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When organizations conducta hiring process, they must do solegally.
This includes gathering information from job candidates without
discriminating against them based on their race, color, gender,
religion, national origin, age, or disabilty.

Inan effort to prevent employers from discriminating against potential
employees, the federal government has passed various laws that
regulate the hiring process. These legal ground rules are important
because they help ensure that employers handle the hiring process in
an ethical manner. When employers are ethical, it s easier for them to
attract ethical employees.

Here are some important federal laws.

TITLE VII OF THE CIVIL RIGHTS ACT
PREGNANCY DISCRIMINATION ACT

THE EQUAL PAY ACT

The Equal Pay Actmakes it ilegal to pay different rates of salaries
and wages to men and women if they perform equal work
When women perform the same jobs as men, they must be paid
the same rate of pay as men.

ba

THE AGE DISCRIMINATION IN EMPLOYMENT ACT
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discriminating against them based on their race, color, gender, PREGNANCY DISCRIMINATION ACT
religion, national origin, age, or disabilty.

THE EQUAL PAY ACT

Inan effort to prevent employers from discriminating against potential

employees, the federal government has passed various laws that THE AGE DISCRIMINATION IN EMPLOYMENT ACT
regulate the hiring process. These legal ground rules are important

because they help ensure that employers handle the hiring process in

an ethical manner. When employers are ethical, it easier for them to

atract ethical employees. The Age Discrimination in Employment Act protects individuals

who are 40 years of age or older from employment
Here are some important federal laws. discrimination based on age.

((

\GE
isCRMINATION]





image9.png
Step Three: Gather Potential Employee’s Behavioral Information

Once an employer completes steps one and two of this process and
receives applications for the job vacancy, itis time to take a closer look
ateach applicant. The purpose of this closer review is to determine
which applicants meet minimum job requirements and appear to be
satisfactory candidates who should receive more serious
consideration. During this step, the employer can begin to determine
if each applicant's employment and other fe history indicates that he
orshefs an ethical person who conducts his o her work n an ethical
manner.

To complete this step, employers generally have three tools available
tothem—resumes, background checks, and reference checks. The
following provides more information about each of these tools.

Fesume - A esume s 3 wrtten document thatbrefy provides informtion
aboutjobapplicant’s ducatiorl atainmer ional work istory,
nd other information such as volunteer work pérformed, proessional
cortifcations, and memberships i associations such as Toastmasters or the
Rotory Club. A resume helos an employer urderstond wht ajob applcant
has done i the past It can also provide important detat that incic

applicant might be. For example, ifan appicant workedina
specicjob fora long period oftime, ths may indcate thatthisndividual
would be. oyal employee.

Many applicants will not be dissuaded by the notice of the screening process issued in step one and will proceed to apply for the job. By following
step three, doing a complete review of an individual's resume followed by thorough background and reference checks, employers have greater
opportunities to identify any ethical issues that may exist with a potential employee. This enables the employer to eliminate such applicants from
consideration early in the job search, wasting no further time on such employees and ensuring that they do not get hired.
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Step Four: Learn About Potential Employee’s Personality Traits and
Related Characteristics

Once employers have completed the resume reviews, background checks, and reference checks for job applicants, they will narrow the pool of
potential employees to a smaller number of candidates slated for more serious consideration. At this point, employers need to determine which
candidates appear to be ethical individuals who possess the appropriate personality traits suited for the vacant job and should be considered even
further in the hiring process. To do this, employers should learn about each candidate’s personality traits and related characteristics

Scholars spentyears researching the psychological makeup and personalities of individuals to develop a theory of the dimensional levels of

personality called the Big Five Personality Factors (OCEAN). The Big Five are broad categories of personality traits. Scholars have different ways of
labeling and describing each category, but generally, they are as follows:

OPENNESS
CONSCIENTIOUSNESS
EXTROVERSION
AGREEABLENESS

NEURQTICISM

When employers posta job vacancy, they should have an understanding of the personaliy traits needed to successfully carry out the duties and
responsibiliies of the job. They should have a personality profile for the ideal candidate to fill the vacancy.

Various personality tests exist to determine an individual's level of each personality trait in OCEAN. Employers can adrminister one of these tests to
job applicants to obtain an assessment of each applicant’s personality. By matching this assessment with the personality profile for the vacancy,
employers can narrow down the lst of job applicants who appear to be suitable candidates for the job. As part of this personality assessment,
employers can ensure that the candidates selected s suitable appear to be individuals who make ethics a priority.
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‘OPENNESS

Refersto an individual's level of creativity and curiosity. People with a high level
of openness tend to have characteristics such as imagination and
perceptiveness, and they usually have a wide range of iterests. People who
have a low level of openness are more conventional and usually not as capable
of being creative and innovative.

CONSCIENTIOUSNESS
EXTROVERSION
AGREEABLENESS

NEURQTICISM
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CONSCIENTIOUSNESS

Considers a person’s level of organizational skills and dependabiliy. Individuals
who have a highlevel of conscientiousness tend to be well-organized, as well as
considerate and detail-oriented. They are not impulsive, carefully considering
options and making informed decisions. They are adept at goal setting and
acting to achieve their goals.

EXTROVERSION
AGREEABLENESS
NEURQTICISM
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EXTROVERSION

Focuses on an individual’s level of sociability and positiity. When people are
high n extroversion, they are more outgoing and usually draw energy from
social situations. They may be talkative and are able to express their emotions.
They often are assertive. People with a low level of extroversion are usually more
reserved and do not draw energy from social situations

AGREEABLENESS
NEURQTICISM
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OPENNESS
CONSCIENTIOUSNESS
EXTROVERSION

AGREEABLENESS

Refers tothe level of rust, acceptance, and kindness that a person displays
toward others. Individuals with a high level of agreeableness are usually more
cooperative with others. Those who have a low level of agreeableness typically
are more competitive and may even be manipulative towards others.

NEURQTICISM
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OPENNESS
CONSCIENTIOUSNESS
EXTROVERSION
AGREEABLENESS

NEUROTICISM

Concerned with an individual's level of insecurity and calmness. This trait
focuses on an individual’s emotional stability. Individuals with a high level of
neuroticism generally experience more moodiness, nervousness, iritability, and
despondency. Individuals who have a low level of neuroticism are more
emotionally secure and strong.
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Step Five: Conduct an In-Person Interview

Ifjob applicants are stil being considered as potential employees after
steps one to four are completed, the employer should conductin-
person interviews with each candidate. Interviews are one-on-one
conversations between job applicants and an employer's
representative, or multiple representatives if an interview panel is used.
Interviews allow an employer to get to know more about a candidate,
suchas his or her likes and dislikes in work environments, as well as
personal information such as hobbies. In addition, interviews can be
used to clarify questions an employer may have aboutan applicant’s
resume, background check, and/or reference check.

By learning more abouta candidate and actually meeting him or her,
gaining insight nto his or her personal demeanor, interviews can be a
useful tool to help an employer decide ifan individual appears to be an
ethical person who would practice ethical behavior on the job.

Interview questions are regulated by legal requirements so employers
must ensure that their interviews include only questions that meet legal
standards. For example, they cannot ask interviewees questions about
their sexual orientation or medical history.
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Step Six: Administer Post-Interview Tests

Ifajob candidate i stll being considered for hire after completing
steps oneto five, employers have final checks they can do—drug tests
and polygraph tests—to help ensure that an individual appears to be
ethical and would be a suitable individual to receive ajob offer.

o -0

Department of Health

'BUREAU OF HEALTH FACILITIES AND SERvic
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) Tests - For 3 dnugtest job candidtes provide asample oftheir blood,
hai, or safv. The samples are sent 0 medica b that does 3

echnical nabsis to determine fthe sample shows evidence o legal
lugs. fthe sample s positivefor such dugs,the candidate s elminated
from consideration.
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Step Six: Administer Post-Interview Tests

Ifajob candidate i stll being considered for hire after completing
steps oneto five, employers have final checks they can do—drug tests
and polygraph tests—to help ensure that an individual appears to be
ethical and would be a suitable individual to receive ajob offer.

Poligrah Tests - With a polygraphtest,ajob candidate s connected 103

maching that detects changes in  person's physiologicalfeatures, such as
blood pressure, when hat personis asked certin questons. Poyaraph
tests are known asle detectors and are used to messure an applcant’s
rustworthiness
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What Defines an Ethical Organizational Culture?

Once an organization hires ts employees, even ifthose individuals are ethical people, the organization sill must promote an ethical organizational
cultureifit expects its employees to practice ethical behavior. As Schermerhorn, Hunt, and Osborn (2005) point out, even employees who otherwise
behave as ‘individual saints” can become unethical ifthey become part of a group working in an unethical environment (Schermerhorn, Hunt, and
Osborn 2005, 438).

To determine if an organization has an ethical culture, Ethics Quality Inc. has provided alist of ten questions that organizations should answer using yes

or no. The more questions that can be answered with "yes,” the more likely it s that the organization has an ethical organizational culture. The
questions are as follow (Schermerhorn, Hunt, and Osborn 2005, 438):

00000
00000
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Creating an Ethical Organizational Culture

How do organizations create an organizational culture focused on practicing good ethics that enables them to answer the majoriy of these:
questions affirmatively? They should start with a management philosophyto set the tone and manage their organizational culture. Management
philosophy can be defined as a philosophy that inks the organization's goals and objectives with its work processes to develop guidelines for how
the organization will function. To create an ethical organizational culture, ethics should be a consideration during the development of the
management philosophy. Two tools to help with these efforts are codes of ethics and codes of conduct.

CODE OF ETHICS

A code of ethicsis a written document that outlines an
organization’s mission and values, such as the expectation that
employees will give the organization’s customers the utmost
respect. It explains the ethical principles that the organization
promotes based on its mission and values. talso details the
standards of professional behavior that employees are expected
to maintain, including how they should approach problems.
Codes of ethics are broader and more general than codes of
conduct, which are discussed below. Typically, codes of ethics
can be found in an organization’s published materials, such as
its written policies and procedures.

CODE OF CONDUCT

ENFORCING CODES OF ETHICS AND CODES OF
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How do organizations create an organizational culture focused on practicing good ethics that enables them to answer the majoriy of these:
questions affirmatively? They should start with a management philosophyto set the tone and manage their organizational culture. Management
philosophy can be defined as a philosophy that inks the organization's goals and objectives with its work processes to develop guidelines for how
the organization will function. To create an ethical organizational culture, ethics should be a consideration during the development of the
management philosophy. Two tools to help with these efforts are codes of ethics and codes of conduct.

CODE OF ETHICS

CODE OF CONDUCT

A code of condluctis a written set of rules that delineates the
specific types of behavior that employees are expected to
practice at work. This includes specifying norms for on-the-job
behavior, particularly as they pertain to each job. A code of
conductis related to the code of ethics, butit is more detailed
and specific

ENFORCING CODES OF ETHICS AND CODES OF
CONDUCT
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Creating an Ethical Organizational Culture

How do organizations create an organizational culture focused on practicing good ethics that enables them to answer the majoriy of these:
questions affirmatively? They should start with a management philosophyto set the tone and manage their organizational culture. Management
philosophy can be defined as a philosophy that inks the organization's goals and objectives with its work processes to develop guidelines for how
the organization will function. To create an ethical organizational culture, ethics should be a consideration during the development of the
management philosophy. Two tools to help with these efforts are codes of ethics and codes of conduct.

CODE OF ETHICS
CODE OF CONDUCT

ENFORCING CODES OF ETHICS AND CODES OF
CONDUCT

Scholars such as Dobel (1993), Cooper (2006), and Verschoor
(2007) argue that codes of ethics and codes of conduct are only
effectivef they are enforced. The most successful codes are
those that become an ingrained part of an organization’s
culture. To achieve this, Dobel (1993) and Cooper (2006)
recommended that employees should be trained on both the
codes of ethics and the codes of conduct to ensure that they
understand what the codes mean and the behavior they are
expected to perform to comply with the codes. Dobel (1993)
also suggested that codes are stronger and more likely to
become part of the organizational culture when they are
supported by an ethics board to enforce them and address any
code violations
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The Importance of Organizational Culture

Every organization has an organizational culture, which can be defined
as "the system of shared actions, values, and beliefs that develops
within an organization and guides the behavior of its members”
(Schermerhorn, Hunt, and Osborn 2005, 436). To be ethical, an
organization must have an organizational culture that values and
promotes good ethics. Even individuals who would generally never
practice unethical behavior may be inclined to be less than ethical if
they are working in an organization that does not have a strong culture
promoting ethical behavior.

How do organizations develop an ethical organizational culture? They
begin by hiring ethical employees. And how do employers determine if
apotential employee s ethical? Human resource specialists have
identified a six-step process that will enable employers to establish the
type of ethics a potential employee practices. Each step will be
discussed in detail.
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Step One: Post Notice of Ethics Screening Process

o o

When employers posta job vacancy announcement for their
organization, that notice should contain information about the:
organization'’s ethics screening process. This should include informing
potential employees that the screening process willinclude both
background and reference checks.

This step serves the purpose of discouraging individuals from applying
for the job i they think that their record contains information that might
disqualify them, causing the to fail a background and/or reference
check. This eliminates some unethical employees from the application
process without any further action on the part of the employer.

Background checks involve reviewing a potental employee's confdertial
and publicinformation to obtan their istory. A background check will
etermin ifan indlvidal has acriminalhstory and 1o helps to confirm
information the employee has provided, such as employment histoy.
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Step Two: Follow Legal Ground Rules

When organizations conducta hiring process, they must do solegally
This includes gathering information from job candidates without
discriminating against them based on their race, color, gender,
religion, national origin, age, or disabilty.

Inan effort to prevent employers from discriminating against potential
employees, the federal government has passed various laws that
regulate the hiring process. These legal ground rules are important
because they help ensure that employers handle the hiring process in
an ethical manner. When employers are ethical, it s easier for them to
attract ethical employees.

Here are some important federal laws.

TITLE VIl OF THE CIVIL RIGHTS ACT
PREGNANCY DISCRIMINATION ACT
THE EQUAL PAY ACT

THE AGE DISCRIMINATION IN EMPLOYMENT ACT
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When organizations conducta hiring process, they must do solegally.
This includes gathering information from job candidates without
discriminating against them based on their race, color, gender,
religion, national origin, age, or disabilty.

Inan effort to prevent employers from discriminating against potential
employees, the federal government has passed various laws that
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Here are some important federal laws.

TITLE VII OF THE CIVIL RIGHTS ACT

PREGNANCY DISCRIMINATION ACT

The Pregnancy Discrimination Act prevents discrimination on
the basis of pregnancy, childbirth, or related medical
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discrimination under Title VII. This regulation covers employers
with 15 or more employees, including state and local
govemment agencies.





