
Basic Concepts of 

Health Care  
Human Resource 
Management

Nancy J. Niles
Department of Business Administration
Lander University
Greenwood, SC

© Jones & Bartlett Learning, LLC. NOT FOR SALE OR DISTRIBUTION



World Headquarters
Jones & Bartlett Learning
5 Wall Street
Burlington, MA 01803
978-443-5000
info@jblearning.com
www.jblearning.com

Jones & Bartlett Learning books and products are available through most bookstores and online booksellers. 
To contact Jones & Bartlett Learning directly, call 800-832-0034, fax 978-443-8000, or visit our website, 
www.jblearning.com.

Copyright © 2013 by Jones & Bartlett Learning, LLC, an Ascend Learning Company

All rights reserved. No part of the material protected by this copyright may be reproduced or utilized in any form, 
electronic or mechanical, including photocopying, recording, or by any information storage and retrieval system, 
without written permission from the copyright owner.

Basic Concepts of Health Care Human Resource Management is an independent publication and has not been 
authorized, sponsored, or otherwise approved by the owners of the trademarks or service marks referenced in this 
product.

This publication is designed to provide accurate and authoritative information in regard to the Subject Matter 
covered. It is sold with the understanding that the publisher is not engaged in rendering legal, accounting, or other 
professional service. If legal advice or other expert assistance is required, the service of a competent professional 
person should be sought.

Production Credits

Publisher: Michael Brown Manufacturing and Inventory Control Supervisor: Amy Bacus

Managing Editor: Maro Gartside Composition: Laserwords Private Limited, Chennai, India

Editorial Assistant: Chloe Falivene Cover Design: Michael O’Donnell

Production Manager: Tracey McCrea Cover Image: © SurlyaPhoto/ShutterStock, Inc. 

Production Assistant: Alyssa Lawrence Printing and Binding: Edwards Brothers Malloy

Senior Marketing Manager: Sophie 
 Fleck Teague

Cover Printing: Edwards Brothers Malloy

To order this product, use ISBN: 978-1-4496-5329-3

Library of Congress Cataloging-in-Publication Data
Niles, Nancy J.
  Basic concepts of health care human resource management / Nancy J. Niles.
       p. ; cm.
  Includes index.
  ISBN 978-1-4496-2782-9 (pbk.) — ISBN 1-4496-2782-X (pbk.)
  I. Title.
  [DNLM: 1.  Personnel Management. 2.  Health Personnel—organization & administration.  W 80]
  
  610.7306′9—dc23
                                                                                                                                                      2011045481

6048

Printed in the United States of America
16  15  14  13  12     10  9  8  7  6  5  4  3  2  1

Substantial discounts on bulk quantities of Jones & Bartlett Learning publications are available to corporations, 
professional associations, and other qualified organizations. For details and specific discount information, con-
tact the special sales department at Jones & Bartlett Learning via the above contact information or send an email 
to specialsales@jblearning.com.

© Jones & Bartlett Learning, LLC. NOT FOR SALE OR DISTRIBUTION



  iii

Preface ix

Acknowledgments xvii

About the Author xix

PART I ■ Introduction 1

CHAPTER 1 ■ What Is Human Resource Management? 3

Learning Objectives  3

Did You Know That?  3

Introduction  3

Major Milestones of Human Resource Management 4

The Role of Human Resources in Healthcare Organizations 7

Conclusion  16

Vocabulary  16

References  17

Student Workbook Activities 19

CHAPTER 2 ■  Legal, Ethical, and Safety Issues in the Healthcare 
Workplace 33

Learning Objectives  33

Did You Know That?  33

Introduction  33

Basic Concepts of Law in the Healthcare Workplace 34

Tort Reform Discussion  35

Human Resource-Related Legislation 36

Basic Concepts of Ethics in the Healthcare Workplace 49

Decision Model for Healthcare Dilemmas 51

Contents

© Jones & Bartlett Learning, LLC. NOT FOR SALE OR DISTRIBUTION



Codes of Ethics and the Doctor–Patient Relationship 53

Other Healthcare Codes of Ethics 54

How to Develop a Code of Ethics 55

Ethics and Research 55

Workplace Bullying—An International Issue 56

Conclusion  60

Vocabulary  60

References  61

Student Workbook Activities  65

PART II ■ Staffing the Organization  79

CHAPTER 3 ■ Designing Jobs 81

Learning Objectives  81

Did You Know That?  81

Introduction 81

Workflow Analysis of an Organization (Inputs, Activity, Outputs) 82

Job Analysis 82

Job Design  90

Job Redesign 91

Conclusion 93

Vocabulary  93

References  94

Student Workbook Activities  96

CHAPTER 4 ■ Recruiting a Healthcare Workforce 107

Learning Objectives  107

Did You Know That?  107

Introduction  107

Recruitment Methods 108

Direct and Indirect External Recruitment Methods 110

Successful Recruiters 111

Recruitment Evaluations: Source Yield Ratios 112

Selection Process 113

Interviewing Candidates 116

Validity and Reliability of the Employment Process 117

iv Contents

© Jones & Bartlett Learning, LLC. NOT FOR SALE OR DISTRIBUTION



Legal Ramifications of the Selection Process 118

Characteristics of Good Interviewers 118

Hiring Diverse Employees 122

Uniform Guidelines on Employee Selection Procedures 123

Disparate Treatment and Disparate Impact 123

Bona Fide Occupational Qualification 123

Conclusion  124

Vocabulary  125

References  125

Student Workbook Activities 127

PART III ■ Training and Developing the Organization 139

CHAPTER 5 ■ Careers in Health Care  141

Learning Objectives  141

Did You Know That?  141

Introduction  141

Physician Education  142

Generalists and Specialists 143

Types of Healthcare Providers  143

Types of Nurses 145

Nursing Shortages 147

Other Independent Healthcare Professionals 148

Allied Health Professionals  152

Conclusion 161

Vocabulary 161

References  162

Student Workbook Activities 165

CHAPTER 6 ■ Employee Benefits 177

Learning Objectives 177

Did You Know That?  177

Introduction  177

Social Security Act and Amendments 178

Unemployment Insurance 179

Workers’ Compensation 181

 Contents v

© Jones & Bartlett Learning, LLC. NOT FOR SALE OR DISTRIBUTION



Family and Medical Leave  182

Employee Optional Benefit Plans 182

Types of Health Insurance Plans 183

Life Insurance 187

Retirement Plans  188

Other Benefits  189

Selecting Employee Benefits 192

Cafeteria Plans 192

Conclusion  193

Vocabulary  193

References  194

Student Workbook Activities  197

CHAPTER 7 ■  Training, Developing, and Motivating 
Healthcare Employees 209

Learning Objectives  209

Did You Know That?  209

Introduction  209

How to Motivate Employees 210

Training and Professional Development Programs 212

Training Versus Professional Development Programs 213

Planning the Training and Professional Development Programs 214

Training Methods 215

Types of Healthcare Training 217

Evaluation of Training Programs 220

Conclusion 220

Vocabulary  221

References  222

Student Workbook Activities 224

PART IV ■ Employee Relations 235

CHAPTER 8 ■ Labor Unions and Health Care 237

Learning Objectives  237

Did You Know That?  237

Introduction  237

vi Contents

© Jones & Bartlett Learning, LLC. NOT FOR SALE OR DISTRIBUTION



History of U.S. Unions  238

How Unions Organize 239

Negotiating with Unions  240

Federal Mediation and Conciliation Service 241

Individual Grievance Process 241

History of Unions and the Healthcare Industry 242

Nurses and Unions  243

Physicians Unions 244

Allied Health Professionals Unions  245

Conclusion  246

Vocabulary  247

References 248

Student Workbook Activities 250

CHAPTER 9 ■ Terminating Healthcare Employees 261

Learning Objectives  261

Did You Know That? 261

Introduction  261

Employment at Will 262

Employment-at-Will Exceptions 263

Due Process Methods 263

Employee Discipline 265

Involuntary Termination of an Employee 266

Importance of the Employee Handbook 266

A Checklist for Terminating Employees 267

Conclusion  268

Vocabulary  268

References 269

Student Workbook Activities  270

PART V ■ Long-Term Planning in HR 281

CHAPTER 10 ■  Current Trends in Healthcare Human 
Resource Management 283

Learning Objectives 283

Did You Know That? 283

 Contents vii

© Jones & Bartlett Learning, LLC. NOT FOR SALE OR DISTRIBUTION



Introduction 283

Increasing Diversity in the Healthcare Workforce 284

Healthcare Globalization 286

Technology 288

Teamwork in Health Care 294

Nursing Home Trends 297

Social Media Communication 298

Conclusion 299

Vocabulary 300

References 300

Student Workbook Activities 304

CHAPTER 11 ■ Strategic Human Resource Management  315

Learning Objectives  315

Did You Know That?  315

Introduction: Quality and Strategy Concepts 315

Development of Mission and Vision Statements 317

Development of Performance Objectives 319

Macroenvironment Analysis 320

Industry Environment, or Porter’s Five Forces Analysis 322

SWOT Analysis 324

Strategy Execution 325

Strategy Evaluation 327

A Strategic Tool: Healthcare Workforce Planning 327

Conclusion 330

Vocabulary  330

References  331

Student Workbook Activities  333

Index 345

viii Contents

© Jones & Bartlett Learning, LLC. NOT FOR SALE OR DISTRIBUTION



  ix

I have been teaching human resource management for many years. Prior to  teaching, 
I was in management. I realized as I managed employees how important human 
resource management is to the success of an organization. I think any human resource 
management course should be a core course for all managers, regardless of industry. 
If you can’t manage your employees, your organization will not be successful, plain 
and simple. Yet it continues to amaze me how often a human resource department is 
located in the basement of a building, far from senior management. 

Although larger organizations have established human resource management 
departments that managers can utilize, smaller organizations may not have an HR 
 department; therefore, general management should be comfortable with human 
resource management activities. This textbook will provide information that both 
general managers and human resource managers can apply to the healthcare industry. 
The textbook is organized as follows:

 ■ Part 1: Introduction

This textbook provides a glimpse into the importance of human resource management 
(HRM) in all aspects of healthcare organizations. Each chapter discusses HRM and its 
role in many different aspects of healthcare management. The following is a summary 
of each of the chapters of this textbook as they relate to HRM.

Chapter 1
This introductory chapter emphasizes the important role that human resource manage-
ment activities play in the operations of a healthcare organization. It is  fascinating that 
human resource management activities were observed as early as 2000 B.C. Human 
resources can be applied to any activity of the operations of an organization, regard-
less of the industry. The role of HRM is briefly discussed in this chapter on organiza-
tional activities, including legal and ethical issues of the treatment, health and safety 
of employees and patients, careers in health care, labor unions in health care, job 
analysis and design, recruiting and selecting employees, employee benefits, training 
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and motivating employees, and terminating employees. Strategic planning, including 
labor budget and forecasting, is addressed because of the contribution of HRM to 
successful strategic planning. Emerging and current trends in human resource manage-
ment are also discussed. The increased diversity of the patient and employee, the effect 
of technology and the globalization of the economy on healthcare delivery, the new 
trend of medical tourism, and the increased focus on accountability in the delivery of 
services and teamwork education are exciting changes in health care, which ultimately 
will improve patient care. All of these major changes have an impact on how human 
resource management assists with these organizational changes.

Chapter 2
A healthcare manager must be familiar with the different federal and state laws that 
affect the healthcare industry. The HRM department must provide training for all 
employees to ensure they understand the seriousness of violating the law as well as 
the differences between civil and criminal law and the penalties that may be imposed 
for breaking those laws. Federal and state laws and policies have been implemented to 
protect both the healthcare provider and the healthcare consumer. New laws have been 
passed and older laws have been amended to reflect needed changes regarding health 
care and the protection of its participants. If an organization and its employees perform 
research, Institutional Review Board (IRB) training must be implemented to ensure that 
ethical guidelines are followed when performing research on humans. Human resource 
departments and managers must discuss ethics in the workplace and develop a code of 
ethics for all employees to understand and follow. An aspect of ethical behavior is the 
issue of workplace bullying, which is common in the healthcare industry. Codes of ethics 
provide a standard for operation so that all participants understand that if they do not 
adhere to this code, there may be negative consequences. Because of continued legal 
changes, HRM offers training on a routine basis. Ethical training must also be offered 
on a continual basis. Employees at all levels are faced with healthcare ethical dilemmas.

 ■ Part II: Staffing the Organization

Chapter 3
Evaluating the workflow of any organization is the first step to developing jobs that 
ensure the desired outputs of an organization are produced. Once the workflow is 
analyzed, the next step is to create jobs for individuals who will be employed by the 
organization and who will be responsible for producing the output of the organization. 
Prior to creating the jobs, a job analysis must be performed to determine which type 
of activities an employee will need to perform within a certain position in the orga-
nization. Job analysis is the foundation of human resource management because it is 
required before an organization recruits individuals for specific jobs. At the conclusion 
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of a job analysis, a written job description and specifications are developed that out-
line the responsibilities, skills, and experience needed to perform the job successfully. 

How the jobs are designed is an important part of development. The design must 
ensure the health and safety of the employees through ergonomics, that the work is 
performed efficiently, and that the employees are motivated to perform at a high level. 
Motivational job designs include flextime, job sharing, job enlargement, enrichment, 
rotation, and telework.

The same process must be performed if the organization decides to alter the way a 
service is being offered. For example, if electronic medical records will be implemented 
in a healthcare facility, it is necessary to determine the current workflow patterns 
and then redesign the projected workflow to accommodate the new technology. If 
an organization is diligent in these job processes, analysis and design will help the 
organization perform at its highest level.

Chapter 4
An organization should plan a systematic recruitment process to ensure that the appro-
priate candiates apply for positions. Organizations can recruit both internally and 
externally to the organization. Regardless of the recruitment method, the  organization 
must assess the effectiveness of the types of recruitment methods chosen. Once the 
recruitment process has been completed, the next step is to select the appropriate 
candiates for the organization. This step consists of interviews and, in some instances, 
tests that assess aptitude, attitude, honesty, and personality. These procesess must be 
legally defensible, which means that the processes must be objective and fair to all 
applicants. Human resource management plays a huge role in these processes in order 
to ensure that the most qualified applicants are hired for the organization. 

 ■ Part III: Training and Developing the Organization

Chapter 5
Healthcare personnel represent one of the largest labor forces in the United States. 
This chapter provides an overview of the different types of employees in the health-
care industry. Some of them require many years of education; however, some of these 
positions can be achieved through 1–2 year programs. According to the Centers for 
Disease Control and Prevention 2012 statistics, health care is the one of the fastest 
growing sectors of the U.S. economy, representing 12 million workers. The healthcare 
industry will continue to evolve as the United States’ trends in demographics, disease, 
and public health patterns change. More occupations and professions will develop 
because of these trends. The major trend that will influence the healthcare industry is 
the aging of the U.S. population. The Bureau of Labor Statistics predicts that half of 
the next decades’ fastest growing jobs will be in the healthcare industry.  As healthcare 
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costs continue to increase, cost-cutting measures will be the focus while continuing to 
provide quality health care.

Chapter 6
It is the responsibility of HRM personnel to ensure that legally mandated employee 
benefits––social security, unemployment insurance and workmen’s compensation, 
and family and medical leave––are implemented correctly. In addition, there are sev-
eral employee benefits that employers can offer to employees that can be used as a 
recruitment and/or retention tool. Employees expect employers to provide medical 
insurance, including dental and vision plans, and vacation, sick leave, and retirement 
plans. However, employers have the opportunity to offer other benefits such as educa-
tion reimbursement, child or elder care services, or flexible work schedules. Employers 
may consider a cafeteria plan which enables employees to select which benefits are best 
suited for their lifestyle. Employers should survey their employees and their competi-
tion to determine the best type of benefits package that would motivate and retain 
quality employees. Establishing a quality benefits package would also be an excellent 
recruitment tool. Human resource management can collaborate with management to 
ensure that the best recruitment packages are offered to quality candidates.

Chapter 7
The goal of healthcare organizations is to provide quality of care to their patients. 
Nurses, physicians, and other healthcare providers have direct contact with patients. 
There are also different types of healthcare employees that provide indirect care to 
patients. Laboratory technologists and technicians have a major role in diagnosing 
disease, assessing the impact of interventions, and applying highly technical procedures, 
but they may never see the patients directly.

Regardless of their role, underperforming employees could risk the lives of their 
patients. Research on high performing organizations, including healthcare organiza-
tions, reveals that employees are motivated to perform well by the quality of work 
environment. A quality work environment includes initiatives such as employee 
empowerment, training and career development programs for employees, pay for 
performance, management transparency, and support and work-life balance (Lowe, 
2002). This chapter discusses different motivational theories and organizational strate-
gies to motivate employee performance.

 ■ Part IV: Employee Relations

Chapter 8
Regardless of the industry, unions are formed because employees are dissatisfied 
with their jobs. Either the wages are too low or the working conditions are poor. 
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As healthcare expenditures continue to increase, healthcare reform will continue to 
focus on cost reduction. Managed care models targeted labor costs, which resulted 
in disgruntled physicians and nurses because they were worried about the quality 
of patient care (Schraeder & Friedman, 2002). Nurses formed unions because they 
were more concerned with quality working conditions to ensure patient care than 
wages. Residents and interns were also concerned with working conditions because 
of the  traditional long hours they endure while training. Establishing a union resulted 
in limited working hours for them. Allied health professional unions have been 
established to ensure that fair wages are being applied in their industry. It has been 
 difficult for physician unions to become more powerful because so many physicians 
are self-employed and therefore excluded from union membership. However, there 
are exceptional health systems, such as the Cleveland Clinic, which are excellent to 
their physician  employees (Romano, 2001). With the advent of the healthcare reform 
legislation and the reduction of reimbursement of physician services to Medicare and 
Medicaid patients, there may be more of a reason to organize. Over the past 5 years, 
unions won 70% of healthcare organizing efforts with New York, California, and 
Illinois representing nearly 50% of the total elections (By the Numbers, 2009). In 
2009, there were 11 strikes, which affected 2,600 workers, or 238 workers per strike, 
which is low. In 2010, there were seven strikes involving 14,000 workers, or 2,000 
workers per strike (Commis, 2010).

Regardless of their goals, union formation in the healthcare industry is charac-
terized by the merging of several unions to increase their voice in dealing with their 
employers. Large unions such as the American Federation of Teachers (AFT) and the 
Service Employees International Union (SEIU) have established separate legal entities 
that represent healthcare issues. Although union membership in the United States 
has declined over the past decades, union membership in the healthcare industry has 
increased.

Chapter 9
Terminating an employee is one of the most difficult responsibilities for a manager 
because it influences the individual’s life and livelihood. If you have to terminate 
an employee, it may indicate that the organization’s hiring process is not adequate. 
However, there are many hiring guidelines to ensure that the termination process is 
fair and legally defensible. The following are activities that HRM should be involved 
in when dealing with such a difficult employee issue: 

 1. Educating employees on employment law and company policies.
 2. Communicating verbally and in writing the expectations the organization has 

of the employee’s performance.
 3. Enforcing labor laws equally to all employees to ensure there are no issues with 

discrimination of protected classes.
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 4. Establishing routine performance appraisals of all employees.
 5. Providing employee feedback.
 6. Establishing a termination deadline. 
 7. Establishing exit interviews for all employees.

 ■ Part V: Long-Term Planning in HR

Chapter 10
There are many current trends influencing healthcare human resource management: 
the increasing diversity of the workforce, the globalization of health care, increased 
use of technology and its impact on the healthcare system, and the focus on teamwork 
and quality patient care.

There is an increased diversity of employees and patients. These changing demo-
graphics can also be linked to the increased globalization of health care. There is more 
U.S. patient circulation internationally because of the high costs of health care, which 
results in patients finding treatments outside the United States. Additionally, due to 
the lack of primary physicians and nurses nationally, more international employees 
are being hired. The use of technology in health care continues to increase. The  federal 
focus on the implementation of electronic health records for patient information 
requires more training for employees. There is also a focus of teamwork in health 
care, which requires different professional development for employees. This chapter 
discusses these current trends and provides recommendations to healthcare organiza-
tions to develop training programs for their employees to ensure they are comfortable 
with their changing environment.

Chapter 11
In any organization, it is necessary to develop both short-term and long-term plans 
to ensure the organization will successfully continue. Managers typically focus on 
short-term goals through their daily activities and monthly planning. What often 
eludes managers is the long-term planning needed to determine future activities of 
the organization. Long-term planning or strategic management is necessary to ensure 
the longevity of the organization. Developing a mission and vision statement for the 
organization provides a focus for the employees to understand what the organization 
is doing and what their future plans are. With any mission and vision statement, the 
role of HRM is simple: ensure there are employees in place that have the skills and 
knowledge to achieve the mission and vision of the organization. Recruiting, training, 
and retaining the appropriate employees is a fundamental HRM process. It is important 
to emphasize that HRM is an administrative function of an organization; however, 
when it is involved in strategic planning, the HRM process is altered because its focus 
is not daily operations but long term.
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There is a continuing labor shortage in the healthcare industry, and projections 
indicate the shortage may continue for years. Therefore, in healthcare strategic manage-
ment, HRM plays an integral role in strategic planning to address workforce needs and 
projected shortages. As part of strategic planning, quality programs are implemented 
to provide guidelines for quality control. These quality programs are also integrated 
with human resource management. Finally, budgeting for these long-term needs must 
also be addressed. This chapter discusses the concepts of strategic management as 
they apply to healthcare organizations and the role of human resource management 
in strategic management.
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