Name:  ____________________


Company: ____________________private 

Assignment 1:  Benchmarking Overview

Note:  These forms may be used as templates.  Each answer should take about a half page to answer but this is just a guideline.  Some firms will have lots of information on a question; others will have hardly any.  Each benchmarking assignment has a separate due date.  

1.   Describe the organization (firm or business unit) you are using for these assignments.  What does it make or do?  Is it not-for profit or for-profit (publicly traded or privately held)?  How does your organization (or business unit) perform in comparison to others?  

2.  Describe the scope of operation in whatever terms are meaningful.  Who are the internal and/or external customers of this unit?  

3.  How many employees and managers work in this unit?  What is the average span of control (i.e., number of line employees per supervisor or manager)? 
4.   Is there a human resource (HR) department with the organization/unit?  If not are HR services available?  Are human resources personnel on the board of directors or top management team?
5.  What sources do you have available for these benchmarking assignments (e.g., web page, employee handbook, policy manual, human resources staff)? Please provide the web page address if there is one.  
Name:  ____________________


Company: ____________________private 

Assignment 2:  Benchmarking Job Satisfaction Practices
1. How satisfied are the employees who work in your organization, as perceived by your contact (or your observations)?  What information leads you or your contact to make this assessment (i.e., how can you tell)?  Would you categorize your organization as a homogeneous or individualized workplace (Lawler, 2011)?  
2.  To what extent does your organization value the satisfaction of its employees?  Why is job satisfaction ignored or paid attention to (e.g., to promote retention, "it’s the right thing to do"; too costly; no link to job performance perceived, priority given to customers over employees)? Provide evidence or examples of concern or lack of concern (e.g., is employee satisfaction explicitly mentioned in organizational mission statements?).  

3.  Identify any strategies, policies, practices, etc. aimed at enhancing employee satisfaction.  Are they available to employees at all levels of the organization?  Which are successful and which are a waste of time or money?  Are there any practices that decrease employee satisfaction?
4. What recommendations related to job satisfaction or morale can you make for your organization? (Identify which are your personal recommendations, as opposed to ideas suggested by your contact).

Name:  ____________________


Company: ____________________private 

Assignment 3:  Benchmarking Absenteeism Practices
1. Summarize the absenteeism policies in your organization (e.g., # of paid sick days, availability of personal days, whether excused and unexcused absences are treated the same, can sick leave be carried over from year to year, exchanged for vacation time, PTO, etc.).  Do policies differ depending on employee status within the organization (e.g., exempt vs. non-exempt)? 

2.  Describe any explicit organizational strategies for controlling absenteeism levels?  Are they "reward" or "punishment" based?

3.  What is the organization's policy if the number of authorized "sick" days is exceeded?  Who handles the problem and how?  

4.  Evaluate how effectively your organization manages absenteeism levels in your organization.  Offer some suggestions for improvement. (Identify which are your personal recommendations, as opposed to ideas suggested by your contact).

Name:  ____________________


Company: ____________________


Assignment 4:  Benchmarking Turnover Practices
1. Describe turnover levels and costs in your organization.  How do these levels and costs compare to national, industry, or competitors’ averages?  Which occupations are more affected?

2.  How is turnover regarded in your organization (e.g., is it something to be avoided, a normal aspect of business, felt to be desirable in at least some positions)?  Is it tracked (i.e., what record-keeping, if any, is engaged in)?
3.  To what extent is turnover managed?  Are there any efforts to ascertain why individuals quit?  Do exceptionally good or poor performers quit more frequently?  Does the organization ever intervene to keep a person from quitting?  If so, how?  Are “A” players (the most capable) treated differently from “B” (solidly contributing middle) and “C” (low performers) players?
4.  Develop some recommendations to better manage turnover in your organization or industry.  (Identify which are your personal recommendations, as opposed to ideas suggested by your contact).

