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B I HR Certification Institute aPHRi % &% 5 B & (Q146-Q151):

I8 #146
What is the best practice for mamtaining the confidentiality of employee records within an organization?

A. Restricting access to authorized personnel only
B. Storing records i locked cabinets

C. Sharing records only with managers

D. Allowing limited access to everyone

ER: A

fE AR A -
Restricting access to authorized personnel only is essential for maintaining the confidentiality of employee records. This practice
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ensures that sensitive information is only accessible by individuals who need it for legitimate business purposes.

Fi =8 #147
‘What term describes an employee who works less than the standard 40-hour work week?

A. Full-time
B. Contractor
C. Hourly

D. Part-time

ZEX: D

it BB -
Part-time employees are those who work less than the full-time standard of 40 hours per week. They usually do not receive the
same benefits as full-time employees and may have more flexible working hours.

i RE #148
Place the commonly used steps in the employment termination process in order.

ER:

fE RSB«

Explanation:

Ordered Employment Termination Process:

* Prepare a file documenting the reasons for the dismissal # Step 1

* Explanation:Documentation is the foundation of any termination process. It ensures that the reasons for termiation are clear,
consistent, and legally compliant. Proper records help protect the organization from potential legal challenges and ensure fairness.
Reference: SHRM's "Guide to Documenting Employee Performance Issues" (2022).

Call the employee into a private office for a short, clear meeting # Step 2 Explanation:A private meeting is essential to commumicate
the termination decision respectfully and clearly.

This ensures confidentiality and professionalism, allowing the employee to process the information in a dignified manner.

Reference: SHRM, "How to Conduct a Termination Meeting” (2021).

Communicate any benefits that the employee will receive, such as a severance package # Step 3 Explanation:Clearly communicating
severance, benefits, or final paycheck details demonstrates fairness and reduces post-termination misunderstandings. It also supports
compliance with labor laws and ensures a smoother transition.

Reference: "Severance Pay Best Practices," International Labour Organization (ILO) (2023).

Communicate with the rest of the organization about the departure of the employee # Step 4 Explanation:Informing the organization
appropriately helps maintain workplace morale and transparency. The announcement should respect the departing employee's
privacy while addressing any operational impacts.

Reference: CIPD's "Managing Organizational Changes and Communication” (2022).

Final Matching Summary:

Step 1: Prepare a file documenting the reasons for the dismissal.

Step 2: Call the employee into a private office for a short, clear meeting.

Step 3: Communicate any benefits that the employee will receive, such as a severance package.

Step 4: Commumicate with the rest of the organization about the departure of the employee.

References:

Society for Human Resource Management (SHRM), "Guide to Documenting Employee Performance Issues" (2022).

SHRM, "How to Conduct a Termination Meeting" (2021).

International Labour Organization (ILO), "Severance Pay Best Practices" (2023).

Chartered Institute of Personnel and Development (CIPD), "Managing Organizational Changes and Communication” (2022).
Harvard Business Review, "Steps to Ethical Termination Practices" (2020).

R #149
A company wants to monitor employee productivity and ensure compliance with workplace policies. What type of technology

should HR implement to achieve this?

¢ A. Mobile applications, which allow employees to manage their schedules on the go



¢ B. Monttoring software, which tracks computer usage and employee activity
¢ C. Wearable technology, which monitors employee health and wellness metrics
¢ D. Enployee feedback platforms, which collect anonymous feedback from staff

Z%: B

fRRERR A

Monttoring software, which tracks computer usage and employee activity, is used by companies to monitor employee productivity
and ensure compliance with workplace policies. This technology provides detailed reports on how employees are spending their
work hours.

R RE #150
Which of the following finctions is most commonly outsourced?

A. Performance management
B. Recruitment

C. Selection

D. Commumication

£%: B

fE R A«

Comprehensive and Detailed in Depth Explanation:

Outsourcing in HR involves delegating specific functions to external vendors to improve efficiency, reduce costs, or access
specialized expertise. Recruitment is one of the most commonly outsourced HR functions because it can be time-intensive, and
external agencies often have access to larger talent pools, advanced sourcing tools, and expertise in candidate screening,

* Option A (Communication): Internal communication is rarely outsourced, as it requires deep knowledge of the organization's
culture and operations.

* Option B (Performance management): This is typically handled internally to ensure alignment with organizational goals and culture,
though some aspects (e.g., software) may be supported externally.

* Option C (Selection): Selection (final hiring decisions) is usually kept in-house to ensure the right cultural fit, though parts of the
process may be supported by external tools.

Reference: aPHRi knowledge domain - HR Operations: Outsourcing HR functions, with recruitment as a common example.
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