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HUMAN RESOURCES GENERAL OVERVIEW
MODULE || ~ QUESTIONS

LESSON 1

1. Oliver is demanding to see his personnel file. He's convinced you are writing unfounded, negative
comments about his performance and says he has a right to see his file. Your company doesn't
have such a policy giving access to personnel files and neither does your state. What should you
do?
a. Let him see the file since federal law protects access to personnel files.
b. Tell him that you'll look through his file and let him know if something is amiss.
c. Tell him that there is no company policy, federal or state law for accessing personnel files.

2. You manage several employees. Lately, you are wondering why some deadlines are being missed
and productivity slipping. Based on some recent observations, you suspect many are spending too
much time surfing the Internet for personal use. What should be your first response to this
situation?

a. Begin by using computer software that will enable you to see what is on your employees' screen
or stored on the hard drives of their workstations.

b. Give those you suspect, a verbal or written warning explaining that accessing the Internet for
personal use is not permitted on company equipment.

c. Ensure your employees are aware of your company's computer and Internet policy.

3. Two of your direct reports, Adam and Shannon, have been dating for the past few months.
Recently, you've heard through the office grapevine they've broken up. Adam wants to get back
together with Shannon and keeps pestering her for dates. Shannon is fed up and comes to you for
help. What should you do?

a. Tell Adam to contact Shannon outside the office, after business hours.
b. Take Shannon's complaint seriously and ask Adam to stop this behavior.
c. Tell Shannon that you can't get involved since this doesn't constitute sexual harassment.

4. Why is it important for employees to know their company policy?
a. Provides employees information to challenge their supervisor.
b. Reduces anxiety about workplace issues.
c. Helps employees avoid lawsuits.

5. An employee's right to inspect or add information to his or her personnel file is protected by state
and federal laws.
a. True
b. False

6. Which of the following forms of communication can an employer monitor?
a. Business e-mail, Internet use, telephone calls and voice mail.
b. Business e-mail, Internet use and personal telephone calls on company equipment.
c. Web surfing, keyboard use, personal e-mails and telephone calls.

7. Which of the following do federal laws apply to for protecting employees from illegal discrimination?
a. All companies.
b. Companies with more than 50 employees.
c. Companies with more than 15 employees.
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8. Which of the following is a right an employee has while employed?
a. A yearly performance review.
b. Time off for family or medical reasons.
c. Severance pay when laid off.

LESSON 2
1. Sara wishes to have time off for a religious holiday. You have never heard of this religious holiday.
What should you do?
a. Check with your human resources department or other in-house experts.
b. Check your company management handbook. If the holiday is not listed, you have the legal right
to say "no."

2. You are the hiring manager for the customer service department of your company. Adel is highly
gualified to fill the position and has many positive references. You have had difficulty understanding
Adel because he has a heavy accent. You are considering whether or not he should be hired. What
should you do?

a. Ask other people if they have difficulty understanding Adel.
b. Suggest that Adel take an English as a second language class and/or a speaking proficiency
test.

3. You want to fire an employee for poor work habits. However, you do not want to risk the possibility
of "unintentional discrimination" in connection with his termination. You have already compared "like
cases.”" As a manager, what should you do?

a. Interview coworkers to determine if you have judged his work habits too harshly.
b. Check with your human resources department or other in-house experts prior to terminating.

4. Which of the following is a protected classification under U.S. federal law?
a. Marital Status
b. Veteran and Military Status
c. Sexual Orientation

5. It is legal for an employer to require information about an applicant's race.
a. True
b. False

6. Scott, a sales manager, is being accused of gender discrimination. He did not intend to discriminate
and is not considered to be sexist. Since Scott didn't intentionally discriminate, his actions will be
dismissed in a court of law.

a. True
b. False

7. Jane was informed if tardy once more she would be demoted. Two weeks after this discussion,
Jane was an hour late for work. What should Jane's manager do?
a. Give Jane one more warning.
b. Review "like cases" of tardiness.
c. Review Jane's performance evaluations for other instances of misconduct.

8. Holly's performance has been exceptional. Her manager, however, is reluctant to promote her
because she is only 24. What legal ramifications should her manager consider?
a. Every age group is protected by state law and company policy.
b. There are no laws to protect people under 40 from age discrimination.
c. People under 40 may be protected by state law or company policy.

HUMAN RESOURCES GENERAL OVERVIEW ~ MODULE |l Questions | ©2011 | Page 2 of 4



cZezSEMINARS.cozzze

2514 Stenson Dr | Cedar Park TX 78613 | 512-336-1005 | Fax 512-336-1008 | missy@CHAseminars.com

LESSON 3

1. Two employees in your department, James and Amy, are applying for a promotion that provides a
significantly higher salary. Amy has been with the company longer than James and the staff really
likes her. However, you've heard through the office grapevine that Amy wants to start a family soon.
James, on the other hand, already has a family and could use the extra money. You're having a
tough time deciding whom to pick. What should you do?
a. Promote James since he clearly needs it more as head of the household.
b. Promote Amy since she is more qualified even though she may be out on maternity leave in the

near future.

2. One of the managers in your department has passed over several well-qualified candidates. You've
asked him about it and he tells you the candidates just didn't have the right fit for the job. You've
noticed all those hired are members of a particular racial minority group. However, this manager
has hired many other minorities in the past. What should you do?

a. Let it go. The manager in question probably has valid reasons for not hiring the candidates.
b. Contact your human resources department. The manager may be unintentionally discriminating
against a particular minority group.

3. You are interviewing a candidate for the customer service department of your company. Adel is
highly qualified to fill the position and has many positive references. You have had difficulty
understanding Adel because he has a heavy accent. You are considering whether or not he should
be hired. What should you do?

a. Ask other people if they have difficulty understanding Adel.
b. Suggest that Adel take an English as a second language class and/or a speaking proficiency
test.

4. You enjoy sending jokes to your team. You see these jokes as harmless. However, one of your
team members wants to make a claim of discrimination because of the content of the jokes. What
should you do?

a. Stop sending the jokes to that person immediately.
b. Check with your human resources department to see if your behavior is discriminatory.

5. You want to fire Sam for poor work performance. However, you do not want to risk the possibility of
"unintentional discrimination” in connection with his termination. As a manager, what should you
do?

a. Review "like cases" prior to terminating.
b. Interview co-workers to confirm and document Sam's poor performance.

LESSON 4
1. You overhear several employees telling sexually oriented jokes in the company break room. No one
seems to be offended by the jokes. As a manager, what should you do?
a. Advise the employees not to engage in these types of jokes in the workplace.
b. Nothing. As long as employees do not complain or look uncomfortable, a manager does not
need to respond to the situation.

2. One of your employees has just told you he felt he was being sexually harassed. He also asked you
not to inform anyone of the situation. What should you do?
a. Report it to your organization and inform the employee you will keep it as confidential as
possible.
b. Honor the employee's wish for confidentiality and try to persuade the employee to report the
incident.
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3. One of your employees is being investigated for sexual harassment. You understand that, during a
complaint procedure, documentation is essential to prove or disprove a harasser's guilt. You need
to file the documentation you have thus far. What should you do?

a. Maintain all documentation of sexual harassment complaints in the employee personal files.
b. Maintain all sexual harassment documentation separately from personal files.

4. If an employee involved in a sexual harassment investigation was informed to keep all information
regarding the situation confidential yet gossips about the incident with other employees, he or she
may be fired.

a. True
b. False

5. Which of the following is an example of a hostile work environment?
a. Unwelcome sexual conduct at work that is only directly tied to job opportunities and
performance.
b. Unwelcome sexual conduct at work, whether or not it is directly tied to job opportunities, which
creates an intimidating work environment.
c. Unwelcome discriminatory conduct at work, which results in the creation of an intimidating work
environment.

6. If an employee files a sexual harassment claim against a supervisor with whom he or she
previously had a consensual relationship, the claim is automatically invalid in a court of law because
of the previous relationship.

a. True
b. False

7. Of the following, who should be responsible for conducting a sexual harassment investigation?
a. An employee from the complainant's chain of supervision.
b. An employee who is trained in human resource management and/or legal skills.

8. Which of the following is a factor that helps determine corrective action for an employee accused of
sexual harassment?
a. Status of harasser within the company.
b. Severity of the harassing conduct.
c. Threats made by harasser against the company.
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