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How many times have you been awake at 
2:30 a.m. wrestling with questions like:

How do I build an effective workforce? 

How do I manage the high cost of employee benefits?  

How do I gain freedom and flexibility to grow my business?

How do I train and develop my employees to ensure business growth?

How do I retain my best employees?

How do I protect my business from a natural disaster?

The Gevity Answer Book addresses questions like these — the ones that keep you  
up at night. Backed by research and insight from seasoned business leaders, this 
resource is a vital guide to navigating common challenges decision makers face today.

The Gevity Answer Book also reveals how effective employment management  
practices can lead to:

22% higher sales growth

23% higher profit growth

67% reduction in employee turnover 

•

•

•

•

•

•

•

•

•

“The Gevity Answer Book provides small- and medium-size business owners with

the information they need to successfully expand their business through 

human resource excellence. This book is an illustrated, easy-to-use guide that 

covers from managing benefit costs to building a sustainable community that 

supports your goals.” 

JoAnn	M.	Laing, President & CEO, Information Strategies, Inc.  
(Publishers of Small Business Digest)
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A collection of ideas and recommendations for streamlining, 
optimizing and maximizing business performance from 
thought leaders in the HR industry. 
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At Gevity®, we believe the greatest human resource is the human spirit. This is  

the philosophy behind the solution we provide to thousands of clients and more 

than 100,000 client employees nationwide. It’s also the premise behind the  

Gevity Answer Book, which is designed to provide practical solutions to help your 

company maximize people, performance and business growth.

For more than �0 years, it’s been our mission to help our clients improve business 

performance. We do this by helping them streamline HR administration, optimize 

HR practices, and maximize people and performance. We constantly add to our 

knowledge about employment management through research and improve the 

tools we provide to clients accordingly. We are committed to increasing awareness 

of the relationship between employment management and business performance, 

particularly as it relates to smaller and mid-size firms. We lead by example to 

demonstrate that human resource excellence drives business success. 

We offer clients tools they can use to grow their businesses and improve HR 

operations, including access to experienced HR professionals at their places of 

business. Our unique approach combines national and local resources to give our 

clients a competitive edge — the Gevity Edge™. 

Our Vision
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Introduction
By Dr. Christopher J. Collins,  

Cornell University’s Center for Advanced Human Resource Studies

As a business owner, making sure your company thrives is a top priority. There are 

a number of ways you can do it. You can develop or improve products or services. 

You can increase quality assurance efforts. You can manage vendors and contracts 

more efficiently or increase marketing and sales activities. Or you can find a way to 

improve business performance by addressing the one factor these activities have 

in common: your people. As you think about ways to improve the bottom line, it’s 

important to keep in mind a powerful, yet often overlooked avenue to improved 

performance — your human resource (HR) practices. 

Recognizing	the	value	of	good	HR	practices

Before we discuss how good HR practices can directly and dramatically improve 

your company’s performance, let’s take a look at why it has been difficult in the 

past for some small to mid-size business owners to fully recognize the value of HR. 

Based on my research team’s experiences, we found that small businesses didn’t 

recognize HR’s potential for two main reasons. 

The first is that they viewed it as an element of big businesses only. Many smaller 

companies like being small and therefore felt that HR practices are too “corporate.” 

Being small means making your own rules and operating with an infinite amount 

of freedom, flexibility and creativity. And they associated HR with paperwork that 

nobody has time to do.

Another reason small to mid-size business leaders were uncomfortable with HR is 

because they weren’t entirely sure what it encompassed. For example, in a Cornell 

University-Gevity research study, we asked owners and managers of small to
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mid-size companies to tell us about their HR practices. This seemingly simple 

question was met with complete silence. In fact, we had to rethink our approach 

and change the question to, “How do you manage your employees?” 

To this, employers were excited to share their knowledge and insight and gave 

plenty of feedback. So our logical next question to respondents was, “What’s the 

difference between the first and second questions?” Respondents told us that they 

didn’t want to talk about HR because they weren’t sure which practices constitute 

the “HR practice” term. In other words, they knew they had HR practices in place, 

but they weren’t really calling them HR practices. 

The	link	between	HR	and	business	performance

In our research, we found that the majority of companies defined HR by its 

administrative aspects. There are actually two sides to consider: administrative 

HR and performance HR. Administrative HR is concerned with administrative, 

regulatory and compliance issues, including things like payroll, benefits 

administration, complying with local, state and federal labor regulations, etc. 

Simply put, these are the things you have to do because there are rules that, by 

law, you must follow. It may help to view this component of HR as preventive. 

You do it to reduce risk and protect yourself, and in the long run, you’ll help your 

company save time and money.

The other element of HR — the aspect that drives performance — is the people 

side of business. The way you find, train, develop, manage, motivate and 

retain your employees. Our research overwhelmingly indicates that effective HR 

management can and does lead to a competitive edge in the form of a more 

motivated workforce and improved operational and business performance. By 

optimizing your HR practices, you maximize people and performance. 

How do you do it? There are three key elements to consider when you  

approach your HR practices:

Efficiently manage HR administration 

Use proven HR practices

Build relationships with your employees

•

•

•
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By breaking down your practices into these three categories and addressing each, 

you can begin to see improvements across the board — like more time to focus 

on revenue-generating activities, a better organized administrative operation 

and a more committed workforce. But it’s important to make sure you have the 

knowledge and expertise to address each category effectively and efficiently.

Rely	on	experts	

You don’t have to do it all yourself. One option is to outsource your HR function. 

HR outsourcing doesn’t mean a loss of control or an expense you can’t afford. On 

the contrary, outsourcing with the right partner can save you time currently spent 

on administrative tasks. It can include valuable guidance on the people side of the 

business, where the greatest potential for improved performance lies. 

There are experts who can help you put best practices into place and provide 

guidance on managing employee relationships. Think of it this way: If small 

business owners have a complex tax issue, they hire a CPA. If they have a complex 

legal issue, they don’t hesitate to hire a lawyer. But who do they turn to when they 

have complex HR issues? Why not turn to an expert, particularly since there is so 

much to be gained from better employment management?

HR	that	supports	your	goals	

In the following chapters, you will be presented with best practices in HR that can 

help you increase sales and profit growth and decrease costly employee turnover. 

You’ll find guidance on issues from developing policies and procedures that provide 

structure for your employees to risk management practices that protect your 

business. This book provides an opportunity to begin thinking of HR strategically, 

not tactically. You’ll begin to see your HR practices as a potential driver of improved 

profit and revenue instead of as a cost-containment challenge. 

Growing your company entails defining overall business objectives and connecting 

them to the way you manage your people. Do you have a better product? Provide 

a better service? Offer a lower price? Once you’re clear on what your business 

offers and how you want to bring it to market, the next step is to create HR 

practices that best align your workforce with your business objectives. That’s when 

you stand the greatest chance of meeting your goals. 

T H E  G E V I T Y  A N S W E R  B O O K      Introduction
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Focus	on	your	people

Even if you have quality products and services, you need happy, motivated, 

supported and engaged people to reach the next level of success. But managing 

people isn’t always easy, although it is necessary for the health of your business. 

HR practices work if you are committed first and foremost to creating a positive 

organizational culture where your employees have an opportunity to thrive  

and grow.

What	is	discretionary	effort?	(And	why	do	you	want	it?)

The term “discretionary effort” is mentioned throughout this book, and it is an 

extremely important concept. It can be defined as the effort your employees give 

because they want to, not because they have to. When your employees are treated 

fairly and respectfully, when they’re recognized and rewarded for their efforts and 

are given the opportunity for two-way communication, they increase the amount 

of effort they give. They happily answer customer calls after 5:00 pm. They come 

to meetings with an open mind and a positive attitude. They work late with  

a smile. 

Conversely, if they don’t feel rewarded, empowered, engaged or heard, they hold 

back this effort. Why is it so important? We believe there is a direct correlation 

between employee effort and company performance.

A great example of how a highly motivated workforce leads to better company 

performance is Southwest Airlines. Relative to its competitors, Southwest has fewer 

employees per aircraft (79 versus 131) and carries more passengers per employee 

(�,318 versus 848). Yet the airline has more available “seat miles” per employee 

(1,891,08� versus 1,339,995), receives higher customer satisfaction scores, and 

generates higher earnings than its competitors. Why? Because employees are 

motivated, which drives improved discretionary effort, which in turn increases 

company performance.

This is why your management practices are so important — they can increase 

or decrease your employees’ discretionary effort. If you put your people first by 

implementing proven HR practices that are aligned with your business goals, you 

can increase discretionary effort, and your business will thrive. 
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Reach	your	full	potential

If you’re struggling with your HR practices, you’re not alone. It’s a common 

challenge for business owners. And as businesses grow, the importance of 

employees’ being aligned with company goals grows too. This gets more difficult 

as an organization gets bigger because the company becomes more complex to 

manage. Concentrating on your HR practices could get lost in the shuffle, but it’s 

important that it doesn’t so that your business reaches its full potential.

As you read this book you’ll see that many companies are dealing with the same 

challenges you’re facing today. These issues, even if they seem daunting now, can 

be addressed and overcome by applying the right concepts and the best practices 

you’ll learn in the Gevity Answer Book. We’ve conducted interviews with thousands 

of small to mid-size business leaders. We’ve gathered information from the 

industry’s leading experts, as well as our own research. We are confident that you 

will find the solutions you need to enjoy success for many years to come.

T H E  G E V I T Y  A N S W E R  B O O K      Introduction
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Your Business
GrowingGrowing

Your Business
Your people are the heart of your company. And now more than ever, if you want to be 

successful and grow your business, you need to find top-notch employees. It’s also up 

to you to keep them on board, help them develop professionally and show them where 

they fit into the big picture, so they know their contributions matter. With the right HR 

practices, you can do it. 

 

Find	the	best	people	

To find the best employees, you’ll have to do more than check items off a list. It 

takes planning, prioritization and the ability to recognize potential. But how do 

you know the investment you make in your people will pay off? Is there really a 

contribution to the bottom line? The answer is a resounding yes.

Companies that pay attention to hiring and orientation details see solid financial 

results. You probably already have a profile of your ideal candidate in mind, but 

don’t forget that some of the strongest teams include a range of personalities 

and skills. This section of the Gevity Answer Book will help you learn how to match 

candidates to your company’s needs — and how to make decisions with an eye  

on the future — to find the people who will help your company grow. 
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Your Business
1 Finding Talented People Who Help Your Business Grow 
 Building and sustaining an effective workforce

2  Maximizing Performance and Rewarding Results 
 Keeping employees with proven skills for business growth

3  Gaining Employee Commitment and Driving Outcomes 
 Aligning employees with business objectives and achieving your goals

Retain	your	people

For some organizations, retaining high performing people isn’t just a convenience, 

it’s a matter of survival. For professional service firms, employees are the lifeblood 

of the business — without highly skilled people to work with clients, a professional 

services firm would soon find itself in trouble. For other companies, people with 

specific technical skills and training make the organization tick. 

Either way, if you’ve invested significant time and money in training employees, 

you don’t want to watch all that time and effort walk out the door, possibly to a 

competitor. Keeping an eye on how your top performers are doing and motivating 

them properly are fundamental management skills that can help you keep your 

best performers on board. Lower turnover rates mean a better bottom line. This 

section can help you make it happen. 

Align	your	employees	with	company	goals

The link between employee and firm performance is clear: Individual performance 

drives departmental performance, and departmental performance drives overall 

company performance. You need to make sure your employees have specific and 

measurable objectives that are connected to your company goals. It’s important to 

reward results and hold people accountable when they fall short.

In this section of the Gevity Answer Book, you’ll find out how standardizing and 

formalizing employee reviews can have the positive impact you need to outpace 

your competition. You’ll learn to use feedback to help your people do the best job 

they can. You’ll get tips on how to show your employees the road to success  

to position your business for growth.
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How do I find the right  
employees?
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Your success depends on finding the right employees — no matter what business 

you’re in. That’s because good people help your business perform better. It’s not 

just a matter of finding someone who does a particular job well. It’s about  

choosing employees who are a good fit with your company. Think in terms of 

person-organization fit rather than person-job fit to find people who can make 

long-term contributions.

How can you find employees to help your business grow and succeed? A 

systematic approach works best, so it’s important to carefully consider each  

of these factors to bring the right employees on board by:

Thinking about your company’s long-term needs

Looking for job candidates in the best places

Using creative ways to make them an offer they can’t refuse

Evaluating applicants fairly and effectively

Studies show that effective recruitment and selection processes lead to better 

business performance, including improvements in financial results, product quality, 

productivity and customer satisfaction.1, �

Think	about	long-term	needs

When filling a job opening, many business owners focus solely on finding  

someone with the skills to do the job at hand. But if you keep your company’s 

future needs in mind too, you’ll have a better chance to succeed in the long run. 

Remember, you’re training tomorrow’s leaders today.

•

•

•

•

Finding Talented  
People Who Help  
Your Business Grow
Building and sustaining an effective workforce

1.
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Finding employees who fit your company’s culture and values will give your 

business a competitive edge over organizations that focus only on job skills. If you 

need help selecting the right people, consider partnering with an HR professional 

with the skills and experience to help you get the most value from your investment 

in people. Investing the effort to find the right people can pay off in the long run. 

Generally the higher the level of fit, the more potential there is for success —  

for everyone. During the selection process, remember the types of fit. 

Fit	with	the	position — This is the most obvious type of fit; it indicates  
 whether or not the candidate has the qualifications to do the job.

Fit	with	the	organization — This refers to how well the applicant  
 fits with the company culture. For example, if your company is  
 organized around a teamwork concept, you want to make sure you  
 hire team players.3

•

•

Selecting candidates who fit your organization leads to better performance:1

7.5%	higher	
revenue	growth

6.1%	faster	
profit	growth

17.1%	lower	
employee	turnover

T H E  G E V I T Y  A N S W E R  B O O K      Growing	Your	Business

Consider	the	best	places	to	find	great	people	

If you place an ad in the local newspaper or an online job board, you’ll get 

responses. But will the ads bring in the types of applicants you’re looking for?  

You can increase your odds of finding the best people if you focus your search.  

It may help to consider two sources of employees: internal and external.  

Internal sources include the people currently employed by your company — full- 

or part-time, temporary and contractors. You may find that your best candidate is 

someone who is currently working for you. People you promote internally already 

know the company. This decreases the learning curve significantly, which saves 

money and time. When you promote from within, you may have to fill the
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Real-life cases in brief…
C H A L L E N G E 

S Y M P T O M S 

 

S O L U T I O N 

 

 

B U S I N E S S  
B E N E F I T

A pharmacy business in a rural county had difficulty finding  

and retaining employees.

Understaffing and non-compliant employment  

applications — business performance suffered due 

to delays in finding qualified technicians.

An experienced HR consultant identified the need to  

create effective guidelines for interviewing based on  

HR best practices and developed current and compliant  

employee applications and hiring forms.

The business now uses regularly scheduled meetings  

with the HR consultant to learn more ways to optimize  

business performance.

Finding Talented People Who Help Your Business Grow

positions vacated, but it’s generally easier to fill lower-level positions. You may also 

want to consider setting up an internal referral program so that current employees 

can recommend friends and former associates to fill open positions. Some 

companies provide a reward to referring employees if their candidates are hired.

On the other hand, there are real advantages to bringing in outside people,  

which is a good reason to consider external candidate sources. External candidates 

can bring fresh ideas and new perspectives to your organization. They can also  

add technical expertise or specific skills you don’t have within your current staff. 

Using the web to advertise your positions has become the norm, and there are 

many advantages to using online job sites. For example, you can generally post 

openings and review résumés in real time. Many major online job sites make  

the process easy with automated features and help you target candidates with 

specific skills and qualifications in defined regions. If you run a smaller business,  

the larger nation-wide employment websites can be expensive — unless you have 

an HR outsourcing partner that offers discounted access to this type of service. 



Advantages	and	disadvantages	of	different	sources	of	employees

Source Advantage Disadvantage

Direct applicants

Referrals

Advertisements

Public employment agencies 

Recruiters or  
temporary agencies

Colleges and universities

Professional societies

Internet services

Already interested and usually 
knowledgeable about the 
organization; low cost

Referred by those familiar 
with the needs of the 
organization; individual 
referring can help sell 
the opportunity; lower risk; 
low cost

Generate many applicants 
with diverse backgrounds

Good source of lower skilled 
labor; potential government 
incentives; low cost

Good source of some kinds 
of skilled labor; applicants 
are pre-screened; temporary 
arrangements or trial 
arrangements may be 
available

Good source of highly skilled 
employees; defined level  
of education as well as area  
of education; may have their 
own recruiting system

Good source of employees 
with very specific skill sets 
and industry experience;  
low cost

Searchable database; large 
set of potential employees; 
most services provide online 
résumé screening based on 
hiring criteria; lower cost than 
traditional advertisements  
or recruiters

May not match current 
needs; higher risk

Potential for biased 
information from the person 
referring, especially for 
friends or family members

Too many applications;  
too much variety in skill sets;  
expensive

Generally not a good source 
for highly skilled positions

More costly

More costly; availability is 
seasonal (graduation)

Members may not be looking 
for employment; not all jobs 
have professional societies

May be expensive for smaller 
employers unless they have 
access to discounted services

There are many different sources you can use when looking for potential 

employees. Each source brings different costs and benefits. Here is a chart that  

can help you compare the merits of each.

8

T H E  G E V I T Y  A N S W E R  B O O K      Growing	Your	Business
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Use	creative	ways	to	attract	talented	people	

Competing for great employees on salary alone can be tough for smaller companies. 

You can use tools like salary surveys to see if you’re in line with what competitors 

offer. But if you’re struggling to attract top talent because of a limited budget,  

you may want to consider creative — and less costly — ways to bring the right 

people on board. 

When you’re thinking about supplementing your benefits, consider things like 

flexible work hours, telecommuting, providing time off when employees work above 

and beyond their normal schedule (comp time), buying lunch once a week, break 

rooms or kitchens that have a comfortable feel — even allowing dogs in the office. 

Sometimes, creative approaches can inspire loyalty that money can’t buy.

And don’t forget that finding top talent means marketing your company to 

prospective employees. When you advertise job openings, make sure you 

communicate the great things about working for your company. Keep an eye on 

your competitors’ employment ads and make sure your company appears to be  

an equally — or more — desirable place to work. Enhance your company’s  

credibility by creating a professional environment that includes structure in the form 

of clear policies and procedures, an employee handbook, review practices, etc.
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T H E  G E V I T Y  A N S W E R  B O O K      Growing	Your	Business

If you’re reaching for specifics, find out what your current employees think —  

ask them why they stick around. One way of communicating the benefits your 

company has to offer to prospective employees is to arrange one-on-one meetings 

with your key players during the interview process. 

Let your people do the talking and listening for you. Having more than one 

person interview your candidates also gives you more information to go on when 

it comes time to make decisions. You’ll also be able to promote your company to 

prospective employees in a more effective way. 

Evaluate	candidates	fairly	and	objectively	

Now that you’ve thought about your long-term needs, found a pool of  

qualified people and sold them on the benefits of working for you, it’s decision 

time. But how can you be sure you’ll make the right call?
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Candidate	evaluation	matrix

Required  
knowledge #1

Required  
knowledge #�

Required  
skill #1

Required  
skill #�

Required  
ability #1

Required  
ability #�

Required  
result #1

Required  
result #�

Overall	rating

High

Low

Low

High

Low

Medium

High

Low

Low

Candidate #1 Candidate #2 Candidate #3

High

High

Low

High

Medium

High

High

High

High

Medium

Medium

Medium

Low

Medium

Medium

High

Medium

Medium

Finding Talented People Who Help Your Business Grow

A consistent and fair way of evaluating candidates takes a lot of the guess work  

out of the hiring process. A candidate evaluation tool can help you organize  

your assessment of each applicant so that you can make objective decisions.  

It can also help reduce your exposure to discrimination claims. Here is a sample 

evaluation tool.

“It’s critical to make sure someone will fit into your organization,” says David 

Minor, Director of the Neeley Entrepreneurship Center at Texas Christian University. 

Companies need to have formal processes in place that identify the qualities  

of their top performers, then use those qualities as a benchmark when they’re 

sizing up prospective employees. Because smaller businesses don’t always  

have time or money to do in-depth pre-employment assessments, creating their 

own standard of qualities and qualifications is an effective way of evaluating 

prospective employees.
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A sustainable business values and respects its 
people — they are one of the most important 
influences on business value.4

T H E  G E V I T Y  A N S W E R  B O O K      Growing	Your	Business
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— Cornell University’s Center for Advanced  
 Human Resource Studies, �006

Companies that use effective 
employee selection practices 
experienced 100% higher profit 
growth than peers that used less 
effective techniques.

Finding Talented People Who Help Your Business Grow

According to Minor, “if you subscribe to a more standardized process for 

comparing your candidates to your most successful employees, you’ll be able  

to hone in on what you really need. You’ll be able to find out if a person  

has the potential to be a top performer, and you’ll be able to find out if they  

can fit into a real growth track. If you get that information up front, then it’s  

all about performance once they come on board.” 

Put	good	people	to	work	for	you	

As an employer, you decide where to invest your time, effort and company 

resources to maximize success. Employees are the key to your success — a well 

chosen, motivated workforce can help you improve sales, increase profits and 

provide excellent customer service. 

In Minor’s experience, “the best of the best, the ones who become the star 

performers — whether it’s being better from an individual business perspective 

or within their industry — are obsessed with getting top people and continuously 

learning. The companies that aren’t doing those things are in effect just 

reinventing the wheel.”

Finding the people who can help your company thrive is within your reach —  

just remember to think long term, tap the resources you need, make your business 

an attractive place to work and evaluate candidates objectively. Keep these 

principles in mind, implement an action plan around them and you’ll be well on 

your way to greater business success.
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During	the	hiring	process,	focus	on	person-organization	fit		 	
	 rather	than	solely	on	the	specific	job	skills	for	the	opening.  
 This will help you make sure your workforce grows with your company.  
 If you need assistance standardizing this process, consult an HR professional  
 for guidance on how to put the right structure in place and develop   
 benchmarks to select great performers.

Keep	track	of	places	you’ve	had	success	in	finding	good	candidates.  
 Keep hiring information in one place so you can be more efficient when   
 you need to get the word out about your hiring needs. Don’t forget   
 your current employees — your next great hire might already be on your  
 payroll or a past associate of someone who is.

Consider	creative	approaches	to	attract	the	right	candidates,		
	 and	make	sure	prospective	employees	know	about	them.  
 If you offer great benefits and perks, create a short description prospective  
 employees can take with them. This can be a simple marketing tool to  
 help you stand out from your competitors. Enhance the credibility of your  
 organization by building structure for employees. Structure might include  
 clear policies and procedures, an employee handbook and professional  
 review practices.

Use	a	candidate	evaluation	tool	to	take	some	of	the	subjectivity		
	 out	of	assessing	your	candidates’	qualifications. It’ll make interviewing  
 more consistent, and you’ll be able to capture feedback from multiple   
 interviewers more effectively.

•

•

•

•

T H E  G E V I T Y  A N S W E R  B O O K      Growing	Your	Business

ACTION PLAN:A c t i o n 	 p l a n :

1

�

3

4
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1 Cornell University, Human Resource Management Practices and Firm Performance in Small Businesses.

� Rioux, S.M., & Bernthal, P. (�00�), Recruitment and Selection Practices. Development Dimensions   
 International.

3 Cornell University, Human Resource Management Practices and Firm Performance in Small Businesses.

4 PricewaterhouseCoopers Report (�003), Sustaining Value Through People.

— Kevin and Jackie Freiberg,
 Hire People Who Don’t Suck 
 (Energy, Passion, and Enthusiasm Out of Others)

The type of people  
you hire today

will determine the kind 
of culture, the kind of 
service standards, and the 
kind of reputation you 
have tomorrow.

Finding Talented People Who Help Your Business Grow
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How can I keep my  
best employees?
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Maximizing Performance 
and Rewarding Results
Keeping employees with proven skills  
for business growth

Where the human spirit and 
individual spirit thrives the 
company thrives.

2.

Skilled, loyal, engaged employees are an asset to your company. Once you find 

top-notch people, the challenge is ensuring their loyalty. How do you keep them? 

As a business owner or manager, one of your key goals should be motivating your 

employees to achieve the highest level of performance possible. There are steps 

you can take to accomplish this, including:

Making sure good performance leads to rewards

Thinking beyond base pay and benefits

Rewarding employees the right way

Why is this so important? Because higher employee motivation leads to greater 

creativity and productivity — and lower turnover. It inspires employees to give 

more discretionary effort — effort an employee willingly gives above and beyond 

what is required. This in turn leads to improved company performance.1 

Understanding the relationship between your employees and your company’s 

performance is critical.� Once you can identify and implement strategies to 

motivate your employees to increase their discretionary effort, you can improve 

their loyalty — and your company’s success.

•

•

•
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The	benefits	of	effective	employment	management 
Employee turnover is expensive. Recent research published in the book Investing  

in Your Company’s Human Capital 2 illustrates just how expensive this turnover is.  

As shown in the following table, the cost of replacing one employee ranges from  

30% to �00% of that employee’s annual salary.

These costs include exit costs associated with the previous employee, new employee 

recruiting costs, temporary employee costs, lost productivity, training costs and new 

employee learning curve costs.

Job type (sample job)

Entry level, unskilled (laborer)

Service and production (courier)

Clerical & administrative (scheduler)

Skilled hourly (machinist)

Professional (sales, accountant)

Supervisor & team leaders  
(section supervisor)

Middle managers  
(department manager)

Turnover cost as % of annual salary

30% to 50%

40% to 70%

50% to 80%

75% to 100%

75% to 1�5%

100% to 150% 

1�5% to �00%

T H E  G E V I T Y  A N S W E R  B O O K      Growing	Your	Business

Make	sure	performance	=	rewards	

What are some effective motivational practices you can use? The basics include 

understanding employees’ needs — finding out what motivates employees 

and tailoring your programs accordingly. Other practices include offering 

fair compensation, using effective rewards practices, setting quantifiable 

and measurable goals, and consistently providing feedback. These practices 

form employee expectations — they’ll soon see that a high level of effort and 

performance leads to favorable outcomes. Simply put, it pays to link employee 

results to employee rewards, and compensation — of all types — is critical. 

What does all this mean to you? When you run a small to mid-size business, all 

of these factors are important, but managing compensation practices wisely is 

especially vital. You’ll need to maximize every dollar of employee compensation to 

drive improved performance and keep your best people on board, and you’ll need 

to keep in mind that compensation means more than a paycheck.
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Maximizing Performance and Rewarding Results

Think	beyond	base	pay	and	benefits	 

When you think about effective compensation practices, think beyond base pay 

and benefits. Compensation can also include non-monetary items, such as:

Promotion decisions based on merit

Incentives

Working conditions

Supervisor and co-worker relationships

Company policies 

These factors can be more difficult to quantify. But they can be the key to helping 

you keep great employees at your company. Also, as a small business trying to 

attract and retain skilled employees, there are ways to reward and motivate your 

employees without breaking the bank. Cost-effective benefits that you may want  

to consider include:

Direct	deposit — Provide your staff with the option of having their   
 checks directly deposited into their bank account at any bank or credit   
 union that is a member of the Automated Clearing House (ACH). Direct   
 deposit will save time and clear the funds faster.

Wellness	program — With the rising costs of health care, both   
 employers and employees can take responsibility for health by participating  
 in a wellness plan. Fitness programs, smoking cessation and stress   
 reduction can improve employee absenteeism and overall productivity.

Company	discounts — An often overlooked employee benefit is the   
 chance to buy company products or services at discount. Even if it’s only   
 one major item or an annual employee purchase day, your staff will   
 appreciate this benefit.

Parking	privileges — Depending on employee commuting needs,   
 parking privileges can cover payment of a monthly city transit pass or   
 contribution of pre-tax payroll dollars for vehicle parking.

Business	cards	and	titles — Business cards with employee names and  
 titles offer an emotional appeal to staff. It may seem trivial, but your   
 employees will enjoy the level of professionalism and pride that comes   
 from having a business card.

Interest-free	computer	loans — Many employees will value the ability  
 to buy a computer interest-free. Determine a limit of the dollar value of the  
 computer on the plan. Set up an automatic payroll deduction. Make sure a  
 formal agreement is signed in case the employee leaves the company.

•

•

•

•

•

•

•

•

•

•

•
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People who feel appreciated are more positive 
about themselves and their ability to contribute,” 
explains Susan M. Heathfield, a management 
and organization development consultant 
specializing in human resource systems. “People 
with positive self-esteem are potentially your  
best employees.4

Community	hours — Offer your employees a limit of regular pay hours  
 in community service time. If a staff member wants to be involved in a   
 volunteer event, have the company pick up the tab. You will win the hearts  
 of the staff and your community.

Education	plan — There is no doubt today’s workforce requires  
 lifelong learning to keep pace with the changing demands of employment.  
 Your small company may not be able to pay the tuition costs of an   
 MBA program, but some community college course reimbursement  

 is affordable.3

When dealing with this type of compensation, keep the saying “little things mean  

a lot” in mind. Small payments to employees in the form of gift certificates, 

birthday cakes, an occasional paid lunch, holiday gifts or recognition for important 

events can have a significant impact. Even the smallest token of appreciation  

goes a long way toward keeping your employees satisfied.

•

•
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Be	Creative
Ideas for employee recognition are limited only by your imagination. Use the following  

ideas as you think about how to recognize employees.

 Money

• Base salary

• Bonuses

• Gift certificates

• Cash awards

 Written words

• Handwritten thank-you notes  

• A letter of appreciation in the employee file  

• Recognition posted on the employee bulletin board  

• Contribution noted in the company newsletter

 Encourage employee development

• Send people to conferences and seminars  

• Ask people to present a summary of what they learned at a conference or seminar  

 at a department meeting  

• Make career development commitments and a schedule

 The work itself

• Provide cross training opportunities as well as opportunities for empowerment  

 and self-management  

• Have the employee represent the department on an inter-departmental committee  

• Provide opportunities for employees to determine their own goals and direction  

• Participation in idea-generation and decision-making

 Gifts

• Company logo merchandise such as shirts, hats, mugs and jackets  

• Gift certificates to local stores  

• The ability to exchange “positive points” for merchandise or entry into a drawing  

 for merchandise

 Symbols and honors

• Framed or unframed certificates to hang on the wall or file  

• Engraved plaques  

• Better equipment5

�1



��

Components	of	a	typical	compensation	system
An effective compensation system can have many components, but not all of the possible 

elements will be appropriate for every business. It is up to you to decide which combination  

of elements will be most effective in helping you achieve your performance goals. In general, 

the components can be grouped into three areas, as represented in the following:

An effective compensation system drives performance by compensating employees  

in the right ways for doing the right things.6

 Cash compensation

• Salary

• Wages

• Commissions

• Annual increases to
 salaries and wages

• Annual bonuses

• Promotion-related 
 increases

• Incentives (education,
 innovation, customer
 service, performance,
 projects, etc.)

 Benefits

• Health insurance

• Dental insurance

• Life insurance

• Vision insurance

• Disability insurance

• Vacation and other
 paid time off

• Employee Assistance Plan

• Retirement plans

 Opportunities/recognition

• Opportunities for learning 

• Challenging work

• Recognition

• Opportunities for growth

• Opportunities for   
 advancement

• Positive work environment

• Opportunities for 
 social interaction

Reward	the	right	way	

What happens when your business goals are aligned with your employees’ 

objectives? In a word, success. And compensation is the key to achieving that 

alignment. In 40 of 4� studies on compensation and its impact on performance, 

research shows that performance increases when compensation was aligned  

with business strategies and goals.7

In another study, researchers found that team and individual employee performance 

increased by 18% to �0% when employee and business goals were aligned.8 These 

studies focused specifically on large organizations, but a recent study of small 

businesses by Gevity and Dr. Christopher Collins of Cornell University’s Center for 

Advanced Human Resource Studies found that effective human resource practices, 

including compensation practices, led to positive outcomes for employees. This in 

turn led to better financial performance for the company.9

T H E  G E V I T Y  A N S W E R  B O O K      Growing	Your	Business
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Keep	your	best	on	board	

You have the power to achieve better results by improving employee motivation 

and managing compensation. The key is to consciously motivate employees and 

compensate them in the right ways for doing the right things. 

It’s also important to remember that compensation means much more than a 

paycheck — don’t forget that when it comes to forging good relationships with 

your employees, little things matter. By focusing on employee motivation and 

effective compensation practices, you can make great strides towards increasing 

sales and profit growth and lowering employee turnover.

Real-life cases in brief…
C H A L L E N G E 

 

S Y M P T O M S

S O L U T I O N 

 

 

 

B U S I N E S S  
B E N E F I T

A New York City elementary school was experiencing  

issues with employee satisfaction and motivation due in  

part to long hours and job stress.

Employee turnover increased and motivation decreased.

An HR consultant worked with the school management  

to design and implement new ways to reward employees  

and recognize their contributions and value. Recognition  

was found to be more important than monetary rewards,  

and creative solutions were used to highlight achievements.

School employees are now more motivated, have a better 

sense of purpose and turnover has decreased.
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Make	sure	you	understand	your	employees’	needs	and	how	they		
	 are	linked	to	motivation. Create win-win situations by aligning employee  
 goals with your business objectives.

Remember	that	what	motivates	people	changes.	Devise a periodic  
 feedback mechanism that will help you implement practices that satisfy   
 emerging or unmet needs.

Compensation	is	a	powerful	tool	when	it	comes	to	employee		 	
	 retention. By aligning your compensation system with your company’s   
 goals, you can make a positive impact on overall performance. 

Be	creative	when	thinking	about	compensation. Take advantage  
 of non-cash opportunities to thank employees for a job well done.

One	of	the	best	ways	to	recognize	and	reward	your	employees	is		
	 by	implementing	a	fair,	clear	and	consistent	recognition	system.  
 It’s important for employees to see that colleagues who make similar   
 contributions have an equal likelihood of receiving recognition.

•

•

•

•

•

ACTION PLAN:A c t i o n 	 p l a n :

1

�

5

T H E  G E V I T Y  A N S W E R  B O O K      Growing	Your	Business

3

4
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“I’m valued.”

There is such a hunger in the 
workplace now for the opportunity 
to develop ‘my potential’ and  
feel like

Maximizing Performance and Rewarding Results
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How do I focus  
my employees on our  
business goals?
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Gaining Employee 
Commitment and  
Driving Outcomes
Aligning employees with business objectives  
and achieving your goals

3.

For your business to thrive, you need to make sure your employees understand 

how they connect to your organizational vision and, more importantly, how  

they support your overall business strategy. When you show people how they 

personally make a difference to the goals and objectives of the business, they’ll be 

more productive than employees who don’t have the same direction in their jobs. 

All companies practice performance management at some level. When you  

adopt a structure that formalizes expectations and standardizes practices, you 

can make managers’ (or your own) jobs easier and contribute to your company’s 

financial success. You can get your employees focused on your business goals by 

following some basic steps, including:

Adding structure to what you already practice to manage performance

Giving employees the direction and support they need

Measuring progress along the way

Developing your future leaders

Communicating with employees by keeping them in the loop on   
 future plans and goals

A performance management system is a vital component of HR management.  

It can help you ensure your employees are focused on achieving business goals. 

•

•

•

•

•



�8
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Companies with performance management systems 
had 34% higher sales per employee, 90% higher 
sales growth and 200% higher overall profits than 
companies without such a system.

—	McDonald	&	Smith
	 Compensation	and	Benefits
	 Review,	1995

You have a great opportunity to increase the impact your employees can have  

on the bottom line when you develop a performance management approach 

for your small to mid-size business. 
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Add	structure	to	what	you	already	practice	

All business leaders manage employee performance and convey expectations — 

whether they realize it or not. Sometimes it happens informally based on who they 

hire and fire, who gets raises and who is recognized for their work or reprimanded 

when they fall short of expectations. But business leaders who rely solely on an 

informal system create a situation that is inconsistent. The majority of employees 

may wonder what’s expected of them and how — or if — they’ll be recognized for 

doing a good job. 

Managers who ignore the need to tell employees how they are doing may be 

unconsciously creating a high level of uncertainty and anxiety and a lower level of 

productivity. In many cases, they can lose loyal and productive employees.1

When you develop a performance management system, you’ll be in a much better 

position to link your company’s goals with individual employee behaviors and 

performance targets. This will help motivate your workforce since employees will 

have clear direction about what is expected of them and know they’ll be rewarded 

for good performance. 

One study found that employees believed their individual output could be 

improved by an average of �6% — and as much as 50% — if they received more 

direction and support in their jobs. 

 

 

Two other studies showed that the use of effective performance management 

systems resulted in higher profits, sales growth, cash flows, productivity and 

business value. Implementing a performance management system will give you the 

framework you need to increase productivity and performance across the board.

Gaining Employee Commitment and Driving Outcomes

— Gevity Institute White Paper, 
 Managing Employee Terminations: A Small Business Guide

What gets measured is  
what gets done.

 — Gevity and Cornell University research

 — Yankelovich Partners study
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When setting specific goals with your 

employees, link goals to overall business 

objectives whenever possible. For 

example, if your company’s goal is to 

increase sales by 15% within a year, 

a perfect goal for a sales person is to 

increase his or her sales by 15%. This is 

an example of a SMART goal because 

it is: specific, measurable, achievable, 

relevant and time-framed. Many 

organizations have found this approach 

effective when developing performance 

objectives for their employees.

Are you setting SMART goals for 
your employees?

	S P E C I F I C 

M E A S U R A B L E 

	A C H I E V A B L E 

	R E L E V A N T 

	T I M E - F R A M E D

Give	employees	better	direction	and	support	

According to “Managing Employee Performance for Business Success: A Small 

Business Guide,” a Gevity white paper, employees will focus on elements of their 

jobs that are measured.

It’s important that employees have the incentive, information and support they 

need to contribute to the company’s success and to be rewarded for their role  

in that success.
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By providing employees with clear direction and support in carrying out their 

responsibilities, you can enjoy financial benefits for your company. You can also 

increase employee satisfaction with effective performance management. The 

results for small businesses are increased innovation, higher levels of customer 

service and lower turnover.�

Measure	progress	along	the	way	

Evaluating individual employees’ performance is a critical piece of the puzzle in 

managing overall company performance. Because what gets measured is generally 

what gets done, it’s important to make sure you’re measuring the right things.  

You want to encourage specific behavior that will support your business goals.  

Two general guidelines for creating measurement criteria are: 

Keep	it	simple. Make sure the criteria are clearly understood by the   
 employee and the manager, and limit the number of measurements.  
 Too much detail will only complicate the process and frustrate  
 everyone involved.

Communicate	clearly. When employees know how they’ll be evaluated  
 and perceive the system as fair, they’ll participate and have a higher degree  
 of trust in management.

It’s important to tie your performance management system to other HR 

management practices such as staffing, compensation and training. For example, 

employees who perform well should be given top priority for pay increases and 

bonuses. You’ll get the most value from your employees if they feel appreciated 

and recognized. And when they feel recognized, people will work harder and be 

much more loyal to their company.3

•

•

Gaining Employee Commitment and Driving Outcomes

Managing equals goal setting —  
for individuals, teams and the 
whole company.
— David Minor
 Director of the Neeley Entrepreneurship Center  
 Texas Christian University
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Debunking the myths of employee engagement

Watson	Wyatt	WorkUSA	survey	report:

Employees who receive frequent performance feedback find performance reviews more valuable

Daily

Weekly

Monthly

Quarterly

Annually

65%

63%

58%

46%

30%

Employees saying the review helped improve performance

Most organizations review employee performance against specific goals once 

a year. While this is an important part of a formal performance management 

process, annual review meetings are more effective when managers check in with 

employees frequently. The majority of employees don’t need to be micro-managed, 

but those who get frequent feedback from their supervisors find their annual 

reviews much more helpful in improving their performance.

According to research conducted by Watson Wyatt and WorkUSA, annual reviews 

are far more effective when done in the context of informal feedback throughout 

the year. Thirty percent of employees who received feedback only during their 

annual performance reviews responded favorably when asked how much the 

review helped them improve their performance as compared to 58% of employees 

who received feedback on a monthly basis.4
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Develop	your	employees	for	the	future	

As the leader of a small to mid-size company, how do you manage the 

performance appraisal process so that you’re developing employees for the future? 

According to Marty Streim, MA, SPHR, “If you keep the ‘human’ in ‘development,’ 

you will get back far more than what you put into it — maybe even things like 

pride, loyalty or even discretionary effort,” which is what happens when employees 

go above and beyond the call of duty.

The performance assessment is the basic building block of any performance 

management system. It gives managers a chance to evaluate an employee’s 

strengths and weaknesses and identify areas for potential education, training and 

development. It pushes you, as a business leader, to give honest feedback to the 

employee and reinforce what is expected. 

Identifying the right knowledge and skills your employees need to have is especially 

important for smaller businesses because they tend to have more limited resources 

than larger organizations. By focusing on performance accomplishments, you can 

give more precise guidance to employees about career options with the company 

and how to achieve agreed-upon milestones.5

Deciding to spend money on training and development can be a tough decision 

for the leader of a small business, but it’s an investment that can pay dividends 

in the future. If you use the performance management process to identify highly 

productive employees, you can focus on developing the right skills in the people 

who can become your future leaders. Great employees are usually very interested 

in their own development. Understanding what the employee values and how that 

relates to his or her development needs can affect the type of development activity, 

its cost and, ultimately, its success.6 



34

T H E  G E V I T Y  A N S W E R  B O O K      Growing	Your	Business

Companies that use effective employee 
selection practices experienced  
100% higher profit growth than peers  
that used less effective techniques.
—	Cornell	University’s	Center	for	Advanced	Human	Resource	Studies,	2006
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Gaining Employee Commitment and Driving Outcomes

Stay	focused	on	the	win-win	

You have a wonderful opportunity to make your business more successful  

by getting your employees behind your business goals. It’s a win-win  

situation for both you and your employees — you benefit from better  

business performance, and employees benefit by enjoying greater professional  

and personal success.

Real-life cases in brief…
C H A L L E N G E 

 

S Y M P T O M S

S O L U T I O N 

 

 

B U S I N E S S  
B E N E F I T

A mortgage banking company was growing rapidly and  

found it challenging to identify and comply with employment-

related regulations as they expanded into new states.

Difficulty hitting growth targets.

An HR consultant, backed by a company with national 

resources and expertise in all 50 states, helped the  

company streamline new employee on-boarding and remain 

compliant with state-specific employment regulations.

The bank is able to focus on growth instead of HR.
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Document	and	formalize	what	you	already	do	that	relates		
	 to	managing	employee	performance. For example, create a  
 schedule for monthly one-on-one meetings with employees. Remember  
 that it doesn’t have to be complicated and that it can grow over time.

Create	SMART	(specific,	measurable,	achievable,	relevant		
	 and	time-framed)	goals	with	your	employees. Make sure the   
 milestones are actionable, measurable and repeatable. One way of  
 making sure general objectives are part of every position in your company  
 is to write them into the job description.

Check	in	with	your	employees	frequently. Supplement your annual  
 reviews by finding out how your employees are doing — at least monthly.  
 You’ll be able to manage your employees’ progress and increase the impact  
 of annual performance appraisals. 

Don’t	forget	that	you	can	also	talk	with	peers,	other		
	 managers	and	even	customers	to	get	feedback	on	your		
	 employees’	performance.	Feedback from more than one source can   
 provide additional insights into performance.

Use	the	performance	appraisal	process	to	keep	an	eye	on		
	 your	top	performers. Reward them consistently, and look for ways  
 of increasing the impact they have on your business in the future.

•

•

•

•

•

ACTION PLAN:A c t i o n 	 p l a n :

1

�

5

3

4

T H E  G E V I T Y  A N S W E R  B O O K      Growing	Your	Business
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motivated, encouraged 
and hungry.

A company is only as good as  
its top talent. And that talent  
needs to be

— Dan Baker, PhD
 What Happy Companies Know

Gaining Employee Commitment and Driving Outcomes
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Your Business
Running a successful business requires two things that are often in short supply at small 

to mid-size companies — time and money. From meetings to an overflowing inbox to 

payroll paperwork, the demands on your time may seem endless. And then there are 

the financial and time commitments involved in dealing with employee benefits and 

administrative hassles. But if you focus on efficiency in your HR practices, you’ll be able 

to balance time and money wisely. 

 

Manage	employee	benefits 

Smaller companies can afford to be competitive when it comes to retaining skilled, 

engaged and loyal employees. One way to do this is by offering them the benefits 

they desire, including health, welfare and retirement. Providing a comprehensive 

benefits package for your employees may be more affordable than you think. One 

way is to consider HR outsourcing, which can be a powerful aid in streamlining 

your business and offering savings opportunities through economies of scale.

In this section of the Gevity Answer Book, you’ll learn how small businesses like 

yours can offer employee benefits similar to those offered by larger organizations. 

You’ll find tips on how to be more efficient so that you can concentrate less on 

administration related to benefits and more on your growing your company.  
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 Profitability, what employees value and a commitment to your business

5  Using Time as an Ally in Growing Your Business 
 Creating the freedom and flexibility to grow your business

Make	the	most	of	time	management

The best way to ensure your company’s growth is to make time to focus on your 

core business. It’s an achievable goal if your HR practices are aligned with your 

company goals and your managers are efficient leaders. 

As your business grows, your managers’ time management and leadership skills 

become more important. How or when they delegate work can make a big impact 

on your company’s overall performance. Different projects call for different skills, so 

managers need to be flexible when it comes to their style of leadership to ensure 

they are making the most of their time and fully using their employees’ talent. 

This section explores proven techniques to help you make the most of your 

time and positively impact the bottom line. From figuring out which leadership 

behavior works best in a given situation to efficiently prioritizing your day, you’ll 

receive a variety of tips to consider. As a small to mid-size business leader, you will 

understand how efficient management practices can give you and your leadership 

team more time to spend on big-picture goals and objectives. 
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How can I manage  
the high cost of  
employee benefits?
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With the cost of benefits rising each year, providing a benefits package that will 

help you attract, retain and motivate talented people can seem like a daunting task. 

But with knowledge and planning, you can create a win-win situation for yourself 

and your employees. You can use benefits to meet the needs of your workforce and 

successfully compete with larger companies for top talent. 

As a business owner, it’s important to be aware of the ways you can manage costs 

and attract top hires, including:

Using innovative benefits approaches that may help you save money

Taking advantage of technology to keep administrative costs down

Offering cost-effective retirement benefits

Consulting experts for administrative and communications needs

Of course, there’s no requirement to provide a good benefits package, but if your 

company doesn’t offer one, top-flight talent may head for the door.1 Making 

an effort to understand the choices and communicating them clearly to your 

employees is a good first step in keeping costs under control and getting a better 

return on the money you invest in benefits.

•

•

•

•

Building Employee  
Satisfaction While  
Managing Costs
Profitability, what employees value and  
a commitment to your business

4.

Seventy-five percent of US workers consider a health 
plan to be the most important employee benefit in 
the workplace, according to a survey by the National 
Business Group on Health.
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More choice and greater control over one’s 
health plan are characteristics of a consumer-
driven health care marketplace.�
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Control	costs	with	innovative	plans 

Because the cost of health care can be so significant, the shift towards consumer-

driven health care has become increasingly common. What is consumer-driven 

health care? The National Center for Policy Analysis defines it as a health plan in 

which individuals have a personal health account, such as a health savings account 

(HSA) or a health reimbursement arrangement (HRA), from which they pay medical 

expenses directly (Consumer Driven Health Care: The Changing Role of the Patient).

The phrase may refer to defined contribution health plans, which allow employees 

to choose among various plans, often with a fixed dollar contribution from an 

employer. Those who opt for plans with rich benefits may have to contribute a 

significant amount of their own money in addition to an employer’s contribution. 

Those with more basic coverage contribute less of their own money. Consumer-

driven health plans often feature a wellness component to promote preventive care. 

The plans offer savings by affecting health plan utilization.

“Put simply, utilization is the way people use their health benefits — and it’s one of 

the key drivers in the rising costs of health insurance,” explains Ron Krupa, Director 

of Benefits at Gevity. 

“For any given health plan, an insurance provider collects a fixed dollar amount in 

premiums — no matter how many times you go to the doctor. With every doctor 

visit, the insurance company has to pay the health care provider a fee. People 

typically go to the doctor more frequently if they have a health plan that has a low 

copayment for a visit to their doctor’s office. If it only costs $10 or $15 dollars, they 

may even go when it’s unnecessary.”
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Reform in the works

With the number of uninsured 

standing at nearly 46 million and few 

expectations that federal officials will 

dramatically improve the situation, 

a growing number of states are 

taking action on their own. In 

Massachusetts, the governor signed 

landmark legislation designed to 

guarantee health insurance for every 

resident, making the state the first 

in the nation to mandate universal 

coverage. The law requires residents 

to buy health insurance or give up 

their individual state tax exemptions. 

Those who don’t buy insurance 

after the second year will face newly 

created fines. The state is working 

with private insurers to develop 

low-cost health plans. The uninsured 

poor will receive subsidies and 

sliding-scale premiums for coverage. 

Other states are exploring ways 

to mandate health care coverage, 

reports the National Conference of 

State Legislatures.3

An exclusive, in-depth Kaiser Permanente-sponsored 
survey of businesses found that

Building Employee Satisfaction While Managing Costs
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more than 70% believe the health 
care system needs some major 
changes and 14% think it needs  
to be completely changed.

“There’s a tipping point with this scenario. If 

you go to the doctor so many times that your 

insurance company has to pay more to the 

doctor than you pay your insurance company 

in premiums, the insurer is going to lose 

money. When that happens, the insurer has  

to raise rates across the board to try and 

recoup costs,” says Krupa.

“What we’ve seen over the past several years 

is that people aren’t as quick to run to their 

doctor when the cost of an office visit is 

increased. They may try an over-the-counter 

medication first or wait a day or two to see if 

they feel better before making an appointment. 

They may also utilize carrier-provided resources 

such as a nurse help line or online medical 

information. This helps reduce utilization, 

which can help keep health care cost increases 

in check.”



44

T H E  G E V I T Y  A N S W E R  B O O K      Streamlining	Your	Business

Consumer-driven health plans provide people with economic incentives to make 

wise decisions about their health care choices. The plans do not hide the true 

cost of the visit behind a low copayment. A plan that covers preventive care and 

wellness programs without a copayment can help people learn how to avoid 

expensive medical procedures down the road. By taking a proactive approach to 

their individual health, consumers — and their employers — can save themselves 

money. When insurance companies aren’t faced with paying more than they’re 

taking in, everyone wins.

How do you know consumer involvement in the health care process can save 

money without comprising quality of care? Aetna recently announced the results  

of its broadest study of consumer-directed health plans to date. A review of 

four years of data from 1.6 million Aetna members to determine the impact 

of consumer-directed health plans showed lower medical costs, maintained or 

improved levels of chronic and preventive care, and increased usage of generic 

medications and consumer tools and information.5 

 

Manage	benefits	costs	with	technology 

In a recent Institute of Management Administration (IOMA) survey, HR and benefits 

managers weighed in on how they plan to control the cost of benefits as their 

organizations grow. The survey drew responses from hundreds of companies 

nationwide. The top choices by survey participants — particularly small businesses 

— included getting more out of existing benefits technology, automation and 

functions like employee self service without spending more and using outside 

benefits administration services.

It may seem hard to believe that you can get more without spending more. But 

companies are finding ways to lower their costs by increasing their use of benefits 

technology, automation and employee self service. Using technology can reduce 

data entry, paperwork and tracking, and that can save you time and money. 

Consider choosing an HR partner that can provide robust technology without the 

upfront investment and ongoing maintenance.

Remember, the cost of premiums isn’t the only thing that makes benefits 

expensive; the cost of administering benefits has to be factored in too. Making 

good use of benefits management automation is a critical best practice. If your 

business hasn’t made this investment in technology, it’s a good idea to consider it. 

It can definitely pay off in the long run, and you can use the time you currently 



45

Building Employee Satisfaction While Managing Costs

spend on administration to focus on your business. (See question 6 on page 63 for 

more time-saving tips on dealing with employment-related administration.)

According to the �007 Aberdeen Group research report, Benefits Management 

Benchmark: Technology Automation and Employee Self-Service, benefits management 

automation is essential for developing four critical capabilities:

 1. Faster transfers of enrollment information to benefits carriers

 �. Significant savings in time required for data preparation and data entry

 3. Improved employee satisfaction with benefits information access  
    and comparison of choices

 4. Reduction in information errors in benefits enrollments

The Aberdeen study is based on a survey of 137 companies of all sizes. 

Organizations that achieved these four results through an automated benefits 

management process stood out from the others. They were able to decrease  

their cost for benefits, lower overall HR administration associated with benefits,  

and improve their ability to attract job candidates and retain employees.
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Offer	retirement	benefits 

Retirement benefits are a great way to help employees build future security. They 

are also an excellent way to attract quality hires. There are many different types of 

retirement plans available to individuals and companies. Among the most popular 

are 401(k) plans, which allow employees to place tax-deferred contributions in an 

account, often with a contribution from the employer.

There may be advantages for both you and your employees when you offer a 

retirement plan. The small business tax credit for new pension plan start-up costs 

was made permanent by the Pension Protection Act of �006. If a small business 

(defined as 100 or fewer employees) begins a new eligible plan, it can receive a tax 

credit of up to 50% of the first $1,000 of qualified start-up costs for each of the first 

three years of the plan. 

Consult	the	experts 

As a business owner, you didn’t start your company to become an expert on 

benefits and spend your time dealing with administration. But it’s common for 

many business owners and managers to end up doing just that. 

Looking to outside experts to help manage your benefits is another way to hold 

down costs. It can save you money through cost containment, and it can help you 

become a more efficient manager by giving back time you currently spend dealing 

with administrative hassles.

Businesses that streamline administration increase business value up to 8%.6 By 

using external providers for benefits administration, you can decrease the stress 

and effort associated with the process. You can also spend more time on your 

people and company rather than on paperwork.

You might think outsourcing your benefits or HR function is only an option for 

larger companies, but in fact it can be advantageous to companies of all sizes. 

Maintaining the right mix of internal and external activities related to benefits 

enrollment will ultimately make the process much more effective.7 

Also keep in mind that communication has become increasingly important for 

employers when they’re explaining changes to their benefits packages. Due to  

the complexity of the subject, sometimes it’s best to have professional support.

T H E  G E V I T Y  A N S W E R  B O O K      Streamlining	Your	Business
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Consider	the	good	news 

There is good news to report about benefits — especially health care. Businesses, 

government, consumer groups and health care companies are all working toward 

realistic — and attainable — solutions. They’re finding innovative approaches 

to streamlining processes, increasing efficiencies, improving quality of care and 

keeping people healthier in the first place.4 

You can also get help from an HR outsourcer. The right partner can give you  

the opportunity to offer benefits similar to the ones larger companies offer to their 

employees. This can help you compete for top talent — and win.

A proper mix of internal and external resources can give 
employees the support they need and lead to  
a smoother enrollment cycle.8

Real-life cases in brief…
C H A L L E N G E 

 

S Y M P T O M S

S O L U T I O N 

 

 

B U S I N E S S  
B E N E F I T

A system design software company had trouble competing 

with larger companies for talented employees, in part because 

they were not able to offer a similar benefits package.

Difficulty attracting and keeping great employees.

A partnership with an HR outsourcing company allowed  

the software company to offer a Fortune 500-style  

benefits package, including medical, dental, vision,  

disability coverage and a 401(k) plan.

The company is now able to compete with larger firms  

for talented employees.

While outsourcing employee support can be beneficial, 
the right mix of internal and external resources is 
crucial in determining satisfaction with the process. 
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Find	out	more	about	the	types	of	cost-effective	plans	that		
	 are	available.	Help your employees understand their choices.  
 Make sure they know they have a role in helping control costs.

Consider	taking	benefits	administration	off	your	plate	to	save		 	
	 money	and	time,	and	shop	around. Not all benefits administrators   
 charge the same fees. It’s worth it to take time to find the right one —  
 you might be able to save a lot more than you think.

Tax	credits	for	costs	associated	with	starting	retirement	plans		
	 such	as	a	401(k)	plan	may	make	it	possible	for	you	to	offer	this		
	 benefit	to	your	employees. There is more information via IRS Form 8881,  
 Credit for Small Employers Pension Plan Start-up Costs, on the IRS website. 

Consider	how	HR	outsourcing	can	provide	you	the	opportunity		
	 to	offer	a	top-notch	benefits	package. This includes a 401(k) plan that  
 can help you compete for the best employees.

•

•

•

•

ACTION PLAN:A c t i o n 	 p l a n :

1

�
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3

4
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Xylo, Inc.’s survey of more than 
one thousand workers identified 
that 74% placed greater value  
on benefits and an enjoyable  
work environment than salaries 
and bonuses.

Building Employee Satisfaction While Managing Costs
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How do I find time to  
grow my business?
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There are many schools of thought on time management. Tips, books and  

seminars aside, one thing rings true when time management is applied to  

business — if you properly manage your time by being an effective leader and 

prioritizing important tasks, you can stay focused on growing your company  

and achieving long-term objectives.

One way to use time effectively is to apply it to improving employment 

management. Like the effects of a stone dropped into a pond, the positive impact 

on employees moves outwardly to produce benefits at the operational level,  

at the financial level and at the market level. 

There are specific ways and techniques to manage time that may help you  

become more efficient:

Adapting your leadership style to the situation

Focusing on what’s really important

Is time management worth your time? If it leads to better management  

practices and helps you stay focused on vital issues like business growth, it is.  

In fact, businesses that optimize HR practices and maximize people and 

performance techniques can increase their value by up to 39%.1 It takes time  

to do it, but it’s time well spent.

•

•

Using Time as an Ally in 
Growing Your Business
Creating the freedom and flexibility  
to grow your business

5.

— Benjamin Franklin

You delay, time does not.
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Lead	by	situation

So how do you make time to focus on your business? It starts with being an 

efficient leader. Based on a widely accepted theory called situational leadership,  

a strong manager makes the best use of his or her time by recognizing that 

different situations call for different styles of leadership. For example, some 

employers micro-manage, guiding employees from step A to step B and frequently 

checking their work. This can be an effective approach when:

The task is completely new to your employee

You have reason to be uncertain about your team member’s ability  
 to carry out the assignment

Your employee lacks confidence and needs frequent oversight  

 and reassurance from you 

While closely managing may be appropriate in these situations, in general,  

research shows that a management style based on trust — in which employers 

trust employees to get the job done right with less oversight — is more effective.� 

For employees who know what they’re doing, a manager who micro-manages 

every aspect of a project may end up wasting time and actually impeding progress. 

The bottom line is that it’s important to select the appropriate management  

style for the situation. 

•

•

•
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Strategies for optimizing  
your work day

Set your priorities. Be   

 conscientious about sticking  

 to your schedule.

Schedule time for reflecting,  

 doing, interacting and learning  

 in your work day.

Delegate, if and when   

 appropriate, both at work  

 and at home.

Break a project into actionable  

 pieces. Don’t procrastinate   

 because it can’t be done all  

 at once.

Identify and challenge anything  

 that could be wasting time and  

 effort for yourself or your staff.

Recondition the expectations  

 of others regarding your   

 availability; carry your activity  

 planner with you to help justify  

 why you — and not others —  

 should be prioritizing your   

 activities and your time.

Work in uninterrupted blocks  

 of time, when possible, to   

 optimize efficiency.

Clarify goals and priorities daily to  

 ensure your calendar is up to date.

•

•

•

•

•

•

•

•

No one style is considered optimal or desired for all leaders to possess in every 

circumstance. As an effective leader, you need to be flexible and capable of 

adapting yourself to the situation. However, most leaders tend to have a natural 

style, and you’ll be able to choose the best approach if you recognize your 

tendencies and adapt them accordingly.3

To further explore this approach to 

management, you can break leadership 

behavior down into four categories: directing, 

coaching, supporting and delegating. By 

understanding the four behavior categories 

and determining which one best applies to 

your situation, you’ll be more effective — and 

you’ll have more time:

Directing	leaders define the roles   

 and tasks of their employees and 

 supervise them closely. Decisions  

 are made by the leader and    

 communicated to the employees.

Coaching	leaders still define roles  

 and tasks but seek ideas and   

 suggestions from their employees.  

 Decisions remain the leader’s  

 prerogative, but two-way  

 communication is encouraged.

Supporting	leaders pass day-to-day  

 decisions, such as task allocation   

 and processes, to their employees. The  

 leader facilitates and takes part in   

 decisions, but control is shared.

Delegating	leaders are still involved  

 in decisions and problem-solving,  

 but control is with the employees.  

 They decide when and how the leader  

 will be involved.

•

•

•

•
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Identify	what’s	important

In addition to developing leadership skills so 

you can make the best use of your employees’ 

time, it’s also important to manage your 

time effectively. “Many have tried to conquer 

time management,” explains Dan Baker, 

psychologist and author of What Happy People 

Know. There’s an entire industry around time 

management skills, and you could spend an 

enormous amount of time wading through  

the advice. But there are also basic approaches 

you can personally apply to help run your 

business more efficiently today.

Dr. Baker recommends a simple approach: 

setting priorities as a time management tool. 

Simply stated, put your time and effort into 

what is most important. It sounds obvious,  

but unless you think carefully about where 

you’re spending your time, you can end up 

wasting a significant portion of your day on 

tasks that aren’t vitally important.

When it comes to setting priorities, the 

technology we appreciate for its time- 

saving features can sometimes become our 

biggest challenge. For example, the ability  

to prioritize extends to your ever-growing 

inbox. Approaching your email strategically 

can help you better optimize your time.

Tackling your inbox

Here are some strategies to help  

you deal with your inbox:

Start at the top. 

Deal with one item at a time. 

Never put anything back into ‘in’. 

If an item requires action, do it  

 if it takes less than two minutes.  

 Otherwise, delegate it or defer it.  

 If not, file it for reference, throw  

 it away, or incubate it for possible  

 action later. 

The two-minute rule: If it would 

take less than two minutes to do 

something, just do it right away.  

Two minutes is a guideline, roughly 

the time it would take to defer the 

action formally.4

•

•

•

•
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Real-life cases in brief…
C H A L L E N G E 

 

 

S Y M P T O M S

S O L U T I O N 

 

B U S I N E S S  
B E N E F I T

A start-up technology company founded by Silicon Valley 

entrepreneurs grew rapidly and found the associated increase 

in HR-related tasks a distraction that took them from their 

growth goals.

Less time to focus on core business.

Outsourcing the HR function streamlined HR  

processes and provided a more professional approach  

to employment management.

Company managers are now able to concentrate on growing 

the company and are more confident in their HR operations.
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Make	time	your	ally

Being an effective leader means being able to 

influence and motivate others to work towards 

a common goal, but it also requires the  

ability to know when to let nature take its 

course. Sometimes you have to know when 

to back off and stop trying to make things 

happen. That means developing bonds of  

trust with your employees so that you can 

count on them to get the job done without 

much direct oversight.

Bottom line? If you want to increase your 

business performance, enhance profitability 

and find time to grow your company, 

start with your employment management 

strategies. By influencing employees to 

maximize their performance, you can better 

manage your time and focus your efforts on 

your business. Remember, delegating the right 

work to the right people and setting priorities 

helps your company be more successful.

And when it comes to managing your own 

time, keep in mind that a simple approach  

may be best. Focus on what really matters. 

Fact: 

Leaders get things done through 

other people. 

Unfortunate fact:  

Most leaders are failing to get  

people focused on the right things. 

Result:  

Time and attention are often spent 

on nonessential, non-value-added 

activities. Think of the leaders you 

know. Include great teachers  

and coaches too. All of them  

have at least one thing in common:  

It’s how they use our time that  

makes them special. They make it 

valuable on multiple levels.5
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Understand	your	employees,	their	special	skills,	strengths		
	 and	weaknesses.	You can practice better management if you are 
 knowledgeable about the resources around you.

When	determining	how	to	manage	a	specific	project,	consider	the		
	 four	behavioral	categories	—	direct,	coach,	support	and	delegate.		
	 Apply the one that best suits your needs.

If	by	completing	a	certain	task,	you	will	get	immediate	outcomes		
	 that	positively	affect	your	business,	make	sure	that	task	is	high	on		
	 your	list	of	priorities.	Don’t devote large amounts of time to tasks that  
 aren’t critical.

•

•

•

ACTION PLAN:A c t i o n 	 p l a n :

1

�

3
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It may be that as human resource 
outsourcing becomes even more 
prevalent in organizations, it will 
be justified less as a cost-saving 
measure and more as a way to

— Society for Human Resource Management
 (SHRM)

improve the overall 
functioning of the 
organization.

Using Time as an Ally in Growing Your Business
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Performance
Administrative issues, employees who aren’t performing well, figuring out how to manage 

risks — these aspects of running your business can seem overwhelming. But think of it 

this way: These issues can either hold you back or, by addressing them head on, you 

can increase your ability to be agile and competitive. When you have solid plans in place 

for dealing with unavoidable administrative tasks, challenging employee situations and 

extreme scenarios like emergencies or natural disasters, you can focus more on the core 

elements of your business.

Deal	with	administrative	issues

You want to focus on generating revenue, not tasks that seem clerical in nature.  

Using technology to increase employee self-service can help you lighten your 

administrative load. 

Help your employees become more self-sufficient using online — and offline — tools 

and resources so that you won’t have to deal with W-4 changes, expense reports  

and benefits enrollment. This section of The Gevity Answer Book will show you  

that there are HR technology solutions designed to help businesses of all sizes 

optimize performance.

Address	mismatches	and	poor	performance	

When an employee isn’t performing well or doesn’t fit the organizational culture, 

it can be extremely costly to your business. The expense can manifest itself on a 

number of levels; it’s usually more than money. When you have an unhappy or 

disgruntled employee, that person can have a profoundly negative impact on the 

morale of your other employees. 

Optimizing BusinessOptimizing

Performance
Business
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Performance
6 Solutions to Business Processes and Compliance 
	 Time	and	resource	challenges	that	distract	from	your	core	business

7  Mismatches and the Need for Change 
 Navigating	the	process	of	change	with	respect	for	employees	and	your	business

8  Protecting Your Business and Building a Secure Future 
	 Establishing	a	plan	to	safeguard	your	business	investment	and	employee’s	futures

Sometimes the presence of a “bad apple” can lead to decreased productivity and 

increased turnover throughout the company. But by implementing and enforcing 

effective HR practices, your business can benefit from the potential for better financial 

results and overall company performance. And you will have a framework in place for 

dealing with challenging employees.

Manage	risk

So how do smaller businesses manage risk? It’s a fundamental question, especially 

when there are threats you may not even know you should be planning for. Not 

too many business people are well-versed in areas like litigation, disaster recovery, 

employee injuries and insurance plans. 

One of the goals of the Gevity Answer Book is to show you where it pays to be 

proactive. This doesn’t mean you have to become a risk management expert. But it 

does suggest that planning ahead can help you protect the assets — both material 

and human — that you’ve worked so hard to attain. Addressing what you can today 

and being prepared for what tomorrow may bring will result in peace of mind. 

Remember, you don’t have to face risk alone. There are many ways to get assistance 

when you need it. 

Optimizing Business
Performance

Business
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What’s the best way  
to deal with employee 
administration?
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Solutions to Business 
Processes and Compliance 

Time and resource challenges that  
distract from your core business

6.

As a business owner, you know the frustrations of trying to run your business while 

also juggling time-consuming administrative routines. You may spend up to �5% 

of your time doing employment-related paperwork.1 But you’re in business to 

generate profit — not to do administrative paperwork. 

How can you get out from under all the administrative chores and run your 

business more efficiently? Human resource (HR) technology can help. Employers 

who use an effective HR technology application enjoy a wide range of benefits — 

from more time for profit-generating activities to access to employee information 

and reports to help with regulatory compliance requirements. And studies show HR 

technology can reduce time spent on employee administration by up to 50%.�

HR technology is a general term. It means a range of software or online applications 

that provide automation and assist you with administrative tasks. Typically, 

these tasks include payroll, paid time off processing, benefits administration and 

employee record keeping. HR technology streamlines data and processes by giving 

you valuable management tools. It also gives employees and managers self-service 

functions, which means you and your staff don’t spend time making the minor 

information changes employees report — such as address changes. Employees can 

make them themselves.

You can ease the burden of administrative paperwork and improve data quality 

with a good HR technology solution. It can provide freedom from time-consuming 

HR paperwork and help you and your managers focus on profit growth, strategic 

planning and employee development. 
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How effective is the use of HR technology? Extremely effective according a report 

produced by the Society of Human Resource Management (SHRM).� The SHRM 

report found that 100% of the businesses surveyed with fewer than 100 employees 

had results that were either “successful” or “extremely successful.” Medium and 

large companies were not far behind.

If you don’t want to invest the time and resources to acquire in-house HR 

technology, outsourcing your HR function can be a good solution. With an HR 

partner, you can gain cost-effective access to advanced HR technology. You  

don’t have to worry about upgrades and maintenance; your HR partner takes  

care of that.

You can take steps to improve operational efficiency with HR technology by:

Learning what tasks HR technology can help you do

Exploring ways to implement HR technology at your business

Evaluating possible gains

While the benefits of HR technology are substantial, many small businesses either 

haven’t adopted HR technology solutions or they’ve implemented systems that 

don’t fully meet all their challenges. That means if you do find an effective HR  

technology solution, you can enjoy a significant edge over your competitors.

Learn	about	HR	technology	capabilities

Applications that help you manage administrative tasks and compliance issues 

are often called human resource management systems (HRMS) or human 

resource information systems (HRIS). These terms might sound like they’re 

designed for large companies with several thousand employees. But the truth  

is that they’re effective for businesses of all sizes. Their main purpose is to ease 

your administrative paperwork and compliance burdens so you can take care 

of business. 

•

•

•
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With an HR partner, your 
business can obtain a virtual 
intranet that everyone can use.

Employees are able to:

• Conduct online meetings

• View organizational charts

• Manage W-4s and direct deposits

• Update personal information  

 using self service

• Communicate with their  

 co-workers using instant   

 messaging function

Managers are able to: 

• Assign action items to their direct  

 reports and themselves

• Transfer employees from one  

 work group to another

• Manage their organizational chart  

 information and structure

• Process employee payroll

Administrators are able to:

• Create customized roles and  

 workspaces to increase employee  

 effectiveness

• Define work groups based on  

 manager-employee reporting  

 relationships

• Customize the site’s look and feel  

 to complement your business

• Manage news and other settings

Solutions to Business Processes and Compliance

If you spend a lot of time updating employee 

records and reissuing W-�s, giving self-

service abilities to your employees may 

be reason enough to use HR technology. 

Allowing employees to manage and view 

their important information can save time 

and money. Here are some of the self-service 

functions HR technology can provide:

Open enrollment for benefits

Life events enrollment for benefits 

New hires enrollment for benefits 

Communications (company  
 policies, etc.)

Direct deposit changes

Expense reporting and pay statements

Performance management

Personal information changes,   
 including address, marriage status, etc.

Time off requests (e.g., vacation)

Time reporting (hourly and exempt)

W-� viewing

W-4 changes (i.e., tax withholdings) 

•

•

•

•

•

•

•

•

•

•

•

•



Top 10 problems HR technology can eliminate at your business: 

10. My administrative routines and HR paperwork take too much time

9. Obtaining employee records is currently labor intensive 

8. There’s no real-time updating of employee information

7. My current HR processes aren’t user friendly

6. We don’t adequately document HR-related activities 

5. We don’t provide adequate HR training 

4. Our payroll is often inaccurate 

3. Our HR data editing processes create data integrity problems 

2. There’s too much data redundancy at my business — it requires multiple inputs  

 for a single transaction

1. There are no ad hoc HR reporting capabilities at my business

T H E  G E V I T Y  A N S W E R  B O O K      Optimizing	Business	Performance

Explore	ways	to	use	HR	technology 

Before you decide to use HR technology, think about which of your business 

functions you can automate — and how to implement an application. Because 

the range of capabilities and tools available through HR technology are broad, so 

are the applications that are available to address specific functions. HR technology 

implementation falls into several categories:

Commercial desktop applications, such as spreadsheets

HR management applications from licensed vendors

Technology developed in-house specifically for your company

Management solutions provided through an outsourcing relationship and                     

 accessed online

Some businesses use only the most basic technology — such as desktop 

spreadsheet applications to manage employee records. This may be the cheapest 

route, but it doesn’t provide much of an opportunity to take advantage of 

automation and self service. 

Other businesses use piecemeal applications licensed from multiple vendors.  

The disadvantage to this approach is that there may be compatibility issues 

between applications. Using multiple technologies that aren’t designed to work 

together can greatly decrease efficiency.

•

•

•

•
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Real-life cases in brief…
C H A L L E N G E 

 

 

S Y M P T O M S

 

 

S O L U T I O N

B U S I N E S S  
B E N E F I T

A golf club expanded and experienced seasonal variations in 

the size of the workforce. The company’s sole HR employee 

needed a more efficient way to bring new people on board, 

process payroll and manage other HR-related functions.

Seasonal influx of new employees dramatically increased 

paperwork for HR administrator, making it more difficult for 

her to address other HR issues.

HR outsourcing agreement gave the administrator access  

to a world-class HR technology platform that allowed her 

to efficiently process payroll, manage employee data, run 

reports, etc.

The golf club has a more efficient HR operation, and the HR 

administrator has the tools she needs to effectively serve the 

club’s HR needs.

Solutions to Business Processes and Compliance

Businesses that develop technology systems in-house require specialized outside 

expertise. The cost of building an in-house technology infrastructure and paying 

outside specialists could be far greater than a more capable vendor-licensed 

system. Plus, in-house systems may require expensive maintenance and upgrades.

For many businesses, an outsourcing relationship is the best solution. Outsourcing 

gives businesses desktop access to a wide range of HR technologies — and the 

technology is maintained and continually updated by the outsourcing partner.
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Evaluate	possible	gains

Employers surveyed for SHRM’s 2005 HR Technology Survey Report cited better 

information accuracy, shorter times needed to process information, less time spent 

on administrative paperwork, and the ability to manage the workforce with the 

same number of HR staff. 

The results of the report aren’t surprising. Automation and self-service functions 

reduce the time it takes to do payroll processing, benefits administration and 

employee record keeping.   

Fewer errors and accurate information also reduce the time spent on HR 

administrative duties. When you have less paperwork, you have more time to focus 

on business growth.

HR technology has advantages aside from time-savings. Increased accuracy in 

payroll, tax filing and employee record keeping greatly reduces your exposure to 

regulatory fines and penalties. Greater payroll accuracy also means fewer employee 

complaints. And more accurate record keeping offers peace of mind that business 

owners find invaluable. At the same time, the cost savings from improvements in 

record keeping and transaction processing drive higher profits. Industry studies 

repeatedly show these benefits to be the actual experience of business owners. 

Some findings include:

HR technology can reduce HR administrative time by 40% to 50%4

HR technology can improve business value by up to 6.5%5

Companies that automate their HR practices can produce HR    
 administration savings of up to 40%6

•

•

•
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Solutions to Business Processes and Compliance

Use	HR	technology	to	gain	a	competitive	edge

HR technology is widely under used, especially among smaller businesses. A large 

majority of small businesses surveyed by SHRM do not use employee self-service 

tools. Most limit their technology to desktop applications such as spreadsheets, and 

nearly 10% continue to use entirely manual, paper-based processes. That means 

you have an opportunity for a real competitive advantage if you do decide to make 

your operation more efficient with HR technology. 

— Gevity research,  
 adapted from Pfau & Kay: The Human Capital Edge, �00�

Practices that streamline  
administration increase  
business value by up to 8%.
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ACTION PLAN:A c t i o n 	 p l a n :

1

�

3

Compare	HR	technology	functions	that	are	available	and	the	
HR-related	tasks	you	currently	perform. Calculate the time you now 
spend doing tasks that could be automated.

Evaluate	the	ways	you	can	apply	HR	technology. Decide which  
application would make your business most efficient. 

Do	a	cost-benefit	analysis	—	determine	the	expense	of	a		
technology	application	relative	to	the	gains	you’ll	make	due		
to	increased	efficiency. Remember to factor in what you’ll gain by  
using the time you currently spend on HR administrative functions that  
will be automated.

T H E  G E V I T Y  A N S W E R  B O O K      Optimizing	Business	Performance
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According to the US Small  
Business Administration,  
business owners spend between  
7% and 25% of their time  
handling employee-related  
paperwork.

1 HR Technology: Leveraging the Shift to Self Service — It’s Time to go Strategic, Society for Human Resource  
 Management, March �005.

� GIGA Information Group.

3 Collison, J. (�005, March). �005 HR technology survey report. Alexandria, VA: Society for Human   
 Resource Management.

4 GIGA Information Group.

5 Bruce Pfau and Ira Kay, The Human Capital Edge (New York: McGraw — Hill, �00�).

6 Andersen Consulting (Accenture) — Human Resources Management Research.

Solutions to Business Processes and Compliance
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When an employee 
doesn’t work out,  
what do I do?
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Mismatches and  
the Need for Change 

Navigating the process of change with respect for 
employees and your business

7.

Most business owners dread the prospect of employee terminations. Whether it’s 

an employee leaving voluntarily, a “reduction in force” or layoff, or termination 

for cause, each situation is unique and requires a different set of responses. 

Termination for cause is the category the majority of business people really worry 

about. If you’re faced with having to end the employment relationship for cause,  

it can be incredibly stressful.

Ultimately, anyone who has to ask an employee to leave, especially for poor 

behavior or performance, confronts valid concerns. How do you address the 

termination with the employee? Will you face a lawsuit? Will the person  

react badly? 

With defined processes and procedures, the potential for adverse effects of 

a termination can be reduced. You can make any separation situation less 

complicated by:

Establishing performance expectations and policies upfront

Communicating effectively and often

Documenting adequately and acting decisively

Ensuring compliance with legal requirements

Using a checklist to cover the details

Before you move forward with asking an employee to leave for cause, one course 

of action is to make sure the employee fully understood the requirements for the 

position. Have you exhausted all other options?

•

•

•

•

•
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Termination is expensive. If you have 
engaged in effective HR practices, you have put a great 
deal of time, money and effort into creating a staffing 
plan, sourcing, recruiting and selecting employees. 
You also have spent a great deal of time and energy 
making sure that the employee is assimilated to your 
organization, trained in his or her job and developed for 
future opportunities. When that employee is terminated, 
all of that time, money and effort is lost.

—  Jerry Carbo  
 Employment law attorney and  
 Cornell University PhD candidate

T H E  G E V I T Y  A N S W E R  B O O K      Optimizing	Business	Performance

Take a good look at the problem. Is it an attitude problem, an ability problem, a 

communication issue or a leadership issue? It could be an external issue that you 

may be able to address through training, an Employer Assistance Program (EAP), 

job redesign or motivational techniques. 

Perhaps the problem could be solved by clarifying goals, providing leadership 

training or looking into grievance resolutions. By looking at all of your options, you 

may have an opportunity to salvage the investment you’ve made in the person. 

Otherwise, you’ll be in a much better position if you are prepared to handle 

terminations fairly and effectively.

Establish	expectations	and	policies

Employees need to see terminations as fair — especially in situations where 

performance or behavioral issues are involved. Having policies and procedures in 

place before you have to deal with firing an employee is the best way to make a 

challenging situation go as smoothly as possible. If you have a human resources 

(HR) professional on staff, the termination should be thoroughly discussed and 

coordinated with him or her. In smaller companies, employee termination decisions 

are best made by a top manager or the business owner. 

An office policy or an employee handbook is the right place to document the 

expectations you have for employees. Provide this information to each person who 

joins your organization. Have new employees sign a document stating that they’ve 

received and read the company policies or handbook.
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Mismatches and the Need for Change

The best handbooks outline three key steps in dealing with employee performance: 

1.	 Your policy or handbook needs to state performance and behavioral    

 expectations clearly.

�.	 Make sure your policies lay out how you provide opportunities for an employee  

 to improve.

3.	 Review how your organization takes action when necessary.

Business owners who have these policies in place know how to handle performance 

issues when they arise.

Communicate	effectively	and	frequently

Communication with your employees is critical in all situations, including a 

scenario in which you have to terminate employment. It’s one of the best ways to 

set performance expectations, provide feedback and help employees grow. Clear 

communication can also help you if you’re trying to deal with an employee who 

isn’t working out for your organization. By laying out your expectations clearly, you 

may be able to shift behavior and performance so that you can avoid having to 

terminate employment. 

If you do end up needing to fire an employee and you’ve communicated the 

consequences of not meeting your expectations, the employee won’t be as 

surprised when you’re having that conversation.

When an employee leaves an organization, even if it’s voluntary, let the rest of 

your staff know what’s going on as soon as you can. Don’t let gossip or the rumor 

mill take over and do your talking for you. If you don’t communicate with your 

employees quickly and clearly, they may make up their own story, and it will spread 

throughout your organization.

Of course, no business wants to be faced with layoffs, but if they’re unavoidable, 

they can be an extremely complicated process to manage. Staff reductions can 

have an especially negative impact on morale, climate and culture — and are rife 

with legal landmines. If you are contemplating a reduction in force, you should 

consult with legal counsel. 
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Not all legal matters require a lawyer, 
but they do require understanding. 
Sometimes the best way to protect yourself and your 
business is to know where to go for assistance.

— Small Business Administration Online Small Business Planner

Real-life cases in brief…
C H A L L E N G E 

 

S Y M P T O M S 

S O L U T I O N 

 

 

B U S I N E S S  
B E N E F I T

A lighting agency experienced rapid growth, and had 

challenges handling the numerous HR issues that arose, 

including a problem employee.

The business manager was overwhelmed and was unsure of 

how to address the issue with the employee.

An experienced HR consultant provided guidance on  

employee counseling techniques and showed the business 

manager effective and compliant ways to document  

employee issues.

The business manager has more time to focus on the  

company and feels that the guidance she received on 

employee counseling and documentation helped reduce 

exposure to employment-related litigation.

T H E  G E V I T Y  A N S W E R  B O O K      Optimizing	Business	Performance

Communication is a critical element in a down-sizing situation. Choose the best 

communication plan for your down-sizing scenario. For example, you may want 

to send out an email or leave memos on desks. Another option is to communicate 

in person. Hold town hall-style meetings, listen to the concerns people have and 

re-emphasize your mission, vision, values and the goals for your organization. Let 

people know how they fit into the bigger picture of your company, and you can 

ease the discomfort for everyone — yourself included. 

“If you have to let people go, do it the right way,” says executive coach Steve 

Robbins. “Do it in person, help employees find new jobs, and don’t forget to pay 

attention to the pink slip survivors. Most of all, be upfront, clear, and truthful.”
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Avoid termination — resolve 

employee disputes 

Along with terminating an employee 

or having to deal with layoffs 

because the company is facing 

hard times, business owners dread 

having to deal with disputes between 

employees. Often complicated and 

usually emotionally charged, conflicts 

range from extreme situations, like 

sexual harassment, to less difficult 

interpersonal conflicts. Regardless 

of the type of clash, managers 

need strategies for addressing these 

situations head on. 

When conflicts are extreme — like in 

harassment cases — make sure you 

know where to get legal advice. This 

doesn’t mean you should overreact, 

but you do need to be proactive. 

Otherwise, an uncomfortable 

working environment can result,  

and productivity and customer 

service may be affected.2

A good way to deal with any type 

of dispute is to face it. Do not try to 

ignore it. It will not go away on its 

own. In some cases, you may not 

even know what’s happening, but 

once you catch wind of a difficult 

situation, find a way to discuss it 

with the parties involved and come to 

some kind of resolution. If you don’t 

address it, you may be increasing 

your exposure to legal action or you 

may have to terminate one — or all 

— of the people involved. 

Mismatches and the Need for Change

Taking the time to communicate with your 

remaining workforce during tough times 

— particularly after a layoff — helps to maintain 

productivity and morale.1 This doesn’t mean 

you should try to shift the focus away from 

difficult conversations, but you do have an 

opportunity to infuse your company with as 

much positive energy as you can. As a leader, 

it’s up to you to carry the torch for the future 

of your business, even though you may feel 

worn out by hard times.

Document	adequately	and	act	decisively

If you think you’ve made a hiring mistake, 

the best thing to do is to avoid allowing the 

situation to linger. Document your concerns in 

a timely fashion and meet with the employee. 

Give the employee details in writing that 

explain specific job responsibilities and the 

type of behavior you expect. Review it with 

the employee and outline a specific period 

of time the person will have to meet those 

expectations. Make sure you follow up; 

schedule another meeting at the end of the 

first conversation. 

Cover your bases with this kind of process, and 

if you are faced with having to fire the person, 

you will have the right kind of documentation 

to help you avoid misunderstandings that can 

lead to claims, complaints or even litigation. 

You’ll also feel better about how you handled 

things, and you’ll show your other employees 

that there is a process in place, which adds 

structure and credibility.
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Firing an employee for cause can be sticky,” 
says Gerry Goldsholle, an attorney and the founder and chief executive 
of FreeAdvice.com in Sausalito, California. “You’ve got to document 
your action, be upfront with the employee and, of course, be humane.

T H E  G E V I T Y  A N S W E R  B O O K      Optimizing	Business	Performance

Address	legal	issues

There’s no question about it: business people who are dealing with firing an 

employee worry about legal issues. It’s important not to make mistakes that can 

come back to haunt you later. It is essential that you are basing your decision 

on legitimate reasons, ones that you have carefully thought out and adequately 

documented.3 

While there is no guarantee of avoiding litigation — no approach is fail-safe — a 

good way to reduce your exposure is to make sure you’ve followed good processes. 

Take the time to look for the advice you need, and be proactive. Avoiding legal 

pitfalls is always the best scenario for any company. And while you want to act 

quickly when you’re dealing with employee relations issues, you also need to make 

sure you’re following the rules. If you have questions, consult with a qualified 

attorney. A few minutes with an attorney could be well worth the expense.
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Basic	termination	checklist

Immediately following departurePrior to departure

Computer access and passwords terminated

Necessary changes made to health benefits

Necessary paperwork filed

Transfer of projects and responsibilities 
completed

Discuss transfer of projects and 
responsibilities with remaining employees

Gevity White Paper, “Managing Employee Terminations: A Small Business Guide.”

Exit interview completed

Letter of resignation received

Keys or ID badges turned in

Computers and other equipment  
or tools turned in

Signatures and necessary paperwork 
completed

Important projects, tasks, files and 
information transferred

Prepare final paycheck

Determine final benefits status

Reconcile outstanding payroll issues 
(including vacation or paid time off, 
advances, loans, overpayments, etc.)

Use	a	checklist

When an employee leaves your organization, anything that can make the situation 

easier is worth your time. One way to take some of the stress out of the process 

is by having a set of guidelines, or a checklist, for how your company handles the 

details when employees leave — regardless of the reason. 

Mismatches and the Need for Change

Be	prepared	to	face	the	challenge	

Employment termination situations are rarely easy. But with the proper planning 

and forethought, you can make a difficult situation easier for all involved — 

including yourself. An HR partner can help you put the right tools in place to deal 

with this challenging situation.
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Make	sure	you	set	expectations	upfront	and	have	solid		
	 processes	in	place	to	deal	with	employee	terminations. Use an  
 employee handbook to establish expectations and a process for dealing  
 with terminations.

Remember	that	communication	with	employees	is	important	in		
	 every	situation. It is especially critical in an emotionally charged scenario  
 such as a termination for cause or layoffs. Communicating with those who  
 will stay with your company is the key to maintaining morale.

Document	every	step	of	the	employee	counseling	process.	That   
 way if you do have to terminate an employee, you’ll have adequate  
 documentation to illustrate that your expectations were communicated  
 and time was granted to meet them. If you have an employee with a  
 performance issue, address the situation in a timely fashion.

Consider	seeking	legal	counsel	if	you	have	questions	about	the		
	 proper	way	to	handle	an	employee	termination. Know when it’s  
 time to seek legal help. 

Use	an	employee	termination	checklist.	This will help you keep   
 track of tasks that need to be completed when employees leave. 

•

•

•

•

•

ACTION PLAN:A c t i o n 	 p l a n :

1

�

3

5

4

T H E  G E V I T Y  A N S W E R  B O O K      Optimizing	Business	Performance
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— William Felps and Terence Mitchell,  
 University of Washington Business School

Whether it’s an office 
bully, team slacker or  
a chronic pessimist,

a single employee can  
seriously damage an  
entire company.

1 Biondi, Catherine, PHR, “No News Is Not Good News: Communicating With Your Employees In Tough  
 Economic Times,” Society for Human Resource Management (�00�).

� Hastings, Rebecca R., “Conflict Management Contributes to Communication,” Society for Human  
 Resource Management Online Diversity Focus Area (�007).

3 Allbusiness.com, “When Can You Legally Fire Employees?” (April �007). Available online at  
 www.allbusiness.com/human-resources/workforce-management-termination/1517-1.html.

Mismatches and the Need for Change
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How do I manage risk 
for my business?
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Protecting Your Business and 
Building a Secure Future 

Establishing a plan to safeguard your business 
investment and employees’ futures

8.

Risks are everywhere. According to a recent study by Jury Verdict Research, the 

average jury award for employment practice liability cases was $�50,000. And 

that’s just one type of risk. You probably already know from experience that 

business owners face threats from every direction. Emergencies, natural disasters, 

regulatory requirements, employee injuries and employment-related lawsuits can 

make running a business challenging. 

Small businesses face the same risks as larger ones but generally do not have the 

same legal and risk management resources to address them. The good news is that 

you don’t have to go it alone. Risk management professionals and experienced 

human resource (HR) specialists can help you meet the challenges you face. And 

there are steps you can take as a business leader to address risks by:

Preparing for emergencies and disasters

Protecting your employees

Reducing exposure to legal claims

Addressing emerging risks

No business is immune to risk. But with risk management guidance, you can 

receive professional assistance with designing an effective plan of action to prepare 

for a wide range of situations. 

•

•

•

•
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Prepare	your	company	for	disaster-related	risks

Fires, storms, tornadoes, lightning and earthquakes take business owners by 

surprise every day throughout the world. Nothing can stop the forces of nature, 

but with preparation you can increase your chances of getting back to business 

quickly after a disaster. Here are some steps you can take before disaster strikes:

Consider	a	detailed	business	continuity	plan	— According to a   
 recent survey, 31% of small businesses don’t have a business continuity   
 plan.1 A business continuity plan gives you a blueprint to follow at a time  
 when you’ll need to focus all your attention and energy on getting back to  
 work. Your business continuity plan should include:

Post-emergency responsibilities for management and employees

Customer and vendor communications (to notify them of  
 temporary closure)

An alternate contact for your business during the disaster

A plan to temporarily stop the delivery of materials to your business 

A plan to receive large amounts of replacement stock to get back to  
 business after the emergency

A plan to secure legal documents by making copies and storing them  
 offsite/electronically

A plan to regularly back up computer files and secure them at  
 offsite locations

In general, a simple process for designing and implementing a business continuity 

plan works best.�

•

•

•

•

•

•

•

•
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Some businesses may need to plan an alternate facility to keep the business going 

during recovery so customers keep coming back. In some cases, manufacturing or 

packaging may need to be contracted out while your facilities are being restored. 

Remember, employees are affected by disasters too. Communicate your business 

continuity plan to your employees as soon as it’s established. Informing them of 

the plan in advance will allow them more time to prepare themselves and your 

business. It’s also a good idea to design a communication tree to inform employees 

of business updates — including closures and weather updates.

Review	your	insurance	policies	— Insurance documents aren’t the most  
 interesting thing to read, but it’s important to make sure you know the   
 basics, like what’s covered and whom you should contact. Here are key  
 provisions to review:

The name and phone number of your insurance company

Deductible amounts

What perils or causes of loss your policy covers, and what’s not covered

The types of records and documentation your insurance company  
 will want to see

Whether or not you’re covered for loss of revenue in the event of   
 business interruption due to disaster — and for how long

Take	inventory	of	your	assets — To fully recover your assets, you’ll have  
 to document them. Get pictures and videos of your goods and materials.  
 Make multiple copies of these and store them offsite.

Gather	accurate	contact	information — Keeping in touch can help   
 you weather any kind of storm. Make sure your business has updated   
 phone numbers of employees and vendors — and keep this information   
 handy. It’s also a good idea to keep the phone numbers of employees’   
 family members on file. 

Assemble	a	disaster	kit	— It pays to be prepared, and you can take the  
 first step by putting together essentials such as a flashlight, extra batteries,  
 a portable battery-operated radio, a first aid kit and emergency food and  
 water. These things may come in handy later.

Practice	and	prepare — As the old saying goes, practice makes perfect.  
 This is just as true for emergency preparedness as it is for piano lessons.   
 Periodic emergency drills are important since they can identify unexpected  
 problems, which are much easier to face before an emergency occurs.  
 Inviting local emergency response personnel to participate in your drills and  
 visit your facility is also a good idea.  

•

•

•

•

•

•

•

•

•

•
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We all hope it never happens, but when a disaster is imminent (such as an 

approaching storm), there are a number of things you can do to secure  

your business.

Monitor	the	weather — You’ll need to know exactly when to close  

 your business, so keep an eye on the weather. Once the decision is made,  

 immediately enact your business continuity plan. 

Secure	your	assets	and	building	— Protecting your place of business  

 can be time-consuming and labor intensive, so you’ll want to accomplish  

 as much as possible in advance. Here are some tips to keep in mind:

Water damage from blown out windows is a major source of loss;  
 place wood or metal covers over windows and doors

Secure first-floor doorways with sandbags, water resistant duct tape  
 and heavy plastic to protect your business from possible flooding

Inspect all emergency equipment (like fire extinguishers)

Move materials away from windows and doors, and raise equipment  
 from the floor 

Train personnel to shut down non-essential power, and designate  
 employees to execute shut-down procedures

Secure roof mounted items like HVAC, lights, signs, banners and  
 any other equipment 

•

•

•

•

•

•

•

•
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Protect	your	employees

Getting hurt on the job takes a personal toll as well as having financial 

consequences. It’s important to do everything you can to create a safer work 

environment. Risk management consultants can help you develop and refine an 

effective loss control program to reduce employee injuries, workers’ compensation 

claims and their effects on productivity and morale. You can also get a professional 

risk assessment to make sure you’re aware of employee-related risks your  

company faces.

In addition to protecting your employees from physical danger, there are steps 

you can take to keep them emotionally healthy. Employees may need additional 

relief to help them through trying times. An Employee Assistance Program (EAP) 

is a confidential, short-term counseling and referral service designed to provide 

professional guidance to help employees in times of stress or trouble. 

An EAP covers a wide range of personal and workplace issues that your employees 

may be facing. EAPs can help with:

Financial difficulties

Stress, anxiety and depression

Crisis intervention

Alcohol and drug abuse

Marriage, divorce and other relationship issues

Workplace reorganizations and layoffs

Parenting and other family matters

Violence or threats

Any other emotionally troubling issue

EAPs don’t just help employees — your employees’ families can get the help they 

need too. Employees and their family members (as well as dependents who are 

claimed for tax purposes) are eligible for EAP services. EAP counselors can help solve 

problems and locate additional resources as needed. 

As an employer, you benefit when your employees use an EAP. It can enable them 

to get productive again so you can get your business up and running shortly after a 

disaster. It can also help boost morale and help employees deal with personal issues 

that may affect their performance at work.

•

•

•

•

•

•

•

•

•
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Real-life cases in brief…
C H A L L E N G E 

S Y M P T O M S 

S O L U T I O N

 

 

 

 

B U S I N E S S  
B E N E F I T

A manufacturing company experienced an increase in minor 

work-related accidents.

Injured workers and a management team that was unable to 

determine the cause of the increase.

An experienced risk manager consulted with the company 

and performed an analysis of the circumstances surrounding 

the injuries. The risk manager noticed that the injuries were 

occurring among new employees and helped the company 

develop better training for new employees.

The company now experiences fewer injuries among  

workers and decreased exposure to associated costs and 

morale issues.

T H E  G E V I T Y  A N S W E R  B O O K      Optimizing	Business	Performance

Protect	yourself	and	your	company	from	legal	expenses

There are thousands of local, state and federal laws that govern relationships 

between businesses and their employees. That means regulatory compliance is 

something all business owners need to address. You’ll need to understand and 

abide by many employment-related regulations because just one incidence of non-

compliance can mean big trouble.

How do you stay on top of the many local, state and federal employment-related 

regulatory requirements? One way is to get help from an HR expert. Not only 

will this help you significantly reduce exposure to legal risks, fines, penalties and 

negative publicity, it will also enable you to focus more time on profit-generating 

activities while spending less time dealing with complex compliance issues.
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If you outsource HR to a full-service partner, you can take advantage of an array of 

services — including policy and procedure audits, risk assessments, guidance on 

regulatory compliance and the latest mandatory labor law posters, assistance with 

an employee handbook and an HR forms library. Here are some of the services you 

can expect:

Policy	and	procedure	audits involve a detailed review of your  

 HR-related policies and procedures. This determines how well your   

 business complies with laws and regulations in the states you operate in.   

 Audits enable HR professionals to identify gaps, recommend improvements  

 and implement better compliance practices. The end result is less exposure  

 to employment-related litigation and improved employee satisfaction  

 and morale.

Risk	assessments conducted by experienced risk consultants can help   

 you provide a safer and more compliant workplace. Consultants can review  

 your existing operations and safety programs, walk you through examples  

 of hazard-specific programs and provide management training. 

Federal	and	state	labor	law	posters that are updated regularly are   

 important because HR-related regulations change often. It pays to keep up  

 with the most recent changes. Professional assistance with displaying labor  

 law posters is another benefit that can reduce your risk of fines.

Employee	handbooks	can be tailored to your business and are a critical  

 way to reduce risk. A handbook outlining federal, state and company- 

 specific policies can significantly decrease your exposure to employment- 

 related litigation. 

•

•

•

•
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Be	ready	for	emerging	risks	to	your	business

You have workers’ compensation coverage in place to protect your employees 

— but are you ready for an expensive employee lawsuit or Equal Employment 

Opportunity Commission (EEOC) charge? No matter what type of industry you’re 

in, you face growing exposure to employee claims. That’s why it’s vital to protect 

your business with employment practices liability insurance (EPLI).

EPLI typically covers your business for claims of:

Wrongful termination

Sexual harassment and discrimination

Workplace torts such as slander

Employment-related emotional distress and invasion of privacy

Defamation

Retaliatory/constructive discharge

EPLI also may protect your company financially. It typically covers the costs of:

Judgments and settlements

Back pay and front pay

Defense expenses, including attorney’s fees and investigation costs

Pre and post-judgment interest

Protecting your company with EPLI makes sense. Besides the layer of financial 

protection it offers, EPLI may result in something priceless: additional peace 

of mind.

•

•

•

•

•

•

•

•

•

•
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Going without EPLI  

is risky business

Here are some examples that 

highlight the need for businesses to 

manage their EPL risks:

Thirteen current or former computer 

employees claimed employment 

discrimination on the basis of race 

and national origin. Employees 

claimed disparate treatment and 

hostile work environment. Amount 

of settlement: $635,000 (salary 

increases, enhanced promotional 

activities)

Eight employees filed a class action 

suit alleging sex discrimination by 

their employer in the handling of 

wages, promotions, pregnancy leaves 

and other conditions of employment. 

Amount of settlement: $600,000  

($5 million in legal fees)

Male senior regional attorney 

sued securities dealer claiming age 

discrimination and retaliation. He 

alleged he was fired for advice to a 

co-worker regarding his employment 

rights. Amount of verdict: $443,000

Protecting Your Business and Building a Secure FutureProtecting Your Business and Building a Secure Future

Meet	the	challenge	of	risk

Being an entrepreneur can bring great rewards, 

but nothing worth accomplishing is without risk. 

The good news is that there is much you can do 

to reduce risks and prepare for challenges. With 

the right planning, you and your company can 

weather any storm.
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Be	prepared	for	emergencies. Develop an emergency and business  
 continuity plan, and make sure your employees are ready to implement  
 it. Preparing ahead of time makes getting back to business easier if  
 disaster strikes.

Make	sure	you	have	current	programs	to	prevent	employee		
	 injuries	and	to	take	care	of	employees	if	an	injury	does	happen.  
 Remember that safeguarding their physical and emotional well-being is not  
 only the right thing to do, it’s good business.

Stay	on	top	of	changing	regulatory	compliance	issues. Be proactive  
 about displaying the appropriate labor law posters and complying with  
 local, state and federal employment laws. 

Be	ready	for	new	threats	on	the	horizon.	Consider adding a critical  
 layer of protection — employment practices liability insurance.

•

•

•

•

ACTION PLAN:A c t i o n 	 p l a n :

1

�

3

4
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In 2005, the EEOC  
received 75,000  
charges related to  
workplace discrimination.

Protecting Your Business and Building a Secure Future

1 Survey commissioned by HP (NYSE: HPQ) and conducted by GCR Custom Research.

� Survey: “Business Continuity and Availability Solutions a High Priority for Corporate Spending in �006,”  
 press release issued April 1�, �007.
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You may sell the best product or offer the most valuable service, but without the help 

of dedicated employees, your success isn’t guaranteed. Why? Because when it comes 

to sustaining and growing a thriving business, people are your best asset. You have to 

make sure your management practices focus on the people side of business, not just the 

administrative tasks. 

 

Encourage	communication	

Consistent, ongoing and open communication is critical to the success and  

growth of your company for a variety of reasons. First, it builds trust and  

credibility between leadership and employees, which improves retention and 

performance. Second, it is the best way to make sure everyone is aware of  

long-term company goals. 

This section of the Gevity Answer Book will provide you with proven tips and 

techniques you can use to enhance your communication efforts. Find out how 

effective HR practices incorporate communication strategies and why it’s important 

to keep a dialogue going. 

Defuse	conflicts	and	prevent	harassment	and	discrimination	

Most small to mid-size companies begin to see gaps in their existing HR 

management practices as the company starts to grow. That’s why it’s important 

to be proactive and implement policies to protect your employees, as well as the 

health of your business. Make sure company leaders fully support your policies. 

In this section of the Gevity Answer Book, you’ll discover how to properly implement 

harassment and discrimination prevention programs that are aligned with your 

business strategy, and also how to effectively roll them out. 

Maximizing People
and Performance

People and
Performance

Maximizing
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Create	a	culture	that	supports	growth	

Your leadership sets the tone for organizational culture, and employees follow 

accordingly. Today, based on research and expert opinions, companies recognize 

the need to create the culture they want as opposed to letting the culture form and 

then try to make changes. 

Discover why your employment management practices play such a large role in 

forming your company‘s environment and learn what you can do to create not 

only a positive culture, but one that’s poised for growth. Find out what you can do 

to build a culture that encourages risks and reaps rewards.  

Prepare	tomorrow’s	leaders	today	

While your leaders and managers may be able to efficiently handle all of your 

company’s needs today, are they prepared for the challenges of tomorrow? Taking 

a proactive approach to every aspect of your business is essential for its success. 

The best way to ensure your company’s continued growth is to consistently 

evaluate your long-term goals and future needs. If your key people receive the 

ongoing training and education they need, they will be prepared to take on 

additional responsibilities as your company grows. 

But choosing your future leaders can be a challenge. What are the traits of a 

successful leader? Does your company require more leadership or managerial skills? 

This section will help you identify and develop future leaders and outline the steps 

you can take to affordably train them. Developing your people is one of the most 

important things you can do to ensure your company’s growth and longevity. 

Maximizing People
and Performance

People and
Performance

9 Communicating What Matters Most     
 Embracing collaboration, a powerful tool for small businesses

10 Protecting Your Greatest Asset and Reducing Risks   
 Fostering trust and understanding for your business to thrive

11 What We Have in Common      
 Focusing employees on common values and business objectives 

12 A Framework for Better Performance    
 Employee growth and expanding roles
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Can employee  
communication practices 
help my business grow?
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Communicating What 
Matters Most
Embracing collaboration, a powerful tool  
for small businesses

Building a business is about building relationships, and relationships begin with 

communication. You know how important it is to have effective communication 

with your customers. It’s just as important to communicate effectively with your 

employees. After all, to your customers, employees are your company. 

You can implement effective communication practices by:

Establishing trust between top leaders and employees

Making sure your communication with employees is consistent

Interacting with employees regularly

If you create a culture where managers keep the lines of communication open and 

employees are engaged and realize that they are crucial to the company’s success, 

you’re making significant inroads towards your company’s continued growth. 

Set	the	tone	at	the	top	

Establishing trust between managers and employees is critical to any successful 

business. To build an effective communication strategy, make sure you align the 

leadership team at both the senior and managerial levels. Employees form their 

perceptions about an organization based on the following:

55% on leadership — what leaders say and do

30% on processes — what employees experience in  
 the organization

15% on formal media — via the intranet, newsletters, emails, etc.1  

•

•

•

•

•

•

9.
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How can communication practices help your business grow? According to a recent 

Watson Wyatt study, a significant improvement in communication effectiveness 

was linked to a �9.5% increase in market value. That’s a significant financial gain 

for any business. Also, the same study noted that organizations with engaged and 

committed employees show a 44% higher employee retention rate and are 50% 

more productive than organizations without an engaged workforce.� 

Be	consistent	in	your	communication	

Keep in mind that aligning and engaging employees with company objectives 

is not a single event; it’s an ongoing process. As a business leader, you’ll want to 

make sure employees understand how their work affects the company’s bottom 

line. One way to do this is by developing core messages that succinctly identify 

the company’s goals, as well as the employee’s role in achieving them. Then create 

opportunities to communicate these messages consistently over time. 

Ongoing, consistent communication is critical — even when there is nothing new 

or vital to communicate. This builds trust and credibility. Here are three items to 

consider when implementing your communication strategy:

Community	activities	coordinated	by	managers	— Plan activities   
 outside of the workplace that allow managers and employees to bond   
 and interact while working together to achieve something for the   
 community (bake sale, volunteer walks, etc.).

President-	or	CEO-driven	communication — Build trust between   
 company leaders and employees by holding leadership-hosted meetings,  
 lunches and distributing newsletters that provide additional opportunities  
 for the president or CEO to describe the company’s vision and strategy. 

Making	communication	a	component	of	managers’	performance		
	 measurement — Schedule regular, formal assessments of managers’   
 communication styles and skills to ensure key messages are being 
 communicated to employees.3

Another important factor to consider in your employee communication practices  

is this: Do your employees feel engaged at your business? Are their thoughts  

being heard? 

•

•

•
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Make soliciting feedback a regular part of 

your management routine. Remember that 

the ability to get feedback and respond to 

employee needs and ideas is important. In 

fact, The Employee Involvement Association 

found that each employee idea that’s 

implemented saves an average of $6,��4  

per year. 

Build	your	business	by	interacting	

Sometimes the simplest ways of getting 

feedback are the best. One way is to simply 

walk around. According to the Society for 

Human Resource Management (SHRM), 

employees prefer to get information from 

their direct manager or supervisor. And the 

channel of choice for receiving information 

and providing feedback isn’t grounded in 

formal or high-tech communication with the 

manager. In fact, the most effective channel 

for employees is the informal workplace  

“walk-around” — when managers visit 

employees at their workspaces and chat  

about work.

Communicating What Matters Most

Challenges to effective leadership

Based on a recent report by the IABC 

Research Foundation, the common 

challenges to effective leadership  

and management communication  

that emerged through the research  

included:

Leaders not being on the   

 same page — not communicating  

 consistent messages

Lack of visibility among leadership  

 — especially during tough times

Lack of employee trust in   

 leadership — leadership is  

 not credible

Managers not understanding their  

 role in communication — and/or  

 not having the skills or tools to  

 carry out the role

•

•

•

•
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Leaving your office and having a face-to-face conversation with your employees 

sounds easy, right? While it seems like a simple approach, many managers find 

this intimidating. Here are some points to consider so your walk-around serves its 

purpose and enhances your employee communication practices:

Get	out	of	the	office. Dedicate some time each week to get out and talk  
 with your workforce.

Leave	your	cell	phone	behind. Minimize distractions that can divide   
 your attention. You want to demonstrate courtesy and respect during your  
 time on the floor. 

Start	slow. Don’t feel the need to dive right in to your discussion even  
 if you have prepared an agenda. Use an icebreaker to ease into the   
 conversation. Weather and sports are perennial conversation starters that  
 put everyone immediately on the same page. 

Ask	questions. Actively seek information. Encourage questions about   
 things that are going well and what’s not going well. Use open-ended   
 questions that can’t be answered with a simple yes or no to get  
 dialogue going. 

•

•

•

•
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Real-life cases in brief…
C H A L L E N G E 

S Y M P T O M S 

 

	

S O L U T I O N 

 

 

B U S I N E S S  
B E N E F I T

A medical practice expanded through a merger. There was no 

common set of employee guidelines or policies.

The company had challenges functioning as a cohesive 

organization with different expectations and policies 

communicated to three groups of employees in the  

merged company.

The practice’s management team consulted with an 

experienced HR professional who helped them develop a 

comprehensive employee handbook to communicate the 

same policies and values to the merged team.

The practice set expectations that are the same across the 

merged organization, resulting in a more cohesive company.
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Drive	involvement. If you’re meeting with a work group, ask the   
 employees what they want to hear about. This simple technique will   
 provide you with topics for your next walk-around, and the employees will  
 come away from the meeting with a sense of involvement. 

Listen. Your goal is to learn. Learn about your team’s ideas and    
 perspectives about your business. Effective listening requires you to   
 focus on the person with whom you are speaking, clear your mind of   
 mental distractions and seek to understand (rather than question)  
 their perspective. 

Make	eye	contact. Look directly at the people with whom you are   
 speaking. Eye contact lets them know that you are listening — as does an  
 occasional nod and facial expression. 

Make	it	two-way	communication. When you’re asked a question  
 that you can’t answer, tell the employee that you don’t have the answer 
 but will get back to him or her. Be sure to get back to the individual  
 in a timely manner.

Be	honest. If times are tough, don’t sugarcoat reality. For example, if the  
 company lost a big contract, bring it up in your casual conversations. Ask  
 others for their opinions on the subject — or what they heard as the reason  
 for the loss.

Process	information. You may want to bring a small notepad with you  
 to write down questions or comments that you’d like to remember or that  
 require follow-up. You will learn some great new things about your people  
 and operations. 

Show	appreciation. When meeting someone or when concluding a   
 conversation and moving on to speak with someone else, thank people for  
 their time and their comments. 

Never	quit. Effective communication is a self-replenishing process. Your   
 walk-arounds are a catalyst for better conversations and relationships.   
 People may not be comfortable during the early months of this process.   
 But as they see you more frequently and notice your willingness to   
 be visible, comfort in the process will improve. As employees see your   
 commitment to getting information from them, finding out what’s on their  
 minds and answering their questions, your rapport will grow.4

Communicate	success	

When it comes to growing your business, you have a great opportunity to gain 

employee support for your goals by using effective communication practices. By 

keeping employees focused on the big picture and making them feel engaged and 

relevant, you can enjoy greater success and improve business growth. 

•

•

•

•

•

•

•

•
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Ten	key	principles	of	a	successful	employee	communications	program	
1.  Elevate	the	role	of	the	CEO.	The CEO is the role model for the management team. For 

this reason, it is critical that the CEO maintain a high level of visibility and credibility in 
relation to the employee communications program. Employees need to see clear evidence 
of support for the organization’s communications program.

�.  Elevate	the	role	of	senior	management.	Similarly, senior management serves 
as an extension of the CEO and a role model for the rest of the management team. 
Consistency, constancy of purpose and accessibility are critical, and the lack of these 
factors is a serious drawback to a successful program. 

3.  Create	a	communications	strategy. Establishing a focused communications strategy 
aids the communications process and ensures that employees receive and understand the 
information they need within the timeframe prescribed. 

4.  Use	multiple	communication	vehicles. Getting the right messages to employees 
is facilitated through a focused communications strategy that includes a variety of 
communication methods and tools. The possibilities are extensive and are generally 
influenced by organizational culture and technological sophistication. A variety of 
methods should be used to reinforce the message(s) over time. 

5.  Offer	communications	training. Basic training in fundamentals of communication is 
a prerequisite for all successful organizational communications programs. Such training 
ensures a consistent understanding of the organization’s communications philosophy, a 
common program language and clarification of roles and responsibilities in relation to  
the program. 

6.  Safeguard	credibility. If employees perceive a lack of consistency in what the 
organization does versus what it says, a credibility gap will occur that can have long-
lasting repercussions on employee morale and, in turn, productivity. Once this happens, 
it is often difficult to recover. Senior management can safeguard organizational credibility 
by giving straight answers to difficult questions. 

7. 	 Actively	listen. Listen first with the intention to understand; only then can you listen 
with the intention to respond. All too often we try to form a response in the midst of a 
conversation. Take time to listen with understanding. 

8.  Seek	input. People who care about their company want to talk about what they think,  
share how they feel and let you know their opinions on what should be done to resolve  
certain issues. 

9.  Provide	feedback.	Some companies conduct regular surveys of their employees to 
determine if their communications program is on track and if it is accomplishing what   
it was designed to do. Questionnaires and audits should be designed to periodically   
measure program success. 

10. Revisit	the	communications	strategy. Periodically revisit your overall 
communications strategy to assess where it is helping your organization to meet  
its goals and objectives and where it is falling short.5

T H E  G E V I T Y  A N S W E R  B O O K      Maximizing	People	and	Performance
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Senior management can safeguard 
organizational credibility by giving 
straight answers to difficult questions.
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 Pay	special	attention	to	leadership’s	role	and	the	tone	they	set		
	 for	the	rest	of	the	organization.	This is important because it trickles   
 down and has a direct impact on employee performance, especially in  
 smaller companies.

	 Make	sure	employees	understand	their	vital	role	in	the	company’s		
	 overall	success.	Helping employees understand the organization’s vision,  
 values, and culture is the primary goal as you implement employee   
 communications practices.

	 Think	of	your	employee	communication	process	as	an	ongoing			
	 process	to	make	it	successful.	As you build rapport, you and your   
 employees together will help your company grow and thrive.

	 Make	sure	face-to-face	interaction	with	your	employees	is		
	 part	of	your	communication	process.	It’s important to engage   
 employees directly.  

ACTION PLAN:A c t i o n 	 p l a n :

1

�

3

4



105

Communicating What Matters Most

1 Shaffer, Jim. “Memo to CEO From: The Director of Communication Re: The New State of Our   
 Profession.” Strategic Communication Management, 6 (4) (�00�, June/July): p. 14-�0.

 �  Izzo, John B. and Withers, Pam. Values Shift: The New Work Ethic & What It Means for Business. Prentice   
 Hall Canada, �000.

3 IABC Research Foundation, “Best Practices in Employee Communication: A Study of Global Challenges  
 and Approaches,” �005.

4 Dulye, Linda, Management Tools: Get Out of Your Office.

5 Weatherly, Leslie, “Effective Employee Communication Practices for Managers,” Management Practices 
 Series Part III, SHRM Research.

A Yankelovich Partners study of 
1,200 employees found they could 
improve their daily output by at 
least 26% if they received more 
direction, support and training.
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How do I reduce the  
risk of employee conflict 
and harassment?
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Protecting Your Greatest 
Asset and Reducing Risks 
Fostering trust and understanding  
for your business to thrive

— Cynthia Sandoval 
 Employment lawyer, California1

Email is the new frontier of harassment. At 
one company, someone sent his friend an 
email about ‘10 reasons why beer is better than 
women.’ His friend hit ‘send all’ by mistake.  
It cost that company a whole lot of money to 
deal with that problem.

Nothing can derail a healthy small business faster than the cost of an unexpected 

or unnecessary lawsuit. Everybody would like to avoid it, but simply hoping that 

employees are satisfied enough to forgo legal action is a risk, not a strategy. 

A good way to avoid litigation and reduce the risk of employee conflict is to adopt 

a proactive approach that is integrated into your management practices. You can 

begin by:

Reducing employee conflicts

Implementing a formal discrimination/harassment policy

Investigating discrimination/harassment reports appropriately

Communicating your policies and adding credibility by making it clear the  
 policies have the full support of your leadership team

•

•

•

•

10.
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In fiscal year �006, the Equal Employment 
Opportunity Commission (EEOC) received 
�3,034 charges alleging harassment as an 
issue. The EEOC resolved ��,408 charges 
alleging harassment in FY �006 and 
recovered $59.8 million in monetary benefits 
for charging parties and other aggrieved 
individuals (not including monetary benefits 
obtained through litigation).

If you evaluate and align your management practices to remove the sources of 

workplace conflicts and address discrimination and harassment, you can often 

resolve disputes before they escalate. 

Reduce	employee	conflicts	

Creating a proactive approach to reducing employee conflict can be broken down 

into a three-phase strategy:

Identify	the	primary	reasons	for	conflicts — Find out what fuels   
 conflicts between employees and/or management since conflict can result  
 in litigation. Determine whether there are systemic problems that may lead  
 to these conflicts.

Recognize	potential	legal	pitfalls — Evaluate your employment   
 management practices. You may be able to reduce employee conflicts by  
 making sure your management practices are on target.

Implement	conflict	prevention	tactics — Evaluate the effectiveness of  
 your existing policies and practices. Implement proven prevention tactics,  
 such as internal conflict management systems, open-door policies and   

 complaint procedures. 

It’s also critical to address discrimination/harassment. Harassment is defined as  

the unwelcome creation of a hostile work environment for an employee based  

on race, color, religion, sex, national origin, age, disability and any other  

protected category. 

•

•

•
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It is also important to address threats of retaliation. If not addressed properly, 

discrimination/harassment and related retaliation can result in hefty damage 

awards and an unproductive work environment. 

Implement	a	discrimination/harassment	prevention	policy		

While employers seek to maintain a harmonious environment where workers focus 

on their jobs and not their personal biases and differences, such conflicts far too 

often result in damaged employee relations, eroded productivity, costly litigation 

and worse.� For these reasons, it’s critical to have a coherent discrimination/ 

harassment prevention policy and complaint procedure in place so if an issue  

arises, you are prepared to take action quickly. 

Jerry Carbo, employment attorney and PhD candidate in the School of Industrial 

and Labor Relations at Cornell University, maintains that a successful harassment 

prevention program should consist of three elements: prevention, detection  

and remedy.

“Even if policies and procedures are in place, prevention is never 100% guaranteed,” 

he says. “That’s why detection and remedy are so important. The detection 

element is where a strong investigation strategy becomes increasingly critical. If 

a grievance is filed, the company must have resources in place to investigate the 

complaint and advise as to what remedial measures should take place.”

An effective discrimination/harassment policy should also include a specific method 

for reporting discrimination/harassment incidents. For example, you could outline 

a procedure employees can follow, such as:

Report incidents to your immediate supervisor 

If you’re uncomfortable speaking to your supervisor, report the  
 incident to any member of the management team to whom you feel   
 comfortable speaking or HR personnel

Having an HR outsourcing partner may provide an alternative reporting method —  

employees could approach the HR outsourcer to report a discrimination/

harassment incident.

•

•

Protecting Your Greatest Asset and Reducing Risks



Recognizing a hostile work environment

Hostile work environment harassment occurs when unwelcome comments or conduct based on 
sex, race or other legally protected characteristics unreasonably interferes with an employee’s 
work performance or creates an intimidating, hostile or offensive work environment. Anyone 
in the workplace might commit this type of harassment or discrimination — a management 
official, co-worker, or non-employee, such as a contractor, vendor or guest. The victim can be 
anyone affected by the conduct, not just the individual at whom the offensive conduct  
is directed.

Examples of actions that may create sexual hostile environment harassment include:

Leering, i.e., staring in a sexually suggestive manner

Making offensive remarks about looks, clothing, body parts

Touching in a way that may make an employee feel uncomfortable, such as patting, 
pinching or intentional brushing against another’s body

Telling sexual or lewd jokes, hanging sexual posters, making sexual gestures, etc.

Sending, forwarding or soliciting sexually suggestive letters, notes, emails, or images

Other actions that may create a hostile work environment, but are not sexual in nature, include:

Use of racially derogatory words, phrases, epithets

Demonstrations of a racial or ethnic nature such as a use of gestures, pictures or drawings 
that could offend a particular racial or ethnic group

Comments about an individual’s skin color or other racial/ethnic characteristics

Making disparaging remarks about an individual’s gender that are not sexual in nature

Negative comments about an employee’s religious beliefs (or lack of religious beliefs)

Expressing negative stereotypes regarding an employee’s birthplace or ancestry

Negative comments regarding an employee’s age

Derogatory or intimidating references to an employee’s mental or physical impairment3

When creating a discrimination/harassment prevention policy, keep in mind that the Equal 
Employment Opportunity Commission (EEOC) has set guidelines to minimize liability for 
unlawful harassment. The basic provisions should contain, at a minimum:

A clear explanation of prohibited conduct

Assurance that employees who make complaints of harassment or provide information 
related to such complaints will be protected against retaliation

A clearly described complaint process that provides various accessible avenues of complaint

Assurance that the employer will protect confidentiality of complainants to the 
extent possible

A complaint process that provides a prompt, thorough and impartial investigation

Assurance that the employer will take immediate and appropriate corrective action when it 
determines that misconduct has occurred�

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•
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Investigate	discrimination/harassment	reports	appropriately		

According to the Society for Human Resource Management (SHRM), employers are 

concerned about making sure they investigate harassment incidents appropriately. 

This is not surprising since legal exposure can result from a flawed investigation. 

Yet, regulatory instructions are vague, and the courts look at investigations in the 

context of all relevant circumstances on a case-by-case basis. 

A SHRM white paper titled, “Is There a ‘Standard of Care’ to Define a Reasonable 

Harassment Investigation?” addresses lessons learned from related regulatory 

and judicial findings. Below are recommendations for conducting harassment 

investigations that are likely to survive legal scrutiny:

Timeliness — An investigation is promptly initiated after an incident is   
 reported or observed, and there are no inappropriate delays in completing  
 it or responding to appropriate parties. 

Objectivity	and	credibility — As noted by the EEOC, investigations   
 must be impartial. The investigator(s) must be neutral, and no one with   
 a personal stake in the outcome should be allowed to exercise control over  
 the investigation.

Thoroughness,	accuracy	and	documented	consistency —   
 Investigative findings and corrective actions should be supported by   
 full, factual, relevant data. The investigation should be well documented   
 with balanced conclusions consistent with information disclosed  
 during the investigation and should be uncorrupted by irrelevant or   
 excluded information. 

Confidentiality — No employer can guarantee absolute confidentiality   
 in an investigation since it may be necessary to share some information   
 with others in order to advance the investigation, resolve the complaint or  
 reinforce prevention efforts. However, employers should conduct   
 investigations as confidentially as possible and share related information   
 with others on a need-to-know basis.

Closure,	corrective	action	and	follow-up — Logical steps following   
 the investigation include reporting findings to appropriate officials and   
 taking proper corrective action if violations are found. Selecting the   
 appropriate discipline for any violations uncovered is critical, not only   
 for prevention and corrective purposes but also for maintenance of policy  
 credibility. As with all discipline, corrective action for discrimination/   
 harassment should be proportionate to the severity of the offense  
 and should send a clear message about the serious consequences of   
 recurring violations.3

•

•

•

•

•
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Communicate	and	create	credibility	

Remember, as with most management practices, conflict and discrimination/

harassment prevention policies must be fully supported by your company’s 

leadership to be effective. 

“The biggest mistake I’ve seen companies make when they create a prevention 

policy is the lack of support demonstrated by the CEO or president,” explains Jerry 

Carbo. “You can’t treat these programs as some type of negative HR policy or they 

won’t have credibility with employees.” 

Carbo suggests communicating the policy openly, which goes a long way towards 

demonstrating leadership’s support. There are various avenues for communicating 

the policy — remember, an integrated approach is most effective: 

Post your policy on employee bulletin boards

Publish it on your company intranet

Issue the policy to every employee, include it in your employee  
 handbook and ask employees to sign an acknowledgment that they   
 received the policy

Publicize the policy in memos or include with paychecks

Reinforce the policy in management meetings 

Discuss the policy in employee meetings�

An effective way to illustrate leadership’s proven commitment to your policies, 

and to ensure their effectiveness, is by hosting company-wide training about 

your prevention program. Training sends a clear signal regarding your company’s 

position, thus building credibility with all employees. It also sends a message to 

your employees that they have an outlet to express dissatisfaction and resolve 

disputes without resorting to litigation. 

•

•

•

•

•

•
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Keep in mind that managers with employee-related decision-making authority 

need additional training beyond what is offered to all employees. It’s important to 

make sure you train these key employees to support your efforts to improve your 

workplace and reduce conflicts and harassment. 

Address	conflict,	harassment	and	discrimination	to	protect		

your	people	—	and	your	business 

Protecting your people is a challenge all employers face, but with the right 

procedures in place, you can take steps to reduce conflict, harassment and 

discrimination in your workplace. Take a proactive stance and treat the cause, not 

just the symptom. This means systematically assessing all of your management 

practices and implementing prevention programs that are visible and clearly 

supported by company leadership. By taking this approach, you can find the weak 

links and strengthen them, thus reducing the risk of unexpected litigation and 

creating a more positive, productive work environment. 

Protecting Your Greatest Asset and Reducing Risks

Real-life cases in brief…
C H A L L E N G E 

 

S Y M P T O M S 

S O L U T I O N 

 

B U S I N E S S  
B E N E F I T

A California-based company was required by state law to 

provide employees with training on workplace harassment 

and discrimination prevention.

May experience difficulty successfully defending claims and 

may also experience increases in claims.

An HR outsourcing company provided the organization 

with an online training course for employees and managers. 

Employees who completed the course received certificates.

The company is now in compliance with state requirements 

for employee and manager training. Training may also reduce 

exposure to discrimination/harassment claims by providing 

information on proper handling of discrimination/harassment 

issues.
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	 Be	proactive.	Identify reasons for conflicts, evaluating your    
 employment management relationships and implementing proven   
 prevention practices.

	 Remember	that	prevention,	detection	and	remedy	are	important		
	 They are the three most important aspects of an effective harassment/  
 discrimination policy. 

	 Make	sure	employees	have	a	way	to	report	incidents	and	that		 	
	 reports	are	promptly	and	appropriately	investigated.	All employees  
 should know how to report discrimination/harassment prevention, and all  
 reports should be investigated as appropriate.

	 Incorporate	prevention	policies	into	your	employee		 	 	
	 communications	to	build	credibility	and	promote	awareness. It’s  
 important that employees see managers taking the policies seriously.

ACTION PLAN:A c t i o n 	 p l a n :

1

�

3

4
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1 “The Cost of Compliance,” San Francisco Chronicle, �8 October �005.

� Federal Communications Commission, Understanding Workplace Harassment,  
 http://www.fcc.gov/owd/understanding-harassment.html.

3 Corrie Fischel, J.D., Ann J. Willson, SPHR, and Rhoma Young, Unlawful Workplace Harassment:  
 An Ongoing Employer Challenge, SHRM,  
 http://www.shrm.org/hrresources/whitepapers_published/CMS_005303.asp.

— Gevity research adapted from Pfau & Kay,  
 The Human Capital Edge, 2002

Businesses that optimize HR 
practices and maximize people 
and performance techniques  

increase their value  
by up to 39%.

Protecting Your Greatest Asset and Reducing Risks
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How do I create a positive 
business culture and  
encourage growth?
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What We Have  
in Common
Focusing employees on common values  
and business objectives

Companies with strong organizational cultures enjoy higher retention rates, 

increased profits and sales, and are better suited for growth, according to  

research.1 It’s important for all companies to cultivate a positive culture, one  

where employees are excited about their jobs and perform to their full potential. 

But if growing your company is also an objective, the culture you build should  

be not only positive, but innovative as well.

If you want to elevate the working environment at your company, create a positive 

workplace culture by:

Setting a positive tone

Building positive relationships 

And if business growth is on your agenda, make sure you also create a culture that 

promotes expansion by:

Encouraging innovation

Learning from experience

So what shapes your company’s culture? As a business owner, your management 

practices are a primary factor. If you take the right approach, you can create a 

positive culture that enhances company performance. You can also promote  

your company’s growth by using management practices that reward innovation 

and learning. 

•

•

•

•
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Set	a	positive	tone	

In small to mid-size companies especially, leaders set the tone for practically every 

aspect of the business, which is why it’s critical for owners and managers to set 

the right tone. According to Larry Fehd, CEO and founder of Human Performance 

Strategies, LLC (HPS), when it comes to forming your company’s organizational 

culture, perception is reality:

“Leaders need to realize that ‘the audience is listening’ at all times. No matter 

what they do, employees are observing everything,” he explains. If leaders don’t 

communicate their intentions, employees are left to form their own opinions. 

“Culture is like granite,” Fehd says. “Once it’s formed it becomes a huge mass. If we 

aren’t deliberate about forming it, then we spend years and years chipping away 

at it. That’s an expensive and time-consuming process. A company’s culture will 

evolve randomly if leaders aren’t deliberate about their intended objectives.” 

To ensure you are creating a positive culture by setting the right tone, Fehd 

suggests the following: 

Communicate	honestly	and	openly	— Whether it’s good news,   
 bad news, challenges, customer gains or customer losses, make sure your  
 employees know what’s going on.

Create	a	compelling	vision,	mission,	goals	and	metrics — Convey  
 your company’s vision and mission in simple terms so employees can fully  
 understand them and remember them. Also, provide a clear idea of how   
 the company is doing.

Make	sure	employees	understand	how	they	impact	success —  
 All employees must fully understand the significance of their contributions  
 to the success of the business.

Focus	on	the	strength	of	individuals	and	their	unique	talents — 
 Often, managers focus on what people aren’t doing. It’s more effective   
 to focus on what people are doing well. Rather than focusing on weakness,  
 make sure employees are in positions where they can excel.

Challenge	mediocrity — A culture can only be positive if it is fair. You   
 need to be able to hold people accountable.

By taking these steps, you’ll be well on your way to creating a positive company 

culture where employees and your business thrive.

•

•

•

•

•
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Build	positive	relationships	

Your company’s culture is based on the relationships your organization forms with 

its employees, according to experts in the industry. In the book Small Giants, which 

describes the unique culture of 14 smaller companies that are widely known for 

excellence, author Bo Burlingham says the relationship between the employees 

and the company is the key. It is the entire basis for the enthusiasm and dedication 

employees exude. “You can’t have the second without the first,” he explains. 

Burlingham says the only way you can truly build and sustain growth is if a  

significant majority of your employees love working for you; feel valued, 

appreciated, supported and empowered; see a future full of opportunities for  

them to learn and grow, feel great about what they do, whom they do it with  

and where they’re going.

How do you cultivate a positive relationship with employees? Burlingham observes 

that companies with positive cultures become, in effect, “a business as a social 

institution.” The basic building blocks of a positive culture mirror those of a civilized 

society in that employees are treated “in the way that the founders and leaders 

thought people ought to be treated — with respect, dignity, integrity, fairness, 

kindness, and generosity.” 

What We Have in Common

Real-life cases in brief…
C H A L L E N G E 

S Y M P T O M S 

 

S O L U T I O N 

 

 

B U S I N E S S  
B E N E F I T

A telemarketing firm experienced high turnover and low 

motivation.

Problems retaining qualified employees and managers 

occupied with recruiting and training new employees instead 

of growth.

An experienced HR consultant helped the company develop 

better hiring and training practices, including evaluation 

techniques and the implementation of role-playing in 

employee orientation.

The firm has a higher level of employee engagement and 

expects to be able to spend more time on core business 

rather than recruiting and training new employees.
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Learning	to	lead
Leadership can be a learned skill that improves with experience and intention. According 

to Society for Human Resource Management (SHRM) research, there are a variety of things 

leaders can do to build the foundation for a positive workplace environment. 

Be brave 

Sometimes leadership simply takes courage. Taking risks is something most employers are 

uncomfortable with, but not taking a chance means that improvement will never occur. 

Validate HR

Make sure you demonstrate that your HR management practices are important to your 

company’s growth and success. Engage your employees by asking them what they value 

most and use what you learn to improve what you offer as an employer.

Lobby for a positive culture

Build alliances with your managers because they can help move the positive culture initiative 

further. Remember, managers are part of the leadership team, so their actions and beliefs 

must be aligned.

Model a positive culture

Staffing, employee development, employee relations, compensation and rewards — all of 

your management practices must support a positive culture. Regularly examine each area to 

ensure this focus is being met.

Evaluate and improve

Implement measures to review the state of the culture. Employee surveys done correctly can 

tell a lot, but so can a review of exit interviews and even lunchtime chatter. Observing how 

employees participate and engage in their jobs, how productive they are — even how clean 

they keep their work environment — can tell much about the culture.

Communicate successes

Providing information on bottom-line results will reinforce the value contribution and keep 

your employees’ goals aligned with company objectives.�
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Great leaders invite  
creativity and innovation,  
they don’t impose it.
— Larry Fehd
 CEO and founder, Human Performance Strategies, LLC.

Encourage	innovation	to	promote	growth	

If growing your business is a goal, you’ll need to cultivate not only a positive 

culture, but an innovative one. What makes a business culture innovative? It’s 

defined by attitudes toward creativity, risk-taking and failure. 

To promote growth, make sure you create an environment in which employees feel 

safe to share new ideas and express them openly. Let employees know that coming 

up with new ideas and expressing them is a desirable and welcome behavior, not 

something that will reflect negatively on them.

For example, in a meeting, make a point to listen closely and consider others’ ideas. 

You want to make sure that if someone on your staff has a great idea, he or she 

feels free to share it without worrying that if the idea doesn’t pan out, his or her 

career may suffer. This will allow you to fully leverage your employees’ knowledge 

and skills. 

Learn	from	experience	to	grow	your	business	

Another way to create a growth culture is to allow employees to learn  

from experience: 

“In a culture where risk-taking is encouraged and safe, employees who take smart 

risks should be acknowledged rather than penalized, even if the goal was not 

completely achieved,” explains Larry Fehd of HPS. “Risk-taking and the inevitable 

mistakes in the process should be acknowledged, and the learning should be 

leveraged, no matter how small the gain.” 

What We Have in Common
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Fehd suggests that to encourage learning from experience, leaders communicate 

an understanding that errors sometimes occur and are just part of the process. 

However, they also need to emphasize that repeating errors is not. These messages 

ensure that creativity and innovation will continue to thrive, even if some ideas 

miss the mark, and also that employees will be held accountable for learning from 

their mistakes.

Encouraging creativity, innovation and risk-taking within your organization starts 

with effective communication practices: 

“Inspiring and inviting creativity, innovation and risk-taking from your employees 

can be achieved and sustained if they understand and are recognized for their 

strengths and unique contributions to the company,” says Fehd.  

“Whether you’re encouraging creativity or risk-taking, the bar has to be set 

reasonably high, and employees must be in a position (that is, equipped with the 

knowledge, skills and abilities) to offer practical and meaningful ideas,” says Fehd. 

When you clearly communicate expectations, employees experience their work as 

a challenge that is combined with a realistic opportunity to achieve the goal.  

“This is a great way to tap into your employees’ natural competitiveness as well,” 

says Fehd.

T H E  G E V I T Y  A N S W E R  B O O K      Maximizing	People	and	Performance
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Leadership takes courage

A perfect example of how the actions 

of a courageous leader can positively 

affect a company’s culture, as well as 

its overall performance, is the story 

of Mark Loehr, CEO of SoundView 

Technology, a technology brokerage 

in Connecticut. Some of SoundView 

employees’ friends, colleagues and 

family members were lost in the 

September 11th tragedy in New York, 

Washington D.C. and Pennsylvania. 

Loehr’s first reaction was to invite  

employees to the office the next day 

— not to work, but to share their 

feelings and talk over what to do. In 

the days that followed, Loehr was there 

as people wept together, and he urged 

them to talk about what they were 

going through. Every night at 9:45  

he sent out an email to the entire 

company about the personal side of 

the ongoing events. 

Loehr went a step further, encouraging 

and guiding a discussion of how to 

find meaning in the chaos through 

an action they could all participate in 

to help out. Rather than just making 

a group donation, they decided to 

donate their company’s proceeds from 

one day of trading to those affected 

by the tragedy. On an average day, 

that might be more than half a million 

dollars; the most they had made in a 

day was around $1 million. But as they 

spread the word of what they wanted 

to do to their clients, it inspired an 

amazing response: They raised more 

than $6 million that day.3

Instead of treating emotions at work 

as noise cluttering the company’s 

performance, Loehr channeled those 

emotions in a positive way that helped 

his employees, his company and the 

victims of the September 11th attacks.

Improve	your	company	culture	and		

get	set	for	growth	

If you think your company’s culture isn’t 

as positive as it could be or that it lacks 

innovation and creativity, remember that 

it’s never too late to make changes and 

improvements. Fehd believes every company  

is capable of changing the existing culture  

for the better: 

“If you are going to ask employees how they 

feel about the current state of things, you 

must be prepared to hear and consider their 

answers,” he says. “Owners must be willing to 

release and consider a shift in the culture, or 

nothing will change. If they can put egos aside 

and look at their culture objectively, they  

will succeed.”
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	 Proactively	form	a	positive	company	culture	by	clearly		 	 	
	 communicating	your	company’s	goals	and	making	sure	employees		
	 understand	where	they	fit	into	the	big	picture.	Remember that   
 you and your leadership team set the tone for your organization,   
 so acknowledge employee strengths and hold people accountable   
 for their efforts.

	 Build	relationships	with	employees	that	are	based	on	dignity,		 	
	 respect	and	fairness.	This helps create a positive culture in which   
 employees feel valued and empowered.

	 Encourage	innovation	and	growth	by	promoting	risk-taking	and		
	 creativity.	Let employees know that it’s safe to share creative ideas. 

	 Help	employees	learn	from	experience	by	being	tolerant	of		 	
	 mistakes.	But make sure they learn from their errors and that the   
 lessons are leveraged for future endeavors.

ACTION PLAN:A c t i o n 	 p l a n :

1

�

3

4
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— Lao Tzu

A leader is best when  
people barely know he  
exists, when his work is  
done, his aim fulfilled,  
they will say:  

we did it ourselves.

What We Have in Common

1 Cornell University, Human Resource Management Practices and Firm Performance in Small Businesses.

� Moore, Maggie and Lockwood, Nancy, “Work/Life Balance: A Global Perspective,” SHRM, April �007.   
 http://www.shrm.org/research/briefly_published/Work_Life%�0Balance%�0Series%�0Part%�0II_  
 %�0Work_Life%�0Balance_%�0A%�0Global%�0Perspective.asp.

3 Goleman, Daniel, Primal Leadership: Realizing the Power of Emotional Intelligence, Harvard Business   
 School Press, Boston Massachusetts, �00�, pages xi-xii.
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How do I find future  
leaders to ensure growth
and long-term success  
for my company?
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A Framework for  
Better Performance 
Employee growth and expanding roles

Until business leaders can get 
people to truly duplicate their 
efforts, they won’t be able to grow.
— David Minor 
 Director of the Neeley Entrepreneurship Program at Texas  
 Christian University

If you’re looking to expand your business and build a company that will last, it’s 

important to find leaders for your team. That’s because as your business grows, 

you’ll need people who are ready to take on positions of authority. 

You can set your business up for long-term success and growth by:

Looking for tomorrow’s leaders today

Communicating your company’s purpose 

Identifying key qualities for specific leadership roles

Choosing the right training and development tools

The way you manage your people will determine the course your company takes 

in the future. You can chart a course today that will lead to long-term success and 

growth tomorrow. 

•

•

•

•
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Look	for	tomorrow’s	leaders	today	

It’s always important to put the right people in the right places within your 

organization — especially when it comes to positions of authority. There are two 

ways you can do it; you can look for future leaders within your company, or you 

can hire people from the outside. 

Developing	leaders	within	your	company	— You need people with a  
 passion for the business, the discipline to get the work done and the ability  
 to make a big contribution. You may have someone like that already   
 working for you.

 One advantage to developing leaders inside your business is that current   
 staffers already know how your company works and are familiar with the   
 other key players. It’s also good for company morale in general when your  
 employees see that initiative and skills are rewarded with promotions.

Hiring	leaders	from	outside	your	company — On the other hand,   
 sometimes it pays to hire experienced people from the outside. Senior hires  
 can bring in structure and innovative approaches that a small business may  
 not have with its current workforce. 

 Shannan Marty, CEO of Tracer Research Group, a Tucson, Arizona-based   
 tank and pipeline leak detection company, learned this first hand. Marty   
 looked to the Fortune 500 when hiring outside managers. The senior hires  
 brought with them systems that her existing employees, who’d grown up  
 with the company, didn’t know: salary schedules, performance evaluations,  
 information systems and strategic-planning processes.1 

There are advantages to both sources of leadership, internal and external, so it’s 

wise to consider both. Remember that setting candidates — and yourself — up 

for success begins with aligning talent and business objectives. Evaluate potential 

leaders objectively to determine how their skills align with your goals, and you’ll 

be better prepared for growth and long-term success. 

•

•

T H E  G E V I T Y  A N S W E R  B O O K      Maximizing	People	and	Performance
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Communicate	your	purpose	

As you plan for growth and longevity, make sure you communicate the connection 

between your plans and the core purpose of your business to your staff. A purpose 

reflects the importance people attach to the company’s work — it taps their 

idealistic motivations — rather than just describing what products and services you 

deliver or target customers. The purpose captures the soul of the organization.�

According to Jim Collins and Jerry Porras, authors of Built to Last, purpose should 

not be confused with specific goals or business strategies. Core purpose is like 

the North Star, the vision that guides a company. Making a product or achieving 

a basic business goal doesn’t always motivate people. Helping add something of 

value to the world does create inspiration. 

In Mission Possible: Becoming a World-Class Organization While There’s Still Time, 

authors Ken Blanchard and Terry Waghorn reinforce this concept: Purpose can 

never be about achievement; it is much bigger. 

For example, if you run a sporting goods store and have plans for expansion, 

your strategy for growth might include opening new stores and reaching more 

customers. But the purpose of your business might be serving the recreational 

needs of your community and adding to your customers’ quality of life. It’s 

essential for future leaders to buy into that purpose rather than focusing solely  

on goals or strategies.

A Framework for Better Performance 
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Identify	key	qualities	for	specific	roles		

How do you know what qualities to look for in future leaders? To answer that 

question, you need to decide on a case-by-case basis if the role you’re looking to 

fill needs leadership or management skills. 

The terms “leadership” and “management” are often used interchangeably, and 

there are leadership qualities involved in both. But there’s an important distinction 

between the two. The primary difference, simply put, is that managers control and 

solve problems whereas leaders motivate and inspire.3 

The key qualities you need to identify in your people as you prepare for growth 

depend on what roles they’ll play. But remember that the leadership skills 

necessary to succeed generally increase as the role becomes more strategic. In 

other words, people who are primarily tasked with executing strategies tend to 

need different skills than those who create strategies.

Is there really a return on the investment you make in people when you prepare 

them to lead? A recent study found that the more organizations do to develop 

leaders, the greater the financial success.4 

T H E  G E V I T Y  A N S W E R  B O O K      Maximizing	People	and	Performance

Many organizations continue to jump  
from one quick fix to the next, never 
stopping to truly understand the issues of 
leadership and the changing dynamics that 
are at work in the marketplace.5
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The idea that leadership can be taught has been debated for some time. The 

expression “born leader” illustrates the opposite notion: that leadership skills are 

inherent, not acquired. However, there is general agreement that a person who 

is committed to learning and exhibiting critical leadership skills, behaviors and 

competencies can become a successful leader. 

The ability to build and maintain trust is one of the most critical skill sets a leader 

can have in today’s business world. This ability, which endures over time, may 

be more important than technical skills. That’s because the demand for certain 

technical skills changes, and they can be learned on an as-needed basis, whereas 

the ability to create and maintain trust applies to virtually every leadership 

situation, strategic or tactical. 

A Framework for Better Performance 

Real-life cases in brief…
C H A L L E N G E 

S Y M P T O M S 

S O L U T I O N 

 

 

 

B U S I N E S S  
B E N E F I T

A charter school had staff training needs that were difficult to 

fulfill on a limited budget.

Employees with inadequate training lacked confidence and 

experienced low morale.

After consulting with an HR professional, the school  

created guidelines for training employees based on effective 

employment management practices. The school used an 

HR DVD library and online training to provide more  

guidance and support. 

Employees are more confident, and business performance  

is better.
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Choose	the	right	training	and	development	tools	

No matter what kind of company you run, the business environment today is 

more complex, and competition is fierce. An integrated approach may be the most 

effective method of preparing future leaders. For example, to acquire the technical 

skills necessary for a leadership role, traditional classroom settings work well. But to 

develop general leadership skills, hands-on experience may be the best teacher. 

If you’re looking for someone to eventually take over your role, you can develop a 

plan for that person to spend time with you, then gradually take over some of your 

responsibilities. This progressive mentoring approach allows you to evaluate the 

person’s progress and make adjustments along the way. You may decide early in 

the process that additional training and development would be beneficial. 

You can also use formal assessment tools to evaluate leadership potential. 

Psychological assessments like the Myers-Briggs Type Indicator and the Thomas-

Kilmann Conflict Mode Instrument can provide valuable insight into individual 

tendencies and styles of managing specific situations. Successful leaders are 

conscious of their strengths and weaknesses. These types of tools can help increase 

that awareness. 

T H E  G E V I T Y  A N S W E R  B O O K      Maximizing	People	and	Performance
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Types	of	leadership	development	options

Source: Weiss, D., & Molinaro, V. (�006). Integrated leadership development. 
Industrial and Commercial Training, 1, 3-1�, 38. 
 

 Assessment 

• Psychological assessment 

• Multi-rater feedback 

• Competency assessment

• Assessment centers

 Coaching

• Individual  

• External  

• Mentoring

 Learning

• Individualized development planning 

• High-profile learning events 

• Leaders developing leaders

• Partnering with thought leaders

• Technology-based learning

• Business school affiliations

• Development of intact teams

 Experience

• Stretch assignments 

• Outside positions and projects 

• Action learning

Prepare	for	the	long	haul	

It’s never too early to start training tomorrow’s leaders, and it can be an exciting, 

fulfilling process. Experts agree that leadership development is one of the most 

important ways to foster growth and longevity for your business. There are many 

options to choose from, and the right method will depend on where your business 

is now and where you want to take it in the future. 

Fortunately, there are many resources available when the time comes to train 

future leaders — whether you tap your current staff or seek help from outside 

— including expertise from HR professionals who understand succession planning. 

With foresight, you can put a successful growth strategy in place and prepare your 

company for the long haul.

A Framework for Better Performance 
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	 Determine	how	internal	and	external	leadership	candidates’		 	
	 talents	align	with	the	role	they’ll	fill.	Remember that internal and   
 external candidates offer their own advantages. 

	 Make	sure	leadership	candidates	understand	not	only	your		 	
	 business	goals,	but	your	company’s	purpose.	It’s important that all  
 employees relate to your organization’s mission, but it’s especially critical that  
 future leaders understand it and are excited about their role in fulfilling it.

	 Identify	the	qualities	needed	to	fill	leadership	roles	on	a	case-by-	
	 case	basis.	Particular traits are required to succeed in specific roles, e.g.,  
 tactical execution or strategic vision. In some managerial roles, the skills   
 required to execute strategies devised by others are most important, whereas  
 in a higher leadership role, vision may be more critical.

	 Apply	leadership	training	and	development	tools	that	align	with		
	 the	skills	you	want	your	leadership	candidate	to	acquire.	Mentoring  
 might be the best way to develop some leadership skills. For other skills,   
 classroom instruction might be more appropriate. An approach that   
 combines different tools may work best.

ACTION PLAN:A c t i o n 	 p l a n :

1

�

3

4

T H E  G E V I T Y  A N S W E R  B O O K      Maximizing	People	and	Performance
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— Cornell University Research Report, 
 Human Resource Management Practices and  
 Firm Performance in Small Business, #4, �006

When small businesses implemented 
effective employment management 
practices and empower employees, they 
enjoyed 22% higher growth in sales, 
23% higher growth in profits and  
67% reduction in turnover.
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Looking
looking forward

Looking back…

If you take one overall message from this book,  
it should be this: You	can	do	it!

T H E  G E V I T Y  A N S W E R  B O O K      Summary

and looking
forward

You can use sound HR practices to grow 
your business, streamline operations, drive 
optimal company performance and get  
the maximum return on your investment  
in your people and organization.
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Looking
looking forward

Effective	HR	practices	are	tools	you	can	use	to	build	success	

As you’ve seen, there are a variety of practical tools and resources you can use to 

streamline HR administration, optimize HR practices and maximize people and 

performance. Each one helps you get set for growth and long-term success. And 

research shows that if you take an integrated approach — implementing HR best 

practices across the board — you’ll get even better results (Cornell University 

Research Report, Human Resource Management Practices and Firm Performance 

in Small Businesses, #4, �006). Let’s review some key take-aways you can start 

applying to your business today.

Streamlining	HR	administration	

For business owners, an efficient approach to managing benefits and dealing with 

administrative hassles is essential. It’s easy to get so bogged down in the details 

that you don’t have time to focus on what’s really important. That’s why it’s critical 

to get the resources and tools you need. 

Managing	benefits	costs — With the cost of employee benefits   
 plans rising each year, it can be challenging to balance the need to offer an  
 attractive benefits package with the bottom-line impact. But you   
 can address the issue head on. 

 Look into cost-effective options, like consumer-driven health plans.   
 Consider offering perks at your company that your employees won’t find 
 with competitors. Think about outsourcing benefits administration as a way  
 to save time and money — and a way to offer a Fortune 500-style benefits  
 package, including a 401(k) plan, that you may find difficult to put   
 together on your own. See page 40 for more ideas. 

Dealing	with	administrative	hassles — Most business owners look at  
 the mounds of paperwork associated with running a company as an   
 obstacle — a chore that takes away precious time that could be better   
 spent running their business. But opportunity knocks in response to   
 virtually every challenge, and that holds true for tasks like payroll and  
 administration too.  

 The key is to streamline the administrative process so you’ll have time to   
 focus on your business while your competitors are busy digging through   
 file cabinets trying to locate a W-4 for an employee who needs one today.  
 Use the available HR technology to make that process as simple as the click  
 of a mouse. See page 6� for more on how you can put HR technology to  
 work for your business. 

•

•
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Optimizing	HR	practices	

Everything starts with people — you need to bring the best employees on board to 

help your company thrive and grow. And once you have the people resources you 

need, you’ll want to protect your business by managing risk proactively. There are 

tools and resources you can tap to do both effectively.

Selecting	the	right	people — When you’re hiring, make sure you know  
 what you need from candidates — now and in the future. It’s important to  
 look at the big picture and to standardize the hiring process. 

 After all, you are building the team that will take your company to the   
 next level. Make sure you know who you’re hiring and how they can help  
 you grow. An HR professional can help. See page 4 for more on how you  
 can be more profitable when you put people first.

Managing	risk — When you see stories on the news about natural   
 disasters and read about big jury awards that cost businesses tens of   
 thousands of dollars, you may feel vulnerable. You may think there’s   
 nothing you can do to prepare for the worst, so you hope for the  
 best instead. 

 But there are resources out there to help you protect your people and   
 assets. Put together a business recovery plan. Create a safer work   
 environment, and make sure you’re prepared to take care of your people  
 — and your business. Proactively stay on top of changing employment-  
 related regulations. For ideas on how to accomplish this, see page 8�.

•

•

T H E  G E V I T Y  A N S W E R  B O O K      Summary
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Maximizing	people	and	performance	

You probably noticed that most of this book focuses on getting the best from your 

people — maximizing their potential and improving their performance. There’s a 

reason for that: The greatest potential for increasing the value of your business lies 

in how you manage your staff. Get that right, and your business will thrive and 

grow — it really is that simple. You can do it with the right approach.

Keeping	your	best	on	board	— Keep the people who keep your   
 business going by making sure their goals and compensation are aligned   
 with your company’s objectives. Make sure you understand what motivates  
 them and create an equitable, consistent reward and recognition program  
 that addresses their needs today — and tomorrow. 

 Be creative about how you thank your best performers for a job well done.  
 Remember, the ideal is a win-win situation, and you can create one. See   
  page 16 for more on maximizing performance.

Focusing	employees	on	your	goals — It takes structure to keep   
 employees focused, so make sure you have a well thought out performance  
 management plan that includes frequent appraisals to keep everyone on   
 track. Your system doesn’t have to be complicated, but it does have to be  
 measurable and specific to maintain the focus you need as you move your  
 company forward. 

 A performance management plan is also a good tool to help you identify  
 and reward your top performers. You’ll find more resources to help you   
 address this critical topic on page �6.

Finding	time	to	grow — It’s a challenge to focus on growth and   
 improvement when there is so much to be done. You can do it if you   
 put time on your side, and your employees can help you make it happen.  
 Understand their skills and strengths so they can help you find the time to  
 grow your company. 

 You and your employees will be happiest and most productive when you  
 create an environment in which employees are empowered to complete   
 tasks with minimal oversight. An engaged workforce can mean that time is  
 your ally, and you can begin focusing on growth while leaving the day-to- 
 day operations to the employees you trust. For ideas on how to manage   
 time and become more efficient, see page 50.

•

•

•
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• Dealing	with	sub-par	performance	— Don’t forget that every   
 challenge is an opportunity in disguise, and this is true of employees who  
 don’t perform up to expectations. Take the opportunity to clearly articulate  
 what’s expected and set a reasonable timeframe for improvement. That   
 way, the employee — and other team members — will see that although  
 you have high standards, you’re fair. 

 Remember that for your company’s protection, solid procedures are   
 essential when you have to counsel employees; make sure you have  
 a progressive counseling process in place, one that can help your   
 employment decision-making withstand legal scrutiny. See page 7�  
 for more resources.

Communicating	effectively — Building a business is about building   
 relationships — with your customers, your vendors and your employees.   
 Communication is the key to building relationships, and you’ll get the   
 best results if you effectively communicate your company’s vision, values   
 and culture with each and every employee so that you’re working together  
 as a team.

 Good communications aren’t built overnight; an effective communications 
 plan is an ongoing process. To truly engage your employees, be a 
 courageous leader and open a dialogue so that you and your employees 
 face your company’s successes and challenges together. For more on how 
 you can lead and engage with effective communication, see page 96. 

Addressing	conflict	and	discrimination/harassment — When it   
 comes to issues like conflict and discrimination/harassment, the best   
 defense is a good offense. That means being proactive and dealing with   
 issues in a timely and appropriate fashion. One way to do that is to   
 make sure you know what’s going on in your company. As you expand   
 your business, it’s easy to lose touch with individuals — even within   
 your company. Keep in touch.

 Prevention is also vitally important. Employees need to know what is and   
 what is not acceptable, and you set the tone. You can take a major step   
 toward reducing exposure to litigation by implementing a harassment/  
 discrimination prevention program at your company. See page 106 for   
 resources that can help.

•

•

T H E  G E V I T Y  A N S W E R  B O O K      Summary
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Creating	a	growth	culture — Every company has its own unique   
 culture; the important thing is to make sure you deliberately foster one   
 that supports your goals. If you want to make improvements, start with   
 your leadership team since they set the tone at your company.

 Make sure everyone is on the same page regarding your company’s vision,  
 mission and goals. Ensure that everyone understands their role in realizing  
 those goals and fulfilling the mission. You’ll find resources that can help you  
 create an engaged workforce culture on page 117.

Developing	future	leaders	to	help	you	expand	your	business —  
 As you prepare for growth and future opportunities, it pays to remember  
 that you can’t do it all. At some point, you’ll need people you can rely on  
 to take care of business when you focus on expansion.

 Recognize that not all leadership roles are created equal; in some cases,   
 tactical knowledge and technical expertise are critical, whereas in others,  
  a strategic, visionary approach is the key to success. Consider using   
 development tools to get your team ready to lead. You’ll find more ideas   
 on how to develop your people on page �6. 

•

•
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Tell us w In the Gevity Answer Book, we’ve addressed many of the 

common challenges business owners face, and we hope 

you’ve found practical solutions you can apply to start 

improving your operations right away. But every company  

is unique. Maybe you have a situation that’s a bit different,  

an HR puzzle you’re not quite sure how to solve. Or maybe 

you have feedback on what you’ve read here. Either way,  

we want to hear from you.

Visit us at gevity.com  
and let us know your thoughts  
on the HR practices presented in  
the Gevity Answer Book. 

Or just tell us what keeps you up at night. 
Chances are, we can help.

keeps you up

We have the answers.
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Business	owner’s	toolkit 

Are you ready to streamline HR administration, optimize HR practices, and 

maximize people and performance? Give Gevity a call. We give business owners  

a competitive edge through HR excellence — the Gevity EdgeTM.

Gevity’s	HR	solution		

Companies with well-managed workforces are more successful than peers that do 

not fully tap their people’s talent. As the provider of a comprehensive HR solution 

to our clients, we offer them an edge over competitors — the Gevity EdgeTM.

The Gevity EdgeTM

Maximize	People and Performance
Gevity helps hone the skills and capabilities of staff  
and management for long-term employee retention  
and business success.

Optimize	HR Practices
Gevity works with clients to build structure — policies, 
procedures and communications — for effective 
employment management, hiring practices and  
risk management over time.

Streamline	HR Administration
Gevity takes the stress and effort out of payroll 
management and administration, benefits and  
benefits administration.

T H E  G E V I T Y  A N S W E R  B O O K      The	Gevity	Edge™
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Employee Development  
+ Retention

Performance 
Management

New Hire Support

Policies + Procedures
Risk Management

Payroll1 + Payroll Administration

Benefits1 + Benefits Administration

Businesses 
that optimize 
HR practices 
and maximize 
people and 
performance 
techniques  
increase business 
value by up to

39%

Business Impact�

Businesses that 
streamline  
administration 
increase business 
value by up to

8%

The Gevity Edge™ embodies the value proposition toward which we have evolved 

during the past several years: We help our clients and their employees reach their 

full potential. Our solution has three components that work together to make 

this happen. At the most basic level, we assist clients with payroll and payroll 

administration, benefits and benefits administration — core services that are 

essential. This helps our clients streamline HR administration. 

However, the greatest value of our solution lies in the services we provide to help 

clients optimize their HR practices and maximize their people’s performance, which 

in turn lead to better business results. We offer the talent, skill and expertise of 

our HR professionals to help clients develop and implement effective policies and 

procedures, manage risk and bring the right employees into their organizations. 

Our performance management and employee development and retention services 

help clients manage the lifecycle of each employee.

1 Gevity Edge™ Select clients retain their own benefits, and Gevity processes payroll and taxes using the clients’ Federal  
Employer ID Number. Gevity may provide administrative support for unemployment claims and health and welfare benefits.

� Gevity research, adapted from Pfau & Kay: The Human Capital Edge, �00�.
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As a Gevity client, you’ll get an edge by taking advantage of our time and money 

saving tools on the administrative side of HR. And you’ll get the most return on 

your investment in employees through better performance on the people side  

of HR. 

Your	HR	department	—	delivered 

Gevity serves as your HR department, bringing expertise and resources to 

your current HR staff or providing an HR structure instantly for a growing 

company. We reduce the hassles of dealing with payroll and benefits and the 

associated administration. We help you put effective policies and procedures, 

communications, new hire support and risk management practices in place.  

Most importantly, we help you maximize people and performance for greater 

business success.

T H E  G E V I T Y  A N S W E R  B O O K     The	Gevity	Edge™
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What	makes	us	different	

The way Gevity delivers our HR solution is unique in the industry. Our approach 

features local and national resources that bring our value proposition to life. It  

enables small and mid-size companies to access Fortune 500 HR quality for better 

business results. 

Delivering	client	value	—	Gevity	OnSiteTM,	Gevity	OnCallTM,	Gevity	OnLineTM		

	  Through Gevity OnSite, each client receives ongoing face-to-face 

  support from a dedicated Gevity HR Consultant. These HR generalists 

  have the experience to help clients address current needs and  

  anticipate future ones. 

  Gevity OnCall is a centralized resource that clients and their employees   

  use to get help with payroll, benefits and general HR needs. Gevity   

  OnCall also puts clients in touch with HR specialists to help them   

  remain in compliance with complex employment-related regulations  

  and processes.

  Gevity OnLine, our web-based service, provides clients and their   

  employees with online records, tools, best practices and information  

  to help them manage their businesses even better.
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Gevity	EdgeTM	Services

Benefits and insurance plan options 
Retirement plan options 
Workers’ compensation insurance options 
Employee Assistance Program

Gevity	OnLineTM	Tools

Benefits1 + Benefits Administration 

Web-based HR management system access: 
For	administrators:
 • Annual Benefits Enrollment
 • Reports
For	employees:
 • Benefits information

Payroll1 + Payroll Administration

Administrative processing 
 • Payroll processing 
 • W-� preparation and delivery 
 • Tax processing and payroll 
 • Paid time off processing 
 • Health and welfare plan processing 
 • Time and attendance service
Unemployment claims support
Payroll and HR-related reports

Web-based HR management system access: 
For	administrators:
 • Account information
 • Employee data 
 • Reports
For	employees:
 • Personal information 
 • Payroll history 

 

Policies + Procedures And Risk Management

Policy and procedure audit
Risk assessment
Labor law posters
Employment practices liability insurance
Employee relations consultations
Separation counseling procedure
Employee handbook
HR forms library

HR knowledge base tool (Ask Gevity)
 • Law summaries
 • Model documents
 • Model company policies

 • News and trends 

New Hire Support

New hire forms kit
Interview process and procedures
Candidate background screening
Candidate drug testing

Job description creation tool

Salary survey tool

 

Performance Management

Performance management process
Progressive counseling procedures
Employee rewards and recognition program

Performance appraisal tool

 

Employee Development + Retention

Essentials management training  
 — managing and engaging employees
Essentials management training  
 — interviewing
Harassment prevention program and training

Workplace compliance training

 

1 Gevity’s non co-employed clients retain their own benefits, and Gevity processes payroll and taxes using the client’s Federal 
Employer ID Number. Gevity may provide administrative support for unemployment claims and health and welfare benefits.

T H E  G E V I T Y  A N S W E R  B O O K      The	Gevity	Edge™
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Gevity	research:	a	resource	for	small	and	mid-size	companies	

Gevity’s mission is to explore the link between human resource practices and 

business performance. The focus is primarily on helping small and mid-size 

businesses improve results through better HR practices.

Gevity sponsors research in cooperation with prestigious universities and other 

organizations. Gevity research adds to general knowledge about the financial 

impact of human resource practices. 

Find out more at gevity.com
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The	Answers	Every	Business	Should	Know		
about Maximizing People, Performance and Business Growth

Visit www.gevity.com
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How many times have you been awake at 
2:30 a.m. wrestling with questions like:

How do I build an effective workforce? 

How do I manage the high cost of employee benefits?  

How do I gain freedom and flexibility to grow my business?

How do I train and develop my employees to ensure business growth?

How do I retain my best employees?

How do I protect my business from a natural disaster?

The Gevity Answer Book addresses questions like these — the ones that keep you  
up at night. Backed by research and insight from seasoned business leaders, this 
resource is a vital guide to navigating common challenges decision makers face today.

The Gevity Answer Book also reveals how effective employment management  
practices can lead to:

22% higher sales growth

23% higher profit growth

67% reduction in employee turnover 

•

•

•

•

•

•

•

•

•

“The Gevity Answer Book provides small- and medium-size business owners with

the information they need to successfully expand their business through 

human resource excellence. This book is an illustrated, easy-to-use guide that 

covers from managing benefit costs to building a sustainable community that 

supports your goals.” 

JoAnn	M.	Laing, President & CEO, Information Strategies, Inc.  
(Publishers of Small Business Digest)
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