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QUESTION 1

As an HR Professional you must be familiar with several acts of congress, laws, and regulations that address risks in
the workplace. Which of the following laws was the first to establish consistent safety standards for workers? 

A. Mine Safety and Health Act 

B. USA Patriot Act 

C. Occupational Safety and Health Act 

D. Homeland Security Act 

Correct Answer: C 

The Occupational Safety and Health Act, 1970, was the first law to address occupational safety risks in the workplace.
This act is also known as OSHA. 

Answer option B is incorrect. The USA Patriot Act, 2001, addresses national security against terrorism. 

Answer option A is incorrect. The Mine Safety and Health Act, 1977, addresses safety specifically of workers in mines. 

Answer option D is incorrect. Homeland Security Act, 2002, addresses awareness and prevention for American\\'s
security. 

 

QUESTION 2

Your organization has created an affirmative action plan which includes an internal audit and reporting system.
According to the Department of Labor there are four actions which should be included in the internal audit and reporting
system to be effective. Which of the following is not one of the Department of Labor recommended actions for the
internal audit and reporting system? 

A. Require internal reporting on a schedule basis as to the degree to which equal employment opportunity and
organizational objectives are attained. 

B. Monitor records of all personnel activity at all levels to ensure that nondiscriminatory policy is enforced. 

C. Post the findings of the internal audit and reporting system for all employees to review. 

D. Review report resources with all levels of management. 

Correct Answer: C 

The Department of Labor does not recommend that an organization shares the findings of the internal audit and
reporting system with all employees, only management.Answer options B, A, and D are incorrect. They are parts of the
Department of Labor\\'s recommendations for the internal audit and reporting system. 

 

QUESTION 3

Sally is an HR Professional for an organization and she\\'s working with Holly another HR Professional. Holly is
concerned with effectiveness of a new policy. Sally is concerned with the efficiency of the new policy. What is the
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difference between effectiveness and efficiency? 

A. These are the same values in human resources. 

B. Efficiency is doing things right. Effectiveness is doing the right things. 

C. Efficiency is being effective when doing things. Effectiveness is doing the right things efficiently. 

D. Efficiency is knowing what to do. Effectiveness is doing what you know you should. 

Correct Answer: B 

HR Professionals want to be both effective and efficient, but there is a difference. Efficiency is doing things right.
Effectiveness is doing the right things. Answer option A is incorrect. Efficiency and effectiveness are not synonymous.
Answer option C is incorrect. Efficiency is the correct action to complete a task or policy. Effectiveness is doing the
correct task or policy for the organization. Answer option D is incorrect. Just knowing what to do is not enough. You
must know what to do, do the right things, and do these things correctly. 

 

QUESTION 4

What term describes a manager who makes himself visible, being present for employees, and getting out of his office to
interact with employees? 

A. Open door policy 

B. Progressive discipline 

C. Active management 

D. Management by walking around 

Correct Answer: D 

Management by walking around describes a manager that doesn\\'t hide in his office and manages by being present
among employees. 

Answer option A is incorrect. An open door policy allows employees to approach management with problems,
suggestions, or other issues. 

Answer option C is incorrect. Active management just describes a manager that\\'s involved with employee decision and
activities. 

Answer option B is incorrect. Progressive discipline is a series of steps of discipline where each step is slightly sterner
than the previous. 

 

QUESTION 5

As an HR Professional you should be familiar with the terminology, practices, and rules governing union-based strikes.
An organization utilizes union labor and non-union labor in their operations. The union goes on a strike; so the
organization shifts work to the non-union labor to offset the effects of the strike. If the union labor decides to picket the
operations of the non-union labor, what term is assigned to this process? 

A. Double Breasting Picketing 
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B. Common situs picketing 

C. Wildcat strikes 

D. Sympathy strike 

Correct Answer: A 

When a union is on a strike and the organization shifts work to non-union operations, the union can picket the non-union
operations. This is called a double breasting picket. Answer option D is incorrect. A sympathy strike occurs when
nonstriking workers don\\'t cross the picket line of striking workers. 

Answer option B is incorrect. The common situs picketing happens when members of a picketing labor union picket a
workplace in which multiple employers work. This could include employers who the picketers don\\'t have a
disagreement 

with. 

Answer option C is incorrect. A wildcat strike is when a collective bargaining agreement restricts strikes, but workers
strike anyway. 

 

QUESTION 6

Your organization has decided to close one of the manufacturing plants, where it employs 250 employees. The closing
is not a reflection of the employee\\'s performance, but due to poor sales of the equipment the plant produces. What is
the employer required to do for the employees in light of the plant closing? 

A. Offer a written notice of the plant closing at least 60 days prior to the closing date. 

B. Offer the employees an opportunity to resign from their position with two week severance pay. 

C. Offer the employees a transfer to other plants that will remain open. 

D. Offer the employees a final performance assessment. 

Correct Answer: A 

The only requirement the organization must fulfill is to offer, in writing, a notice of the plant closing at least 60 days prior
to the closing event. Answer option C is incorrect. The organization is not required to offer job transfers. Answer option
B is incorrect. The organization is not required to offer severance packages, though many organizations may. Answer
option D is incorrect. The organization is not required to offer a final performance assessment for the employees. 

 

QUESTION 7

You are a HR Professional for your organization and you\\'re coaching Thomas on human resources practices,
particularly the role of the HR Professional in strategic planning. You tell Thomas the importance of vision, mission, and
values of an organization. Thomas asks what the difference is between vision and mission. Which one of the following
best describes the difference between vision and mission for an organization? 

A. A vision is the purpose of a company. A mission is the task the organization aims to accomplish. 

B. A vision describes the future of the organization while a mission describes the goals of the organization. 
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C. A vision describes the organization\\'s role, what the organization is, and what the organization may aspire to be. A
mission describes what the organization will definitely become. 

D. A vision describes an organization\\'s role, what the organization is, and what the organization wants to become. A
mission describes the organization\\'s purpose for being. 

Correct Answer: D 

Of all the choices, D is the best answer. A vision describes what the organization is and what the organization wants to
become in the future. A mission describes why the organization exists. Answer option B is incorrect. This is not the best
answer for the difference between a vision and a mission. Answer option C is incorrect. This is not the best answer for
the difference between a vision and a mission. Answer option A is incorrect. This is not the best answer for the
difference between a vision and a mission. 

 

QUESTION 8

Which of the following is the process of constantly working with employees to enhance their ability to perform their jobs
productively? 

A. Performance appraisal 

B. Employee self-assessment 

C. Performance management 

D. Supervisory training 

Correct Answer: C 

Performance management is the process of constantly working with employees to enhance their ability to perform their
jobs productively. Performance management includes activities to ensure that goals are consistently being met in an 

effective and efficient manner. Performance management can focus on the performance of an organization, a
department, employee, or even the processes to build a product or service, as well as many other areas. Answer option
D is 

incorrect. Supervisory training generally involves topics related to interactions with employees, such as performance
management, progressive discipline, performance appraisals, workplace safety, and training. 

Answer option A is incorrect. Performance appraisal is a structure for documenting individual performance. Performance
appraisal can contribute to productive relationships between employees and their supervisors. 

Answer option B is incorrect. Employee self-assessment process is meant to be a two-way conversation. In this
process, employees are asked to assess their own performance as part of the appraisal. 

 

QUESTION 9

Virginia is the HR Professional for her organization and she is reviewing the details of the Age Discrimination in
Employment Act (ADEA) of 1967. She tells John, one of her staff members, that the ADEA prohibits discrimination on
the basis of age for employees and job applicants who are above a certain age. What age does the ADEA apply to
employees and job applicants? 

A. 40 and above 
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B. 50 and above 

C. 30 and above 

D. All people regardless of their age 

Correct Answer: A 

The ADEA applies to all people of age 40 and above. There is no cap on the age limit of the ADEA. Answer options D,
C, and B are incorrect. The ADEA applies only to people of age 40 and above. 

 

QUESTION 10

You are the HR Professional within your organization, and you\\'re working with the management to address the
organizational culture. You explain to the management the four dimensions of organizational culture - as addressed by
Deal and Kennedy. Which one of the following is not one of the four dimensions of organizational culture? 

A. Heroes 

B. Joy 

C. Values 

D. Rites and Rituals 

Correct Answer: B 

Joy is not one of the four dimensions of organizational culture, as defined by Deal and Kennedy. The four dimensions
are values, heroes, rites and rituals, and the culture network. Answer option C is incorrect. Values is one of the four 

dimensions of organizational culture, as defined by Deal and Kennedy. 

Answer option A is incorrect. Heroes is one of the four dimensions of organizational culture, as defined by Deal and
Kennedy. 

Answer option D is incorrect. Rites and rituals is one of the four dimensions of organizational culture, as defined by Deal
and Kennedy. 

 

QUESTION 11

As a HR Professional you must understand the laws and regulations, which affect employee compensation. Which of
the following was the first to address sanitary working conditions? 

A. Walsh-Healey Public Contracts Act 

B. Portal-to-Portal Act 

C. Davis-Bacon Act 

D. Fair Labor Standards Act 

Correct Answer: A 
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The Walsh-Healey Public Contracts Act addressed contractors with the federal government that exceed $10,000, to pay
an established minimum wage to workers employed through the contract. This act was passed in 1936. This act also
addressed, however, the requirements of sanitary working conditions for employees. Answer option C is incorrect. In
1931 the Davis-Bacon Act was the first piece of legislation to actually establish a minimum wage. The act was, however,
limited to the construction industry. Answer option D is incorrect. The Fair Labor Standards Act was passed in 1938. It
addressed minimum wage, overtime pay, child labor, and record keeping. Answer option B is incorrect. The Portal-to-
Portal Act of 1947 clarified the hours of working for the purpose of minimum wage and overtime pay. 

 

QUESTION 12

As an HR Professional you should be familiar with OSHA forms for maintaining employee records. OSHA form 301 is
used to document the incident that caused the work-related injury or illness. How long is an organization required to
keep the form on record? 

A. One year from the date of the incident 

B. Five years following the year of the incident 

C. Three years following the year of the incident 

D. 90 days following the year of the incident 

Correct Answer: B 

OSHA Form 301 is an injury and illness incident report that employers are required to keep on file for five years
following the year of the injury. 

Answer option A is incorrect. Employers are obligated to keep the form on file for five years following the year of the
injury. 

Answer option D is incorrect. Employers are obligated to keep the form on file for five years following the year of the
injury. 

Answer option C is incorrect. Employers are obligated to keep the form on file for five years following the year of the
injury. 

 

QUESTION 13

Jennifer is the HR Professional for her organization. Her supervisor, Dan, has asked Jennifer to find the Compa-ratio for
Sam. Sam earns $40,000 as a mechanic, but the midpoint for a mechanic is actually $50,000. What is the Compa-ratio
for Sam? 

A. -$10,000 

B. 80 percent 

C. 125 percent 

D. $10,000 

Correct Answer: B 

The compa-ratio helps organizations determine how closely an employee\\'s pay is in synch with market. You must also
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consider the length of employment, service, skills, and other factors in the decision for compensation. The ratio is found
by dividing the employees\\' salary ($40,000) by the midpoint for the role ($50,000) for the ratio of 80 percent. Answer
options A, D, and C are incorrect. These are not valid calculations for the compa-ratio. 

 

QUESTION 14

You are the HR Professional for your organization and you\\'re working with the management to define the role of
contractors versus employees in your organization. According to the Internal Revenue Service, there are three
categories of control that help determine whether a person is a contractor or an employee. Which one of the following is
not one of the three levels of control as defined by the IRS for employee versus contractor? 

A. Financial control 

B. Locale of work performed 

C. Behavioral control 

D. Type of relationship 

Correct Answer: B 

The locale of the work performed is not one of the three levels of control as defined by the IRS. The three levels are:
Behavioral control, financial control, and the type of relationship. Answer option C is incorrect. Behavioral control
defines 

who does the work, who controls the work, who directs the work, and how each action is done. Organizations train
employees to perform services in a particular manner, while independent contractors determine their own methods.
Answer 

option A is incorrect. Financial control defines whether the business has a right to control the financial business aspects
of the worker\\'s job. The business aspects are as follows: 

The extent to which the worker makes services available to the relevant market versus a single business 

How the worker is paid 

The extent to which the business expenses are not reimbursed The extent of investment made by the worker in the
business Answer option D is incorrect. The type of relationship should be defined in the written contract, assuming one
exists, 

between the person and the organization. 

 

QUESTION 15

Which of the following requires employers to pay social security tax for employees and to withhold the tax amount from
employee paychecks? 

A. Fair Labor Standards Act (FLSA) 

B. Occupational Safety and Health Administration (OSHA) 

C. Federal Insurance Contributions Act (FICA) 
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D. Employee Retirement Income Security Act (ERISA) 

Correct Answer: C 

Federal Insurance Contributions Act (FICA) requires employers to pay social security tax for employees and to withhold
the tax amount from employee paychecks. Answer option B is incorrect. OSHA stands for Occupational Safety and 

Health Administration. OSHA is an agency of the United States Department of Labor. It was created by Congress of the
United States under the Occupational Safety and Health Act, signed by President Richard M. Nixon, on December 29, 

1970. Its mission is to prevent work-related injuries, illnesses, and occupational fatality by issuing and enforcing
standards for workplace safety and health. The agency is headed by a Deputy Assistant Secretary of Labor. OSHA
issues 

guidelines and regulations for the safe use of a computer. 

Answer option A is incorrect. The Fair Labor Standards Act (FLSA) of 1938 established the minimum wage requirement,
laws for protecting American children against labor exploitation, and Criteria for exempt and nonexempt employees. 

Answer option D is incorrect. Employee Retirement Income Security Act (ERISA) is an American federal statute that
establishes minimum standards for pension plans in private industry and provides for extensive rules on the federal
income 

tax effects of transactions associated with employee benefit plans. 
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