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Optimizing e-Learning

Module One: Review Questions

D)

3)

Which of the following is NOT part of the
definition of Human Resource
Management:

a) Recruitment

b) Employee engagement

c) Training

d) Problem solving in general

Which of the following is not a Key Factor
influencing Human Resources today:

a) Technology

b) Demographical Technology

c) Globalization

d) Contingent Workforce Management

Technology has a significant impact on HR
because:

a) It considers the impact of the way work
is designed and structured

b) It considers working in expanding and
foreign markets

c) It considers the use of the work force to

manage labor costs
d) It considers the narrowing of the
available talent pool

Human Resource Management
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4) Globalization has a significant impact on

HR because:

a) It considers the impact of the way work
is designed and structured

b) It considers working in expanding and
foreign markets

¢) It considers the use of the work force to
manage labor costs

d) It considers the narrowing of the
available talent pool

5) Which of the following statements is TRUE?

a) Demographics addresses the issue of a
smaller workforce due to retirement

b) Demographics focusses on the
management of labor costs

c) Demographics focusses on managing
the workforce

d) None of the above

6) What is Contingent Workforce

Management?

a) Bringing in retirees during busy periods
b) Using contract workers to manage
fluctuations in demand
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7)

c) Using workers to manage long term
labor costs
d) All of the above

Which of the following statements if
FALSE?

a) Human resources has evolved and so
has workforce management

b) We have the ability to create
workplaces which are fair and sage

c) We do not have the ability to maintain
those workplaces

d) Human resources leverages strengths of
human resources with the organization

Which of the following is not a trend in
Human Resource Management?

a) Increased Technological Applications
b) Onboarding

c) Proactive Recruiting

d) Lean and Six Sigma Methods

What is Proactive Recruiting?

a) The process of bringing new people
into the company
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b) Focusing on the balance between work plaisall Gruadll aads (2
and life

¢) Beginning the recruitment process years
before employees join the company

d) Encouraging sustainable improvement

10) What are organizations focused on Cpalall cdsl 8 lgle 385 A lalaidl 4 L (10
nowadays? Al ol 4y )5l lalgiay) duli (]
Orila sally BlEAY) i (2
a) Addressing the immediate needs for a Ligall agilan 5 38V pski (g
job zoe (9

b) Encouraging employee retention
c) Developing individuals and their careers
d) Both b and c
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Module Two: Review Questions

1)

Recruiting and Interviewing focus on:

a) Keeping people in your occupation

b) Attracting applicants

C) Attracting and selecting the right
applicants for the job

d) None of the above

The following is NOT a step in the Job
Selection Process:

a) Interview

b) Select

¢) Job Participation

d) Filtering Candidates

3) Filtering Candidates entails:
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a) Attracting the right candidates for the
position

b) A structured formal interview

¢) Interviewing every candidate

d) Not interviewing every candidate

4) The following is a part of the model for an
efficient Interview:

a) Prepare, Interview, Design
b) Prepare, Design, Interview
c) Prepare, Design, Anticipate, Interview
d) Anticipate, Prepare, Design, Interview

5) Design is best defined as:

a) Making sure you have ample time and
questions available

b) Putting the candidates at ease

C) Listening

d) Maintaining control of the interview

6) The following statement is TRUE with
regards to bias:

a) We tend to think people who have their
arms crossed are open to questioning

b) When someone is perceived as
attractive, they are perceived as more
intelligent and sociable

c) Paying attention to non-verbal cues is
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important
d) None of the above

7) When interviewing, one should:

a) Succumb to bias

b) Succumb to stereotype

c) Be aware of stereotypes and bias to
avoid them

d) Be aware of stereotypes and bias to
employ them

8) The following statement is FALSE:

a) During the interview, ask as many
questions as possible.

b) Interview questions must lead to bias.

c) Closed questions are best when
interviewing potential candidates.
d) All of the above

9) Interviewers should be trained in:

a) Listening

b) Bias

¢) Questioning
d) Both aandc
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10) Which of the following is not a common Tt (K il Yl Gl A e 51 (10
question which can be improved? flebad clia da (o2l G i) “‘u"” Jeddl s (1
felle Gl & ol @l Gaw db - (<
a) This job requires a lot of walking. Can &b Jenll Ja 5 il Uilg) s Lils cliha 3 31 (2
you do it? . saadall LY )

[T x PRI . e - SS
b) Have you ever been arrested? paiad Sl 5l dee el by il b (2

c) If you are hired, we require proof that
you are entitled to work in the U.S. Can
you provide us with a work permit or
proof of citizenship?

d) Are you American?

Module Three: Review Questions AU 3aa o) Al ya
1) How long does it take for someone to fiakaia aa el ol Le el (3 jaiun Gl ) (e eS‘ (1
decide to stay with an organization? U-UG-“ (!
e sl (s (@
a) Two months il B Js (7
b) About two weeks ¥ asdl (2

c¢) About three weeks
d) The first day

2) Recruiting cost may include: b e s il 48lSs Jads B (2
wdﬁiﬁyagm&‘\ga%qm)@s\ (T
a) A poor selection leading to a Cals gil)
requirement for another round of A8l ) adlecall sy Lihle s A (i &l (@
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recruiting

b) A person who checks out emotionally
after joining the company

c) The cost of paper and pens, as well as
time for interviews

d) Bothaandb

3) What is Encounter?

a) Familiarizing yourself with a company

b) Filling out forms

c) Making sure an employee gets to work
right away

d) All of the above

4) What is Orientation?

a) Filling out forms

b) Mandatory meetings

c) Settling new employees into their roles
d) All of the above

5) What is the role of Human Resources?

a) To setup technology, safety and other
training

b) Provide managers tools to undertake
their parts of organization

c) Receive formal and informal
introductions in the company

d) None of the above
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6) What is the role of the manager? ; f ol 50 58 u‘ (6
AV il 5 ASlull g La gl dlaey (@
a) To setup technology, safety and other il e o) Jaly LAl oy ponall ol sl yé s (o
training ASA A Ry e s dpen )y Gledia A (2
b) Provide managers tools to undertake G lae o2 Y (2

their parts of organization
c) Receive formal and informal
introductions in the company
d) None of the above

7) The following is NOT a characteristic of an il a5 gmali sl 8 jpee A Gl L e (7
effective orientation program: > "G“’“UJ*” e b 3 ol b gl e ()
any e 5 dan ) Cladia o 0 gih gall diany (@
a) The hiring manager is not part of the G st ) o il il gl (z
program Al sll dpeLaia¥) 5 4l il gad) alipill ey (2

b) Employees receive informal and formal
introductions

c) Employees receive required training

d) The program incorporates technical and
social aspects of the job

8) The following statement is FALSE: Akl 4 s jLal) (8
qﬂgq;c_&fdsoiwﬁiﬂ\giﬁuwém (T
a) There is tremendous value in making aelee (Sa o oyl 4 glisia dua
sure that every new candidate has an G il il sd e il gall deany o 59l g0 (@
equal opportunity to learn about their ‘ ‘ =l
Gl S (2
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b) It is essential that employees get the
benefits of a warm welcome

¢) You shouldn’t make an effort to get
ready for that first day

d) All of the above

9) HR orientation may include:

a) Explaining key policies such as Code of
Conduct

b) Explaining the dress code

c) Provide an Employee Handbook

d) All of the above

10) The following statement is TRUE:

a) Before the first day of orientation you
should schedule safety training.

b) Before the first day of orientation you
shouldn’t advise where to park.

c) Before the first day of orientation you
should leave announcements of a new
arrival for when they arrive.

d) Before the first day of orientation you
should assign computer and login
information for the new employee.

Module Four: Review Questions
1) How do you become an ‘employer of
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choice’?

a) By checking in with new employees

b) By disengaging from new employees

C) By skipping orientation

d) By avoiding health and safety protocols

Checking in will help employees to keep
from:

a) Checkingin

b) Losing interest and quitting
c) Checking out

d) Both b and c

Follow up sessions should be based on:

a) An employee orientation checklist
b) Irregular interactions

c) Long, informal hang outs

d) Both b and ¢

When following up with an employee it is
appropriate to:

a) Have a short, informal meeting

b) Ensure the employee they might
decision by working for you

c) Follow a checklist

d) All of the above
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5)

The Gallup Management Group estimated
that:

a) 19% of employees are actively engaged
in their jobs

b) 50% of employees are actively engaged
in their jobs

C) 29% of employees are actively engaged
in their jobs

d) None of the above

When following up, keep in mind:

a) What meetings and follow ups can do
to ensure you hired the right person

b) How the employee feels about the
company

c) The level of engagement the employee
has

d) All of the above

It is recommended you:

a) Set up and follow a regular schedule
with employees for follow ups

b) Follow up if and when you feel it's
necessary

c) Avoid follow ups with new employees

d) None of the above
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The following statement is TRUE:

a) Employees are to be taken advantage
of

b) Employees should be checked in on

c) Employees are valuable assets

d) Both b and c

____isacritical aspect of employee

retention.

a) Scheduling
b) Checking in
¢) Orientation
d) Follow up

) Rigidly scheduled follow up is important
for new hires.

a) True
b) False
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Module Five: Review Questions daldl) Bas gl) daa) ya
1) Workers who work within the scope of (sl Jgma gl il (SUad (8 ) sheny cpdl) Jleall Sy (1
legislation have access to: o) Jaind s Bkl e S0 (]

il daall 4l N (@
a) Medical care and wage replacement Aol e il (z
b) Free healthcare Csl (e
¢) Unrelated insurance benefits
d) Bothaandb
2) What are worker’s compensation ‘ fdueadl G pni el 0 2 L (2
programs? oY) dlaguly Jleall (e gad Al el ()
dphll dle Sl Jlaall (i a5 Al el ) (2
a) Programs which compensate workers Jaiad 5 dphll dle b Jlaall (28 Sl el Wl (7
with wage replacement Jeall (3 Alad A e 1S 1Y) ) 5aY]
b) Programs which compensate workers G bas e Y (2

with medical care

c) Programs which compensate workers
with medical care and wage
replacement if they are subject to injury
at work

d) None of the above

3) Why must employers understand provincial IS a8yl 5 el se) i) agd Janll Claal e ny (3

and territorial rules for each jurisdiction?
Ol gl Al e Lalaall
a) To keep employees safe Lyl Alla b Al s sleall 5 clal jadl (e dlaall

b) To protect from fines or lawsuits in the Aladl) AV ) (8 agld 5 puna 5 peilal il agd

case of injury Go e S
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¢) To understand their obligations and
responsibilities in the jurisdiction
d) All of the above

4) Which of the following is not an area you Gl Gl ) stal) o 555 of iy Vina Gl (L lae 61 (4
can expect to find training in? ) ‘?“'*‘é
Gl il (i
a) Fundamentals of Inspection Aigall Al 5 dniall Gl 35 ae Jeall (<
b) Working with Occupational Health and Shladlsl (2
Safety Legislation Sl gall B sl Gllea (0
¢) Hazard Management
d) Incident Investigation Skills
5) Working with Occupational Health and gl Al daall ey 555 e dendl (S
Safety Legislation will: Jarll @50 J dmge Al e Ganas (]
deall (lSe il s e 481 e (@
a) Involve systematic observation of Gl all 4 )0 Gl aass (7
worksites sl s 2ol @l ) il Jpa sl g 50 (a
b) Monitor all aspects of a workplace
c) ldentify root causes of accidents
d) Provide you with pertinent access to
rules and regulations
6) Incident Investigation Skills are: o Sl Gl Glles (6
Gala o alll BlY padd o Hdall dss (]
a) About finding someone to blame for an Caal gl SIS it (@
incident Gl all 4 )0 Gl aass (7
b) Avoiding recurrences of accidents EL N C
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7)

¢) ldentifying root causes of accidents
d) Both b and c

Employees who work in places which put @Ae sha B agaual (Wl (b sheny () g ilasall ling (7

them in physical risk need: bt Sl
Janll a8 50 agd A2 8 dasne i (|
a) Specific training before they enter a AT PSRN S (0
work site s all Aleald) Cilaza Jas c@,}s; oy (C
b) Specific training several days later AN C

c) No real training, just the correct
protective gear
d) Bothaandc

Certain industries which may have specific =~ b b 3assa el 8l (5% 8 A Gleliall s Jolis (8

rules include: <l (l
Jall (@

a) Trades @AY apaiill denlidll Cleliall (7

b) Transportation Gule S (2

c) Federally regulated industries

d) All of the above

Inspections involve: Loh e sl Clilee d«iﬁ}‘ 9
Jazl) bl 5o sl ({

a) Observations of work sites sy el @l A Jpadl (o

b) Access to rules and regulations "l )l G VI Y s (z
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¢) Placing 'wet floor’ signs
d) Identifying root causes of accidents

10) Placing a ‘wet floor’ sign may classify as:

a) Hazard Management

b) Fundamentals of Inspection
¢) Incident Investigation Skills
d) None of the above

Module Six: Review Questions

1) What is violence?

a) Does not have an exact legal definition,
but is generally considered as
intimidation or abuse of authority.

b) Is directly related to protected areas
including sex, race, religion, age, sexual
orientation, or disability.

c) Can be defined as abuse, threats, or
assault committed in relationship to
work.

d) None of the above

2) What is harassment?

a) Does not have an exact legal definition,
but is generally considered as
intimidation or abuse of authority.

b) Is directly related to protected areas

Db sl e Ml dpa " Adle g a3 (10
Shladisly (]
Gl Sl (@
Ealsall b it Sl (2
G laa e Y (2

dusalad) Bas gl daa) sa
fCaiall o Lo (1
ot il Lagae ytiay (ST ¢ (58 Gy paiagal ad (]
Al alasiul selu)
o oeiall @lld 8 Loy Lpend) 3lalially 5 pdle Jasi (@
Aoy sl il da gl g seadl S Gl S5 2l
elxic) ol nagd sl aladial elu) 4l e 4dy 03 Ky (g
el Ao 4 S5
G laa e 2 Y (o

Uil e (2
il Lo gae yiny (S ¢ (A5l Gy paiagal (]
Adalall aladin) sela)
S ouiall @y 8 Ley Dpenal) 3lalially 5 pdle Jasi (@
Ao sl il da gl g yandl s Gl 15 2l
elxic) ol agd sl aladial selu) 4l e 4dy 23 Sy (g
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d)

including sex, race, religion, age, sexual
orientation, or disability.

Can be defined as abuse, threats, or
assault committed in relationship to
work.

None of the above

3) What is bullying?

a)

d)

Does not have an exact legal definition,
but is generally considered as
intimidation or abuse of authority.

Is directly related to protected areas
including sex, race, religion, age, sexual
orientation, or disability.

Can be defined as abuse, threats, or
assault committed in relationship to
work.

None of the above

4) Incidents may manifest as:

Jaadl Adle 8 oSS
éumt;guy (J

fiallll 58 L (3
o il Lo gae iimg (S5 63 a8y pai gl (]
Al alasiul selu)
sl ouindl IS 8 L dpenall (3halially 3 jilie Jasi (0
elxic) ol nagd sl aladial selu) 4l e 4dy a3 Ky (g
el Ao 4 S5
Y™ Laa c‘_,,-ai M (J

ol adll e il el 55 (4
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a) Physical

b) Veracious

c) Altercations

d) None of the above

The cost of harassment, if unattended is:

a) Reduced productivity
b) Poor morale

c) Absenteeism

d) All of the above

In this event, a manager should:

a) Ignore the problem
b) Provide uninspired leadership

C) Recognize staff for their contributions
d) Don't take initiative and ignore bullying

What does the code POLITE stand for?

a) Positive, Observe, Listen, Instincts, Talk,

Eye Contact

b) Passive, Observe, Listen, Instincts, Talk,

Eye Contact

Sla (<
é:u Laa "L;‘“’ Y (J

b A L 1Y A LS5 (5
Aaalny) palias) (|
Ll 7o)l G (@
(2
G ladS (2

Ll e iy dllall 3 3 (B
Aial dalss (1
dagle e 338 pbg (o
setlaalioal il oalls il el (2
dalalll) Jalasgs bl 325 Y (2

$aagall 3 Rl 4yiai 53 e (7
Juai¥l cuaall ¢ 3 jall g Lain¥) Al pa dglay) (]
el
Juai¥) cuaall ¢ Al e Laiul) @Al e aldl (o
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c) Passive, Orchestrate, Listen, Instincts,
Talk, Eye Contact

d) Positive, Orchestrate, Listen, Instincts,
Talk, Eye Contact

When conflict is over the phone, you
should:

a) Establish a rapport as soon as you pick
up the phone

b) Be grumpy and slouch

c) Never interrupt

d) Ask for the caller's name but not their

number

An Employer’s Responsibility is:

a) To ignore complaints which aren’t
serious

b) To investigate immediately

c) To be subjective

d) To open the matter up to all parties

10) The following statement is TRUE:

a) If an employer doesn't acknowledge
safety risks, they may receive fines

b) If an employer doesn’t acknowledge
safety risks, they won't be held liable

c) If an employer acknowledges safety

ol

el D) cupanll ¢35 jall ep i) «(pel 35 cdalay)

(:

reble g wailed) e gl pall (580 Laie (8

(I

L jiay busle oS (w2

) Aedaliall plc
ady Gl (Kl deaiall audl 02 JL

(z
(a

ot el cialia A smne (9

3 had Gl Al (g AN Jalas

(I

st Gaadll (@

Ald 585

ol hY) aead Al il

(z
(q

D e Al 5 el (10

Jaany 288 (daDlall jlaliay Jaal) u;l...an_e_)".u_\elh\
Gl e e

0555 0 el HLliey Jaall ialia i i o113
REYTE

Janly o guad Dbl laliay Jeall casla Ca sic) 13)
A 5 paall

sy (i gaad el laliay Jeall canlia Ca sic) 13)

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

(I
(<
(z

(a



4 nn o
Mseeyat
cademy

Optimizing e-Learning

risks, they will be held liable Al 5 gunall
d) If an employer acknowledges safety
risks, they will be held liable

Module Seven: Review Questions o) Basgl) daal e
1) What are the three important wellness FAalel) 500N Alal) LS sl (o L (1
behaviors? el 5 8Ladl G (33153 5 caladall J5lii5 Aoma A jlaa (]
sladl G o) sl 5 el )l Al ¢ anall JSYI (2
a) Healthy exercising, eating, life-work Jeall
balance JSYI G o315l s ezl sl A jlaa s cpmaa sla (¢
el

b) Healthy eating, exercising, life-work ‘
balance slall A len 0 00V sl (JSY) canall Jaall - (a

c) Healthy life, exercising, eating-work
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d)

balance
Healthy work, eating, life-exercising
balance

2) Wellness should address:

a)

b)

Psychological and cognitive functioning
of the work force

Psychological and ecological
functioning of the work force
Psychological, cognitive and ecological
functioning of the work force

All of the above

What is a major cause for concern with

regard to wellness in the workplace?

Preparation for the end of year function
Preparation for a pandemic illness such
as SARS or Ebola or COVID-19
Preparation for an outbreak of a
significant magnitude

Both b and c

The effects of negative stress can:

a)
b)
C)
d)

Encourage employees to work harder
Enrich our lives

Lead to mental and physical illness
Both aand b

Dl O s AL (2

el 558l 3 pmall g nsiil) 1oy (]
Janll 58 Al g asiill Y] (0

Jandl 5 81l 5 3 peall g usiil) Y1 (2
G ladS (2

fdandl JlSa (8 Alall (alaiy Lad GBI oty s 8 Lo (3
plall i dida gl jpaal) (i
Yool sl Goball Jie mila a ged Slaaiall (@
S aan el il Sl (g
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5)

7)

Examples of wellness benefits in the
workplace are:

a
b
C
d

~—

Yoga
EAP/EFAP
Free food
Bothaand b

—_ =

Which statement is TRUE?

a) Wellness programs, by their nature, can
result in decreased employee
engagement and morale.

b) Increased wellness puts less demand on
expensive benefit programs

c) As an employer you shouldn’t promote
your EAP/EFAP

d) A happy and healthy workforce is less
productive

What can an employer do with regard to
wellness?

a) Ignore Risk Health Assessments

s (!
EAP /EFAP (<
e peb (2

sl (o

Smnall gl 4 L (6
oalinil ) sa5 o (S elgiaphay dadlall gl 0 (1
A simall 7 5l 5 (il sall 4S Lo
Adaaly il gl el g e allall JBl aacay Al 504y (@
ol
EAP / EFAPJ ms il dlle cay ¥ Jae calaS (2
dalil 8 dpaaall g saed) Aldadl sl (2

ilal) (slaty Lad iy o) el aalial (Ko 3 (7
Dbl daall cilagil) Jalas - (f
Cropdall g b il aalaill gy pxill b5 (@
Cpilall (il sall dalss (2
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b) Providing training and education for
supervisors and managers

c) Ignore absent employees

d) Supply donuts for lunch

What can an employee do with regard to
wellness?

a) Participate and comply with treatment

b) Refuse treatments

c) Remember your duty lies with being
prepared to go home

d) Don't make your health a priority

Early intervention may come in the form of:

a) Talking to employees

b) Being ignorant of their complaints or
needs

¢) Avoiding goals or setting goals with
employees

d) Encourage employees to go it alone

10) An EFAP should provide:

a) Assistance with locating childcare
b) Free food and medical care

¢) Financial planning

d) Both aand ¢

glarl) alada Joliil claSll 68 (2

Cdlal) Gl L Juiy of Cilipall (s 3Le (8
z kel JlaY) 5 AS il (i
Gadlall =d ) (<
ad Lo (I Basall daaial) 4 ey lal g S (7
Al dlinn eni Y (S

LUK b Sl Jasl L 5 (9
cahs gall ) hasl) (T
aclaliin) ol aal &G deall (@
b sall ae CalaaY) s Gl il (7
L g cladll e cpah gall malii (3
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Module Eight: Review Questions A0 3aa gl) Azl ya
1) When giving feedback, one should: 10l el iy cillaadla elhae) v (1
AiCan by JshY cllaadla elae) il (1
a) Delay giving feedback for as long as o e A s (@
possible ey dible i (z
b) Provide it in a quiet place a3l el Lgaye (o

c) Become emotional and abusive
d) Offer it in front of colleagues

2) The following is NOT a type of feedback: idadll aga ) g ol Ll (2
4\.\.4.»:) J.\.G Jad A9 (\
a) Informal feedback Lavll Jadll 0905 (o
b) Formal feedback slY) Glaal e (g
c) Performance Reviews G laa e 8 Y (2

d) None of the above

3) The 360-degree performance review: 4253 360 #12Y) =l yxi) (3
Wl (a3 il (e Galiaidl e cllaadle ulall (]
a) Solicits feedback from people within a by ol 40 da 13 360
360-degree radius of the employee bl Gyl elol Claald jo e ading (@
b) Relies on performance reviews of the _ ‘—"%yd‘ N I (g
immediate supervisor Aot gl Gy Sl b daly (2

) Is used to encourage humiliation of the
employee

d) Involves only the supervisor and no one
else
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4) The Feedback Sandwich consists of: ‘ roe el (i il ujiu (4
¢ Opmenill a1 gl 063 00365 €0ma e Galad i (1
a) Make a specific positive comment; Offer Jali ] (Bl s
critique or suggestions for tdald o) Balat andi ¢ uneaill s ) S aw s (o
improvement; Make an overall positive s il eﬂ’u pas
comment fa3na o) (et i ¢ Gueantill sl 81 1 08 08 (£

Jaldi la) Balad s

- N ¢Cppanill il 81 085 i el ol Galad i (2
improvement; Make an overall positive e g -

b) Offer critique or suggestions for

comment; Make a specific positive
comment

c) Offer critique or suggestions for
improvement; Make a specific positive
comment; Make an overall positive
comment

d) Make an overall positive comment;
Offer critique or suggestions for
improvement; Make a specific positive

comment
5) The following statement reflects the relaa Sl i sailes U glall GeSxy (5
Feedback Sandwich: - oal gl (S i po lia Slliel e o lmpe (|
lilaalise ) addail Ul g Ly 8 8 58 gutae il (o
a) Hi Paul, I really thought your B _yatusall
presentation was horrible yesterday. & Slebasl Go 3 5al dal (S 1Y) il el Sy (g
b) You're a strong member of our team, SIS (A haa Ll 0585 J 85 ol ol 8
G las gl Y

and I'm looking forward to your
continued contributions.

c) But I think that if you had more statistics
in your report, you wouldn't have been
so terrible at it
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6) The following statement is FALSE:

Giving good, meaningful feedback is
easy

You should take time for yourself

You should take time to ask questions
and observe

Employees won't appreciate the way
you deliver feedback

When offering feedback you should:

a)

b)

Use ‘but’ after a compliment because it
encourages improvement

Never use ‘but’ because it has negative
connotations

Never use ‘but’ because it classifies as
sexual harassment

Always use ‘but’ because it has positive
connotations

The following statement is TRUE:

a)

b)

You should make sure to use negative
comments frequently when offering

feedback
Always use the straightforward

»Uad 4l 5 lal) (6
Jews el s 3a ldg 3ua Jad 253 ) slhae) (]
elaaatl U8 ¢ 22l o caay (<
A8l ey i) = phal gl amy BB Gl sy (2
llaadall Ly axi ) Ay Sl (sl gl 28 5 (o

relile Gy laaSle aaasi die (7
i e &ﬁg‘\j\i EAMEDIRY TR PR REY (T
Lo VY Al Y MO Il adis Y (@
i (ioad Ll e canal Ll oSl Il st Y (g
Alag) VY2 Al O oS aladid Wil (o

Hagaa 4 5 Ll (8
DS IS dplud) cliglail) alasiind e SU Glle gy (]
GUaa e aadi die
GBband g pdliall ilaaSlall (i gailu Ladla padial (@
Tpdad) bl e 58 Y osilhsall B (g
Aoy Cladetl o 58 50 Y sibasdl e (2
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Feedback Sandwich without adaptations
c) Employees tend to focus on negative
comments
d) Employees tend to focus on positive
comments

9) What is the drawback of the Feedback

Sandwich?

a) It's not very tasty

b) It's predictable

c) Employees tend to focus on negative
comments

d) Both b and c

10) Informal feedback might be:

a) Recognition

b) Used with certain benchmarks at certain
times of the year

c) A 360-degree performance review

d) Used to document progress

Sadll 290y (i gl el 4 Lo (9
las 33 Cuod Ll (i
4 sl (e (@
Gl el e 58 8 ) osilisall dm (g

g (2

D)l e claladll oS58 (10
il yiel (0
L) (e Aigma DB ) 3 A julae pe p2did (@
inx 0360 el il e (7
PRty i IPRERN R
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Module Nine: Review Questions

1) The General Discipline Process involves:

Working with an employee

Obscuring the expectations of the
employee

Leaving the employee to work on their
own

Never providing direction

2) The Clarify step of the GDP is best defined

Letting a problem linger

Clarifying the expectations of an
employee’s role

Acting with haste to address and issue
Providing adequate direction where
necessary

3) The Assist step of the GDP is best defined

by:

daulil) Bas ¢l) daal sa
b L alall Bluail) dlee auai (1
il ge ga Janll (1
b gall el g Caa (2
s jiay Jaall Calagall & 53 (2
Il dsa il 58 63 pe (2

duadl Ao Jlal) sl milll o 55 shadl) yass 2y (2
S ENSPREN

ighilkaad g (0

b gall )52 el muia g (@

el dalled dae e daadl (2

3svall v uliall 4 il i (o

5 len¥) ) ) (B sae ol 5l s Jundl (3
aghakae gy (I
bgall 50 e g (2
Dhaals dalaal dae e daadl (2
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a) Letting a problem linger 35 pall die ouliall 4 sl yd g (0
b) Clarifying the expectations of an
employee’s role
c) Acting with haste to address and issue
d) Providing adequate direction where

necessary
4) The Act Quickly step of the GDP is best (A e (aa¥) aall i) (e day ) 5 ghadldl a5 S5y (4
defined by: Ahakied s (|
b gall g0 el 6 muia i (2
a) Letting a problem linger Dhaalsdalled dae e deadl (7
b) Clarifying the expectations of an 3 s nall 2o Caliall 4 gl b (2
employee’s role
¢) Acting with haste to address and issue
d) Providing adequate direction where
necessary
5) Progressive Discipline is best defined as: 1o (eiil) LalucaiD iy jas Mi‘ (5
Soladl I A8 )l ()
a) A method of behavioral innovation ol blw e g ) Sl mesail) 455k (o
b) A method of behavioral correction 33 ga sall e Aulund)
which builds on the strengths of the o8 Bl balis e i () (Sl maaill A8y 5l (2
Al )

non-existent policy N
c¢) A method of behavioral correction gl deall b (2
which builds on the strengths of the

existing policy
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d) A method of behavioral ignorance

6) When Managing Incompetence one 10 s all Gy 3Ll axe 31y die (6
should: Ayl ol) ka8 g @\mﬂ <Lty (!
Calasall g 13 (S (@
a) Meet to clarify the expectations of the ol Je Gapati ¥ (7
job egal) ol e Cilagdll 5,0 dalad (2

b) Be guarded with the employee

c) Don't act promptly

d) Ignore the employee’s ability to
perform the job

7) When Managing Misconduct one should: ool o g Al ¢ g3 la e (7
e g3 s alasall Juad (1
a) Dismiss the employee immediately sl ¢ g yil 595y shable) o (o
without cause Jaalldba ali (g
b) Take into account the seriousness and Gany el FY (2

frequency of the misconduct
c) Delay your action plan
d) Don't document anything that happens

8) The following is an example of an Pde Jale JBa b buﬂ (8
rasia glul) ¢ g S 13 Lo (
) Cala gl g5 (@
a) Whether the misconduct was U jee Al clS N L (g
intentional zsl (3

Aggravating Factor:

b) The employee’s dietary history
c) Whether the issue was isolated
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d) Both aandc

9) An example of a Discipline Meeting is: 1 blual plaal e Jie (9
&l shal Gl gl o sy Levie (@
a) When an employee performs admirably i i el iy elae DU il @l et 13 (@

b) If the admirable behavior continues, a o) & laia)
supervisor arranges a formal meeting laial i o e st el e Ll a1 (2

¢) If undesirable behavior continues, A e
G ladS (2

another formal meeting is arranged
d) All of the above

10) When in a Disciplinary Meeting, one el oy b plaal oS Laie (10
should: glaiadll Cleslaal) pan s (]
slull o uds il e 138 e plaia¥l i) (o
a) Put off gathering information for the £ 3l alal plaiall e (z
meeting il gall Ay Aalull 4l &5 ) (a

b) Keep the meeting focused on the
individual, not the behavior

c) Conduct the meeting in front of
colleagues

d) Have the authority to enforce
consequences
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Module Ten: Review Questions 3 pdilad) Baa o) Axa) ya
1) When in the second stage of the Al dppnalil) Adeall (g Al Als al) 0555 i (1
Progressive Disciplinary Process, one 10 e all @-m
should: B 2l sall e Joaill 28 (]
diad ddales el ) el i) ae Jucadll AL (2
a) Discuss the dismissal with HR ulayd\
b) Discuss the dismissal with a superior to “s) (z

: I S Laa g B Y (2
ensure you have authority to dismiss Sl ¥ (

the employee
c¢) Bothaandb
d) None of the above
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2) The following statement is FALSE with

regard to documentation:

a) Paperwork should be disorganized

b) Your documentation should be
excellent

¢) Notes should be signed and dated

d) Employees should sign and date notes
as well

The following statement is TRUE:

a) Part of your documentation comes from
the employee

b) Employees must agree with the
documentation to sign and date it

c) Employees do not have to agree with
the documentation to sign and date it

d) HR is never involved in the
documentation process

When deciding to terminate an employee,
one should:

a) Become over-emotional and make rash
decisions
b) Discuss your decision-making process
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c) Become stressed and overreact

d) Reconsider your position in the
company

5) The following is NOT a question you
should ask yourself before dismissing an
employee:

a) Am | being too soft on this person
unnecessarily?

b) How serious were the infractions or
performance issues that led to this?

c) What are the implications of releasing
this employee in terms of backlash to
the company, my work unit, and my
professional integrity?

d) Do | still believe that they are worthy of
termination?

6) The following Statement is TRUE:

a) Having second doubts about dismissing
an employee means you shouldn't do it

b) Having second doubts about
disciplining an employee means you
should do it

¢) It's normal to have second thoughts
about dismissing an employee

d) None of the above
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7)

8)

When dismissing an employee, one should:

a) Let the employee drive home by
themselves afterwards

b) Communicate it in a drawn out,
informal meeting

¢) Communicate it in a brief, professional
meeting

d) Keep the meeting filled with bias an
insults

Why shouldn't you dismiss an employee on
a Friday?

a) It can affect their mental health

b) They may damage the companies'
assets

C) It's a great way to start the weekend

d) Bothaandb

If career transition assistance is provided:

a) The terms of service should be ignored

b) The terms of service should be outlined
in a document

c) The employee shouldn't sign and date
the letter

d) Let the employee keep his/he keys and
access cards
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10) After a termination meeting:

a) Do not unwind

b) Blame yourself for the decision and
stress out

c) Document that the meeting took place

d) Have a party
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