do

- Inform applicant they are

being considered for
employment and if they are
Interested In continuin
with the process; may to
explain what that will be
and may need DOB

Check background,;
criminal, professional,
verify employment,
education, efc.

Write an offer letter with
position, hourly rate or if
salary the biweekly amount
or monthly, start date,
location for orientation, “at
will” employment

Avoid

- Telling candidate they are

hired without the pre-
employment checks

- Telling them to give notice

prior to completing
assessment

- Cutting corners to get an

applicant in, make sure all
required documents have
been received and are
officials



EXAMPLE OF A

JOB OFFER LETTER
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Do Avoid

- Be prepared for the new * Spending time “getting to
employee know you and overlook the
- Push your pride button Ir\leatszn _they ar;“ therre] _
) e - Not being ready or havin
{Hgi?%gfktgggb'de”“fy a workspace identified ’
- Delegating the onboarding
- Set the stage for -
expectations: policies to co VYOF ers or to others
procedures, review job - Not being clear about
description, channels of expectations

communication etc.

- Establish a check in
process

- Ignoring employees once
tﬁey are on board

On-Boarding




Planned Onboarding Phases
* Required documentation

Potential
landmines
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Performance
Management

A defining partnership between employer and employee
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Formal Performance

review Management
Cycle

W/ Regular
feedback

Managing Performance

Do

- Have a periodic check-in

with the employee

- Address positive

achievements and needs
for improvement (write a
plan offer help and give
the resources)

- Be timely with your

feedback

* Conduct a well-rounded

review

Avoid

- Failing to connect on

performance

- Depending on others

opinion on performance
when you are the direct
supervisor

- Addressing only

negative performance

- Reaching a boiling point

to address performance
Issues
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Termination of
Employment

Do

- Voluntary resignations

have a systematic method
of resigning;

- Get In writing and make

sure there IS reason

- Have an exit interview
* Involuntary are

confidential and should
never be a surprise

- Well documented and

focused on the
performance not the person

Avoid

- Create inconsistencies in

how personnel are
celebrated or not when the
leave

- Treating employees

different because of
resignation

- Telling coworkers the

manner in which the
employee left the company

- Share with anyone outside

the channels of
communication



Potential
landmines
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http://www.shrm.org/
http://www.dol.gov/
http://www.twc.texas.gov/

