New to This Edition


The Sixth Edition maintains the overall organizational scheme of the previous edition, continuing to present the material in six “Parts” by general topic but with some changes in titles.
 A number of changes, improvements and additions were made in response to helpful comments by readers and users. All chapters were re-edited for the purpose of clarifying some material, correcting a few minor errors, improving language and syntax, and updating material in a number of places. Some chapters were merged and combined where overlapping information existed, reducing the total chapters in the book from 40 to 37. “Key Terms” were added for each chapter immediately following the “Chapter Objectives.”
The case studies, exercises, and questions that appear throughout the text were improved where possible, several references were updated, and lists of recommended resources were expanded for several chapters.

The more significant changes from the Fifth Edition to the Sixth Edition are encapsulated as follows:

· Chapter 2, “Customer Service,” was slightly expanded acknowledge the effects of continuing organizational fragmentation and the resulting necessity to develop a strong reputation for positive customer service.
·  Chapter 3, “Basic Management Functions,” combines the former Chapter 3, “Planning,” with the former Chapter 4, “Organizing, Coordinating, and Controlling,” for the purpose of bringing the basic functions of management together in a consistent presentation.
· Chapter 7, “The Supervisor’s Legal Environment,” provides an essential overview of the laws and regulations that can affect the way the supervisor approaches the job. This chapter highlights those laws the supervisor must be mindful of and those laws that explain why human resources and administration do some of the things they do.

· Chapter 8, “Personnel Recruitment,” includes a brief addition concerning credentialing and the need to be aware of the possibility of fraud.

· Chapter 9, “Interviewing and Employee Selection,” was updated because of changes in law and provides more information concerning references, background checks, and privacy issues.

· Chapter 14, “Coaching and Counseling,” combines the former Chapter 14, “Coaching,” with the former Chapter 17, “Counseling: Preventing Bigger Problems,” recognizing the similarity of portions of the topics and the natural overlap of some of the material.

· Chapter 16, “Performance Feedback,” now includes some additional information on the benefits and drawbacks of self-evaluation in performance appraisal. 

· Chapter 17, “Disciplining: Correction of Behavior,” (formerly Chapter 18), was slightly expanded concerning some specific disciplinary issues.

· Chapter 18, “Cultural Diversity: Managing the Changing Workforce,” includes a new paragraph discussing present-day waning organizational loyalty and the rise of the “free-agent” phenomenon among some employees.

· Chapter 23, “Personnel Retention,” has been expanded to include information on how to define and measure employee turnover.

· Chapter 24, “Privacy and Confidentiality: Employees and Clients,” includes revised, expanded, and updated information about the status of the continuing implementation of the Health Insurance Portability and Accountability Act (HIPAA).
· Chapter 25, “Managed Care,” (former Chapter 26), was updated to reflect present-day concerns about managed care and the dominance of health maintenance organizations (HMOs) and other forms of managed care.

· Chapter 27, “Change: A Way of Life,” results from the combination of the former Chapter 28, “Job Redesign,” with the former Chapter 29, “Managing Change,” owing to the overlap of the basic concepts.
· Chapter 31, “Written Communication.” Has been expanded to include an introduction to the fundamentals of grant writing.
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