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HRCI Associate Professional in Human Resources - International Sample
Questions (Q73-Q78):
NEW QUESTION # 73 
Which of the following elements should be included in an employee handbook?

A. Employment contract
B. Equal employment practices
C. Key performance indicators (KPIs)
D. Job specification

Answer: B

Explanation:
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Key Elements in an Employee Handbook:
* An employee handbook provides essential policies, procedures, and expectations, including equal employment practices to ensure
compliance with legal and ethical standards.
Why Equal Employment Practices are Correct:
* Including equal employment policies ensures transparency, fairness, and compliance with anti- discrimination laws.
Eliminating Incorrect Options:
* A. Job specification: This is part of job descriptions, not employee handbooks.
* B. Employment contract: Typically a separate legal document, not part of the handbook.
* D. Key performance indicators (KPIs): Related to performance management, not policy handbooks.
International HR References:
* Title VII of the Civil Rights Act (U.S.): Requires equal opportunity practices in the workplace.
* ILO Discrimination (Employment and Occupation) Convention: Promotes equal treatment and non- discrimination.

NEW QUESTION # 74 
What initiative aims to create a workforce that reflects the local population and an organization's customers?

A. Recognition
B. Diversity
C. Social responsibility

Answer: B

Explanation:
Adiversity initiativeaims to create a workforce that reflects the local population and customer base by promoting inclusivity and equal
opportunity.
* Explanation of Other Options:
* B. Recognition: Focuses on acknowledging achievements, not workforce composition.
* C. Social responsibility: Broader than workforce demographics and includes environmental and community efforts.

NEW QUESTION # 75 
Which of the following steps is a vital part of progressive discipline?

A. Fair hearing
B. Proper documentation
C. Timely termination
D. Probationary period

Answer: B

Explanation:
Progressive discipline is a structured approach used in human resources to address employee performance or conduct issues while
promoting fairness and accountability. Among the options provided, proper documentation is a cornerstone of this process. Here's a
breakdown of why:
1. Definition of Progressive Discipline
Progressive discipline involves a series of escalating actions to address workplace misconduct or performance issues. It is designed
to provide employees with opportunities to improve before more severe actions, such as termination, are taken.
2. Steps in Progressive Discipline
The following steps typically define a progressive discipline process:
* Verbal Warning: A conversation with the employee about the issue, emphasizing the need for improvement.
* Written Warning: A formal document detailing the issue, actions required for improvement, and consequences of non-compliance.
* Suspension or Probationary Period: Temporary removal from duties or a probation period to provide a final chance for
improvement.
* Termination: A last resort if the employee fails to meet the required standards.
3. Role of Proper Documentation
Proper documentation underpins each step of progressive discipline for the following reasons:
* Legal Protection: Comprehensive records of warnings, meetings, and performance reviews demonstrate compliance with fair
treatment practices in case of legal challenges.
* Fairness and Consistency: Documentation ensures consistent application of policies, treating all employees equally.
* Clarity and Communication: Written records clarify expectations and consequences, helping employees understand their



responsibilities and the need for change.
* Accountability: Both the employer and employee can refer to documented agreements and action plans to ensure transparency.
4. Comparison with Other Options
* A. Fair Hearing: While crucial, a fair hearing alone does not suffice without evidence to substantiate claims or actions.
* B. Timely Termination: Termination is the final step and not a regular feature of progressive discipline unless the issue is egregious.
* C. Probationary Period: This is often a specific stage in the process but not universally included in all progressive discipline
policies.
5. International HR References
* SHRM (Society for Human Resource Management): Highlights proper documentation as a key element of progressive discipline
to ensure compliance with labor laws and organizational policies.
* ILO (International Labour Organization): Emphasizes procedural fairness, which is supported by accurate and complete
documentation.
* HR Best Practices (CIPD, UK): Documentation is cited as critical in ensuring fairness and defending decisions in employment
tribunals.
By thoroughly documenting every step of the disciplinary process, organizations can ensure that their actions are fair, transparent,
and legally defensible. This makes Proper Documentation an indispensable part of progressive discipline.

NEW QUESTION # 76 
An employee has been repeatedly late to work despite verbal and written warnings. What is the next appropriate step in a
progressive discipline process?

A. Verbal warning
B. Termination
C. Suspension without pay
D. Written warning

Answer: C

Explanation:
Suspension without pay is the next appropriate step in a progressive discipline process for an employee who has been repeatedly
late despite verbal and written warnings. This step serves as a serious consequence that emphasizes the importance of adhering to
company policies.

NEW QUESTION # 77 
Which of the following is the most efficient method of measuring employee satisfaction in an organization?

A. Observation
B. Focus groups
C. Surveys
D. Interviews

Answer: C

Explanation:
Comprehensive and Detailed in Depth Explanation:
Surveys are the most efficient method to measure employee satisfaction because they can quickly collect data from a large number of
employees in a standardized, anonymous, and scalable way. They allow for quantitative analysis (e.g., through Likert scales) and can
cover a broad range of topics like job satisfaction, engagement, and workplace culture.
* Option A (Observation):Observation is subjective, time-consuming, and impractical for large groups, making it inefficient.
* Option B (Interviews):Interviews provide in-depth insights but are time-intensive and not scalable for large organizations.
* Option C (Surveys):Correct, as surveys are efficient, cost-effective, and can reach all employees while maintaining anonymity to
encourage honest feedback.
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