Your Guide to
HUMAN RESOURCES

Practical Tips and Tools for the Trucking Industry

Our Industry. Your Council!

Canadian Trucking
Human Resources Council




Module 1: Recruitment

Contents
RECIUIMIENT. ... sss s 1
WhY IS FECTUMENT IMPOTANTY...ooveeeeeeveeeeesssssssssss e ssesssssssssssssssssssssss s 1
WHY fOCUS ON TECTUMIENTY ....coooveeeeeeeeeeeeesssssssssssss s ssssssssssssssss R 1
VWY MYOWUZ .28 2
HOW O | IEAIM NMOTE? ...ooeeeeeeeeeeeesssssssssesss e eseeeesssssssssssssssssssss eSS ssn 2
HOW dOES @ll thiS fit TOZETNEIT ...oveeeeeeeere e erssssssssssssiieissssssssssssssssssssssssssss s 3
1.1 Attracting Qualified CANAIALES .............iiieeeeeceesiesssss s sssssssss s 4
DIETIMITIONS ..t eereeeeessssseeseeeessssssss e eeessssssss bR 4
TOOIS ttreeeeeeeeeeeesessssssssss R840 4444 £ 5
Strategies to Attract QUANfIEd CANIATIES..............cwvveeveeeeeeeeemmiissssssssssssseeseesesssssssssssssssssssssssss s 5
Attracting Qualified Candidates: CRECKISt B .........oeeereeeeeeeeiiesimmsssssssssssssesssssssssssssssssssssssssssssssssssssssse 8
EVAIUGHNG YOUT SITQLEGIES ..ovvvvvveveeeeeiemsssssssssssssesessssssesssssssssssssssssssssssssss s 9
COSE PEI HITE oot seeeeeessss e essss s 8885585888885 9
ACME Trucking: Why would a driver chO0S€ OUI COMPANY? ......veeeeeuuiiessssssssssssssssssssesssssssssssssssssssssssssssses 10
1.2 TraCKING APPIICANTS ... eeeeeeeeeeeeeessasss R 11
DIEFINITIONS ... eereeeeesssseeeeeeeeseessssssee e eessssss s8R R R 11
TOOIS e teeeeeeeeeeeeeesssssssssss R840 RRRR444444£££££££££E£RRRRRRR 12
Designing an Effective Applicant TrACKING SYSEIM ......wwwwwweeeeeveeeeeeesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssee 12
How to Use an Applicant Tracking SPreadShEEt 2 ..........ereeeeeeeeeeeeeessssssssssssssssssssssssssssseessseesseees 13
CONVETSION RALES ...vuoeerveeerieseeeeisseseeesssseseesssssssssssssssssssesssss s essss e ss s8R 15
ACME Trucking: What's the best way to keep track Of APPlICANTS? ........ccoeceeeeeeeeeeeeeeeeeeeemmsmmmssssssssssssees 16
1.3 The APPIICAtION FOIM ... seceesssss s sessssss s ssss s 18
DIETINITIONS w.eisieiiiesissssssssssssssessesse ek 18
TOOIS e eeeeeess e eeesssss e ss s 19
Elements of an Effective ADPIICALION FOIM ......uuuuwwweeeeeeeeeeeeeeeeeeeeseesseessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssee 19
Why YOU Ne€d @ REIEASE ClAUSE E .....oooovoooeeeeessessssssssssssiiiisieiessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssseees 20
ACME Trucking: What makes a good applicGtion fOrM?..........ccceeemmeeeeeeserssssesessssssesssssssssssssssssssssssns 21
ADPIICAON FOIM [ oot eeeeeeeeeeeessssssssssss s 23

Indicates you will find a customizable document on the Toolbox CD.

Module 1 Your Guide to HUMAN RESOURCES i



1.4 SCre@NING APPICANES ... 29
DIEFINIIONS 1.1 eeeeeeeessseeeeeeeesssssss e ssesssss s8££ 29
TOOIS 1o eeeeeeess e eeesssss s R4 30

GUIAENNES fOr EffECHVE SCrEENING eveeeeeeeeeeevevveeeeessesssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssessssssssssssee 30
Using a Point System to SCreen APPlICGLIONS 2] ..ooovvvvooveeeesrsessssssssmssssssssssssssesssssssssssesssssssssssssssssssssssssssssssss 32
TIPS fOr MOre EffECtIVE SCrEEMING ...covcvceeveevevevvvrevvvvivivesssssssssssssssssssssssss s ssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssens 33
ACME TrucKing: Pile A, Pile B OF Pl C7.....veeeeeeeeeeereereeeeseessessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 34

1.5 Job Descriptions and RealistiC JOD PrEVIEWIS ............ccooovvccecurinnnescceeviisssessssssessssssssssssssssssssssssssssssssssssssssssssssssses 36
DIETINMITIONS w.vvieeeeeveesssseeeeeeeessesssssee s esssssss s8R 36
TOONS . tteeeeveeeeeeeeessssssssss R4 44444444444 37

HOW t0 DEVEIOP G JOD DESCIIDHON........ooeeeeeeeeeeeevssssseseseseesssssssssesesessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssses 37
JOD DESCIIDHION B oeeeeevesrseeeeseeeeissssssessesseesssssssssssssssssssssss s sssssssss s sssssss s ssssssss s ssssssssssssssssssssssssssssssenes 38
How t0 DeVelOp G REAISHC JOD PrEVIEW ...........oeeeeeeeeisssseeseseeessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 40
REQIISHIC JOD PrEVIBIV B ....ovvvvvevevveeeeeeemsssssssssssssssssssese s sssssssssssssssssssssssss s 41
ACME Trucking: Do applicants understand what our Job INVOIVES?..............eeveveeveeeeveeeiminissssssssssssns 43

1.6 Behaviour-BasSed INTEIVIEWVING..........ccwwrrrrrrrrerreeeeesessessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssseeees 46
DIEFINIIONS .. eeeeeeeeessseeeeeeeessssssss e eeesssssss e8RS £ 46
TOOIS e eeeeeeeeeeeeeeeesssssssss R4 47

The Basics of BeRAVIOUr-BASEd INTEIVIEWING .couvvvvvevriricviviierimisimsseseessssssssssessssssssssssssssssssssssssssssssssssssssssssssssseees 47
MANAGING thE INTEIVIEW PIOCESS ....ccvvevvveeeeessssssssssssssssssssiimsesssssssssssssssssssssssssessssssssssssssssssssssssssssssssssssssssssssssssssseeees 48
HOW t0 DEVEIOP the QUESHIONS B ...cuuuuiieseeeeeeeeeeeeeeeeeeeeeeeeesssssssssssssssssss s ssssssssssssssssssssssssssssssssssssssssssssssseees 49
ACME Trucking: Can we predict how @ driver Will DEMOIM?...........eeeeeeeeeeeeeeeeeeeeeeeesssssssssssssssssses 50
BehaVIOUIr-BASEA QUESLIONS Z ....ceeuuuumuisssssssseeeseeeeeeeseessessssessssssssssssssss s ssssssssssssssssssss s 53

1.7 More Applicant ASSESSMENT TOOIS .........ceeeeeeecececeecesssssssssssssssss s sssssssssssssssss e 58
DIETINIIONS w111 ereeeeeesss e eeesessssseee e eessssss R8540 58
TOOIS e eeeeeessss s8R 59

How to Select the Right ASSESSIMENT TOOL..........ccuuwwwwwweeereeeeeeeeeereeseseesssssssssssssssssssssssssssssssssssssssssssssssssesssssssssesseee 59
ASSESSITIENT TOOIS ..ovvveeeerssesseee e eeeeeeeeeeesssssssssssssssss s 60
Employee Reliability ASSESSIMENT TOOIS ...........uuuuuuueueeeeveveeereresesseeeeeesssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssseessee 61
INQUSLrY-SPECIfIC ASSESSIMIENT TOOIS ..eeveeeevseseeseeseeessssssssssessssssesesssssssssssssssssssssssssssssssssssssssssssssssssssssssssessee 62
1Q, Aptitude, ANA PEISONGIILY TESES ...ouuvveesreseeeeeeeeeeeeeeeeeeeeeeeeesessssssssssssssss s sssssssssssssssssssssssssssssssssssssssessssssseees 62
ACME Trucking: Will more applicant assessment tools make a difference? ... 63

Indicates you will find a customizable document on the Toolbox CD.

ii Your Guide to HUMAN RESOURCES Module 1



Module 1: Recruitment

1.8 REFEIENCE CRECKS............cooeeeee s sssssnns 65
DIETINITIONS wovvevvvvveseeessssss st st sssss s ss s8R0 66
TOOIS vovveeeeeeeesseeesessss s sssss s sssss s ss s8R 66

RETEIENCE CRECKS — TRE BASICS ..oovvvoeeesseeeeeevvevrssssseesssesssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 66
FOHOWING UP ON REA FIAGS cvvvveeeeeeeesesessssssssssiiisiseseessssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssessessee 67
When Everything Checks Out: MAKING AN Ol ........cccouueweemmeeeeeeeeesseeeessessssessssssssssssssssssssssssssssssssssssssssseees 68
ACME Trucking: HOW CaN WE KNOW FOI SUIE?...ovveveveeeeeeessssssssssssssssssssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 69
DrivEr RETEIENCE CRECK 2 ...ooooeeeeeeeeevveeeesseeeseessvssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 72
JOD OffEr LETIET 2 oooveeeeeeseee e eeeeeeeeeeeeeessssssssssss s 74
HIMNG CRECKIISE 2 ooveeeeeeeeeeeeeeeeeeeesssssssssssssssssssssssssssssssssssssssssssssssssssesses s sssssssssssssssssssssssssssssssesesssssssssssee 75

1.9 OFENEALION ...ccreeeeeeeeeerceeeieessseeeeeessesss s8R 76
DIEFINITIONS 1ov1eeeeesseeeeesss e eeesssseeeeesss st 76
TOOIS ttveeeveveeeeeeesssssssssss R84 4 4R 77

DIIVEE HANADOOK ...ttt 77
OrTENLALION CRECKIIST 2 oo eeeeesssesessisiesissessssssessssssssssssssssss s 78
ACME Trucking: How do we introduce new hires to the COMPANY? .......weeeeveeevveeevmmmemssmmssssssssssses 80

SUIMIMIBIY ... eesss e essss s e e e e e e 82
KEYS 1O SUCCESS .orvverrerirreirretiseseesesssssesseses s s st sk 82
AQAIEIONA] TESOUITES .ovvvvereseeevessi e secessssssessesssssssssss s ssssssssss s sssss s 82

Indicates you will find a customizable document on the Toolbox CD.

Module 1 Your Guide to HUMAN RESOURCES iii



Module 2: Retention

Contents
RETENTION.........coeeeeeeesesssssssss s 1
WhY IS FEENTION IMPOTTANTY....oooveveeeeeeeeeeessssssssssssssssseseees e sessssssssssssssssssssssss R 1
WWHY TOCUS ON TEEENTIONT ... eeeeveeeeeesessessssssssssss s 1
VWY MMOWUZ .28 1
HOW O | IEAIMN MY ...ooeeeeeeeeeeeesssssssssssss e seesseesessssssssssssssssssss s 2
HOW dOES @ll thiS fit TOZEINEIT ..ooveeeeeeeererreeeeeeee s ssssssiimissisesssssssssssssssssssssss s 2
2.1 IMIEITEOTINE . ....ereveeeeessseeeeeeessssss e eeessesssss s8R 4R 4
DIETINITIONS ... reeeeeeesssseeeeeeessessss e eessssssss s8R0 4
TOOIS e eeeeeeeeeeeesessssssssss R840 R840 R 5
How to Design @ MENtOrNG PrOGIOIM.........ccwweeeeeeemisssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssees 5
PUrpose and EXDECIEA OUICOMIES ........eeeeeeeusmsssesessssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssssssss 5
PrOGIGIM DESIGN c..c.ovvvvtiureseeessveviiesssssessssssssissssss s sssssssssss s bRk 6
EVQIUGHION ...ovvreeeeeeeeeeeinsseeeeeseeeesssss s esssssssss s8R0 7
ACME Trucking: How can our experienced drivers help NEW RIr€S?..........wwwwceeeeeeeeeeereeeseseeessssssssssssssssss 8
MENTOINNG CRECKIISE [ .oooovveeeeeeeeesssssiisveeseeseesssssssessssssssssssssssssssssss s ssssssesssss s ssssssssss s sssssens 10
2.2 COMIMIUNICALION oocovvttreeeeeeeeeesssa e eeeeesssssss e eeessssssss R R840 11
DIEFINIIONS ... eeeeeeeesssseeeeeeeesssssss e eeeesssssss s8££ 12
TOOIS et eeeeeeeeeeeeesssssssssss R AR 13
TIPS fOr EffECtive COMIMUINICGLION ...ovurreeeeeeeeeemmssseeeseeeessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnnas 13
Effective CommUNICAtON CRECKIISE B ...iioeoeeeeeeeeeeeeeeeeeeeeeeeeesesssssssssssssssss s sssssssssssssssssssssssssssssssssssssssessssssseees 14
ACHVE LISIENING TECANIGUES .......ooevveeeeervvveeeevevveseesessesessessesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 15
Listening SKills SEIf-EVAIUGHON B wooovoiiieeeeeemiieesssseeessessssssssssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssee 16
IMmproved LiStening CRECKIST 2 coceeeeessieesesssessssssssssssssesssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssee 18
NON-VErDAI COMIMUNICGLION ...coovveeeeeeeiirissssssssseeeeeeeee e eeessseeesssssssssssss s 19
ACME Trucking: What message are you really SENAING?............seeeeeesssessssesssssssssssssssssssssses 20

Indicates you will find a customizable document on the Toolbox CD.

Module 2 Your Guide to HUMAN RESOURCES i



2.3 RESPECE iN thE WOTKPIACE .......ovvvvveverrerereeneeeeeeeeeeeee sttt 21
DIEFINIIONS 1.1 eeeeeeeessseeeeeeeesssssss e ssesssss s8££ 22
TOOIS 1o eeeeeeess e eeesssss s R4 23

DEANNG WIth HAIGASSIMENT .ccovveeeeeeeeesessssssssssssisssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssessesses 23
IS YOUr WOIKDIACE RESPECHUI? B ...oooveeeeseseseeeeeeeeeeeeeeeeeeeeeesssssssssssssss s ssssssssssssssssssss s 25
IS TRIS HAIGSSIMENT? B .oovereeeeeeeeeeeeeeeessssssssssssssssss s essssssssssssssssss s 26
RESPECHUI WOIKDIGCE PONICY [E) .oeeeeeeeeeeeeesseseeeeeeeeeeeeeeeeeeeeeeeeesssssssssssssssssss s sssssssssssssssssssss s seseseessssssseees 27
ACME Trucking: Can an old dog 1€arn NEW trICKS?.........cuwwesssieimmeeemssseesssssssssssssssssssessssssssssssssssssssssssns 28

2.4 ReSOIVING EMPIOYEE CONCEINS .......ccoceuuuuumummmmissssseeeeeeeee e eeeeesssessssssssssssssssss s 31
DIETINITIONS .t ereeeeessssseeeeseessessssse e eeessessss s8R0 31
TOOIS o tteeeeeeeeeeeeesssssssssss R R840 32

Six Steps t0 EfECtVE CONTIICE RESOIULION ..........corrreeeeeeeeeenissssneseseessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssses 32
TRE POWVER MOGE ...t seesessesesssssssssssssssssss st 33
ACME Trucking: HOW CAN VEIYONE WWIN?.....ccovveeeveeeeereeeessssssssssssssssssssssssisisssssessssssssssssssssssssssssesssssssssssssssssssssssss 36

2.5 COMIPENSATION ...oooovveerrraaueireeeeeeeeee e eesessssssssssssssssssssssss e RR SRR 38
DIETINITIONS ... eereeeeeessseeeeeeeeessssss e eeeessssss R84 R 39
TOOIS teeeeeeeeeeeeeesssssssssss R840 R4 40

How to Design @ COMPENSAON PACKAGE .......ccuuwwwwwwvrveeeseersesssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssee 40
SIATY SUIVEY . eeeeeeeeeeeeesesssssssss 4R 41
SAIATY SUIVEY WOTKSRIEET ... ssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssses 42
ACME Trucking: Can we offer a more competitive compensation PAckQge? ... 43

2.6 SALISTACHION SUIVEYS............oooooi ettt sessss s s 46
DIETINITIONS 1.1 eeeeeeeeeesessesessssssssssss R4 R 46
TOOIS <o eeeeeess e eeeessss e eeess s8R 47

HOw to CondUCt @ SGEISTACHON SUIVEY .......ooveeeeeeeeereeeerreerevevmiisssssmnsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssees 47
CIIEICA] SUCCESS FACTONS oo eeeeeeeeeesssssssssssssssss s sssssssssnnns 49
ACME Trucking: What are we doing well, and where can We improve? ... 50
SUINVEY ANNOUNCEMENT S ....ooereeeeeeeeeeeieseeseeesesseseessissesssssssss e esssss st b e 53
EMPIOYEE SAUSTACLION SUIVEY [E) coooossssssseeseiiiiieieeeseseeessssssssssessesssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssssssssee 54

Indicates you will find a customizable document on the Toolbox CD.

ii Your Guide to HUMAN RESOURCES Module 2



Module 2: Retention

2.7 RECOZNITION PIOGIAIMIS .......cooorierrrevreeeeeessesssssssssssssssssssess s R 58
DIETINITION 1111t eeeeesessesessssssssssss R8s 58
TOOIS tvrvveveveveeeeeesssssssssssss e R84 8£££RREERERRR0 59

How to Design @ RECOGNITION PrOGITIM ...........cueeeeveeeieisssssesesesssissssssessssssssssssssssssssssssssssssssssssssssssssssssssssees 59
TYDES OF REUVAITS .....ooeeeeeeeeeeveeeeeeveeeesesesseesesssessessssssssssssssssssssssssssss 41444111 60
RECOGNIHION IETS ...vvvvvveeeeeeeeeeeeeseessssssssssssssssssssssssssssssssssssssssssssssssssssssessesssssssssssssssssssssssssssssssssssssssssssssssssesssssssssssseee 61
Culture of ReCOGNItION CRECKISt B ......vvvvveeeeeeerreeeeeeseessessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 63
ACME Trucking: Do rewards make @ differ€NCe? ....iiiiiiimssseesssssssssssssssssssssssssssssssssssssssssssns 64

2.8 Progressive DISCIPIINE ...........oooorreeceuumieeescecesssssessesscesssssss s ssssssssss s sssssssss s sss s ssssssssss s ssssssssssssssssees 66
DIETINITIONS eeeisssieiesisessssssssssssessessssesee sk 67
TOOS w.eeeeeeeeeeeeeeeesseeessssseseee e 68

Progressive DISCIPINE — CONSIAEIAUONS .......uuuwuweeeeeveeeeeesesssssseessesssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssssssesee 68
The Four Steps Of ProgreSSive DISCIDINE .....ieieeeeeesseeesssssssssesesssssssesssssssssssssssssssssssssssssssssssssssseees 69
Mitigating and AGGraVALING FACLOTS .....eeeeeeeeeeeeeeeeeeseessssessssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssssssssssssssssssees 71
DeAliNG With INCOMPEENCE ..covvveeeeeeessssssesssssiiiisessseessssesssssssssssssssessssssssssssss s ssssssssssssssssssssssssssssssssssssssssssssses 72
DEANNG WIth MISCONAUCE c.cvvvvvvveeeeeeeeesssssssssssssssimesssesssessssssssssssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssessesees 73
HOW 0 AVOIA PrODIEIMS .coovveeeeeeeeeeesseetssstssiiisissssesssssssssssssssssssssssss s ssssssssssssssssssssssssssssssessssssssssssse 74
DiISCIPIINE DOCUMENTGLION £ ..ooeeeeeeeeeeesseeeeeeseesrrsssseeessssssssssssssesesssssssssssssssssssssssssssssssssssssmssssssssssssssssssssssssssssssns 75
ACME Trucking: What can we do about unacceptable DERAVIOUT?................ccwwweeeeeeeeeeeeeeeeesesssssssssssssssss 76

2.9 EXIt INEEIVIEUVS.......ooooeuueeeeeeececeee e eeeessessssssssssssssssssss eSS 79
DIEFIMITION 1ettt1ereeeeessse e eeesesssss e eees s8R 79
TOOIS e teeeeeeeeeeeeesssssssssss R RS 44 44444 ERR844444£££££££££RERRRR 80

HOow t0 DESIGN an EXIt INTEIVIEW PrOCESS ......cccuuuireeeeeeeeeemmssssesseseessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssees 80
How to Use an Exit Interview Tracking SPreadsheet B ... reeeeereeesssesssssssssssssssssssssssessssseseees 81
ACME Trucking: Why would a driver want to leave our COMPANY? ........eeeeeeeeeeeeeeemmsmmmmsssssssssssen 82
EXIt INtErVIEW QUESHIONMNGAITE 'S) .evvveeeeeessseeseeeesssssssssssssssesssssss s sssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssees 84

SUMMMIAIY ..ot ese e ese s e ess e se eS8 8 88585kt 85
KEYS TO SUCCESS ...oovreeereeneseeeeeseressssesessssesessssesesssses st esssse e ssss s et R8s 85
AQATIONAI TESOUITES .vvvvvveveeereeeeeeeeesssssssssssssssssssssssssssssssssssssssssssssssssssssssssese s sssss1s1211288 8RR 85

Indicates you will find a customizable document on the Toolbox CD.

Module 2 Your Guide to HUMAN RESOURCES iii



Module 3: Understanding Turnover

Contents
UNAEIStANAING TUIMOVET ..oovoovomeeeeeeeeieeeeeseceeesssssseseeeesssssssssesssssssssssssss s ssssssssss s sssssss s ssssssssssssessees 1
VWY IS EUMMOVET IMPOTTANT? ..ovvvveeeeeeesssssssssseeeeseeseeeeeeessessssssssssssssssssssssss s RS 1
WhY ShOUI | MEASUIE TUMMOVET ....vvvrieeeeeeeeeeeeeeeeesessssssssssssssssssss st 1
WV OWIZ 1. eesesssssssssss R 2
HOW O | IEAIMN IMOTE? ...oooeeeeeeeemmssssssssssss e eeeeessssssssssssssssssss s 2
HOW dOES @ll thiS fit TOZEINEIT ..oveeeeereeeereeereeeeseeeessssssssssssssmssesesssssesssesssssssessssessess s 3
3.1 Measuring and TraCKiNg TUIMOVET ...............cowvvwweeeeuuuuemmmmmmmmsssssssssseeseeeseesessssssssssssssssssssssssss s ssssssssssssssssssssssnnnnns 4
DIETINMITIONS ..1eetreeeeesssseeeeeeeessssssseeee e essssss s8R 4
TOOIS coveveteeess s R84 R 5
MEASUIING TUIMOVET .covvoosseeeevevesiissssesssesssssssssssessssssssssssss s sessssssssss s s 5
How to use a Turnover Tracking SPreadSNEET B ........weissssssssssssessessssesssssssssssssssssssssssssssssssssee 6
HOW t0 CQICUIGHE TUIMOVET RALES .....ceeeeeeeeeeeumsmsssssssssseessseessesssssssssssssssssssssssssssss s ssssssssssssssssssssssnsssssssssssses 7
How to Estimate the ANNUGI TUINOVET RATE ........cccouwweeeeeeeeereeeeeevvevmisissmssssssssssssssssssssssssssssssssssssssssssssssssssssssssssseee 7
ACME Trucking: How many drivers are we really re€placing?.........esessssesssesssssssssssssnnnns 8
3.2 THE COSt Of TUIMOVET..........coooeeeeeuemummmsiisssee e eeeeessesssssssssssssssss s AR RS RR e 9
DIETINMITIONS ... eeeeeeeessseeeeeeeesssssssse e eeeesssssss s8R R e 9
TOOIS ceveeeeeesss s RS RRRRRRRRR 10
Calculating the COSE OF TUIMOVET .......vveeeeveeeeeeeeereessessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 10
How to Estimate the Driver REPIACEMENT COSE.....wwwveeeeeeeeeeeeemmmmmmmssssssssssssssssssessssssssssssssssssssssssssssssssssssssssse 11
Driver Replacement COSt WOTKSAEEE B .....uuuueereeeeeeeeeeeeeeeeeeeeesssssssssssssssssssssssssseeesesssssssssssssssssssssssssnssssssss 12
HOW t0 Predict FULUI® TUIMOVET COSES.....cuuuuummmiiissssseseseeseessssssssssssssssssssssssssssssssssssssssessssssssssssssssssssssssssssssssssssss 13
ACME Trucking: What [S tUINOVET COSHNG US? .ovvvveeeevrsssssssssssssssssssmssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 14
3.3 WHQat CAUSES TUMMOVEIT .......oooouuuuemmmmmmsmssseeeseee e sesessssssssssssssssssssssss 444 16
DIETINITIONS 1.1 eeeeeeeeeessssssessssssssssss R 17
TOOIS et eeeessss e eessssss R8RSR 18
TUINOVET TTACKING SPIEAUSAEEL .....evvevvevveveereereeeeeessesesessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 18
How to Calculate Your NEW Hir€ TUINOVET RALE «.....cocovvveeveeeeeeeeeemmmmsssssssssssssssssseeesesssssssssssssssssssssssssssssssssses 19
ACME Trucking: EXCtly WHO Gre WE 0SING? .ccovvvvvvvvsesrssssssssiiieeesisseeeessssssssssssssssssssssssssssssssssssssssssssssssssssssssssseees 21

Indicates you will find a customizable document on the Toolbox CD.

Module 3 Your Guide to HUMAN RESOURCES i



3.4 Forecasting and Planning fOr TUIMOVET .............rrrrrseessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 22
DIETINIIONS 1111 eeeeeeessse e eeesssssss e esssssss s8R 22
TOOIS wevvveeesssae e eeeseessssssssss s RS RRRRRRRRR 23

HOW 0 PIAN TOF TUINOVET ... seesssssssssssssssssssssssssssss s ssssssssssssssssssssssssssssss 23
ACME Trucking: How many drivers Should We Be RilNG?..........cccwwmeeeeeererereeeeesessssssesssessssssssssssssssssssns 25

3.5  USING CONINUOUS RECIUITING ..ooouuurrreeeeesmseeeieeeeesssssseesesesssssssssesssssssssssssss s ssssssssss s essssssssssssssssssssssssssssssssssssssnnnas 27
DIETINMITIONS ... erveeeesssseeeeeeeessesssseee e essssss R4 R 27
TOOIS ceveeeeeessss e R4 28

HOW 0 BUIIA @ PIDEIING .. ssssseessssssssssssssssssssssss s sssssssss s ssssssssssssssssssssssssssssssssees 28
How to Use a PIPeling SPreQUSNEEL ... wcccceiiirreeeeeeeeesisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssseses 29
ACME Trucking: Can we have our pick Of the DESt dIIVEIS? .........weeeeueiisisisssssssesseeesesessssessssssssssssenns 30

SUIMIMIAIY ..ot eeeeseseeeessr e sss e se s8R R EES R E RS R e 32
KEYS 1O SUCCESS ..ooureeereeseseeeeeseeessssesessssesessssessssssesess e sess e ssss st R8RSR 32
AQAItIONG] TESOUICES ... eeeeeeeeeeeeesssssssssss s 33

Indicates you will find a customizable document on the Toolbox CD.

ii Your Guide to HUMAN RESOURCES Module 3





