Steps to create a HR System – for a Growing Company
Step 1--Perform Human Resource Audit.

The first thing one should do is perform a quick audit of their human resource department. Enclosed please find the Human Resource Audit Checklist created by Larry Bienati, Linda Kirkpatrick and Rhoda Carter. It may be a good time to go through this assessment to ensure that all process steps of the Level 1 organization have been satisfied. Print out a copy of this nine-page checklist, and use it as a template for evaluating which processes and procedures may need further work.

Human Resource Audit Checklist – Training Tools
Step 2--Laws by Company Size

Your company has undoubtedly grown in size. Just when you thought you had a handle on the specific federal and state labor laws, you may now discover that a whole new set of laws will be applicable. Please refer to the Human Resource Laws by Company Size chart from Level 1 and evaluate what, if any, new policies, procedures and postings are now applicable to your organization. Be sure to copy the appropriate law and the corresponding policy and procedure and implement it accordingly.

Human Resource Laws by Company Size Chart – Training Tools
Step 3--Employee Handbook Tune-up

Now that your company has grown, and you have probably inherited many new federal and state regulations. It may be time for the 30,000 mile Employee Handbook tune-up. It is difficult to provide a template at this time that will fit all organizations. We therefore recommend that you ask the staff at OnestopHR to perform a quick review and audit of your employee handbook. For an investment of approximately $500.00, one of our human resource consultants, and our labor attorney, will perform a quick review and offer recommendations for updating your handbook to any specific policies and procedures as a result of your company’s growth. It may also be important at this time of your life cycle to note that if you are a government contractor and doing $50,000 worth of business, and have 50 or more employees, you will need to create an affirmative action plan. If this is the case, contact the Webmaster to direct you to resources to help you through this particular journey. 

In addition, as you evaluate your company’s size and perform your Employee Handbook tune-up, you may also become heir to specific policies, practices and procedures in leave legislation and other family oriented benefits. The Employee Handbook tune-up should help you handle this process.

Step 4--Forms Library

Now that you've adapted your company manual to the organizational realities and had someone review the Employee Handbook for legal compliance, your next step is to ensure that you have the proper infrastructure in place. When we established the Level 1 organization, our goal was to get you started, get you going and perform a basic survival. We recommend that at this point in your life cycle you need to begin to develop the proper HR infrastructure with the appropriate forms, policies and procedures. We therefore recommend you take a journey to our Library and begin evaluating the types of forms and procedures that you need to implement within your organization. Some organizations find it prudent to copy these forms and prepare a desk reference guide, administrative manual, or an intranet site that can be accessed by managers and supervisors. This will allow them to again access Employee Handbooks and other relevant policies, procedures and practices. If you'd like assistance in this area, or you would like to review sample administrative manager handbooks, we can link you to the appropriate resources.

View Form Downloads
Step 5--Organizational Effectiveness Survey

Your company is growing and you've experienced the evolution and revolution of change. While you've just performed your 30,000-mile tune-up on legal compliance, it may also be a good time to perform a tune-up in respect to your organizational systems. Specifically, we refer to communication, planning, teamwork, and leadership style among others. We recommend you facilitate an organizational effectiveness survey. Successful organizations built to last have discovered that at least every one- to two years it's important to take a pulse of the organization and solicit input from employee's, peers and others on the general overall effectiveness of the organization. Armed with real world feedback, you can then begin to identify where possible process problems and opportunities for continuous improvement may exist. With this feedback you can then begin to work with your management team and deploy the appropriate process improvement teams and correct any organizational challenges that could be impeding revenue enhancement, profitability, growth, cost reduction and general overall productivity.

In addition, if your company wishes to endeavor into something known as Six Sigma Quality, Total Quality Management or even consider an initial re-engineering campaign, then we recommend that you access Consultants to Management SM, Total Quality Management Survey. This survey was modeled after the Malcolm Baldrige National Quality Award criteria. You can augment this survey with the organizational effectiveness survey to identify specific areas within the organizational process and systems that need to be corrected. If you intend to use any of these surveys, it is important that you do something with the feedback. To solicit feedback from employees, raise their hopes, and make commitments that change will occur and then do nothing is perhaps the greatest integrity violation that a leader of a firm can commit. If you would like assistance in respect to survey design, administration or assimilation, our OnestopHR staff is equipped with the latest technology, through the Internet and Intranet as well as Scantron technology to assimilate data, produce meaningful reports in a cost effective manner for subscriber members. 

It has been said that feedback is the breakfast of champions, to this end, a well orchestrated yearly climate check-up, could avert potential problems, safety violations and reduce employee turnover. We know that turnover is generally a function of total compensation systems that are below the market, poor communication, poor management style, lack of resources to effectively perform the job and lack of meaningful career paths. A successful climate survey can identify these symptoms early in the organization, so that the appropriate remedial steps can be taken to attract, retain and motivate a successful cadre of employees.

Review Organizational Effectiveness Surveys – Training Tools
Step 7--Recruitment

You may need to evaluate your current recruitment systems for cost per hire effectiveness. In the Level 1 life cycle, your main concern was to work with search consultants, temporary services, advertising and possibly recruiters to fulfill your training needs. We suggest you perform a critical cost per hire evaluation at this time. You should look at the current systems and determine where most of your successful candidates are coming from. Look at the model and ask the following questions: Is it more effective to recruit my administrative personnel through a temporary agency, on a 90-day trial, before making a permanent commitment? Would it be more cost effective to implement an employee referral program to attract my technical and project personnel? Would it be more effective to work through a search consultant on a volume basis to attract key managerial and leadership positions in the firm. In short, where can I attain the biggest bang for my buck? 

At this point, we recommend that you refer to the article produced by Eric Wong on Innovative Recruiting – Training Tools.  Most important, you may want to perform a basic audit of your current recruitment systems and evaluate costs per hire. It is has been said that the average replacement costs for a manager to acquire, train and outplace a manager can range from $35- to $50,000. An administrative person, $5- to $8,000. High-level management, $60- to $85,000. We suggest you have one of our strategic partners in our recruitment division, perform a brief audit or at least recommend someone who can assist you in reducing cost per hire so that money spent can be used to enhance profitability and achieving your growth objectives.

Recruiting has become such an art form that no one model can best serve an organization. He appropriate model depends upon the industry you're in, the prevailing market and the availability of personnel. We at OnestopHR can help you find the appropriate solutions.

Step 8--Compensation

It may now be time for you to evaluate your current total compensation system. In the Level 1 life cycle, your goal was to survive, that is, provide a basic level of benefits, a fair wage, incentives and possibly stock options. Now, you may have to augment your package by taking a hard look at the total compensation and benefits structure. You may be evaluating the establishment of variable compensation systems, pay for performance systems, and other types of measurements to directly link to the organizations growth and profitability. In addition, you may be looking at your current benefit structure and you may find it necessary to do a tune-up to ensure that your benefits are competitive. You may also look at quality of work life programs to see if beyond the tangible salary and benefit dollar you need to consider other enlightened forms of employee benefits.

For this assessment, we recommend you contact www.jenkinsathens.com and have their consultants perform a no-cost benefits assessment. Also, consider having a certified compensation professional review your current compensation system and suggest other alternatives that will help you achieve your company growth objectives at the least possible costs.
Review "Salary and Benefits Programs for the 1990's" – Training Tools

Click here for help with innovative compensation planning and design
Step 9--Performance Management
At this phase of the life cycle, you may be perfecting your performance/coaching/mentoring systems. You may be using some of the forms that we've provided in Level 1. We again provide these sample-coaching forms. 

Review Introductory Performance Reviews – Training Tools

Review Performance Appraisal forms – Form Downloads.
These forms can be very valuable in providing feedback to employees with respect to their performance. A greater challenge however is developing the specific training solutions in coaching plans to help your employees succeed. 

This handout provides insight as to the best on-the-job and off-the-job ways to solve common performance coaching issues. While it is not an exhaustive list, it gives you simple action plans that you can affix to performance appraisal forms to help develop employee skills. If there are certain skills which need further development that are not adequately covered by this form, then we recommend you go to our other website, bienati.com for help and direction on specific training issues. In addition to suggested resources, we can provide specific linkages to websites that will help in providing training solutions.

Go to Step 10
Step 10--Employee Discipline

At this phase of your life cycle, you may also encounter problem employees, or employees with a problem. We recommend you visit the Article library for a review of Dr. Larry Bienati's article, “Rehabilitating the Problem Employee” – Training Tools.   In addition, we suggest you reference the article “Positive Discipline” – Training Tools. This in-depth article provides samples and tools to help you perform proper due process corrections when dealing with problem employees.

Step 11--Final Review

Well, your systems are starting to look good. 

· You are now in legal compliance with your employee handbook 

· You now have various policies and procedures to augment the implementation of your HR department 

· You have updated your legal postings and are complying with state and federal laws 

· You have implemented an organizational effectiveness survey and have acted on the feedback 

· You have implemented leadership effectiveness surveys, and taken the appropriate remedial action to strengthen the leadership skill set of your organization 

· You have evaluated your recruiting systems and are now confident that you are achieving the best results at the least possible costs 

· You have implemented a successful coaching system and have adapted some of the training ideas provided in OnestopHR

· You may have performed a training audit and have used the services of the training team through Consultants to Management 

· You've evaluated your current total compensation system and ensured that your total compensation package is competitive 

· You've evaluated various career-path models for your employees and tailored the compensation programs to reward individuals who wish to follow a managerial, technical, administrative or marketing path. You know that this particular phase of your organizational development may require outside support to achieve this objective. 

So now you have a growing organization. Hopefully you are flourishing with a cadre of leaders that will soon take your organization to what we have deemed, the Level 3 organization. We recommend that you review some of the readings contained in this particular level, or refer to the HR process areas and stay current with the laws and regulations. 

It may also be time in your organization for a technology check-up. If so, contact OnestopHR and members of our team can direct you to the appropriate resources to help you develop Intranets/Internets/Extranets to create a positive culture. We recommend that you review the following readings contained in Training Tools

Leadership in the New American Workplace

Organizational Evolution

Hiring Smart

Do it Right the First Time

The Process for Implementing a Cost and Quality Improvement Plan in Your Organization

A Strategic Model for Team Building Interventions
