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Bonuses: How To Be Fair 

Bonuses can be a great motivation tool, even for employees of the smallest business. They can also be a waste of money. How they are planned and administered makes the difference.

Properly administered bonuses can reinforce behavior that will lead your company to success by rewarding people for making a specific contribution to the organization. Bonuses dolled out improperly will lead to disgruntled employees who expect a bonus, but who may not be happy with what they receive.

Set Goals

To reap the most out of bonuses, tie them to clearly-set goals. A good time to set these goals is at the beginning of the year. These goals should be concrete, attainable, and critical to the growth of your business. The steps below will help you set good bonus goals:

· Set goals with Employees 

Employees are often the best source for information about what job-specific goals will contribute to overall increased productivity, responsiveness, or other business goal. Involving employees in goal-setting will also do away with resentment that can come from the imposition of goals from senior management.

· Reevaluate goals frequently 

Do this, at a minimum, halfway through the year to insure that goals still make sense and that employees are on track. Big companies tend to have concrete goals but smaller companies let this information slide.

· Make goals specific and measurable 

Don't set goals such as "Do a better job," because a general goal does not instruct an employee in what steps to take. An example of a constructive goal is "Increase response time to customer calls by one-third" or "Cut customer complaints by 50%."

· Set goals that tie employees into the success of your company 

Don't automatically assume that bonuses should be tied to increased sales or even profitability. For example, it may be most important in a given year for your business to cut costs or raise visibility. Tie bonuses into that critical goal rather than one that is traditional.

· Make sure employee goals are attainable 

Most people tend to set goals that are too high and this leads to employee frustration and demotivation over time, which kills off the value of setting goals.

Other Reasons to Give Bonuses

If you didn't set goals with your employees last January, that doesn't mean that you can't pay bonuses this year. There are a number of reasons that you might want to consider paying year-end bonuses to your workers. According to Ted A. Hagg of Ableman Management Services, a New York City-based financial and management consulting service for individuals and small businesses, you can still make an educated decision at year-end by asking yourself the following questions:

· Can I afford to give bonuses? 

It is legitimate not to be able to give bonuses every year. If you did not make a profit, for example, bonuses are inappropriate.

· Do I want to retain the workers I have? 

Bonuses are a tool for attracting and keeping good employees. If you are concerned about losing someone to the competition you should factor that into your decision.

How Much to Pay

There are no hard and fast rules except that you should make bonuses equitable among peer groups and always have performance justification for bonuses. Employees will discuss bonuses, and paying inequitably will generate strife or potentially lawsuits.

When you deliver bonuses, be sure you explain the reasons for them. These reasons should be non-subjective, measurable, and performance-oriented. When you deliver bonuses, make it clear that a bonus is an extra that may not always be available. As nicely as possible, drive home the fact that you are rewarding them for this year's accomplishments and that bonuses are available based on the company's performance this year only.

Bonus Nuances

The end of year is not the only time bonuses can be given out. Some business owners believe that whether you give bonuses or not, you should also provide periodic rewards for jobs well done. Accountants often give them at the end of tax season, other entrepreneurs give them at the end of a large job or busy season to demonstrate appreciation for employees' devotion and hard work.

Even a bonus as small as $50 can mean a lot to someone because it demonstrates that you acknowledge their hard work. If you don't have a lot of extra money to spare, a small bonus or a bonus in the form of time-off can work.

Some people believe that giving all bonuses at the end of the year is not a good idea. According to David H. Bangs, Jr. author of "Smart Steps to Smart Choices" (Upstart Publishing Company), end-of-year bonuses can create a mine-is-bigger-than yours syndrome in your company. Bangs recommends providing bonuses for goals attained at the time of the achievement.

When you are doling out bonuses during the year or at the end of the year, don't forget the behind-the-scenes people who have made the big orders, the successful client presentations, and the travel, possible. Clerical staff is instrumental in making all other functions of the company operate smoothly. Reward them for it.

Bob Adams, author of "Adams Streetwise Small Business Start Up" (1996), and head of Adams Media Corp., contributed to this story.

How to Create an Effective Employee Handbook
As a small business owner, you can help keep yourself out of legal hot water by clearly spelling out on paper what you expect of the people who work for you. For the most part, you do not need to create a separate employment agreement for each employee on your staff. An employee handbook that details your company's policies should suffice.

A successful employee handbook helps cut down on misunderstandings. Your staff will be clear on what your corporate policies are, and they will have a place to go to have their basic questions answered. More importantly, it can keep you from facing an expensive lawsuit should someone charge that your policies are unfair or discriminatory.

The tips below will help you create a document that will serve your company well.

What to include

Your employee handbook should clearly state your company's policies. Among the areas it should cover:

· general working hours 

· company rules and regulations (dress code; how people interact with customers; safety regulations; etc.) 

· how vacation time is earned 

· paid holidays and personal days 

· sick leave 

· salary and performance reviews 

· overtime/comp time policy 

· health and medical benefits 

· pension plan and other fringe benefits 

· maternity policy 

· any other rules or regulations 

Be clear and concise, and most importantly consistent

The purpose of your employee handbook is to communicate your company's policies to your employees. It is essential that it is written clearly and directly, so there is no chance for confusion. It should detail your specific human resources policies. The fact is, many lawsuits occur because companies don't have documentable, consistent policies and therefore open up the door to charges of discrimination (genuine or not). Your handbook should rectify this.

Explain your right to terminate an employee

Part of your handbook should cover the fact that employment with your company is "at will." This means that your company has the right to terminate the relationship with the employee at any time without cause, and your employee has the right to leave at any time. The purpose of this "at will" statement is to override an employee's claim that you may have made an oral promise of job security. Again, this can protect you from possible legal action.

It doesn't have to be fancy

You might think of an employee handbook as this big, thick printed manual. But many small businesses can easily make do with something much simpler -- even a one- or two-page fact sheet that's produced on your computer. It's not the look of your handbook that's important. It's what's inside that counts.

Write it yourself, but have your attorney review it

You can save on legal fees by writing your employee handbook yourself instead of turning the whole project over to your attorney. But be sure to have your attorney review it and fine-tune it if necessary. It is important that your policies are in accordance with federal, state and local laws.

Be sure to have your employees sign for it

Just handing out your employee manual won't do. When you give your new employee your company handbook or fact sheet, be sure to have him or her sign for it. This form should state that the employee received the handbook and understands your company's policies. Give a copy of this receipt to the employee, and place another in the employee's file. This will help protect you from possible claims that a person was fired for rules he/she did not know about. Your attorney can help you draft this form.

How to Run a Formal Meeting 

As your small business grows so will the size of your company meetings. Informal get-togethers can be effective, but when time is tight and projects are complex, more order is necessary. Working with corporate clients may also require you to lead a formal meeting.

Step One: Set Objectives

A clear objective will encourage people to attend the meeting because they will understand its intent. It also will set the foundation for a focused meeting.

Meetings usually have one of two objectives - to inform or to decide. "Discussion" is not a meeting objective. For example, "to determine the market positioning for Series 2000 trade advertising" is an effective objective. It is focused and clearly announces the aim of the meeting. "To discuss Series 2000 marketing" sounds aimless and could invite rambling instead of action.

Step Two: Assemble Attendees

Create a list of who needs to attend this meeting. Think carefully about whether or not someone needs to be in the room for the duration of the meeting (perhaps they can join you via conference call, or for one specific topic). Remember, if you waste someone's time, he or she will be less likely to attend and participate in the next meeting you run.

Be definitive when you invite people to a meeting. You must be courteous of people's schedules, but you will have an easier time scheduling a meeting if you say "Please plan to attend and if you cannot make it let me know." Always let people know the objective of the meeting, the time it will begin and the time it will end. Also, stress that it will begin on time.

Step Three: Create an Agenda

An agenda is a list of the key items to review in order to meet your objective. It can be something you use for yourself or hand out at the meeting. The upside of handing out an agenda is that it provides a script for people to follow. The downside is that it may distract your attendees; it could tempt them to jump to issues you're not ready to cover. For example, if the fifth bullet down is engineering, the engineers in the room may want to jump right to that. If you need to resolve other issues first you may want to keep the agenda to yourself. If you are running a status meeting you can use your project timeline as your agenda.

If you decide to hand out an agenda, be sure to state the objective and date at the top of the page. All points should be bulleted. Everyone in the meeting should receive one, so be sure to make more than enough copies.

Step Four: Maintain Control

Once the meeting has begun, it is your responsibility to keep it moving and keep it focused. Here are some tips for accomplishing this:

· Start on time, even if people are late. If you wait until the last person arrives, you train people to be late. 

· Briefly state what the meeting is about. 

· If you have passed out an agenda, be sure everyone follows it so that you accomplish your objectives. 

· If discussion drags on a topic and a decision is not being made, it is your job to interject and say something like, "For the sake of the timeline of the project, we need to make a decision." 

· If it is apparent that something cannot be resolved, determine what will be necessary to resolve it in the future and add it to the project timeline. 

· Crowd control: You have to be firm if the group gets off track and suggest that the matter be discussed at another time. 

· Schedule the next meeting at the end of the current one. 

· If you called the meeting, you are responsible for taking notes or appointing someone to take notes. 

Step Five: Follow-up 

Once the meeting has ended, you still have work to do.

Put together and distribute an internal memo summarizing what was covered, what was resolved, and what actions need to be taken for issues requiring further clarification. This should come straight from the meeting notes. Don't make this memo long -- a handful of bullet points should do the trick.

Make sure to thank people for attending and participating. They will be happy to know their time was appreciated.

Update your timeline to cover progress reported at the meeting. In your update, make sure to include the date of the next meeting, along with what needs to be accomplished by then.

Distribute the revised timeline

Learning to Delegate
Adapted from content excerpted from the American Express® OPEN Small Business Network 

Some small business owners are proud of the fact that they do everything for their businesses themselves. But it doesn't always make business sense to be a one-person operation. In fact, you should delegate as much work as you possibly can if you want your business to thrive. If you don't, chances are you'll always be short on time, long on responsibilities, and standing still in business.

There are three key reasons why small business people say they can't delegate. Some common excuses are listed below. Read on to find out why they don't hold water. Then use a worksheet like the one described below to help you figure out what responsibilities you can delegate.

Money - "I can't afford to pay someone to do this for me."

It's short-sighted to avoid delegation because of the financial investment it requires. Yes, you will have to pay someone to do something you can do yourself. But if you're a consultant who charges $100/hour, should you be using your time to stuff envelopes? Use the time you free up by delegating to find new business. This way, you'll still be making some money on the tasks you contract out and you'll be making money on the new work too.

Time - "It will take too much time to train someone. I can do it faster by myself."

Not having the time to train someone is often a smoke screen for something else like a fear of giving up control. If this is your rationale, write down all your tasks and how long it would take to teach someone to take care of them for you. Then choose one or two jobs that are the easiest to farm out and start with them. This will gradually get you used to letting go of routine responsibilities.

Quality - "No one can do this as well as I can."

This is the oldest excuse in the book; it's probably also true. But it's not a reason to avoid delegating. A person you hire may not do something as well as you can. But think about the job this person can do for you once he or she is trained. If you determine that only you can complete certain tasks perfectly, you have two choices: save them for yourself and delegate other tasks, or settle for having something done well instead of perfectly. Lots of times, a very good job is sufficient.

Delegating Worksheet

Use a worksheet to determine how you're using your time. Use it over the course of a week or two to see how much time each task (whether important or menial) takes you. You might find out that you're using a lot of time for certain jobs that can be easily delegated out.

Your worksheet should have three columns:

	Task / Activity
	Time Spent
	Delegation Plan


Use the "Delegation Plan" column to record your ideas for steps necessary to farm out a task. Include a list of possible candidates.

Use it over the course of a week or two to see how much time each task (whether important or menial) takes you. You might find out that you're using a lot of time for certain jobs that can be easily delegated out.

Outsourcing Your Human Resources 

For many small business owners, dealing with the multitude of employer responsibilities - from creating competitive benefits packages to complying with ever-changing government regulations - can be a significant hassle. Unlike large businesses, smaller firms often cannot afford to run a dedicated human resources department to deal with these issues. As a result, the responsibility often falls to the owner, who may have neither the time nor the experience to handle these tasks effectively.

One increasingly popular option for small businesses is to outsource HR responsibilities to a Professional Employer Organization (PEO). These firms are essentially human resources specialists who can provide a variety of support functions without huge overhead. They typically offer a number of HR-oriented services, including benefits, government compliance, employer liability management, payroll and employment administration, employee recruitment, and training and development.

In order to provide these services, the PEO must enter into a co-employment relationship with the business and its employees. This contractual relationship allows the PEO to assume or share many employer responsibilities and risks. The PEO takes on the business of employment administration, leaving the business owner free to concentrate on productive ways to improve his or her bottom line.



PEO Services 

PEO services typically cover a range of HR functions, including: 

· Benefit Management - PEOs use economies of scale to provide strong benefit plans at competitive rates, a significant inducement for attracting and retaining key employees. This can allow a small business to offer benefits that they might not otherwise be able to afford, such as medical, dental, vision, disability, life insurance, educational reimbursement and employee assistance plans.

· Government Compliance - A PEO can help your business keep current with the ever-changing alphabet soup of employment-related government regulations.

· Employer Liability Management -- A PEO can effectively manage your employer obligations, resulting in lower risk and reduced liability to your valuable business. A PEO can assist with workers' compensation coverage and claim resolution, safety reviews and policy development, unemployment claims, employee handbooks, personnel guides, termination assistance and much more.

· Payroll & Employment Administration - PEOs can legally take on the responsibility of payroll, payroll taxes, garnishments, quarterly reports, employment verification and human resource management reports. By using a PEO for these responsibilities, you will have more time to devote to your business.

· Recruiting & Selection - Many PEOs can create job descriptions, write and place ads, review resumes, test and interview job candidates, and conduct background checks.

· Training & Development - A good PEO can analyze your training needs, then provide the right courses to improve employee performance and productivity. 

Choosing the Right PEO for Your Business 

As with any outsourcing contract, it pays to consider several PEO vendors in order to find the one that meets the needs of your business. Some of the factors you might want to consider include: 

· What will it cost? Find out what services the PEO offers and whether or not those services are included in the base price or cost extra.

· Is the PEO financially strong? Check out the credentials of the companies you review. Are their finances in order? Choose a PEO as you would a banker. You are looking for a stable, well-run company with whom you feel secure.

· Establish credibility. Has the PEO been in business very long? Do they have a good reputation? How are they regarded within their own industry?

· Ask questions about customer service. How are their services implemented? Who will assist you when you have questions? Obtain the results of customer service surveys, if they have them.

· What technological capabilities do they have? Technology has become one of the most important aspects of doing business in America today. Are they current with the latest technology? Do they have online capabilities that will enable you to interact with them at your convenience?

· Ask for referrals from current and former clients. Find out the good and the not-so-good about each PEO. 

Set Goals for Your Employees
Adapted from content excerpted from the American Express® OPEN Small Business Network 

Setting goals with your employees is an essential element of effective human resources management.

There are a variety of reasons to set employee goals. Goals can: focus employees on the purpose of your business; enhance your chances of success by applying your employees efforts to your company's long-and short-term success; and motivate employees. Employee goal-setting is also an important part of an employee appraisal or bonus program because without goals, achievement is not easily measured.

To be effective, employee goals must be clear and understandable. Each goal must be concrete, attainable, and critical to the growth of your business. The tips below will help you set good goals:

Set goals with employees

Employees are often the best source for information about what job-specific goals will contribute to overall increased productivity, responsiveness, or other business goal. Involving employees in goal-setting also eliminates the potential for the resentment that can arise when goals are imposed.

Reevaluate goals frequently

At a minimum, do this halfway through the year to insure that goals still make sense and that employees are on track.

Make goals specific and measurable

Don't set goals such as "Do a better job," because a general goal does not instruct an employee in what steps to take. An example of a constructive goal is "Increase response time to customer calls by 30%" or "Cut customer complaints by half."

Goals don't have to be tied to sales

Don't automatically assume that bonuses should be tied to increased sales or even profitability. For example, it may be most important in a given year for your business to cut costs or raise visibility. Tie bonuses into that critical goal rather than one that is traditional.

Make sure employees goals are attainable

Many people have a tendency to set goals too high. Unattainable goals lead to employee frustration and lack of motivation and it is your job to make sure that employee goals are realistic.

Be consistent

Don't set different goals for employees the same responsibilities. Not only will this likely breed resentment, but it can put you in legal hot water in terms of charges of discrimination.

Watch your timing

It's common for businesses to set annual employee goals at the beginning of the year. Others may want to do it before a busy season, or at an annual company meeting. Be careful to set employee goals and conduct evaluations on a calendar year, not on employee anniversaries. This way, it will be easier for you to compare performance between people with similar jobs.

Avoid rivalry

You want your employees to work against your competitors, not each other. Avoid things like contests as part of your goal setting. Instead, have your employees strive to meet a specified target within a specified period, and reward those who meet it. By doing this, you provide all of your employees with incentive to share information and help each other.

Set goals that tie employees into the success of your company

You might want to base financial incentives on the overall goals of your company. This can be used to encourage teamwork, and for everyone in the company to know that they are involved in your growth and continued prosperity. For example, Levi Strauss has set financial goals for the company for the year 2001; if the company attains that goal, it will be possible for each employee to get a bonus equivalent to their entire 1996 salary!!!

Your Pre-Vacation Checklist
Adapted from content excerpted from the American Express® OPEN Small Business Network 

You can alleviate the stress and panic that can accompany pre-vacation planning by creating a list of tasks and issues that need to be managed when you're not there, then checking off each item as it's handled. This systematic planning enables you to leave for vacation with a clear conscience and get some well-deserved R&R.

At the very minimum, you'll need someone in your organization to cover for you while you're out. If you have no employees, a professional colleague can stand in as backup support for client or customer emergencies. 

Make a project list 

Do a complete inventory of recently completed projects, current work, and upcoming assignments. For each item on your list create another list of all possible issues that could arise while you are away. Plan for each of these developments. Be sure not to overlook recently completed projects. Work that you have "put to bed" can often generate client or customer inquiries in the weeks following.

Do worst-case planning 

Come up with a list of possible scenarios on current projects and brief internal staff or colleagues. A little bit of Murphy's Law planning can prepare everyone for the things that will undoubtedly go wrong. What are the chief concerns for each client? What's the worst thing that can happen with each account? This kind of planning means that clients will be speaking with someone who understands their concerns should a problem arise. For example, your notes on a particular project might say, "If Mrs. Green calls, her concerns are likely to be about x and y. The last time we completed a project like this we had difficulty in the following areas."

Brief key clients or customers 

Don't let your lengthy absence come as a surprise to clients. Give them some notice about your absence -- a minimum of two to three weeks, preferably longer. Let them know how long you'll be away, who they should contact in your absence, how they can contact this person (phone and fax numbers, and email address), and what how this person will be able to help them. Communicate your confidence in the ability of staff or a stand-in to help them should a problem arise. If they're dealing with someone new in your organization, arrange for both parties to speak before you go away. It's important that your clients feel comfortable with the arrangements you've made.

Plan for all incoming communications 

Make sure you're prepared to handle your voicemail, email, and incoming faxes.

· Voicemail: If someone else in your office is handling your workload, put their extension or phone number in your outgoing message so your callers will be able to reach a real person who can respond to their needs. If you aren't referring callers to someone else, script a reassuring message that lets clients know when you will return and how they can get what they need in the meantime. 

· Email: Check with your ISP to see if they offer Auto Respond, a service that sends an automatic reply to anyone who emails while you're away. Like your voicemail, your reply message should indicate how long you'll be out of the office, and who people can contact if their message requires immediate attention. If you don't have this option, be sure to have someone check your mailbox regularly and deal with any messages that need a direct response. 

· Faxes: Have someone in your office collect, read, and traffic faxes so that no pressing issues slip through the cracks. You may want to have someone in your office forward your faxes to a local fax number so you can collect them yourself while you're away. 

Replenish supplies and petty cash 

If you'll be leaving staff or co-workers behind, make sure they have enough office supplies to continue working in your absence. Check the petty cash supply and make sure it's adequate, or leave a signed check for that purpose.

Pay bills, sign checks 

Check the due date on your regular payments for rent, utilities, supplies and so forth. If you don't want to pay them ahead of time, write out the checks and entrust someone with the job of mailing them on the appropriate dates. Don't let accounts become past due just because you've gone on vacation.

Leave emergency contact information 

Make sure those people still in the office won't be stranded if they run into technical or maintenance problems in your absence. What happens if a drain backs up or the boiler blows? Leave the phone number of your building's electrician, plumber, and other maintenance people. Don't forget about your computers or phone network. Make sure there's contact information for those repair people or consultants as well.

Double-check the little things 

Don't forget about housekeeping and security measures. Write down all the chores you take care of in your office without even thinking about it. Are you the person who routinely pulls the shades in the late afternoon to keep the equipment from overheating? Are you the one who puts toilet paper in the employee's rest room? Think of all those small jobs and make sure they get done while you're gone. If you're the one who closes up at night, make sure someone else knows the procedure for securing the building

Employee Disciplinary Action Form 

When you are required to take disciplinary action against an employee, it is essential to create and keep a good record of what steps have been taken. A good record will contain: details of the incident or conduct that led to the disciplinary action, the objective circumstances surrounding your meeting with the employee, and what you communicated regarding your expectations about the employee's future conduct.

Such a record can serve many purposes. If you have a workforce where disciplinary problems come with the territory, it can help you keep each employee's record straight. Use of a consistent format that demonstrates even-handed application of your policies can be strong evidence that your actions are not the result of discrimination. And, if an employee doesn't work out despite your best efforts, you will have built a substantial written case demonstrating why it was necessary to terminate the employee.

The attached file contains a simple form that you can use to document the disciplinary action that you have taken. Remember that your records will be most useful if you promptly complete a disciplinary action form every time you have to take action, whether it takes the form of a conversation or a formal written notice.

Discipline Documentation Form

Employee Information
Name of Employee:__________________________________________________________

Employee’s Job Title: ________________________________________________________

Incident Information
Date/Time of Incident:________________________________________________________

Location of Incident:_________________________________________________________

Description of Incident:_______________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Witnesses to Incident:________________________________________________________

Was this incident in violation of a company policy?



Yes

No
If yes, specify which policy and how the incident violated it.  ___________________________

____________________________________________________________________

____________________________________________________________________

Action Taken

What action will be taken against the employee?____________________________________

____________________________________________________________________

____________________________________________________________________

Has the impropriety of the employee’s actions been explained to the employee?  Yes
No
Did the employee offer any explanation for the conduct?  If so, what was it?​​​ ​______________

____________________________________________________________________ ____________________________________________________________________
____________________________________________________________________

Signature of person preparing report:____________________________________________

Date:
__________________________________________________

Employee Disciplinary Aids 

Benefits: No matter how careful you are when you hire new employees, chances are that, at some point, you will have to respond to unacceptable types of conduct on the job. The attached file contains six documents designed to help you in that sometimes uncomfortable situation.

The first document is a sample progressive discipline policy that lists specific offenses — and penalties — according to seriousness. The second is a checklist of steps to take when you have to confront and discipline an employee. The third is a checklist of all the information you need to include in documenting a discipline session. The fourth document is a sample progressive discipline policy that you can edit to suit your needs. The fifth and sixth documents are sample forms to use in the administration of your progressive discipline policy when giving verbal and written warnings. Good recordkeeping is vital to establishing that you have fairly administered your policies and not unfairly singled out any group or individual. It also helps you track an employee's progress, or lack of it, in response to your efforts.

File Description: The file contains a 12-page document in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: The employee discipline documents include the following special features:

Sample Progressive Discipline Policy: 

· Clearly sets forth the general policy on the rules of good employee behavior and conduct. 

· Classifies employee misconduct — and explains the accompanying progression of discipline — on the basis of seriousness from a simple oral warning all the way to termination. Suggests 14 less serious types of behavior subject to oral or written reprimand and 12 serious types of behavior subject to immediate suspension or termination. 

· Contains separate sections on probation, suspension, and discharge. 

Progressive Discipline Checklist: 

· Lists the things you should consider and steps you should take before, during, and after a disciplinary meeting with an employee. 

Progressive Discipline Documentation Checklist: 

· Includes all the information you need to properly document a verbal warning and a written warning. 

Sample Verbal and Written Warning Forms: 

· Can be completed on the computer or by hand. 

· Structured so that a copy can be shared with the employee and also put in the personnel file. 

1. Sample Progressive Discipline Policy

Purpose.  To establish rules pertaining to employee conduct, performance, and responsibilities so that all personnel can conduct themselves according to certain rules of good behavior and good conduct.

The purpose of these rules is not to restrict the rights of anyone, but rather to help people work together harmoniously according to the standards we have established for efficient and courteous service for our customers.

Reasonable rules concerning personal conduct of employees are necessary if the facility is to function safely and effectively.  You will be kept informed of department rules and changes to those rules by your supervisor or department head.

The company believes that you want to, and will, do a good job if you know what is required to perform your job properly.  Your supervisor is responsible for ensuring that you know what is expected of you in your job.  Further, it is company policy that employees be given ample opportunity to improve in their job performance.

Policy.  Degrees of discipline are generally progressive and are used to ensure that the employee has the opportunity to correct his or her performance.  There is no set standard of how many oral warnings must be given prior to a written warning or how many written warnings must precede termination.  Factors to be considered are:

· how many different offenses are involved

· the seriousness of the offense

· the time interval and employee response to prior disciplinary action(s)

· previous work history of the employee

Exceptions.  For serious offenses, such as fighting, theft, insubordination, threats of violence, the sale or possession of drugs or abuse of alcohol on company property, etc., termination may be the first and only disciplinary step taken.  Any step or steps of the disciplinary process may be skipped at the discretion of [company name] after investigation and analysis of the total situation, past practice, and circumstances.

In general, several oral warnings should, at the next infraction, be followed by a written warning, followed at the next infraction by discharge.  This is especially true in those cases where the time interval between offenses is short and the employee demonstrates a poor desire to improve his/her performance.

Penalties for Specific Offenses

Penalties for group 1:

· First offense:  Oral or written reprimand

· Second offense:  Suspension or termination

Penalties for group 2:  

· First offense:  Suspension or termination

Group 1:  Offenses include:

· knowingly filling out time sheet of another employee

· having one's sheet filled out by another employee, or unauthorized altering of a time sheet

· being tardy habitually without reasonable cause

· being absent without notification or excuse

· leaving your job or your regular working place during working hours for any reason without authorization from your supervisor, except for lunch, rest periods and going to the restrooms

· disorderly conduct on company property

· immoral conduct or indecency on company property

· leaving work before end of shift or not being ready to go to work at the start of shift

· interfering with the work of other employees

· inefficiency or lack of application of effort on the job

· violations of company policies outlined in sections of this policy manual

· contributing to unsanitary conditions or poor housekeeping

· imperiling the safety of other employees

· malicious gossip and/or the spreading of rumors

Group 2: Offenses include:

· gambling on company property

· possession of narcotics, or consuming narcotics on company property

· reporting for work in an intoxicated condition

· responsibility for instigating fighting on company property

· dishonesty or removal of another employee's property or company property without permission

· willful destruction of company property

· insubordination (Refusal to perform service connected with an employee's immediate supervisor or refusal to obey any reasonable order given by an employee's supervisor or by management)

· misrepresentation of physical condition or other important facts in seeking employment

· refusal to perform work assigned to an employee

· absence for two consecutive working days without notification to the company or without acceptable excuse

· petty thievery

· possession of firearms, fireworks or explosives on company property without permission from management

Probation.—You may be placed on probation in connection with the written warning for a period of time determined by [company name].  Wage increases, vacations and transfers will not be given during this period, but all other benefits will continue.

Investigative suspension.—An investigative suspension is a period, not to exceed three (3) working days, during which time an employee is relieved of his or her job because of alleged serious misconduct.

An employee may be placed on investigative suspension when it is necessary to make a full investigation to determine the facts of the case, as in a fighting, insubordination or theft incident.

If after the investigation:

· discharge is warranted, the employee shall not be paid for the period of investigative suspension—the discharge shall be effective on the date of the termination interview.

· misconduct is determined, but not of a sufficiently serious nature to warrant discharge, the employee shall receive a warning notice and forfeit pay lost as a result of the investigative suspension and may be placed on disciplinary suspension

· if no misconduct is determined, the employee shall return to work within the prescribed period and be paid for the time lost as a result of the investigative suspension

Disciplinary Suspension

A disciplinary suspension is a period of not more than three (3) days and may be given in addition to the investigatory suspension or as punishment for the violation.  The employee is relieved of his or her job assignment because of serious or repeated instances of misconduct and shall forfeit pay lost as a result of the suspension in situations where there is no specific instance of conduct that is so outrageous that justifies termination but there is a pattern of conduct where the employee has continually engaged in one minor infraction of the rules after another and has received a documented verbal and/or written warning for rule(s) infraction(s).  Disciplinary suspension would generally not be used as a form of discipline for employees with attendance problems.

Crisis suspension

A crisis suspension is given at the discretion of the supervisor when action must be taken immediately.

Discharge

When the employee is discharged as a result of a serious offense, or as the final step in an accumulation of infractions for which a warning notice or notices have been written, the employee will be discharged for cause instead of being given the option to resign, be laid off, or retire.

Employee Telephone Usage Log 

Most businesses are highly dependent on the telephone, and few could even exist without one or more phone lines. Controlling the cost of phone usage can, therefore, be extremely important. One key concern of employers is the unauthorized use of telephones by employees for personal purposes. A few local calls now and then may not be a problem, but charges for personal long distance calls can quickly add up. One way to control that problem is to examine the phone bill each month in order to identify non-business calls.

The attached file contains a phone call tracking log that you can use for long distance call tracking. Ask each employee to complete one each month and compare it to the phone bill. Unauthorized calls will quickly surface and you can determine whether the personal use is so substantial that you have to take corrective action.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment

Phone Call Log Form

Name __________________________________________


Period  __________________________________

	Name of Person/Company Called
	Phone Number
	Date
	Time of Call
	Length of Call
	Purpose of Call
	Follow-Up Needed?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Job Performance Feedback Form 

Many business owners find it difficult to provide feedback to an employee who isn't performing quite as well as expected. It is frequently difficult to stay focused on providing constructive criticism that, hopefully, will lead the employee to improve. There might be a temptation to avoid putting yourself in a potentially confrontational situation. But face it, a poor employee isn't going to get better unless he or she is made aware that there is a need to improve. By concentrating on the desired results rather than the employee's perceived shortcomings, you can improve the chances of a positive outcome.

The attached file outlines the 10-step process to use when giving feedback to an employee about how he or she can improve their on-the-job performance. The emphasis is on coaching the employee to do better. Knowing what you intend to cover in a face-to-face meeting, and sticking to the agenda, is much easier if you have planned in advance.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Ten Steps for Giving Feedback

Step 1. Get to the point.

The purpose for this meeting is....

I asked you here to discuss.....

I want to spend some time discussing how you....

Step 2. State why you are having this conversation.

I have a concern about....

A problem has occurred in......

Step 3. Describe what you know.

I saw.....

When I was told, I looked into the issue by......

Step 4. Describe the consequences of the continued behavior.

If this continues, then .............

In looking at this situation as a customer would, it appears...

Step 5. Describe how you feel about what you know.

I am very concerned about.....

I do not think it is right that.....

I am upset that errors in the function keep occurring.....

Step 6. Encourage the other party to give their side of the story.

Now, that's what I know but what is your view....

Is that the way you saw it.....

OK, now what is your reaction?

Step 7. Ask as many questions as you need to understand the situation from the other person's perspective.

Well, how do you know that....

And then what happened ?

If you did that, then why did....

Step 8. Decide what specific actions must be done, when and communicate that to the other party.

I believe you must....

In the next meeting, as Point 4 in the agenda, you will....

Step 9. Summarize the conversation.

Let’s recap, you will.....and I will......

Step 10. Follow up.

I will contact you next...............

Projected Staffing Schedule 

Benefits: This worksheet will enable you to compute the number of employees you will need to start your new business. The worksheet is set up to be used for projecting and completing your new business staffing arrangements for a weekly time period. All you have to do is put in your employee names and the hours to be worked and it will show you and your employees at a glance the weekly staffing arrangements. This tool provides an example and a template for a weekly staffing schedule.

This spreadsheet is an excellent tool to be used for start-up or existing small businesses. Just plug in your employees' names and times to be worked and it will show you at a glance the full week's staffing arrangements.

File Description: The file is a Microsoft Excel (version 5.0) spreadsheet template. Once you've downloaded the file, you must copy it to your EXCEL\XLSTART directory in order to use it.

Special Features: 

· Download this spreadsheet template just once, and be able to use it over and over again. 

· The spreadsheet contains the formatting for a weekly employee schedule. 

· The spreadsheet can be completely customized — you can quickly add or delete items or revise the format to meet your needs. 

· The spreadsheet is easy to use. Just plug in your employees and it will automatically show you the staffing for your new business. 

Sample Script for Employee Job Satisfaction Feedback 

Employee morale problems can be the result of any number of workplace problems. If employees don't like a particular supervisor, or feel that their work isn't appreciated, results will suffer. Getting to the root of the problem is sometimes a challenge. In many instances, the only way to get at it is to ask your employees to tell you. This can be a difficult situation for you and for them. On the one hand, you can gain valuable information about how to increase your employees' job satisfaction. On the other, you might have to face the fact that something that you do is a source of problems. An employee is faced with similar concerns. Should they offer honest criticism and risk retaliation, or keep silent?

The attached file contains a sample script that is designed to help you obtain useful feedback from your employees. It suggests what to say to assure employees that their input is valued, and a variety of issues that might be of concern. It also offers options to use when a meeting doesn't go quite as planned.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Sample Feedback Script

Open the discussion by saying something like:

Thanks for coming to talk with me.  What I’d like to talk about is employee morale.  I want to make this job as fulfilling and satisfying for you as I can.  Before I can do that, though, I need to know how you feel your job could be made more fulfilling or what other steps we can take to make you feel satisfied in your job.

At this point, if the employee has definite comments or feedback, let the employee talk.  Maintain eye contact, take good notes and occasionally nod or smile to let the employee know that you’re listening.  If the employee doesn’t seem to have anything to say right off the bat, or seems hesitant to comment, you might say something like:

I want you to know that I’m really interested in what you have to say, and I don't want you to feel uncomfortable giving criticism, if that’s what’s necessary.  This isn’t a trap, and I’m not going to get angry or retaliate for any criticism you might make.  This is really a team process and we’re on the same side.  If it’s OK with you, I’d like to go through some specific questions, and get your thoughts.

If you’d rather not do this now, let me know.  We can reschedule a time to meet or you can jot some thoughts down on paper if you’d rather.

If the employee seems really uncomfortable or uninterested, you might conclude the session now.  If the employee seems to want to continue participating, you could then go through a list of questions or topics and ask the employee to comment about them.

Here’s a sample of some topics that might get your discussion going:

· the good and bad habits of supervisors and coworkers

· the employee’s future at the company and how he or she feels about it

· the employee’s workload and the distribution of work in general

· the employee’s working conditions and how he or she feels they could be improved

· the employee’s feelings about the importance of the work he or she does

· how employees get along with each other

· the condition of the equipment with which the employee must work 

· the pay and benefits the employee receives and how they compare with other companies

· the consistency and fairness of the way employees are treated and disciplined

· whether the employee feels that supervisors and coworkers tell the employee what the employee needs to know

· the potential for growth/advancement

· the employee’s experiences with and feelings about coaching and feedback

· the usefulness and appropriateness of instructions and training received

· the effectiveness of communication among coworkers and between workers and supervisors

· the attitude of the managers/owners toward the employees

You might ask the employee to respond to each of these topics.  Be sure to take good notes.

After the discussion, sum up by saying:

Thanks very much for taking the time to let me know how you feel.  I appreciate your honesty, and I hope you’ll feel free to come and talk to me if you have questions, suggestions, or additional comments.

Let the employee know what to expect:

After I conduct some more meetings with other employees, I’m going to look at this information and try to figure out ways that we can change things to make your job even more fulfilling and rewarding.  I hope to have some information back to you within two weeks that will tell you where we’ll go from here.

Thanks again.

Compensable Work Chart 

Benefits: The attached document contains a chart to help you determine what kinds of work you have to pay your employees for. It's especially important to know what kinds of time and work are considered compensable if you have employees who come and go from one site to another or if you have employees who must sometimes wait for work to come from other sources. You may not always have to pay employees for waiting for work to come to them or for time spent washing up, waiting in line for checks, etc. To get the most for your payroll dollar and to make sure you're not paying employees for time that is technically not compensable, consult this detailed chart.

File Description: The file contains a two-page document in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: 

Included are the following:

· Handy bulleted lists to help you determine which kinds of time you need to pay employees for and which kinds of time can be excluded from pay. 

· Separate lists for duties and activities: one for activities that occur during work hours and one for activities that occur before, after, or in between work hours. 

	Time Spent During Working Hours

	Compensable
	Noncompensable

	· Coffee and snack breaks

· Fire drills

· Grievance adjustment during time employee is required to be on premises

· Meal periods if employees are not relieved of duties, if not free to leave posts or if too short to be useful (less than 1/2 hour)

· Meal periods of 24-hour on-call employees

· Medical attention on plant premises or if employer directs outside treatment

· Meetings to discuss daily operations problems

· Rest periods of 20 minutes or less

· Retail sales product meetings sponsored by employer

· Show-up time if employees are required to remain on premises before being sent home

· Sleeping time if tour of duty is less than 24 hours

· Stand-by time—remaining at post during lunch period or temporary shut down

· Suggestion systems

· Travel:

· from job site to job site

· from work site to outlying job

· to customers

· from preliminary instructional meeting to

work site

· Waiting:

· by homeworker to deliver or obtain work

· by truck driver standing guard while

loading

· for work after reporting at a required time

· while on duty
	· Absence for illness, holiday or vacation

· Meal periods of 1/2 hour or longer if relieved of all duties and free to leave post (but can be confined to plant premises)

· Medical attention by employee choice of outside doctor

· Shutdown for regular maintenance

· Sleeping time up to eight hours if tour of duty is 24 hours or longer, if agreement to exclude sleep time exists, facilities for sleeping are furnished, at least five hours of sleep are possible during scheduled period, and interruptions to perform duties are counted as hours worked

· Union meetings concerning solely internal union affairs

· Voting time (unless required by state law)

· Waiting after relieved of duty for a specified period of time that allows employee to engage in personal activity

	
	

	Time Spent Before, After Or Between Regular Work Hours

	Compensable
	Noncompensable

	· Arranging or putting merchandise away

· Bank employees waiting for audit to finish

· Changing clothes, showering or washing if required by the nature of the work (such as job with chemicals requires bathing for worker health)

· Civic or charitable work if requested by employer or controlled by employer or if required to be performed on employer's premises

· Clearing cash register or totaling receipts

· Discussing work problems at shift change

· Distributing work to work benches

· Equipment maintenance before or after shift

· Getting steam up in plant

· Homework under contract with employer

· Make-ready work, preparatory work necessary for principal activity

· On-call time if employee must stay on or near premises so as to have liberty restricted or not use time as pleases

· Photography and fingerprinting for identification purposes

· Physical exam required for continued service

· Suggestions developed pursuant to assignment

· Travel time to customer on after-hour emergency
	· Changing clothes, washing or showering for employees' convenience

· Homework of which the employer has no knowledge

· Meal periods while on out-of-town business

· Medical attention by company doctor even if injury was at work

· Obtaining equipment from lockers where lockers are not recommended or required

· On-call time when only telephone number to be reached or other similar contact device is required so that employee can come and go as pleases

· Opening plant and turning on lights and heat

· Preemployment tests

· Retail sales meeting sponsored by manufacturer if attendance voluntary

· Reporting early to promptly relieve prior shift

· Time between whistle and start of work

· Trade school attendance

· Training programs sponsored by employer if outside regular work hours, attendance is voluntary, employee does no productive work while attending and program is not directly related to employee's present job (as distinguished from teaching another job or additional skill)

· Travel time:

· from home to work site or vice versa (even

if employer provides transportation)

· from plant entrance to work site

· from time clock to work site

· to and from dressing room

· from outlying job to home

· Unauthorized overtime if prohibited and without employer's knowledge

· Voluntary attendance at government- sponsored safety meetings

· Voluntary attendance at industry meeting to keep abreast of technological change

· Waiting:

· for paycheck

· at time clock

· to start work at designated time after arriving early


Sample Employee Leave & Time-Off Policy 

Benefits: In the absence of a personal time-off policy, when has an employee called in sick enough times to justify dismissal? How many days off are appropriate when a family member is sick or dies? Do you have any choice about paying an employee who is on a jury or spending two weeks at reserve training? While it is possible to deal with each situation as it arises, a consistent and clearly communicated policy can make your life a lot easier. Employees will know what to expect and you won't be faced with making policy decisions each time a situation arises.

The attached file contains sample policies that you can quickly customize to create your own personal leave policy. Be sure to have any policy you formulate reviewed by an attorney — there are a few areas where you have specific legal obligations, such as jury duty and military leave.

File Description: The file contains a 18-page document in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: The sample policies contain specific clauses from which you can pick and choose and then customize to create your own policy for the following areas:

· holiday policy, including a list of possible holidays and suggestions on requirements that your employees must meet in order to qualify 

· vacation policy, including suggestions regarding how much vacation time employees should be given based on various accrual methods (e.g., seniority accrual, accrual for new employees, monthly accrual, part-time accrual) as well as sample policies for part-time employees and employees leaving the company, illness on vacation, and more 

· funeral leave policy, including suggestions for the amount of time you should allow, definition of immediate family member, forfeiture, language for salaried and hourly employees, and suggestions on requirements that your employees must meet in order to qualify 

· sick leave policy, including sample eligibility requirements, pay and benefits during sick leave, and accrual of sick leave 

· personal leave policy, including suggested provisions for leave without pay, credit for length of service, and return to service 

· jury duty leave policy, including sample language on how to handle the jury duty stipend 

· military leave policy, including sample language on pay offset 

· pregnancy/maternity leave policy, including suggestions on length of leave, schedule of payment over the length of the leave, and reemployment rights and benefits 

Holiday/Vacation Policy

The following sample company policy statements are for holiday leave.  Generally, holidays are paid leave with no loss of credit for the employee’s length of service with the company.  The policy below mentions Floating Holidays, which are a couple of days you designate each year just to give your employees a little more time off.  If you don’t want to offer Floating Holidays, you should remove the reference.  If you want your policy to differ in other ways from the policy set out below, you should change this policy to reflect those differences.  If you make substantive changes to this policy, however, you should have your attorney look over the changes.  A list of holidays typically provided by employers is also included.

Annual Holidays

[YOUR COMPANY] observes the following holidays:

· Floating Holiday

· Personal Holiday

Paid Holidays

All full-time employees will receive holiday pay of eight straight time hours at their regular rate, provided the following conditions are satisified:

1.
Work a full shift on the employee's last scheduled work shift prior to the paid holiday.

2.
Work a full shift on the employee's first scheduled work shift following the holiday.

3.
Should the employee be unable to work either of these two days because of illness, proof of illness will be required in order to qualify for the paid holiday.

The shift differential for second and third shift employees will not be included in holiday pay.

Holiday pay will not be paid if:

1.
The employee has been on the payroll for less than 90 days.

2.
The employee is on lay-off status.

3.
The employee is a temporary or seasonal employee.

4.
The employee is on leave of absence when the holiday occurs.

5.
The employee is requested to work during a paid holiday and the employee refuse to do so.

Employees who are requested to work during a paid holiday will receive holiday pay plus regular pay.

Paid Holidays During Vacations and Weekends

If a holiday occurs during the employee's vacation, the employee's vacation will be extended by the number of holidays falling during the vacation period or an equal number of vacation days will be carried forward for future use.

If any scheduled paid holiday falls on a Saturday, the holiday will usually be observed on the preceding Friday. If the holiday falls on a Sunday, the following Monday will usually be observed as the holiday.

Overtime

Holidays are not considered a day worked for purposes of calculating overtime unless work is actually performed.

[The Floating Holiday clause below may be removed if it does not apply to your circumstances.]

Floating Holidays

In addition to the named holidays for which eligible employes will receive paid time off, [YOUR COMPANY] will schedule two floating holidays each year. Floating holidays will be scheduled so as to provide eligible employees with extended weekends by combining them with named holidays.

At the beginning of each calendar year, the employee will receive a complete schedule of paid holidays, including paid floating holidays.

[The Personal Holidays clause below may be removed if it does not apply to your circumstances.]

Personal Holidays

In addition to scheduled paid holidays, eligible employees are given two floating holidays annually to be used as personal time off. Before scheduling a personal holiday, the employee must obtain approval. Requests for personal holidays must be made in writing not less than 10 days in advance of the requested date. 

Religious Holidays

[YOUR COMPANY] recognizes that there may be religious holidays (other than those already designated at holidays) that employees would like to observe. It may be possible to arrange these holidays as scheduled days off, authorized absences without pay or personal time off. Requests for time off to observe religious holidays must be approved.

Vacation Time

At the end of the employee's first year as a full-time employee of [YOUR COMPANY], an employee is entitled to [number] days of paid vacation. The employee's vacation days increase to [number] days after five years of continuous employment with [YOUR COMPANY], [number] days after 15 years of continuous employment with [YOUR COMPANY], and [number] days after 30 years of continuous employment with [YOUR COMPANY].

Vacation time may be taken in increments of one full day but in all cases must be prescheduled and preapproved. One day of vacation for every five days that an employee is entitled to may be carried over to the following year, but must be used before [date].

[YOUR COMPANY] does not provide paid vacation time for part-time employees.

Vacation Pay

Vacation pay is the employee's regular rate of pay, excluding overtime or holiday premiums. If the employee's regular rate of pay varies from week to week, the employee's vacation pay will equal the employee's average weekly hours or scheduled hours in the previous calendar quarter not to exceed 40 hours.

Pay will not be granted in lieu of vacation time not taken.

Scheduling Vacations

[YOUR COMPANY] will attempt to grant all employees vacation at the time they desire to take it. However, [YOUR COMPANY] must maintain adequate staffing at all times. Therefore, vacations must be scheduled in advance and with prior written approval.

Where conflicts develop, they will be resolved as fairly as possible. Preference will be given to the more senior employee, the employee who can demonstrate the greater need for vacation at the conflicting time or the employee who makes the earliest request.

[The Plantwide Shutdown clause below may be removed if it does not apply to your circumstances.]

Plantwide Shutdown

It is [YOUR COMPANY] practice to have an annual shutdown of [period of time] during the month of [month]. All employees, with the exception of essential personnel, will take their normal vacations at this time. For those employees who are entitled to more than 10 days of vacation, the balance of that vacation must be scheduled. Employees who have been employed for less than one year receive paid vacation in the amount accrued as of the annual plant shutdown, providing they have completed six months of service at [YOUR COMPANY].

Holiday or Illness During Vacation

When a holiday occurs during the employee's vacation time, the employee will still receive pay for the holiday in addition to the employee's vacation pay or the employee may select another day off.

If the employee is hospitalized while on vacation, the time from the date of the employee's hospitalization until the employee's doctor releases the employee may, at the employee's option, be charged against the employee's short term disability benefits, rather than the employee's vacation time. If this happens, the employee must notify [Your Company]. If the employee becomes ill while on vacation, but the employee is not hospitalized, the employee's absence is charged against vacation time.

Termination and Vacation Pay

When employment ends for any reason, vacation time earned but not taken by the employee will be included in the employee's final paycheck.  At the same time, vacation time taken in advance will be deducted from the final paycheck.

Vacation Accrual Methods

The following is a sample vacation accrual chart.  You can modify your vacation accruals to reflect additional credit for any factor you feel deserve additional vacation as long as you are nondiscriminatory.  If you make substantive changes to this policy, you should have your attorney look over the changes.
Basic seniority Accrual Method

Employees who have completed one year of service and who work a 5-day, 40-hour week, are entitled to vacation as follows:

Service


Vacation entitlement in week/hours

After 1 year


1 week/40 hours

After 2 years


1 week plus 1 day/48 hours

After 3 years


1 week plus 2 days/56 hours

After 4 years


1 week plus 3 days/64 hours

After 5 years


2 weeks/80 hours

After 6 years


2 weeks/80 hours

After 7 years


2 weeks/80 hours

After 8 years


2 weeks plus 1 day/88 hours

After 9 years


2 weeks plus 2 days/96 hours

After 10 years


3 weeks/120 hours

After 11 years


3 weeks/120 hours

After 12 years


3 weeks/120 hours

After 13 years


3 weeks/120 hours

After 14 years


3 weeks/120 hours

After 15 years


3 weeks/120 hours

After 16 years


3 weeks plus 1 day/128 hours

After 17 years


3 weeks plus 1 day/128 hours

After 18 years


3 weeks plus 1 day/128 hours

After 19 years


3 weeks plus 2 days/136 hours

After 20 years


4 weeks/160 hours

After 21 years


4 weeks/160 hours

After 22 years


4 weeks/160 hours

After 23 years


4 weeks/160 hours

After 24 years


4 weeks/160 hours

After 25 years


5 weeks/200 hours

Vacation must be taken during the calendar year at times convenient to you and your supervisor.

Seniority Accrual Method (#2)

Vacation accrual is usually based on some element of seniority.  Most companies reward long-term employees with additional vacation days.  Illustrated below is another basic policy that accrues vacation based on years of service and is more generous than the first sample.
Service


Vacation

6 months


1 week

1 year



2 weeks

2 years


2 weeks, 1 day

3 years


2 weeks, 2 days

4 years


2 weeks, 3 days

5 years


2 weeks, 4 days

6-10 years


3 weeks

11 years


3 weeks, 1 day

12 years


3 weeks, 2 days

13 years


3 weeks, 3 days

14 years


3 weeks, 4 days

15-24 years


4 weeks

25 or more years

5 weeks

Vacation Accrual for New Employees

Vacation accrual based on years of service do not address new employees who are hired after the beginning of the year.  One way provide vacation to new employees during the year of hire is assign a schedule of vacation days based on month of hire.
The schedule could be set up as follows:

Month of Employment
Vacation Days

January


10 days

February


9 days


March



7 days

April



5 days

May



4 days

June



3 days

July



2 days

August



1 day

September-December
0 days

Simple Monthly Accrual

Another method of vacation accrual is based upon crediting employees with one day of vacation for each month of active employment.  As employee gain seniority they earn more days of vacation per month and are eligible to accrue a greater number of vacation days each year.
This type of accrual schedule might look like this:

1-5 years of service:  an employee earns 1 day per month up to a maximum of 10 day per year.

6-15 years of service:  an employee earns 1.5 days per month up to a maximum of 15 days per year.

16-25 years of service:  an employee earn 2 days per month up to a maximum of 20 days per year.

26 or more years of service:  an employee earns 2.5 days per month up to a maximum of 25 days per year.

Part-Time Accrual

Part-time employees may be eligible for vacation accrual on a pro-rata basis based upon their regular workweek.

Thus, under the accrual schedule above, a regular part-time employee (in the first through fifth year of service) who regularly works 20 hours per week could earn one vacation day per month up to a maximum of 10 days.  One day of vacation would equal four hours (20 hours per week divided by five days in the week) and the maximum vacation time that could be earned would be 40 hours (10 days multiplied by four hours).

Funeral Leave Policy

The following sample company policy statements are for funeral leave.  Generally, funeral leave is granted with pay and without loss of credit for the employee’s length of service with the company.  If you want your policy to differ from the policy set out below, you should change this policy to reflect those differences.  If you make substantive changes to this policy, however, you should have your attorney look over the changes.

Salaried Employees

The purpose of funeral leave is to provide you with time to attend the funeral of a member of your family and to handle personal affairs without disrupting your income.  Only permanent full-time employees are eligible for funeral leave benefits, and the benefits become effective after you complete your training and adjustment period.

Time allowed:  You may be granted up to a three-day leave (three consecutive working days) with pay in the event of the death of an immediate family member.

Definition of immediate family member:  The term immediate family member is defined as:

· Brother

· Child

· Father

· Father-in-law

· Husband

· Mother

· Mother-in-law

· Sister

· Stepbrother

· Stepchild

· Stepfather

· Stepmother

· Stepsister

· Wife

Funeral pay:  Your funeral leave pay will be figured at your regular rate of pay.

Leave without pay:  If you are not eligible for funeral leave with pay, you may be given time off without pay in case of a death in the family.  Time off without pay may be arranged to attend the funeral of a close friend.  Each day off will be counted as an absence without pay.

Forfeiture: You forfeit your rights to funeral leave benefits if you terminate employment before returning to your assigned position to work at least one workday after you have used funeral leave benefits.

When you are granted funeral leave benefits, it is mandatory that you attend the funeral of the relative for whom such funeral leave was requested.  We reserve the right to ask you to supply the name and relationship of the deceased and the name of the funeral home that handled the arrangements.

Sample (hourly employees)

All hourly employees, subject to the conditions below, will receive funeral leave in the event of a death in their immediate family.  The employee will be compensated for his scheduled work hours from which he is absent due to the funeral leave, not exceeding eight hours each day, at his regular basic straight time hourly rate.

The following points will be considered in determining whether an employee will receive pay for funeral leave:

· Employee has to have been continuously employed for 90 days prior to the death of someone in his immediate family.

· Immediate family is defined as spouse, child, parent, brother, or sister of the employee.

· Funeral leave will be granted from work for three consecutive days, including the day of the funeral, but limited to one day following day of funeral.

· The funeral allowance will be paid only for scheduled work time lost and will not be counted in computing overtime.

· No funeral allowance will be paid unless the employee gives reasonable prior notice of his intended absence from scheduled work and the time and date he intends to return to work.

· No funeral allowance will be paid if the employee does not attend the funeral.

· Promptly upon return to work, the employee must apply for the funeral allowance.  Proof of relationship to the deceased may be required.

Sample Sick Leave Policy

The following sample company policy statements are for sick leave plans.  Generally, sick leave is granted with pay and without a loss of credit for the employee’s length of service with the company.  If you want your policy to differ from the policies set out below, you should change these policies to reflect those differences.  If you make substantive changes to these policies, however, you should have your attorney look over the changes.

Pay for Illness

Employees will become eligible to participate in the paid time for illness program as follows:

· if employed prior to July 1, employees will be allowed up to 10 days in the following year

· if employed between July 1 and December 31, employees will be allowed up to five days in the following year, and up to five days in the succeeding years.

In addition to illness, sick leave may also be granted for medical, dental, or optical examinations or when a member of your household requires your personal care and attention due to illness.

Pay and benefits during sick leave.  Illness pay will be based on a regular eight-hour day at straight time and at the employee’s base rate.  Illness absence of less than three hours in a day will not be considered for payment.  Saturdays, Sundays, daily overtime hours, paid holidays, and paid vacation time are excluded as time for which payment will be made under this program.

Weekly insurance benefits will continue to be paid commencing with the first day of certified disability due to accidents and the fourth day due to illness.  Thus, in accident and illness cases, the insurance benefit will be paid rather than the paid illness allowance, and any unused illness allowance will be available for use later in the year as needed.

Certification of illness.  Certification of illness by a physician will not normally be required to qualify for payment under this program.

Effect on performance.  While the company pays you for authorized sick days, we expect you to be honest with us in taking days off only when you are actually ill.  Any abuse of this benefit will be taken into account in evaluations of your performance.  The company reserves the right to require a statement from your doctor.

At termination.  When termination of employment occurs, no payment for sick leave will be made.

Accrual of Sick Leave

Starting with the first day of employment, sick leave will accumulate at the rate of one (1) day per month.  Sick leave may accumulate to a maximum of sixty (60) days.

An employee may receive compensation for his/her sick leave that has accumulated in excess of 60 days at the rate of one day’s pay for each two days of sick leave accumulated in excess of 60 days.  Payment for unused sick leave will be made during the month of December each year, or at other times as designated by [person who approves sick leave].

One day of sick leave for those employees who normally work a 40-hour week shall be eight hours.  A day of sick leave for employees working fifty-six (56) or more hours per week shall be twelve (12) hours.

Permanent part-time employees are entitled to sick leave as earned on a pro rata basis.  No sick leave shall accumulate to seasonal or temporary employees.  All sick leave payments are to be approved by [person who approves sick leave].  Thus, any employee who is ill is responsible for reporting his or her absence to the appropriate person within one hour after his or her designated time for reporting to work.

Personal Leave Policy

The following sample company policy statement is for personal leave.  Generally, personal leave is granted without pay, but without loss of credit for the employee’s length of service with the company.  Not all companies allow employees to retain their service credit, however.  If you want your policy to differ from the one below, you should modify it to fit your circumstances.  If you make substantive changes to this policy, however, you should have your attorney look over the changes.

A personal leave of absence without pay may be granted an employee at the discretion of the company.  A personal leave of absence is defined as an absence of two weeks or longer.  It is not our general policy to grant personal leaves of absence and such leaves will be granted only under unusual circumstances.  A personal leave of absence is not available instead of medical leave.

Granting of such a leave depends on the review of the merits of each case, including the effect the employee’s absence will have on the workload of the other employees.  Probationary employees are not generally eligible for leaves of absence.  An employee must have one year of continuous employment before such a leave will be considered.  

Applications for leaves of absence may be granted or rejected as dictated by the judgment of [name of person who approves requests].

Salary and benefits are not payable to an employee while the employee is on a personal leave of absence, with the exception of company-paid term life insurance that is continued for eligible employees for one year of a leave of absence.  Health insurance may be continued if the employee pays the full premium at the group rate.  Although employees do not accrue benefits while on leave, those benefits accrued up to the time the employee started the leave will be retained.

The employee’s exact position, tour of duty, or work area may not be guaranteed upon return from a personal leave of absence; however, all efforts will be made to place the employee in the first available similar job with similar pay.  The employee’s date of initial employment will be adjusted to reflect the time spent on personal leave.

It is the employee’s responsibility to return to work on the date the leave of absence expires.  Should the employee fail to return and fail to notify [name of person who should receive requests] of a request for an extension, we will assume that the employee does not intend to rejoin the company and will consider the employee to have resigned from employment.  A request for extension of a leave of absence must be in writing and must be received at least five working days prior to the expiration of a leave.

Checklist for Handling Workers' Compensation Claims 

Every business owner should be prepared for the day when an employee may be injured in a work-related accident. No matter how safe you try to make the workplace, no matter how careful you are in hiring people, accidents sometimes just plain happen. What you do immediately following the accident takes on added significance when you own the business. The normal human responses, such as getting immediate medical assistance, must be augmented by actions designed to protect your business. The actions you take, or neglect to take, can prove critical to your financial future. Taking the time to do the right things, and to document that you have done so, is some of the most effective insurance you can get.

The attached file contains a checklist intended to guide you through the steps you need to take from the moment you become aware that an employee has been injured until the issue, and its financial repercussions, have been finally resolved. By taking affirmative steps to keep on top of the situation, you can minimize your exposure to unwarranted claims and expenses.

Also included in the attached file is a document that sets forth a number of factors that should be kept in mind at all times when dealing with an employee injury. This list highlights a number of common indications that a worker's claim might be fraudulent. Although only a small fraction of workers' compensation claims are fraudulent, the cases that do occur are expensive, cut into your business's productivity, and can send your workers' compensation premiums sky high. By being sensitive to the possibility that any claim might be fraudulent, you reduce your risk that a fraudulent claim, however rare, gets by undetected.

Jury Duty Policy

Jury duty leave is usually granted without any loss of credit for the employee’s length of service with the company.  Leave is frequently paid by the employer, with the understanding that the jury duty stipend paid by the court system is turned over by the employee to the employer. If you want to allow your employees to keep the stipend, you should modify this sample accordingly.  If you make substantive changes to this policy, however, you should have your attorney look over the changes.

Paid Absence

Time off taken for jury duty is treated as a paid absence for up to [time limit] during any one year.  Employees are paid for the time they are absent for jury duty, less the amount they receive for performing jury duty service.

[The above clause for pay during jury duty should be edited to reflect the jury duty laws in your state.]

Advance Notice

Employees must give advance notice of the need for time off for jury duty.  A copy of the summons should accompany the request. 

[The above clause for notification of need for jury leave should be edited to reflect the jury duty laws in your state.]

Return to Work

If employees are dismissed from jury duty before the end of the workday, they must report to work for instructions on whether to return for work for the rest of the workday.

Military Leave Policy

The following sample company policy statements are for military leave.  Generally, military leave is granted without pay, or with an offset of pay, and without loss of credit for the employee’s length of service with the company. If you want your policy to differ from the policies set out below, you should change these policies to reflect those differences.  If you make substantive changes to these policies, however, you should have your attorney look over the changes.

It is the policy of [YOUR COMPANY] to permit employees to take military leaves of absence.

Military Activities

[YOUR COMPANY] will grant the employee's request for military leave of absence for [number] days  per year to be used for military training, reserve duty, drills, maneuvers, etc.  In addition, if the employee should be called to active duty, the employee may take active duty leave for up to [time limit—e.g., number of days or weeks].  Military leave is only granted to [YOUR COMPANY]'s permanent employees. 

Employment Rights

The employee's employment rights will be preserved while the employee are on military leave.  Pay increases, vacations, and other benefits that would have accrued had the employee not been on military leave of absence will be given to the employee upon returning to [YOUR COMPANY] after the military leave is over. 

Reinstatement

Unless circumstances at [YOUR COMPANY] change so drastically while the employee is on annual or active duty military leave that reinstatement is impossible or impractical, when the employee returns to [YOUR COMPANY] after military leave, the employee will either be reinstated to the position the employee held before taking military leave or be given a similar position with the same seniority, status, and pay, if in either case the following conditions are met: 

1. Proof of honorable discharge from duty.

2. Proof of ability to resume the position.

3. Notice of intention to return is given. 

If the employee is unable to return to the same position after annual or active duty military leave, [YOUR COMPANY] will arrange for another position  at the same seniority, status and pay. 

Notice of intention to return to work must reach [YOUR COMPANY] within [number] days of the employee's discharge from military duty.

Annual Vacation Leave

Annual military leave of absence is in addition to any annual vacation leave the employee is entitled to.  [YOUR COMPANY] will not make deductions from annual vacation leave for time spent on annual military leave. 
Nondiscrimination

[YOUR COMPANY] makes it a policy not to discriminate in any way against employees who are members of the military.  The employee's job will not be in jeopardy if a military leave of absence is requested or taken.  In addition, the employee will not be discharged by [YOUR COMPANY] for one year after returning from military leave without just cause.

Pregnancy/Maternity Leave Policy

The following policy should be modified to reflect your circumstances.  For example, if your short-term disability policy has terms and conditions that are different from the one referred to below, you should change the policy to reflect those terms.  Also, you don’t have to offer 16 weeks of leave.  If you want to offer a different amount of time, you should modify this policy.  If you make substantive changes to this policy, however, you should have your attorney look over the changes.

To be eligible for a pregnancy leave of absence, the employee must be a nontemporary, full-time female employee. 

Maximum Length of Leave

The maximum length of pregnancy leave allowed is [number] weeks.  If the employee needs a longer leave due to medical complications, the employee should notify [YOUR COMPANY] as soon as possible.  The additional leave will be treated the same as any other medical or disability leave.

Written Requests

A written request for pregnancy leave must be submitted within a reasonable time.  The employee must submit a written doctor's statement, indicating the anticipated delivery date.  The employee should inform [YOUR COMPANY] of the expected duration of her pregnancy leave so that [YOUR COMPANY] may plan around the absence efficiently until her return. 
Transfers

An employee requesting pregnancy leave may also ask for a transfer to another less strenuous or less hazardous position if so desired.  The request must be in writing and must state the reason for the transfer. 
Paid Leave

[YOUR COMPANY] provides for paid pregnancy leave for the period of [time limit—e.g., number of days or weeks].   The employee may use any accumulated paid sick days and/or paid vacation days to extend her pregnancy leave beyond the paid leave period.  The employee will be paid for those designated days.

Medical Incapacity

At her option, the employee may continue to work up to the delivery date, depending upon the employee's medical circumstances and the nature of the employee's job.  In the event the employee is physically incapable of performing her regular job duties at any time during her pregnancy, the employee may request that the employee be placed on pregnancy leave.  An advance notice of a minimum of one (1) week should be given, accompanied by a statement from the employee's physician attesting to the employee's incapacitation.

Benefits

While an employee is away from work on an approved pregnancy leave of absence, she continues to participate in [YOUR COMPANY]'s company employee benefit programs.  [YOUR COMPANY] will endeavor to return the employee to the same or equal job she had before taking pregnancy leave.  Although [YOUR COMPANY] does not guarantee a return to the identical job, the employee will suffer no loss in seniority.

Time Off to Vote 

The following policy contains clauses that you will need to address in your policy.  Edit these clauses below to reflect the requirements of your state's laws regarding time off to vote.
It is the policy of [YOUR COMPANY] to give employees time off to vote.

Advance Request

Before taking time off to vote, the employee must make a written request for time off [number of days of advance notice] days before voting day. 

Paid Absence

Time off to vote will be treated as a paid absence.

Voting Hours

The employee is allowed [number of hours] hours of time off to vote.  Time off to vote is granted if the polls open fewer than [number of hours] hours prior to work starting time or close fewer than [number of hours] hours after quitting time.  Time off to vote may be taken before coming in to work or at the end of the workday. 

Covered Elections

This time off to vote policy applies to [types of elections—e.g., federal, state, local] elections. 

Compliance & Policies
Checklist for Handling Workers' Compensation Claims 

Every business owner should be prepared for the day when an employee may be injured in a work-related accident. No matter how safe you try to make the workplace, no matter how careful you are in hiring people, accidents sometimes just plain happen. What you do immediately following the accident takes on added significance when you own the business. The normal human responses, such as getting immediate medical assistance, must be augmented by actions designed to protect your business. The actions you take, or neglect to take, can prove critical to your financial future. Taking the time to do the right things, and to document that you have done so, is some of the most effective insurance you can get.

The attached file contains a checklist intended to guide you through the steps you need to take from the moment you become aware that an employee has been injured until the issue, and its financial repercussions, have been finally resolved. By taking affirmative steps to keep on top of the situation, you can minimize your exposure to unwarranted claims and expenses.

Also included in the attached file is a document that sets forth a number of factors that should be kept in mind at all times when dealing with an employee injury. This list highlights a number of common indications that a worker's claim might be fraudulent. Although only a small fraction of workers' compensation claims are fraudulent, the cases that do occur are expensive, cut into your business's productivity, and can send your workers' compensation premiums sky high. By being sensitive to the possibility that any claim might be fraudulent, you reduce your risk that a fraudulent claim, however rare, gets by undetected.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment

Checklists for Handling Workers’ Compensation Claims

Checklist for handling claims

The initial period is critical in handling workers’ compensation claims. Be sure to:

Immediately

· administer first aid

· accompany injured worker to a selected medical provider

· report incident within company

· notify family

· assign responsible person to follow claim

First day

· report to claim handler outside company (insurance company or third-party administrator)

· determine, on a preliminary basis, whether the injury is covered by workers’ compensation

· counsel employee and/or family on claims procedures, available benefits, company’s continuing interest in employee’s welfare, etc.

· follow up with the employee or family

First week

· coordinate payment of initial benefits

· talk to treating physician to learn diagnosis and treatment plan

· evaluate whether medical rehabilitation is necessary or appropriate

· develop return-to-work plan

· forward mail

· contact the injured employee and/or the family

First month

· use a “wellness” approach (cards, phone calls, visits) to continue to reinforce company’s concern

· consider medical examination by independent physician, if warranted

· reevaluate treatment plan based on new medical information

· update return-to-work plan

· contact the injured employee and/or the family

Ongoing
· continually reevaluate treatment plan

· update return-to-work plan

· refer for vocational rehabilitation

· refer for pain management evaluation of chronic pain, if appropriate

· maintain contact with the injured employee and/or the family

Checklist for collecting information

Whether it’s the businesses owner, or someone assigned by the business owner to keep track of the claim, here’s some advice for the types of information the person overseeing the claim should be gathering:

About the employee

· name, nicknames, maiden name, previous names

· address—current and previous (length of time living at both addresses)

· phone number, pager number, cellular number

· social security and driver’s license numbers

· sex

· date of birth

· marital status

· dependents and immediate family contact

· non-relative contact

· date of hire (state hired, if applicable)

· job classification, if applicable (insurance class or company classification)

· vehicle (type, year, license number)

· interests—hobbies

· length of time as a state resident

About the injury

· time and date of injury

· date of death (if applicable)

· state of injury

· nature of injury (sprain, fracture, etc.)

· body part(s) affected; any previous injury to the affected body part(s)

· source of injury (machines, hand tools, buildings, etc.)

· type of injury (fall, struck by object or vehicle, overexertion, repetitive motion trauma)

· witnesses

· work process involved (lifting, carrying, etc.)

· to whom was the injury reported

· who filled out the first report of injury report

· plant or location

· job

· time and date the injury was reported

· shift, if applicable

About the claim

· date employer first notified

· who was notified, by whom?

· date employer was notified of workers’ compensation claim

· date insurance company or service company notified

· date state agency notified

· state case number

· average weekly wage

· benefit rate

· health care providers

· health care costs

· other benefits lost (Did the employer stop paying vacation, health benefits, etc.?)

· other benefits received

· offset for other benefits

· date disability started

· date of first payment

· projected return-to-work date

· date case closed

· date of maximum medical improvement

· impairment rating

· lost days

· total benefits paid

· reserves

· vocational rehabilitation activity

· subrogation (Is some third party responsible?)

· second injury fund potential

Oral statement from injured worker

· conduct the interview in a nonadversarial setting

· demonstrate concern and empathy

· allow the worker to talk

· do not rush the worker

· reenact the accident

· check for photos and/or video of the accident

Written statement from injured worker

· note the location where the statement is taken

· let the employee write the statement, if possible

· statement should be written in ink

· statement is taken ASAP after the injury

· describe the worker’ preinjury and postinjury actions

· request that the worker and any witnesses sign the statement

· make sure the employee initials any changes

· give copy of statement to employee

· list the date and time of the statement

Oral statement from witness(es)

· note witness’ location at the time of injury

· record witness’ relationship to the injured worker

· interview witnesses individually

· do not rush the witness

· make sure the statement is unrehearsed

Written statement from witness(es)

· make sure the witness writes the statement in ink

· record the stated ASAP after the injury

· make sure the witness records his/her actions before, during and after the time of injury

· request that the witness sign the statement and initial any changes

· record the date and time of the statement

· give a copy of the statement to the witness

If litigation occurs

· defense attorney, law firm

· claimant attorney, law firm

· judge

· costs of litigation (spending more than paying?)

· history of dispute

· settlement

Warning Signals of Workers’ Compensation Fraud

You may not discriminate against a worker who has filed previous workers’ compensation claims.  However, when you have several of the following suspect behaviors present or you observe an emerging pattern, don’t be afraid to investigate further for possible fraud or to forward your suspicions to the appropriate authority.

About the worker

· the injured worker has an unstable work history; i.e., an employee who often changes jobs

· the claimant has a history of reporting subjective injuries which may include workers’ compensation or liability claims

· the claimant is consistently uncooperative

· the injured worker has been recently terminated, demoted, or passed over for a promotion

· the injured worker is in line for early retirement

· the injured worker is making excessive demands

· the injured worker calls soon after the injury and presses for a quick settlement of the case

· the injured worker moves out of state soon after the injury

· the injured worker changes his or her address to a post office box or receives mail via a friend or relative

About the workplace

· the injured worker’s workplace is experiencing labor difficulties

· the accident occurs just prior to job termination, layoff, after formal discipline of the employee, or near the end of the employee’s probationary period

About the injury

· the injured worker was not injured in the presence of witnesses

· the injury is a subjective one, like stress, emotional trauma, or is hard to prove, like back pain, headache, insomnia, etc.

· the accident is not promptly reported by the employee to the employer

· the employers’ first notice of the injury is from an attorney or a medical clinic, and not from the injured worker

· physicians who have examined the injured worker have vastly differing opinions regarding the injured worker’s disability

· there is no sound medical basis for the disability; all physicians’ reports indicate a full recovery

· the injured worker is claiming disability exceeding that which is normally consistent with such an injury

· the accident occurs late Friday afternoon or shortly after the employee reports to work on Monday

· the claimant has the accident at an odd time, such as at lunch hour

· the accident occurs in an area where the injured employee would not normally be

· the task that caused the accident is not the type that the employee should be involved in; i.e., an office worker who is lifting heavy objects on a loading dock

· the details of the accident are vague or contradictory

About the medical relationship

· the claimant frequently changes physicians or medical providers

· the claimant changes physicians when a release for work has been issued

· a review of medical reports provides information that is inconsistent with the appearance or behavior of an injured person; i.e., a rehabilitation report describes the claimant as being muscular, with callused hands and grease under the fingernails

· the employer’s first report of injury contrasts with the description of the accident set forth in the medical history

· the injured worker develops a pattern of missing physician’s appointments

About the claim itself or the claimant’s attorney

· the injured worker’s attorney requests that all checks and correspondence be sent to the attorney’s office

· the claimant’s attorney is known for handling suspicious claims

· the attorney lien or representation letter is dated the day of the reported accident

· the same doctor/lawyer combination previously known to handle the same kind of injury is handling this claim

· the claimant is unusually familiar with workers’ compensation claims-handling procedures and laws

· the claimant’s attorney complains to the carrier’s CEO at the home office to press for payment

· the claimant initially wants to settle with the insurer but later retains an attorney and files increasingly subjective complaints

· the claimant’s attorney threatens further legal action unless a quick settlement is made

· there is a high number of applications from a specific firm

· the claimant’s attorney inquires about a settlement or buyout early in the life of the claim

· the claimant writes unsolicited statements about how much better he/she is, but treatment continues and the claimant doesn’t return to work

About outside activities

· there are tips from fellow employees, friends, or relatives suggesting that the injured worker is either working or is active in sports

· the injured worker’s rehabilitation report shows evidence of other activity

· the injured worker is in a trade that would make it possible to otherwise work while collecting compensation

· the injured worker is exaggerating an injury in order to get time off to work on personal interests; i.e., the injured worker is remodeling or building a home concurrently with the injury 

· the injured worker is in a seasonal business that would make it attractive to be “injured” during the off-season; i.e., occupations in fields such as roofing, landscaping, plumbing, farming, masonry, etc.

· the injured worker leaves different daytime and evening telephone numbers

· the injured worker is never home when called or is always “sleeping and can’t be disturbed” (especially during work hours)

· return calls to the claimant’s residence have strange or unexpected background noises that indicate it may not be a residence

· the claimant has several other family members also receiving workers’ compensation benefits or other “social insurance” benefits, such as unemployment

Sample Absence Policies 

Benefits: While any business operates best when all employees are present, employee absence and tardiness create more of a problem in some businesses than in others. With this in mind, we've designed two different sample absence policies, contained in the attached file. The first is very strict and is designed for businesses where both the presence and the promptness of employees are crucial, such as businesses with assembly-line production work. The second policy is less strict and is designed for businesses where performance is not dependent on adhering to a strict schedule, such as businesses that employ outside sales representatives.

You can use either policy, combine them, and/or edit them to create your own customized absence policy. Also included in the file is a simple form that can be used to track employee absences.

File Description: The file contains a four-page document. The first three pages (containing the sample policies) are in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment. The fourth page (containing the absence tracking form) is formatted as a table in Microsoft Word 6.0. To use this form, you need Microsoft Word version 6.0 or above.

Special Features: 

The stricter absence policy contains provisions on:

· punctuality requirements 

· rules for counting absences 

· notification and documentation procedures 

· circumstances considered "voluntary termination" or reason for counseling, suspension, or termination 

· types of absences classified as "excused" 

· inclement weather procedures 

The more flexible absence policy focuses less on tardiness and contains provisions on:

· general explanation of policy regarding completion of work in more or less than a standard workweek 

· list of "authorized" absences 

· notification procedures 

· circumstances considered "voluntary termination" or reason for counseling, suspension, or termination 

· inclement weather procedures 

The first sample policy is appropriate for businesses in which employee timeliness and attendance are critical.  The policy is designed to impress upon employees that the needs of the business require them to get to work on time and that they need to let you know when they will be unable to make it in to work.  

Sample Absence Policy #1

Your timely attendance at work is crucial to making the business run smoothly. We must meet production requirements to satisfy our customer's demands.  You need to do your part in achieving this goal, and one way is to maintain a good attendance record.  Any absence or tardiness becomes a part of your employment record.

Punctuality requirements.  Employees are expected to be at their work stations on time. Tardiness is defined as being at your work station at least [insert a number] minutes past your scheduled starting time. You should also notify the appropriate person when you know you may be late for work. Being on time makes it easier for all of us because tardiness hinders teamwork among employees. Being tardy for work or leaving the job station before quitting time will be considered cause for corrective action.

Counting absences.  Here are the rules for how absences will be counted: 

· An unscheduled absence for at least one-half the workday will be counted as one occurrence.

· An absence for one or more consecutive workdays will be considered one occurrence.  For example, if you’re out two consecutive days, that will count as one occurrence.

· If an employee returns from an absence (due to an illness) and goes out again due to the same illness after being at work for no more than one day, then the absence will be counted as one occurrence.  

 Repeated occurrences will result in verbal counseling, written counseling, and/or suspension or termination of employment.  

Procedure.  In the event that you are unable to come to work, be sure to call in and let the appropriate person know, in advance where possible, but no later than your regular starting time, so that arrangements for other help can be made.

Vacation days must be scheduled at least 24 hours in advance except in cases of emergency.

Employees may be granted excused absences for sickness/illness when the appropriate person is notified prior to the start of work.  Pre-scheduled medical/professional appointments (lawyers, clergy, counselors, etc.) or other compelling reasons, with prior supervisory approval, may also be considered as excused absences.

Absence of three or more consecutive scheduled working days without notifying the appropriate person will be considered as a voluntary termination, and you will be removed from the payroll.

Authorized absence documentation.  We may require documentation of authorized reasons for absence, such as sick leave or jury duty, and may also verify the documentation where appropriate.

Inclement weather.  The facility must continue to operate during periods of bad weather.  Thus, the need for employees to be on the job during such emergencies is of paramount importance.  You are expected to make every effort to report for work.  If you do not report for work when scheduled during a weather emergency, you will be considered absent.

The second sample policy is more appropriate for businesses in which strict conformity to scheduled working hours is not as important.  A less stringent policy may be a good idea when your employees are professionals, artists, and others whose performance is measured by timely delivery of results rather than by time spent performing a particular task.

Sample Absence Policy #2

As an employee, you will be treated as a professional, which means that you will be expected to complete your work on time and at the expected level of quality.  If extra hours are needed to complete your work, you will be expected to put in those extra hours.  If, on the other hand, you are able to complete your work in less than a standard workweek, you are free to use those extra hours as you see fit.  In return for being treated as a professional, we expect you to behave as one and not to abuse these privileges.

Even though you will be treated as a professional and will presumably behave as one, general absence guidelines are nevertheless necessary to ensure that we are able to conduct business in a predictable manner.  Although we are not interested in monitoring your comings and goings, we need to know, in advance where possible, when you will be absent from work.  Here are those guidelines:

Absences. Employees are expected to be at work and to work a full workweek, except for authorized absences.  Authorized absences include the following:

vacation time scheduled in advance

sick leave

time off for a workers’ compensation injury

a death in your family

jury duty

time off to vote

military leave

emergency situations beyond your control

Notification procedure. To obtain an authorized absence, call in, where possible, and let the appropriate person know that you are unable to come to work.  The call should be made, if possible, no later than your regular starting time.

As for notifying someone that you will be late to work or will be leaving early in the event your work has been completed, we ask that you use your best judgment.  If you know someone is likely to need to know that you will be coming in late or leaving early, you should call that person and let him or her know.

Failure to notify.  If you don’t come to work and don’t call in, at some point we have the right to determine that you’re not coming back.  Thus, our rule is that unauthorized absences of three or more consecutive days without notice will be considered as a voluntary termination, and we will remove you from the payroll.

If you are repeatedly absent without authorization, you could be subject to counseling, suspension, and termination.

Inclement weather. During inclement weather, you should call to find out whether to report to work.  Also, while the weather may be nice where you are, hazardous weather conditions could exist at or near the workplace.  If you know hazardous conditions have been reported in the area, protect yourself and call work first.

Sample Emergency Procedures
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

A big part of being an entrepreneur is learning when to take risks and when to play it safe. Dealing with an emergency in the workplace definitely falls into the latter category. Whether you work out of your home, have a small retail establishment, or occupy larger facilities, you need to minimize the risks you take. Fires, accidents of all sorts, and natural disasters are just a few examples of how your business can be disrupted by things beyond your control.

One of the most important steps you can take to manage this risk is to have a well thought out and clearly communicated emergency plan. How many ways are there to get safely in and out of your business? Do your employees know about them all? If a fire started near your front door, could everyone get out safely by some other route? Are there known hazards that require special steps to be taken in the event of, for example, a power outage?

The bottom line is that you want to minimize the risks that you and your employees and customers are exposed to, and you want to limit the impact an unexpected occurrence can have on your business. The attached file contains sample emergency procedures that can serve as a starting point for creating your own safety plan.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Sample Emergency Instructions

Follow these rules in an emergency:

· Stop work and leave the building IMMEDIATELY when the fire alarm sounds or when you are instructed to do so!

· Follow instructions, avoid panic, and cooperate with those responding to the emergency.

· Proceed to the designated or nearest exit.

· Turn off computers, equipment, fans, etc., and close desk drawers.

· Do NOT delay your exit from the building by looking for belongings or other people.

· When leaving the building, go to a clear area well away from the building.  Do not obstruct fire hydrants or the responding fire/rescue workers and their equipment.

· Do not re-enter the building until instructed to do so by your supervisor or fire/rescue worker.

· The above rules will be enforced.  Periodic fire emergency drills may be conducted.  Your life and the lives of others will depend on your cooperation.

Emergency plan:  This company has a responsibility for minimizing the danger to life, property, and job security arising from the effects of fire, riots, civil commotion, and natural and man-made disasters.  To accomplish this purpose, a Quick Reaction Team has been developed to respond to emergencies.  Their responsibilities include the following:

· arrange for evacuation of employees

· render first aid

· salvage and restore company operations

If you ever discover a fire:

· Remain calm.  Do not shout “Fire!”

· Pull the nearest fire alarm.

· Dial the emergency number on the telephone and give the operator the location of the fire, the floor, wing, and room number, if possible.

Sample Employee Leave & Time-Off Policy 

Benefits: In the absence of a personal time-off policy, when has an employee called in sick enough times to justify dismissal? How many days off are appropriate when a family member is sick or dies? Do you have any choice about paying an employee who is on a jury or spending two weeks at reserve training? While it is possible to deal with each situation as it arises, a consistent and clearly communicated policy can make your life a lot easier. Employees will know what to expect and you won't be faced with making policy decisions each time a situation arises.

The attached file contains sample policies that you can quickly customize to create your own personal leave policy. Be sure to have any policy you formulate reviewed by an attorney — there are a few areas where you have specific legal obligations, such as jury duty and military leave.

File Description: The file contains a 18-page document in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: The sample policies contain specific clauses from which you can pick and choose and then customize to create your own policy for the following areas:

· holiday policy, including a list of possible holidays and suggestions on requirements that your employees must meet in order to qualify 

· vacation policy, including suggestions regarding how much vacation time employees should be given based on various accrual methods (e.g., seniority accrual, accrual for new employees, monthly accrual, part-time accrual) as well as sample policies for part-time employees and employees leaving the company, illness on vacation, and more 

· funeral leave policy, including suggestions for the amount of time you should allow, definition of immediate family member, forfeiture, language for salaried and hourly employees, and suggestions on requirements that your employees must meet in order to qualify 

· sick leave policy, including sample eligibility requirements, pay and benefits during sick leave, and accrual of sick leave 

· personal leave policy, including suggested provisions for leave without pay, credit for length of service, and return to service 

· jury duty leave policy, including sample language on how to handle the jury duty stipend 

· military leave policy, including sample language on pay offset 

· pregnancy/maternity leave policy, including suggestions on length of leave, schedule of payment over the length of the leave, and reemployment rights and benefit

Holiday/Vacation Policy

The following sample company policy statements are for holiday leave.  Generally, holidays are paid leave with no loss of credit for the employee’s length of service with the company.  The policy below mentions Floating Holidays, which are a couple of days you designate each year just to give your employees a little more time off.  If you don’t want to offer Floating Holidays, you should remove the reference.  If you want your policy to differ in other ways from the policy set out below, you should change this policy to reflect those differences.  If you make substantive changes to this policy, however, you should have your attorney look over the changes.  A list of holidays typically provided by employers is also included.

Annual Holidays

[YOUR COMPANY] observes the following holidays:

· Floating Holiday

· Personal Holiday

Paid Holidays

All full-time employees will receive holiday pay of eight straight time hours at their regular rate, provided the following conditions are satisified:

1.
Work a full shift on the employee's last scheduled work shift prior to the paid holiday.

2.
Work a full shift on the employee's first scheduled work shift following the holiday.

3.
Should the employee be unable to work either of these two days because of illness, proof of illness will be required in order to qualify for the paid holiday.

The shift differential for second and third shift employees will not be included in holiday pay.

Holiday pay will not be paid if:

1.
The employee has been on the payroll for less than 90 days.

2.
The employee is on lay-off status.

3.
The employee is a temporary or seasonal employee.

4.
The employee is on leave of absence when the holiday occurs.

5.
The employee is requested to work during a paid holiday and the employee refuse to do so.

Employees who are requested to work during a paid holiday will receive holiday pay plus regular pay.

Paid Holidays During Vacations and Weekends

If a holiday occurs during the employee's vacation, the employee's vacation will be extended by the number of holidays falling during the vacation period or an equal number of vacation days will be carried forward for future use.

If any scheduled paid holiday falls on a Saturday, the holiday will usually be observed on the preceding Friday. If the holiday falls on a Sunday, the following Monday will usually be observed as the holiday.

Overtime

Holidays are not considered a day worked for purposes of calculating overtime unless work is actually performed.

[The Floating Holiday clause below may be removed if it does not apply to your circumstances.]

Floating Holidays

In addition to the named holidays for which eligible employes will receive paid time off, [YOUR COMPANY] will schedule two floating holidays each year. Floating holidays will be scheduled so as to provide eligible employees with extended weekends by combining them with named holidays.

At the beginning of each calendar year, the employee will receive a complete schedule of paid holidays, including paid floating holidays.

[The Personal Holidays clause below may be removed if it does not apply to your circumstances.]

Personal Holidays

In addition to scheduled paid holidays, eligible employees are given two floating holidays annually to be used as personal time off. Before scheduling a personal holiday, the employee must obtain approval. Requests for personal holidays must be made in writing not less than 10 days in advance of the requested date. 

Religious Holidays

[YOUR COMPANY] recognizes that there may be religious holidays (other than those already designated at holidays) that employees would like to observe. It may be possible to arrange these holidays as scheduled days off, authorized absences without pay or personal time off. Requests for time off to observe religious holidays must be approved.

Vacation Time

At the end of the employee's first year as a full-time employee of [YOUR COMPANY], an employee is entitled to [number] days of paid vacation. The employee's vacation days increase to [number] days after five years of continuous employment with [YOUR COMPANY], [number] days after 15 years of continuous employment with [YOUR COMPANY], and [number] days after 30 years of continuous employment with [YOUR COMPANY].

Vacation time may be taken in increments of one full day but in all cases must be prescheduled and preapproved. One day of vacation for every five days that an employee is entitled to may be carried over to the following year, but must be used before [date].

[YOUR COMPANY] does not provide paid vacation time for part-time employees.

Vacation Pay

Vacation pay is the employee's regular rate of pay, excluding overtime or holiday premiums. If the employee's regular rate of pay varies from week to week, the employee's vacation pay will equal the employee's average weekly hours or scheduled hours in the previous calendar quarter not to exceed 40 hours.

Pay will not be granted in lieu of vacation time not taken.

Scheduling Vacations

[YOUR COMPANY] will attempt to grant all employees vacation at the time they desire to take it. However, [YOUR COMPANY] must maintain adequate staffing at all times. Therefore, vacations must be scheduled in advance and with prior written approval.

Where conflicts develop, they will be resolved as fairly as possible. Preference will be given to the more senior employee, the employee who can demonstrate the greater need for vacation at the conflicting time or the employee who makes the earliest request.

[The Plantwide Shutdown clause below may be removed if it does not apply to your circumstances.]

Plantwide Shutdown

It is [YOUR COMPANY] practice to have an annual shutdown of [period of time] during the month of [month]. All employees, with the exception of essential personnel, will take their normal vacations at this time. For those employees who are entitled to more than 10 days of vacation, the balance of that vacation must be scheduled. Employees who have been employed for less than one year receive paid vacation in the amount accrued as of the annual plant shutdown, providing they have completed six months of service at [YOUR COMPANY].

Holiday or Illness During Vacation

When a holiday occurs during the employee's vacation time, the employee will still receive pay for the holiday in addition to the employee's vacation pay or the employee may select another day off.

If the employee is hospitalized while on vacation, the time from the date of the employee's hospitalization until the employee's doctor releases the employee may, at the employee's option, be charged against the employee's short term disability benefits, rather than the employee's vacation time. If this happens, the employee must notify [Your Company]. If the employee becomes ill while on vacation, but the employee is not hospitalized, the employee's absence is charged against vacation time.

Termination and Vacation Pay

When employment ends for any reason, vacation time earned but not taken by the employee will be included in the employee's final paycheck.  At the same time, vacation time taken in advance will be deducted from the final paycheck.

Vacation Accrual Methods

The following is a sample vacation accrual chart.  You can modify your vacation accruals to reflect additional credit for any factor you feel deserve additional vacation as long as you are nondiscriminatory.  If you make substantive changes to this policy, you should have your attorney look over the changes.
Basic seniority Accrual Method

Employees who have completed one year of service and who work a 5-day, 40-hour week, are entitled to vacation as follows:

Service


Vacation entitlement in week/hours

After 1 year


1 week/40 hours

After 2 years


1 week plus 1 day/48 hours

After 3 years


1 week plus 2 days/56 hours

After 4 years


1 week plus 3 days/64 hours

After 5 years


2 weeks/80 hours

After 6 years


2 weeks/80 hours

After 7 years


2 weeks/80 hours

After 8 years


2 weeks plus 1 day/88 hours

After 9 years


2 weeks plus 2 days/96 hours

After 10 years


3 weeks/120 hours

After 11 years


3 weeks/120 hours

After 12 years


3 weeks/120 hours

After 13 years


3 weeks/120 hours

After 14 years


3 weeks/120 hours

After 15 years


3 weeks/120 hours

After 16 years


3 weeks plus 1 day/128 hours

After 17 years


3 weeks plus 1 day/128 hours

After 18 years


3 weeks plus 1 day/128 hours

After 19 years


3 weeks plus 2 days/136 hours

After 20 years


4 weeks/160 hours

After 21 years


4 weeks/160 hours

After 22 years


4 weeks/160 hours

After 23 years


4 weeks/160 hours

After 24 years


4 weeks/160 hours

After 25 years


5 weeks/200 hours

Vacation must be taken during the calendar year at times convenient to you and your supervisor.

Seniority Accrual Method (#2)

Vacation accrual is usually based on some element of seniority.  Most companies reward long-term employees with additional vacation days.  Illustrated below is another basic policy that accrues vacation based on years of service and is more generous than the first sample.
Service


Vacation

6 months


1 week

1 year



2 weeks

2 years


2 weeks, 1 day

3 years


2 weeks, 2 days

4 years


2 weeks, 3 days

5 years


2 weeks, 4 days

6-10 years


3 weeks

11 years


3 weeks, 1 day

12 years


3 weeks, 2 days

13 years


3 weeks, 3 days

14 years


3 weeks, 4 days

15-24 years


4 weeks

25 or more years

5 weeks

Vacation Accrual for New Employees

Vacation accrual based on years of service do not address new employees who are hired after the beginning of the year.  One way provide vacation to new employees during the year of hire is assign a schedule of vacation days based on month of hire.
The schedule could be set up as follows:

Month of Employment
Vacation Days

January


10 days

February


9 days


March



7 days

April



5 days

May



4 days

June



3 days

July



2 days

August



1 day

September-December
0 days

Simple Monthly Accrual

Another method of vacation accrual is based upon crediting employees with one day of vacation for each month of active employment.  As employee gain seniority they earn more days of vacation per month and are eligible to accrue a greater number of vacation days each year.
This type of accrual schedule might look like this:

1-5 years of service:  an employee earns 1 day per month up to a maximum of 10 day per year.

6-15 years of service:  an employee earns 1.5 days per month up to a maximum of 15 days per year.

16-25 years of service:  an employee earn 2 days per month up to a maximum of 20 days per year.

26 or more years of service:  an employee earns 2.5 days per month up to a maximum of 25 days per year.

Part-Time Accrual

Part-time employees may be eligible for vacation accrual on a pro-rata basis based upon their regular workweek.

Thus, under the accrual schedule above, a regular part-time employee (in the first through fifth year of service) who regularly works 20 hours per week could earn one vacation day per month up to a maximum of 10 days.  One day of vacation would equal four hours (20 hours per week divided by five days in the week) and the maximum vacation time that could be earned would be 40 hours (10 days multiplied by four hours).

Funeral Leave Policy

The following sample company policy statements are for funeral leave.  Generally, funeral leave is granted with pay and without loss of credit for the employee’s length of service with the company.  If you want your policy to differ from the policy set out below, you should change this policy to reflect those differences.  If you make substantive changes to this policy, however, you should have your attorney look over the changes.

Salaried Employees

The purpose of funeral leave is to provide you with time to attend the funeral of a member of your family and to handle personal affairs without disrupting your income.  Only permanent full-time employees are eligible for funeral leave benefits, and the benefits become effective after you complete your training and adjustment period.

Time allowed:  You may be granted up to a three-day leave (three consecutive working days) with pay in the event of the death of an immediate family member.

Definition of immediate family member:  The term immediate family member is defined as:

· Brother

· Child

· Father

· Father-in-law

· Husband

· Mother

· Mother-in-law

· Sister

· Stepbrother

· Stepchild

· Stepfather

· Stepmother

· Stepsister

· Wife

Funeral pay:  Your funeral leave pay will be figured at your regular rate of pay.

Leave without pay:  If you are not eligible for funeral leave with pay, you may be given time off without pay in case of a death in the family.  Time off without pay may be arranged to attend the funeral of a close friend.  Each day off will be counted as an absence without pay.

Forfeiture: You forfeit your rights to funeral leave benefits if you terminate employment before returning to your assigned position to work at least one workday after you have used funeral leave benefits.

When you are granted funeral leave benefits, it is mandatory that you attend the funeral of the relative for whom such funeral leave was requested.  We reserve the right to ask you to supply the name and relationship of the deceased and the name of the funeral home that handled the arrangements.

Sample (hourly employees)

All hourly employees, subject to the conditions below, will receive funeral leave in the event of a death in their immediate family.  The employee will be compensated for his scheduled work hours from which he is absent due to the funeral leave, not exceeding eight hours each day, at his regular basic straight time hourly rate.

The following points will be considered in determining whether an employee will receive pay for funeral leave:

· Employee has to have been continuously employed for 90 days prior to the death of someone in his immediate family.

· Immediate family is defined as spouse, child, parent, brother, or sister of the employee.

· Funeral leave will be granted from work for three consecutive days, including the day of the funeral, but limited to one day following day of funeral.

· The funeral allowance will be paid only for scheduled work time lost and will not be counted in computing overtime.

· No funeral allowance will be paid unless the employee gives reasonable prior notice of his intended absence from scheduled work and the time and date he intends to return to work.

· No funeral allowance will be paid if the employee does not attend the funeral.

· Promptly upon return to work, the employee must apply for the funeral allowance.  Proof of relationship to the deceased may be required.

Sample Sick Leave Policy

The following sample company policy statements are for sick leave plans.  Generally, sick leave is granted with pay and without a loss of credit for the employee’s length of service with the company.  If you want your policy to differ from the policies set out below, you should change these policies to reflect those differences.  If you make substantive changes to these policies, however, you should have your attorney look over the changes.

Pay for Illness

Employees will become eligible to participate in the paid time for illness program as follows:

· if employed prior to July 1, employees will be allowed up to 10 days in the following year

· if employed between July 1 and December 31, employees will be allowed up to five days in the following year, and up to five days in the succeeding years.

In addition to illness, sick leave may also be granted for medical, dental, or optical examinations or when a member of your household requires your personal care and attention due to illness.

Pay and benefits during sick leave.  Illness pay will be based on a regular eight-hour day at straight time and at the employee’s base rate.  Illness absence of less than three hours in a day will not be considered for payment.  Saturdays, Sundays, daily overtime hours, paid holidays, and paid vacation time are excluded as time for which payment will be made under this program.

Weekly insurance benefits will continue to be paid commencing with the first day of certified disability due to accidents and the fourth day due to illness.  Thus, in accident and illness cases, the insurance benefit will be paid rather than the paid illness allowance, and any unused illness allowance will be available for use later in the year as needed.

Certification of illness.  Certification of illness by a physician will not normally be required to qualify for payment under this program.

Effect on performance.  While the company pays you for authorized sick days, we expect you to be honest with us in taking days off only when you are actually ill.  Any abuse of this benefit will be taken into account in evaluations of your performance.  The company reserves the right to require a statement from your doctor.

At termination.  When termination of employment occurs, no payment for sick leave will be made.

Accrual of Sick Leave

Starting with the first day of employment, sick leave will accumulate at the rate of one (1) day per month.  Sick leave may accumulate to a maximum of sixty (60) days.

An employee may receive compensation for his/her sick leave that has accumulated in excess of 60 days at the rate of one day’s pay for each two days of sick leave accumulated in excess of 60 days.  Payment for unused sick leave will be made during the month of December each year, or at other times as designated by [person who approves sick leave].

One day of sick leave for those employees who normally work a 40-hour week shall be eight hours.  A day of sick leave for employees working fifty-six (56) or more hours per week shall be twelve (12) hours.

Permanent part-time employees are entitled to sick leave as earned on a pro rata basis.  No sick leave shall accumulate to seasonal or temporary employees.  All sick leave payments are to be approved by [person who approves sick leave].  Thus, any employee who is ill is responsible for reporting his or her absence to the appropriate person within one hour after his or her designated time for reporting to work.

Personal Leave Policy

The following sample company policy statement is for personal leave.  Generally, personal leave is granted without pay, but without loss of credit for the employee’s length of service with the company.  Not all companies allow employees to retain their service credit, however.  If you want your policy to differ from the one below, you should modify it to fit your circumstances.  If you make substantive changes to this policy, however, you should have your attorney look over the changes.

A personal leave of absence without pay may be granted an employee at the discretion of the company.  A personal leave of absence is defined as an absence of two weeks or longer.  It is not our general policy to grant personal leaves of absence and such leaves will be granted only under unusual circumstances.  A personal leave of absence is not available instead of medical leave.

Granting of such a leave depends on the review of the merits of each case, including the effect the employee’s absence will have on the workload of the other employees.  Probationary employees are not generally eligible for leaves of absence.  An employee must have one year of continuous employment before such a leave will be considered.  

Applications for leaves of absence may be granted or rejected as dictated by the judgment of [name of person who approves requests].

Salary and benefits are not payable to an employee while the employee is on a personal leave of absence, with the exception of company-paid term life insurance that is continued for eligible employees for one year of a leave of absence.  Health insurance may be continued if the employee pays the full premium at the group rate.  Although employees do not accrue benefits while on leave, those benefits accrued up to the time the employee started the leave will be retained.

The employee’s exact position, tour of duty, or work area may not be guaranteed upon return from a personal leave of absence; however, all efforts will be made to place the employee in the first available similar job with similar pay.  The employee’s date of initial employment will be adjusted to reflect the time spent on personal leave.

It is the employee’s responsibility to return to work on the date the leave of absence expires.  Should the employee fail to return and fail to notify [name of person who should receive requests] of a request for an extension, we will assume that the employee does not intend to rejoin the company and will consider the employee to have resigned from employment.  A request for extension of a leave of absence must be in writing and must be received at least five working days prior to the expiration of a leave.

Jury Duty Policy

Jury duty leave is usually granted without any loss of credit for the employee’s length of service with the company.  Leave is frequently paid by the employer, with the understanding that the jury duty stipend paid by the court system is turned over by the employee to the employer. If you want to allow your employees to keep the stipend, you should modify this sample accordingly.  If you make substantive changes to this policy, however, you should have your attorney look over the changes.

Paid Absence

Time off taken for jury duty is treated as a paid absence for up to [time limit] during any one year.  Employees are paid for the time they are absent for jury duty, less the amount they receive for performing jury duty service.

[The above clause for pay during jury duty should be edited to reflect the jury duty laws in your state.]

Advance Notice

Employees must give advance notice of the need for time off for jury duty.  A copy of the summons should accompany the request. 

[The above clause for notification of need for jury leave should be edited to reflect the jury duty laws in your state.]

Return to Work

If employees are dismissed from jury duty before the end of the workday, they must report to work for instructions on whether to return for work for the rest of the workday.

Military Leave Policy

The following sample company policy statements are for military leave.  Generally, military leave is granted without pay, or with an offset of pay, and without loss of credit for the employee’s length of service with the company. If you want your policy to differ from the policies set out below, you should change these policies to reflect those differences.  If you make substantive changes to these policies, however, you should have your attorney look over the changes.

It is the policy of [YOUR COMPANY] to permit employees to take military leaves of absence.

Military Activities

[YOUR COMPANY] will grant the employee's request for military leave of absence for [number] days  per year to be used for military training, reserve duty, drills, maneuvers, etc.  In addition, if the employee should be called to active duty, the employee may take active duty leave for up to [time limit—e.g., number of days or weeks].  Military leave is only granted to [YOUR COMPANY]'s permanent employees. 

Employment Rights

The employee's employment rights will be preserved while the employee are on military leave.  Pay increases, vacations, and other benefits that would have accrued had the employee not been on military leave of absence will be given to the employee upon returning to [YOUR COMPANY] after the military leave is over. 

Reinstatement

Unless circumstances at [YOUR COMPANY] change so drastically while the employee is on annual or active duty military leave that reinstatement is impossible or impractical, when the employee returns to [YOUR COMPANY] after military leave, the employee will either be reinstated to the position the employee held before taking military leave or be given a similar position with the same seniority, status, and pay, if in either case the following conditions are met: 

4. Proof of honorable discharge from duty.

5. Proof of ability to resume the position.

6. Notice of intention to return is given. 

If the employee is unable to return to the same position after annual or active duty military leave, [YOUR COMPANY] will arrange for another position  at the same seniority, status and pay. 

Notice of intention to return to work must reach [YOUR COMPANY] within [number] days of the employee's discharge from military duty.

Annual Vacation Leave

Annual military leave of absence is in addition to any annual vacation leave the employee is entitled to.  [YOUR COMPANY] will not make deductions from annual vacation leave for time spent on annual military leave. 

Nondiscrimination

[YOUR COMPANY] makes it a policy not to discriminate in any way against employees who are members of the military.  The employee's job will not be in jeopardy if a military leave of absence is requested or taken.  In addition, the employee will not be discharged by [YOUR COMPANY] for one year after returning from military leave without just cause.

Pregnancy/Maternity Leave Policy

The following policy should be modified to reflect your circumstances.  For example, if your short-term disability policy has terms and conditions that are different from the one referred to below, you should change the policy to reflect those terms.  Also, you don’t have to offer 16 weeks of leave.  If you want to offer a different amount of time, you should modify this policy.  If you make substantive changes to this policy, however, you should have your attorney look over the changes.

To be eligible for a pregnancy leave of absence, the employee must be a nontemporary, full-time female employee. 

Maximum Length of Leave

The maximum length of pregnancy leave allowed is [number] weeks.  If the employee needs a longer leave due to medical complications, the employee should notify [YOUR COMPANY] as soon as possible.  The additional leave will be treated the same as any other medical or disability leave.

Written Requests

A written request for pregnancy leave must be submitted within a reasonable time.  The employee must submit a written doctor's statement, indicating the anticipated delivery date.  The employee should inform [YOUR COMPANY] of the expected duration of her pregnancy leave so that [YOUR COMPANY] may plan around the absence efficiently until her return. 
Transfers

An employee requesting pregnancy leave may also ask for a transfer to another less strenuous or less hazardous position if so desired.  The request must be in writing and must state the reason for the transfer. 
Paid Leave

[YOUR COMPANY] provides for paid pregnancy leave for the period of [time limit—e.g., number of days or weeks].   The employee may use any accumulated paid sick days and/or paid vacation days to extend her pregnancy leave beyond the paid leave period.  The employee will be paid for those designated days.

Medical Incapacity

At her option, the employee may continue to work up to the delivery date, depending upon the employee's medical circumstances and the nature of the employee's job.  In the event the employee is physically incapable of performing her regular job duties at any time during her pregnancy, the employee may request that the employee be placed on pregnancy leave.  An advance notice of a minimum of one (1) week should be given, accompanied by a statement from the employee's physician attesting to the employee's incapacitation.

Benefits

While an employee is away from work on an approved pregnancy leave of absence, she continues to participate in [YOUR COMPANY]'s company employee benefit programs.  [YOUR COMPANY] will endeavor to return the employee to the same or equal job she had before taking pregnancy leave.  Although [YOUR COMPANY] does not guarantee a return to the identical job, the employee will suffer no loss in seniority.

Time Off to Vote 

The following policy contains clauses that you will need to address in your policy.  Edit these clauses below to reflect the requirements of your state's laws regarding time off to vote.
It is the policy of [YOUR COMPANY] to give employees time off to vote.

Advance Request

Before taking time off to vote, the employee must make a written request for time off [number of days of advance notice] days before voting day. 

Paid Absence

Time off to vote will be treated as a paid absence.

Voting Hours

The employee is allowed [number of hours] hours of time off to vote.  Time off to vote is granted if the polls open fewer than [number of hours] hours prior to work starting time or close fewer than [number of hours] hours after quitting time.  Time off to vote may be taken before coming in to work or at the end of the workday. 

Covered Elections

This time off to vote policy applies to [types of elections—e.g., federal, state, local] elections. 

Sample Sexual Harassment Policies
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Benefits: Sexual harassment can present serious problems for a business owner. In addition to creating tension in the workplace and potential friction between employees, it can significantly cost you if an employee decides you haven't done enough to prevent it. Your first line of defense against sexual harassment occurring in your workplace is to have a clearly stated policy. The attached file contains two sample sexual harassment policies, different in tone but both designed to include all the essential elements of such a policy and to clearly spell that you take this issue seriously and that the consequences of engaging in inappropriate behavior can be severe. You can edit or combine policies to quickly customize one for your company. Also included in the file are sample guidelines for investigating complaints of sexual harassment. These guidelines are designed to help you handle a complaint but generally don't need to be shared with employees.

File Description: The file contains a six-page document (two sexual harassment policies and a set of harassment investigation guidelines) in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: The two sexual harassment policies can be used alone or in combination, as appropriate for your company. They both contain all the essential elements of such a policy, including:

· clear statement of the company's position on sexual harassment 

· definition of sexual harassment 

· conditions under which conduct is considered harassing 

· steps employees should take if they experience or witness sexual harassment 

· consequences and penalties 

The guidelines for investigating complaints include a list of tips on doing each of the following:

· gathering information about a complaint and interviewing the complainant 

· investigating a claim 

· interviewing the accused 

· interviewing witnesses 

· resolving the complaint 

Sample Sexual Harassment Policy #1

[Company name]’s position is that sexual harassment is a form of misconduct that undermines the integrity of the employment relationship.  All employees have the right to work in an environment free from all forms of discrimination and conduct which can be considered harassing, coercive, or disruptive, including sexual harassment.  Anyone engaging in harassing conduct will be subject to discipline, ranging from a warning to termination.

What is sexual harassment?  Sexual harassment is defined as any unwanted physical, verbal or visual sexual advances,  requests for sexual favors, and other sexually oriented conduct which is offensive or objectionable to the recipient, including, but not limited to: epithets, derogatory or suggestive comments, slurs or gestures and offensive posters, cartoons, pictures, or drawings.

When is conduct unwelcome or harassing?  Unwelcome sexual advances (either verbal or physical), requests for favors and other verbal or physical conduct of a sexual nature constitute sexual harassment when:

· submission to such conduct is either an explicit or implicit term or condition of employment (e.g., promotion, training, timekeeping or overtime assignments)

· submission to or rejection of the conduct is used as a basis for making employment decisions (hiring, promotion, termination)

· the conduct has the purpose or effect of interfering with an individual's work performance or creating an intimidating, hostile, or offensive work environment

What is not sexual harassment?  Sexual harassment does not refer to occasional compliments of a socially acceptable nature.  It refers to behavior that is not welcome, that is personally offensive, that debilitates morale, and that, therefore, interferes with work effectiveness.

What should you do if you are sexually harassed?  If you feel that you have been the recipient of sexually harassing behavior, report it immediately to the owner of [company name] or other supervisor.  It is preferable to make a complaint in writing, but you can accompany or follow up your written complaint with a verbal complaint.

If your supervisor is the source of the harassing conduct, report the behavior to that person’s supervisor or to the owner of [company name]. 

Your identity will be protected and you will not be retaliated against for making a complaint.

What happens after a complaint is made?  Within [number] of days after a written complaint is made, a supervisor, or other person designated by the owner, will investigate the complaint.  The person will speak with possible witnesses and will speak with the person named in your complaint.  Your anonymity will be protected to the extent possible.  

Depending on the complexity of the investigation, you should be contacted within [number plus measure of time (e.g., four days, two weeks, one month)] about the status of your complaint and whether action is being taken. 

Sample Sexual Harassment Policy #2

[Company name] believes that you should be afforded the opportunity to work in an environment free of sexual harassment.  Sexual harassment is a form of misconduct that undermines the employment relationship.  No employee, either male or female, should be subjected verbally or physically to unsolicited and unwelcomed sexual overtures or conduct.

Sexual harassment refers to behavior that is not welcome, that is personally offensive, that debilitates morale and, therefore, interferes with work effectiveness.

Behavior that amounts to sexual harassment may result in disciplinary action, up to and including dismissal.

Definition
[Company name] has adopted, and its policy is based on, the definition of sexual harassment set forth by the Equal Employment Opportunity Commission (EEOC). The EEOC defines sexual harassment as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

· submission to such conduct is made either explicitly or implicitly a term or condition of your employment

· submission to or rejection of such conduct by you is used as the basis for employment decisions affecting you

· such conduct has the purpose or effect of unreasonably interfering with your work performance or creating an intimidating, hostile or offensive working environment.

Employer's Responsibility
[Company name] wants you to have a work environment free of sexual harassment by  management personnel, by your coworkers and by others with whom you must interact in the course of your work as a [company name] employee.  Sexual harassment is specifically prohibited as unlawful and as a violation of [company name]'s policy.  [company name] is responsible for preventing sexual harassment in the workplace,  for taking immediate corrective action to stop sexual harassment in the workplace and for promptly investigating any allegation of work‑related sexual harassment.

Complaint Procedure
If you experience or witness sexual harassment in the workplace, report it immediately to _____________.  You may also report harassment to any other member of [company name]'s management or ownership.  All allegations of sexual harassment will be quickly investigated.  To the extent possible, your confidentiality and that of any witnesses and the alleged harasser will be protected against unnecessary disclosure. When the investigation is completed, you will be informed of the outcome of that investigation.

Retaliation Prohibited
[Company name] will permit no employment‑based retaliation against anyone who brings a complaint of sexual harassment or who speaks as a witness in the investigation of a complaint of sexual harassment.

Written Policy
You will receive a copy of [company name]'s sexual harassment policy when you begin working for [company name].  If at any time you would like another copy of that policy, please contact __________ .  If [company name] should amend or modify its sexual harassment policy, you will receive an individual copy of the amended or modified policy.

Penalties
Sexual harassment will not be tolerated at [company name].  If an investigation of any allegation of sexual harassment shows that harassing behavior has taken place, the harasser will be subject to disciplinary action, up to and including dismissal.

Harassment Investigation Guide

Getting the employee to describe the claim:

· Listen to the charge.  Don't make comments like, “You're overreacting.”

· Acknowledge that bringing a harassment complaint is a difficult thing to do.

· Maintain a professional attitude.

· Gather the facts; don't be judgmental.

· Ask who, what, when, where, why, and how.  Find out if the employee is afraid of retaliation.  How does the employee want the problem resolved?

Conducting an investigation of the claim—general rules to follow:

· Investigate immediately.  Delaying or extending an investigation can make witness testimony increasingly unreliable.

· Remember that the manner in which the investigation is handled can itself furnish grounds for a hostile environment claim, so carefully document every step.

· Treat all claims seriously—even those that seem frivolous—until you have reason to do otherwise.

· Keep the investigation confidential.  Emphasize to those involved that your discussions are not to be shared with unconcerned parties.  Warn of possible disciplinary action, if necessary.

· Limit the number of persons who have access to the information.  Communicate strictly on a “need to know” basis.

· Ask questions so that information is not unnecessarily disclosed.  For example, instead of asking, “Did you see Paul touch Joan?” ask “Have you seen anyone touch Joan at work in a way that made her uncomfortable?”  Remember—the purpose of the investigation is to gather facts, not disseminate allegations.

· If there is more than one allegation, treat each separately.

· To avoid defamation liability, never broadcast the facts of a given situation or the results as an example to others or as a training tool.

Interviewing the complainant (Can be done when employee first reports charge):

· Get specific details.

· Find out whether there was a pattern of previous episodes or similar behavior toward another employee.

· Get the specific context in which the conduct occurred.  Where?  What time?

· Determine the effect of the conduct on the complainant.  Was it economic, non-economic and/or psychological?

· Determine the time relationship between the occurrence of the conduct, its effect on the complainant, and the time when the complainant made the report.

· Prepare a detailed chronology.

· Analyze whether there might have been certain events that triggered the complaint, i.e., promotion, pay or transfer denial.

· Determine whether there were any possible motives on the part of the complainant.

· Find out what the complainant wants.

· Explain to the complainant that the charges are serious, that you will conduct a thorough investigation before reaching any conclusion, and that he or she will not be retaliated against for making the complaint.

· Don't make any statements about the accused employee’s character, job performance, or family life.

Interviewing the accused:

· Obtain a statement from the accused.

· Identify the relationship of the accused to the complainant.

· Was there any prior consensual relationship between the parties?  How long have they known each other?  Is there a history of group or individual socializing?

· If the individual was a supervisor, indicate the individual's job title, obtain a copy of the individual's job description, and determine the individual's specific duties at the time of the alleged harassment.

· Determine whether the accused directed, or had responsibility for the work of other employees or the complainant, had authority to recommend employment decisions affecting others or was responsible for the maintenance or administration of the records of others.

· You can expect the accused to deny the charges.  Observe the reaction.  Note whether there is surprise, anger, or disbelief.  Describe the details of the allegation and note the areas of disagreement between the testimony of both parties.  If the accused denies the allegations, probe further to determine with the accused the background, reasons, and motivation that could possibly trigger the complaint.

Interviewing witnesses:

· Obtain statements from any witnesses who support or deny any of the complainant's allegations.  Be aware that witnesses are often reluctant to come forward out of fear of reprisal.

· Assure all witnesses that their cooperation is important, that their testimony is confidential and that they will not be retaliated against for testifying.

Resolving the complaint:

· Apologize for the incident occurring, if that is appropriate.

· When attempting to remedy the conduct, avoid requiring the claimant to work less desirable hours or in a less desirable location.  If you offer to transfer the complainant, try to get the complainant's consent and make sure the transfer position is substantially similar to the complainant's prior position.  This helps ensure that the complainant is not being illegally punished for reporting discrimination or harassment.

· Consider the severity, frequency and pervasiveness of the conduct when imposing discipline on the harasser.  There are several disciplinary options available, including:

· oral and written warning

· reprimand

· suspension

· probation

· transfer

· demotion

· discharge

· When imposing discipline on the accused, any forms of discipline short of discharge should be accompanied by a warning that similar misconduct in the future may result in immediate discharge.  If no discipline is imposed, document the reasons why.

· Provide remedial counseling and training on sexual harassment, if appropriate.  Also take the opportunity to re-communicate your policy.

· Carefully and fully document the investigation, the discipline imposed, and any remedial steps taken.

· Conduct follow-up interviews with the parties to inform them of the company’s actions.

Sample Smoking Policy
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Benefits: Smoking is a hot issue in society today, and you as an employer need to make your stance on smoking in the workplace clear. In fact, some states have laws that require you to have a written smoking policy, to post that policy, and to designate certain areas as either smoking or nonsmoking areas. This customizable policy will help you communicate your rules on smoking to your employees and can help you comply with state law all at the same time. When customizing the policy for your use, be sure to consult your state's laws to see what requirements you may be subject to regarding smoking/no smoking areas, in particular.

File Description: The file contains a one-page document in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: The customizable smoking policy includes the following special features:

· easy-to-edit fields to make the policy sound like it was written specifically for your business 

· special discussions of written policies, smoking in the workplace, smoking/no-smoking signs, and nondiscrimination against smokers (may be required by state law

[YOUR COMPANY NAME]'s Smoking Policy

Written Policy

The employee will receive a copy of this policy in the employee's orientation packet.  In addition, copies of the policy are posted in various locations throughout this facility including [name locations; e.g., the break room].  Additional copies are available upon request.

Smoking in the Workplace

Because [YOUR COMPANY NAME] is a private building not open to the general public, smoking at [YOUR COMPANY NAME] is not governed by state law or local ordinance.  [YOUR COMPANY NAME] allows employees who have private offices to smoke in their offices.  Employees who share offices must refrain from smoking in the office if any employee in that office objects.  Smoking is not allowed in [list no smoking areas]; however, smoking is allowed in [list designated smoking areas].  Please observe the posted no smoking signs.

Smoking/No-Smoking Signs

To support its policy of not allowing smoking in other than designated smoking areas, [YOUR COMPANY NAME] has posted "No Smoking" and "Smoking" signs in the appropriate areas.  Each sign posted in an area where smoking is prohibited carries the internationally recognized symbol for no smoking; a red circle containing a lit cigarette with a line drawn diagonally through the circle.  Please observe these signs at all times.

Nondiscrimination

What the employee does outside of working hours and off [YOUR COMPANY NAME]'s premises will not be the basis of any disciplinary action by [YOUR COMPANY NAME].  Nor will [YOUR COMPANY NAME] pursue a policy of discharging employees or refusing to hire applicants because they are smokers.
Sample Work Rules
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

An employer has the right to expect his or her employees to conform to a reasonable standard of conduct. Employees who act in an inappropriate or unreasonable manner can damage your business by creating unhappy coworkers or, even worse, unhappy customers or clients. While you might feel that it should be obvious what is appropriate and what is not, it is very risky to assume every employee will share your views. One of the best ways to make it clear what you expect is to have a set of general work rules.

Written work rules can go a long way in informing your employees what you expect of them and the consequences of not meeting expectations. A person who has been put on notice that some types of conduct are unacceptable cannot claim ignorance when he or she engages in the prohibited conduct. Also, written work rules serve to remind employees that you're serious about presenting the business to the public in the best possible light.

The attached file contains a set of general work rules that address many of the concerns that you might have about employee conduct. While you may have need of more extensive work rules that relate specifically to the conduct of your business, these general rules will form a solid basis for creating your own set of work rules.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Sample of General Work Rules

[Company name] wants to encourage a safe and pleasant work atmosphere.  This can only happen when everyone cooperates and commits to appropriate standards of behavior.

The following is a list of behaviors that the company considers unacceptable.  Any employee found engaging in these behaviors will be subject to disciplinary actions including reprimand, warning, layoff, or dismissal:

1. Failure to be at the work place, ready to work, at the regular starting time.

2. Willfully damaging, destroying, or stealing property belonging to fellow employees or the company.

3. Fighting or engaging in horseplay or disorderly conduct.

4. Refusing or failing to carry out any instructions of a supervisor.

5. Leaving your work station (except for reasonable personal needs) without permission from your supervisor.

6. Ignoring work duties or loafing during working hours.

7. Coming to work under the influence of alcohol or any drug, or bringing alcoholic beverages or drugs onto company property.

8. Intentionally giving any false or misleading information to obtain employment or a leave of absence.

9. Using threatening or abusive language toward a fellow employee.

10. Punching another employee’s time card or falsifying any record.

11. Smoking contrary to established policy or violating any other fire protection regulation.

12. Willfully or habitually violating safety or health regulations.

13. Failing to wear clothing conforming to standards set by the company.

14. Being tardy or taking unexcused absences from work.

15. Not taking proper care of, neglecting, or abusing company equipment and tools.

16. Using company equipment in an unauthorized manner.

17. Possessing firearms or weapons of any kind on company property.

Sample Workplace AIDS Policy
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Benefits: As an employer, you face the very real possibility that, at some time or another, you will hire an employee who has, or will contract, HIV or AIDS. Dealing with the situation poses a number of legal, moral, ethical, and business challenges. One starting point in dealing with this workplace safety issue is a written policy. The attached file contains a sample policy that is designed to address the issue of HIV and AIDS in the workplace and that can be quickly edited and customized for your company. Keep in mind that there are advantages and disadvantages to having a policy and that it is up to you to decide what is best for your business.

File Description: The file contains a three-page document in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: The sample policy includes sections on the following:

· Definition of HIV 

· Purposes of the policy, including protecting legal rights of workers with HIV-related conditions 

· Policy provisions, including right to work and education about HIV 

· Medical overview of risk, transmission, etc. 

· Guidelines to be followed in protecting the physical and emotional health and well-being of all employees and providing reasonable accommodation for employees with HIV-related conditions 

Sample Company Policy on AIDS

Introduction

The following outlines [your company’s name]’s policy and procedures for interacting with employees who have been medically diagnosed with or who are suspected of having the AIDS (Acquired Immune Deficiency Syndrome) virus.

Purpose

The purpose of the AIDS policy is to reassure employees that AIDS is not spread through casual contact during normal work practices and to reduce unrealistic fears about contracting an AIDS virus-related condition.  This policy also protects the legal right to work of employees who are diagnosed with an AIDS virus-related condition and provides guidelines for situations where infection with the AIDS virus is suspected.  Our policy is to encourage sensitivity to and understanding for employees affected with a condition of the AIDS virus.

General policy

We are committed to maintaining a healthy work environment by protecting the physical and emotional health and well-being of all employees in the workplace.  We also have a continuing commitment to provide employment for people with physical disabilities who are able to work.  This AIDS policy is a direct outgrowth of those commitments.  It provides guidelines for situations when a question as to an AIDS virus-related condition arises.  There are three major points:

· Employees who are diagnosed with an AIDS virus-related condition may continue to work if they are deemed medically able to work and can meet acceptable performance standards.  We will provide reasonable performance standards and reasonable accommodation if necessary to enable these employees to continue working.

· We provide AIDS education for all employees to help them understand how the AIDS virus is spread and to reduce unrealistic fears of contracting an AIDS virus-related condition.

· The term “AIDS virus-related conditions” refers to the following four medically diagnosed conditions:



1.  presence of the AIDS antibody without symptoms of AIDS



2.  presence of an AIDS-Related Complex (ARC)



3.  AIDS



4.  central nervous system infection

Medical overview

Medical experts on AIDS virus-related conditions have informed us that there is no known risk of AIDS transmission between an affected employee and other employees through either casual or close contact that occurs during normal work activities.

An AIDS virus-related condition is not transmitted by breathing the same air, using the same lavatories, touching a common piece of paper, or using the same telephone.  Transmission of the virus through oral secretions or tears is not a recognized risk according to medical authorities.  Additionally, the virus is very fragile and has been found to be transmitted only through intimate exchange of bodily fluids (for example, blood or blood-contaminated tissue fluids such as semen or vaginal fluid).

The AIDS virus attacks the immune system, causing a breakdown in a person’s normal protection against infection.  This leaves the body vulnerable to life-threatening illnesses.  In addition, the virus by itself can affect the nervous system.

Individuals of all sexual preferences are at risk of contracting an AIDS virus-related condition.  According to medical experts, the AIDS virus is transmitted in the following ways: sexual contact through transmission of semen or vaginal fluids; intravenous drug administration with contaminated needles; administration of contaminated blood or blood products; and passage of the virus from infected mothers to their fetus or newborn. However, there is no evidence to suggest that pregnant women are particularly susceptible to any AIDS virus-related illness or condition.  Recent medical evidence suggests that an AIDS virus-related condition can have an incubation period of several weeks, months or years before symptoms appear.  Medical findings indicate that a person who has a positive antibody test will not necessarily develop an AIDS virus-related condition.  The presence of the AIDS antibody is a sign of infection, not immunity, unfortunately.

As is true for any person with a life-threatening illness, a person diagnosed with an AIDS virus-related condition deserves and requires compassion and understanding.  While that person is attempting to cope with his or her own vulnerability and fears, the support and understanding of friends and colleagues can be particularly valuable.

Some people have fears about contracting AIDS based on misinformation or lack of knowledge about how AIDS is spread.  Education providing accurate medical information can best alleviate fears of contracting an AIDS condition.

Supervisor’s responsibilities

The physical and emotional health and well-being of all employees must be protected, and reasonable accommodation for the medically impaired employee with an AIDS virus-related condition must be provided, as long as the employee is able to meet acceptable performance standards.  To ensure these goals are met, the following guidelines are to be followed:

· Any employee diagnosed with an AIDS condition is entitled, as is any other employee, to confidentiality of their medical condition and medical records.

· If an employee with an AIDS condition requests job accommodation for his/her medical condition, the employee must obtain a written medical opinion that he/she (a) is medically able to work and (b) needs reasonable job accommodation in order to maintain employment.

· If it is deemed medically necessary, based upon current physical impairment, [Company name] and the employee’s supervisor will work to bring about any reasonable job modification or job transfer of the employee with a diagnosed condition of AIDS.

· If a healthy employee refuses to work with an employee who is diagnosed with an AIDS condition and is medically approved as able to work, job transfer or other work accommodation for the healthy employee will only occur when medically indicated by written order of his/her physician.  The medical order must be a signed medical statement requesting this job change.  In the absence of a medical order, normal transfer procedures will be followed.

Sample Workplace Safety Policy
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Benefits: The sample safety policy in the attached file is designed to help you create a formal safety policy for your company. It contains the essential elements of a safety policy and is broadly written to cover a variety of workplace environments that pose differing levels of hazards. It can be edited and customized to meet the needs of your business.

A written safety policy provides the foundation for every successful safety program and could help you avoid the expense, inconvenience, and other consequences of workplace accidents by making sure that employees know what is expected of them. Although you can orally inform employees of safety standards and procedures, for lasting impact there is no substitute for a written policy to which an employee may refer. And if each employee acknowledges that he or she has read the policy, it can help protect you when there is a workplace accident.

File Description: The file contains a four-page document in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: The sample safety policy includes the following elements:

· objectives of a safety program 

· persons responsible for various safety practices 

· consequences of not following established procedures 

· reporting of unsafe conditions 

· reporting of accidents 

· list of specific safety rules and guidelines 

· list of safety hazards to look for 

· safety clothing and equipment 

· use of seat belts 

· good housekeeping standards 

Sample Workplace Safety Rules 

Your safety is the constant concern of this company.  Every precaution has been taken to provide a safe workplace.  [Name or title of the person in charge of safety] makes regular inspections and holds regular safety meetings.  [He or she] also meets with management to plan and implement further improvements in our safety program.  Common sense and personal interest in safety are still the greatest guarantees of your safety at work, on the road, and at home.  We take your safety seriously and any willful or habitual violation of safety rules will be considered cause for dismissal.  [Your company] is sincerely concerned for the health and well being of each member of the team.

The cooperation of every employee is necessary to make this company a safe place in which to work.  Help yourself and others by reporting unsafe conditions or hazards immediately to your supervisor or to a member of the safety committee.  Give earnest consideration to the rules of safety presented to you by poster signs, discussions with your supervisor, posted department rules, and regulations published in the safety booklet.  Begin right by always thinking of safety as you perform your job, or as you learn a new one.

Accident reporting.  Any injury at work—no matter how small—must be reported immediately to your supervisor and receive first aid attention.  Serious conditions often arise from small injuries if they are not cared for at once.

Specific safety rules and guidelines.  To ensure your safety, and that of your coworkers, please observe and obey the following rules and guidelines:

· Observe and practice the safety procedures established for the job.

· In case of sickness or injury, no matter how slight, report at once to your supervisor.  In no case should an employee treat his own or someone else's injuries or attempt to remove foreign particles from the eye.

· In case of injury resulting in possible fracture to legs, back, or neck, or any accident resulting in an unconscious condition, or a severe head injury, the employee is not to be moved until medical attention has been given by authorized personnel.

· Do not wear loose clothing or jewelry around machinery.  It may catch on moving equipment and cause a serious injury.

· Never distract the attention of another employee, as you might cause him or her to be injured.  If necessary to get the attention of another employee, wait until it can be done safely.

· Where required, you must wear protective equipment, such as goggles, safety glasses, masks, gloves, hair nets, etc.

· Safety equipment such as restraints, pull backs, and two-hand devices are designed for your protection.  Be sure such equipment is adjusted for you.

· Pile materials, skids, bins, boxes, or other equipment so as not to block aisles, exits, fire fighting equipment, electric lighting or power panel, valves, etc.  FIRE DOORS AND AISLES MUST BE KEPT CLEAR.

· Keep your work area clean.

· Use compressed air only for the job for which it is intended.  Do not clean your clothes with it and do not fool with it.

· Observe smoking regulations.

· Shut down your machine before cleaning, repairing, or leaving.

· Tow motors and lift trucks will be operated only by authorized personnel.  Walk-type lift trucks will not be ridden and no one but the operator is permitted to ride the tow motors.  Do not exceed a speed that is safe for existing conditions.

· Running and horseplay are strictly forbidden.

· Do not block access to fire extinguishers.

· Do not tamper with electric controls or switches.

· Do not operate machines or equipment until you have been properly instructed and authorized to do so by your supervisor.

· Do not engage in such other practices as may be inconsistent with ordinary and reasonable common sense safety rules.

· Report any UNSAFE condition or acts to your supervisor.

· HELP TO PREVENT ACCIDENTS.

· Use designated passages when moving from one place to another; never take hazardous shortcuts.

· Lift properly—use your legs, not your back.  For heavier loads, ask for assistance.

· Do not adjust, clean, or oil moving machinery.

· Keep machine guards in their intended place.

· Do not throw objects.

· Clean up spilled liquid, oil, or grease immediately.

· Wear hard sole shoes and appropriate clothing.  Shorts or mini dresses are not permitted.

· Place trash and paper in proper containers and not in cans provided for cigarette butts.

Safety checklist.  It’s every employee’s responsibility to be on the lookout for possible hazards.  If you spot one of the conditions on the following list—or any other possible hazardous situation—report it to your supervisor immediately. 

· Slippery floors and walkways

· Tripping hazards, such as hose links, piping, etc.

· Missing (or inoperative) entrance and exit signs and lighting

· Poorly lighted stairs

· Loose handrails or guard rails

· Loose or broken windows

· Dangerously piled supplies or equipment

· Open or broken windows

· Unlocked doors and gates

· Electrical equipment left operating

· Open doors on electrical panels

· Leaks of steam, water, oil, etc.

· Blocked aisles

· Blocked fire extinguishers, hose sprinkler heads

· Blocked fire doors

· Evidence of any equipment running hot or overheating

· Oily rags

· Evidence of smoking in non-smoking areas

· Roof leaks

· Directional or warning signs not in place

· Safety devices not operating properly

· Machine, power transmission, or drive guards missing, damaged, loose, or improperly placed

Safety equipment.  Your supervisor will see that you receive the protective clothing and equipment required for your job.  Use them as instructed and take care of them.  You will be charged for loss or destruction of these articles only when it occurs through negligence.

Safety shoes.  The company will designate which jobs and work areas require safety shoes.  Under no circumstances will an employee be permitted to work in sandals or open-toe shoes.

A reliable safety shoe vendor will visit the company periodically.  Notices will be posted prior to the visits.

Safety glasses.  The wearing of safety glasses by all shop employees is mandatory.  Strict adherence to this policy can significantly reduce the risk of eye injuries.

Seat belts.  All employees must use seat belts and shoulder restraints (if available) whenever they operate a vehicle on company business.  The driver is responsible for seeing that all passengers in front and rear seats are buckled up.

Good housekeeping.  Your work location should be kept clean and orderly.  Keep machines and other objects (merchandise, boxes, shopping carts, etc.) out of the center of aisles.  Clean up spills, drips, and leaks immediately to avoid slips and falls.

Place trash in the proper receptacles.  Stock shelves carefully so merchandise will not fall over upon customer contact.

Sample Workplace Violence Prevention Policy
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Unfortunately, workplace violence is a recurring theme in American business. Despite the focus by the news media on certain types of workplace violence, violence is NOT limited to larger businesses. Anywhere there are people working together, there is a potential for conflict that can lead, in extreme cases, to violence. Obviously, as an employer, you do your best to hire people who you think will work out well. And, if you exercise some care in observing your employees and dealing with conflicts before they escalate, you further reduce your risk of a problem. Everyone has a life outside of work, and the pressures there can be brought back into the workplace.

Nevertheless, an explicit policy regarding workplace violence can be another big part of your plans to ensure workplace safety. First, the mere fact that you have a policy at all sends a strong signal to employees. Second, the severity of the penalty for violent behavior (and it should be severe!) should further reinforce the message. Third, you let employees know exactly what conduct is prohibited.

The attached file contains a sample workplace violence policy that you can tailor to fit the needs of your specific business. Like a natural disaster or freak accident, a violent episode is an unexpected event. By taking the time and effort to consider the issues you might face, in advance, you better prepare yourself to deal with a problem if one arises.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Violence in the Workplace Prevention Policy

Zero tolerance

This company has a policy of zero tolerance for violence.  If you engage in any violence in the workplace, or threaten violence in the workplace, your employment will be terminated immediately for cause.  No talk of violence or joking about violence will be tolerated.

“Violence" includes physically harming another, shoving, pushing, harassing, intimidating, coercing, brandishing weapons, and threatening or talking of engaging in those activities.  It is the intent of this policy to ensure that everyone associated with this business, including employees and customers, never feels threatened by any employee’s actions or conduct.

Workplace security measures

In an effort to fulfill this commitment to a safe work environment for employees, customers, and visitors, a few simple rules have been created.  These are:

· Access to the company’s property is limited to those with a legitimate business interest. 

· All employees and employee vehicles entering the property must display company identification. 

· All visitors and visitor vehicles must register and display identification while on the property.

All weapons banned

The company specifically prohibits the possession of weapons by any employee while on company property.  This ban includes keeping or transporting a weapon in a vehicle in a parking area, whether public or private.  Employees are also prohibited from carrying a weapon while performing services off the company’s business premises.

Weapons include guns, knives, explosives, and other items with the potential to inflict harm.  Appropriate disciplinary action, up to and including termination, will be taken against any employee who violates this policy.

Inspections

Desks, telephones, and computers are the property of the business.  We reserve the right to enter or inspect your work area including, but not limited to, desks and computer storage disks, with or without notice.

The fax, copier, and mail systems, including e-mail, are intended for business use.  Personal business should not be conducted through these systems.  Under conditions approved by  management, telephone conversations may be monitored and voice mail messages may be retrieved in the process of monitoring customer service.

Any private conversations overheard during such monitoring, or private messages retrieved, that constitute threats against other individuals can and will be used as the basis for termination for cause.

Reporting violence

It is everyone's business to prevent violence in the workplace.  You can help by reporting what you see in the workplace that could indicate that a co-worker is in trouble.  You are in a better position than management to know what is happening with those you work with.

You are encouraged to report any incident that may involve a violation of any of the company’s policies that are designed to provide a comfortable workplace environment.  Concerns may be presented to your supervisor.

All reports will be investigated and information will be kept confidential.

[The following additional provisions deal with programs that, in general, are limited to larger businesses with a substantial workforce.  They may be included, as applicable.]

Training programs

As part of its commitment to preventing workplace violence, the company has established training programs for all employees.  Training will be included as part of your orientation.  Thereafter, you will be scheduled for annual refresher training during the month that you initially joined the business.

Please be advised that training is mandatory and attendance will be taken.  If you fail to attend training or make-up sessions, you will be subject to suspension without pay until training is completed.

Education offerings

In order to promote a peaceful working environment, we encourage supervisors and employees to enroll in courses to learn more about working with each other.  Courses covering communication, problem solving, building effective working relationships, stress management, and related or similar course topics are supported by tuition reimbursement, offered by our training department and, where appropriate, supported for attendance at outside seminars.

Employee assistance program

The company provides an employee assistance program (EAP) for all full-time and part-time employees.  This EAP offers services to these employees and their eligible dependents. While we receive periodic reports on the number and types of visits or calls made to the EAP, we do not receive information about individual contacts with the EAP.

You are encouraged to use the EAP whenever you feel the need for guidance in coping with life’s difficulties.  If you have difficulty handling drugs or alcohol, the EAP can provide information on treatment. The EAP is a confidential service to be used when you need help.  

Violence prevention team

We have created a violence prevention team to create and implement our workplace violence prevention program.  The team will also handle the consequences of any incidents of violence that we experience, providing assistance to employees and information to the media.  The team will take the steps necessary to continue or resume business.  We believe that a multidisciplinary approach is best suited to handle workplace violence problems.

If you have suggestions for ways to improve the safety and security at work, please pass them along to a team member or leave a suggestion in any one of their mail boxes. 

Incident management

In the event of a major workplace incident that affects, or has the potential to affect, the mental health of our workforce, we will provide initial counseling and support services to you and your immediate family members.

As the crisis passes and support systems are put into place for individuals affected by the incident, the company will make every effort to return to normal business operations.  A reasonable effort will be made to notify employees, customers, stockholders, and others who need to know of the status of business operations directly whenever possible.  In cases where direct contact is not possible or practical, an effort will be made to communicate through the news media and other available resources.

Telecommuting Policy & Agreement
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

For an increasing number of businesses, telecommuting has proved to be beneficial to both employer and employee. When the needs of the business do not require workers to be physically present in order to perform their work, or where the availability of sufficient suitable space is otherwise a problem, telecommuting might be the answer. However, there are a few conditions that must be met if a telecommuting arrangement is going to work out.

The attached file contains a document that can be used to evaluate the acceptability of a worker's home office for telecommuting purposes. It also contains a telecommuting agreement that can be used to set forth the terms and conditions under which you will allow a worker to telecommute. The telecommuting site checklist provides a means of objectively evaluating the work space that an employee proposes to use. An unsuitable site is a strong indication that a worker won't be able to perform as expected in a home office setting. The telecommuting agreement, as modified to reflect the exact needs of your business, sets the expectations of both parties regarding how and where work will be performed.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Telecommuting Site Checklist

This checklist should be completed during a site visit to the employee's proposed home office.  The adequacy of the work space must be determined between you and the employee.  The success of the telecommuting arrangement depends on the assessment of the work space and the ability of the employee to successfully complete the required work in this environment.  If the work space is not adequate, the telecommuting agreement will not work.

1.  
Does the space seem adequately ventilated? 

Yes ____ No ____

2.  
Is the space reasonably quiet?



Yes ____ No ____

3.  
Are all stairs with 4 or more steps equipped with 


handrails?






Yes ____ No ____

4.  
Are all circuit breakers and/or fuses in the electrical panel 


labeled as to intended service? 



Yes ____ No ____

5.
Do circuit breakers clearly indicate if they are in open or 


closed position?





Yes ____ No ____

6.  
Is all electrical equipment free of recognized hazards that 


would cause physical harm (frayed wires, bare conductors, 


loose wires, flexible wires running through walls, exposed 


wires fixed to the ceiling)?




Yes ____ No ____

7.  
Are electrical outlets 3 pronged (grounded)?


Yes ____ No ____

8.  
Are aisles, doorways, and corners free of obstructions to 


permit visibility and movement?



Yes ____ No ____

9.  
Are file cabinets and storage closets arranged so drawers 


and doors do not open into walkways?


Yes ____ No ____

10. 
Do chairs appear sturdy?




Yes ____ No ____

11. 
Is the space crowded with furniture?



Yes ____ No ____

12. 
Are the phone lines, electrical cords, and extension wires 


secured under a desk or alongside a baseboard?

Yes ____ No ____

13. 
Is the office space neat and clean?



Yes ____ No ____

14. 
Are floor surfaces clean, dry, level, and free of worn or 


frayed seams?





Yes ____ No ____

15. 
Are carpets well secured to the floor and free of frayed 


or worn seams?





Yes ____ No ____

16. 
Is there a fire extinguisher in the home, easily accessible 


from the office space (required)?



Yes ____ No ____

17. 
Is there a working (test) smoke detector within hearing 


distance of the work space (required)?


Yes ____ No ____

18. 
The employee agrees to arrange for an energy audit of the 


home by the local utility company and fire safety 


inspection by the local fire department within 30 days of 


the signing of this agreement, provided they can be 


accomplished free of charge.




Yes ____ No ____

19. 
We agree that in our opinion this is an acceptable 


home office space that allows the employee a  


reasonable opportunity to meet the job requirements  


as a telecommuter.





Yes ____ No ____

Comments (optional):

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Site Inspected by: ____________________________________________

Date: ______________________________________________________

Telecommuting Agreement

The following constitutes an agreement between [Your Business] and [Employee].

[Employee] agrees to participate in the telecommuting program and to adhere to the applicable guidelines and policies. [Your Business] concurs with the employee's participation and agrees to adhere to the applicable guidelines and policies.

Terms and conditions.  The telecommuting agreement is subject to the following terms and conditions:

Duration.  This agreement will be valid for a period of [specify term] beginning on [start date] and ending on [end date].  At the end of that time, both parties will participate in a review which can result in the reactivation of the agreement.

Work hours.  Employee's work hours and work location are specified in the Attachment at the end of this agreement.

Pay and attendance.  All pay, leave and travel entitlement will be based on the employee's primary business location.  Employee's time and attendance will be recorded as performing official duties at the primary business location.

Leave.  Employees must obtain approval before taking leave in accordance with established office procedures. By signing this form, employee agrees to follow established procedures for requesting and obtaining approval of leave.

Overtime.  The employee will continue to work in pay status while working at the home office.  An employee who works overtime that has been ordered and approved in advance will be compensated in accordance with applicable law and rules.  The employee understands that [Your Business] will not accept the results of unapproved overtime work and will act vigorously to discourage it.

By signing this agreement, the employee agrees that failing to obtain proper approval for overtime work may result in removal from the telecommuting program or other appropriate action.

Business owned equipment.  In order to effectively perform their assigned tasks, employees may use [Your Business] equipment at the telecommuting location with the approval of [Your Business].  The equipment must be protected against damage and unauthorized use. [Your Business] owned equipment will be serviced and maintained by [Your Business].  Any equipment provided by the employee will be at no cost to [Your Business], and will be maintained by the employee.

Inspection.  The telecommuting location will be inspected periodically to ensure that proper maintenance of [Your Business] equipment is performed, and that safety standards are met.  Notice must be given to the employee at least 24 hours in advance of the inspection, which must occur during normal working hours.

Liability.  [Your Business] will not be liable for damages to the employees' property that result from participation in the telecommuting program.

Reimbursement.  [Your Business] will not be responsible for operating costs, home maintenance, or any other incidental cost (e.g., utilities) whatsoever, associated with the use of the employee's residence. The employee does not relinquish any entitlement to reimbursement for authorized expenses incurred while conducting business for [Your Business].

Workers' Compensation.  The employee is covered under the Workers' Compensation Law if injured in the course of performing official duties at the telecommuting location.

Work assignments.  The employee will meet with [designate contact person] to receive assignments and to review completed work as necessary or appropriate.  The employee will complete all assigned work according to work procedures mutually agreed upon by the employee and [the contact person]  according to guidelines and standards stated in the employee's performance plan.

Employee evaluation.  The evaluation of the employee's job performance will be based on norms or other criteria derived from past performance and occupational standards consistent with these guidelines.  For those assignments without precedent or without standards, regular and required progress reporting by the employee will be used to rate job performance and establish standards.  The employee's most recent performance appraisal must indicate fully achieved standards.

Records.  The employee will apply approved safeguards to protect [Your Business] records from unauthorized disclosure or damage.  Work done at the telecommuting location is considered [Your Business] business.  All records, papers, computer files, and correspondence must be safeguarded for their return to the primary business location.  

Curtailment of the agreement.  [Specify whether the employee may continue working for your business if the employee no longer wishes to telecommute.  Also specify the circumstances under which the telecommuting agreement will be terminated by your business (e.g., if continued participation fails to satisfy business needs) and the consequences of that termination on the worker's continued employment.]

Performance location.  The employee agrees to limit performance of assigned duties to the primary business location or to the approved home location.  Failure to comply with this provision may result in termination of the telecommuting agreement and/or other appropriate disciplinary action.

Employee: ___________________________________ Date: _________________

[Contact person]: ______________________________ Date: _________________

Attachment

The following hours and locations are agreed to in support of the Telecommuting Agreement.

Primary Business Location: _____________________________________________

Telecommuting Location: _______________________________________________

General Work Hours:

Day

Hours


Location (home, office, other)

Monday:
______ - ______
___________________________

Tuesday:
______ - ______
___________________________

Wednesday:
______ - ______
___________________________

Thursday:
______ - ______
___________________________

Friday:

______ - ______
___________________________

Saturday:
______ - ______
___________________________

Sunday:
______ - ______
___________________________

Comments (Schedule flexibility, etc.):

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

Signatures:

[Your Name]: ___________________________________

Date: _________

Employee: ______________________________________

Date: _________

Employee Information:

Name:
______________________________________________________________

Address: ____________________________________________________________

City, State and Zip: ____________________________________________________

Sample Independent Contractor Agreement
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Benefits: This model independent contractor agreement is designed to help you draft a custom agreement that reflects your needs and situation. It includes all the essential elements of an independent contractor agreement, including a clear specification of the independent contractor relationship. If your worker is classified as an "employee," rather than an "independent contractor," you will be held liable for extra taxes, recordkeeping, and safety requirements. A contract can prevent this from happening by showing the validity of the independent contractor relationship.

Keep in mind that this document is a starting point, not a finished product. You need to make sure that the agreement reflects the relationship between your business and the independent contractor. Consult the laws of your state regarding requirements affecting independent contractor arrangements.

File Description: The file contains a five-page document in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: The attached file contains a five-page draft independent contractor agreement that contains clearly labeled sections on the following areas of an independent contractor agreement:

· duties, compensation, and the term of the contract 

· out-of-pocket expenses 

· required reports 

· statement of status as independent contractor, not employee 

· termination of the relationship (because independent contractors are not employees, "termination" would be done according to the provisions of the contract) 

· confidentiality 

· inventions, improvements, and innovations conceived by the contractor during the term of the agreement 

· conflicts of interest 

· non-hire provision 

· right to injunction 

· status of contract in the event of merger 

· successors and assigns 

· statement of choice of law 

· arbitration 

· waiver 

· assignment 

· notices 

· amendment of contract provisions 

· enforceability 

It also includes a sample appendix that can be used to spell out, in further and specific detail, the duties, term, and compensation

INDEPENDENT CONTRACTOR AGREEMENT

This Agreement is entered into as of the [        ] day of [                ], 200[  ], between [company name] (“the Company”) and [service provider’s name] (“the Contractor”).

1. Independent Contractor.  Subject to the terms and conditions of this Agreement, the Company hereby engages the Contractor as an independent contractor to perform the services set forth herein, and the Contractor hereby accepts such engagement.

2. Duties, Term, and Compensation.  The Contractor’s duties, term of engagement, compensation and provisions for payment thereof shall be as set forth in the estimate previously provided to the Company by the Contractor and which is attached as Exhibit A, which may be amended in writing from time to time, or supplemented with subsequent estimates for services to be rendered by the Contractor and agreed to by the Company, and which collectively are hereby incorporated by reference.

3. Expenses.  During the term of this Agreement, the Contractor shall bill and the Company shall reimburse [him or her] for all reasonable and approved out-of-pocket expenses which are incurred in connection with the performance of the duties hereunder.  Notwithstanding the foregoing, expenses for the time spend by Consultant in traveling to and from Company facilities shall not be reimbursable.

4. Written Reports.  The Company may request that project plans, progress reports and a final results report be provided by Consultant on a monthly basis.  A final results report shall be due at the conclusion of the project and shall be submitted to the Company in a confidential written report at such time. The results report shall be in such form and setting forth such information and data as is reasonably requested by the Company.

5. Inventions.  Any and all inventions, discoveries, developments and innovations conceived by the Contractor during this engagement relative to the duties under this Agreement shall be the exclusive property of the Company; and the Contractor hereby assigns all right, title, and interest in the same to the Company.  Any and all inventions, discoveries, developments and innovations conceived by the Contractor prior to the term of this Agreement and utilized by [him or her] in rendering duties to the Company are hereby licensed to the Company for use in its operations and for an infinite duration.  This license is non-exclusive, and may be assigned without the Contractor’s prior written approval by the Company to a wholly-owned subsidiary of the Company.

6. Confidentiality. The Contractor acknowledges that during the engagement [he or she] will have access to and become acquainted with various trade secrets, inventions, innovations, processes, information, records and specifications owned or licensed by the Company and/or used by the Company in connection with the operation of its business including, without limitation, the Company’s business and product processes, methods, customer lists, accounts and procedures.  The Contractor agrees that [he or she] will not disclose any of the aforesaid, directly or indirectly, or use any of them in any manner, either during the term of this Agreement or at any time thereafter, except as required in the course of this engagement with the Company.  All files, records, documents, blueprints, specifications, information, letters, notes, media lists, original artwork/creative, notebooks, and similar items relating to the business of the Company, whether prepared by the Contractor  or otherwise coming into [his or her] possession, shall remain the exclusive property of the Company.  The Contractor shall not retain any copies of the foregoing without the Company’s prior written permission.  Upon the expiration or earlier termination of this Agreement, or whenever requested by the Company, the Contractor shall immediately deliver to the Company all such files, records, documents, specifications, information, and other items in [his or her] possession or under [his or her] control.  The Contractor further agrees that [he or she] will not disclose [his or her] retention as an independent contractor or the terms of this Agreement to any person without the prior written consent of the Company and shall at all times preserve the confidential nature of [his or her] relationship to the Company and of the services hereunder.

7. Conflicts of Interest; Non-hire Provision.  The Contractor represents that [he or she] is free to enter into this Agreement, and that this engagement does not violate the terms of any agreement between the Contractor and any third party.  Further, the Contractor, in rendering [his or her] duties shall not utilize any invention, discovery, development, improvement, innovation, or trade secret in which [he or she] does not have a proprietary interest.  During the term of this agreement, the Contractor shall devote as much of [his or her] productive time, energy and abilities to the performance of [his or her] duties hereunder as is necessary to perform the required duties in a timely and productive manner.  The Contractor is expressly free to perform services for other parties while performing services for the Company.  For a period of six months following any termination, the Contractor shall not, directly or indirectly hire, solicit, or encourage to leave the Company’s employment, any employee, consultant, or contractor of the Company or hire any such employee, consultant, or contractor who has left the Company’s employment or contractual engagement within one year of such employment or engagement.

8. Right to Injunction.  The parties hereto acknowledge that the services to be rendered by the Contractor under this Agreement and the rights and privileges granted to the Company under the Agreement are of a special, unique, unusual, and extraordinary character which gives them a peculiar value, the loss of which cannot be reasonably or adequately compensated by damages in any action at law, and the breach by the Contractor of any of the provisions of this Agreement will cause the Company irreparable injury and damage.  The Contractor expressly agrees that the Company shall be entitled to injunctive and other equitable relief in the event of, or to prevent, a breach of any provision of this Agreement by the Contractor.  Resort to such equitable relief, however, shall not be construed to be a waiver of any other rights or remedies that the Company may have for damages or otherwise.  The various rights and remedies of the Company under this Agreement or otherwise shall be construed to be cumulative, and no one of the them shall be exclusive of any other or of any right or remedy allowed by law.

9. Merger.  This Agreement shall not be terminated by the merger or consolidation of the Company into or with any other entity.

10. Termination.  The Company may terminate this Agreement at any time by 10 working days’ written notice to the Contractor.  In addition, if the Contractor is convicted of any crime or offense, fails or refuses to comply with the written policies or reasonable directive of the Company, is guilty of serious misconduct in connection with performance hereunder, or materially breaches provisions of this Agreement, the Company at any time may terminate the engagement of the Contractor immediately and without prior written notice to the Contractor.

11. Independent Contractor.  This Agreement shall not render the Contractor an employee, partner, agent of, or joint venturer with the Company for any purpose.  The Contractor is and will remain an independent contractor in [his or her] relationship to the Company.  The Company shall not be responsible for withholding taxes with respect to the Contractor’s compensation hereunder.  The Contractor shall have no claim against the Company hereunder or otherwise for vacation pay, sick leave, retirement benefits, social security, worker’s compensation, health or disability benefits, unemployment insurance benefits, or employee benefits of any kind.

12. Insurance.  The Contractor will carry liability insurance (including malpractice insurance, if warranted) relative to any service that [he or she] performs for the Company.

13. Successors and Assigns.  All of the provisions of this Agreement shall be binding upon and inure to the benefit of the parties hereto and their respective heirs, if any, successors, and assigns.

14. Choice of Law.  The laws of the state of [             ] shall govern the validity of this Agreement, the construction of its terms and the interpretation of the rights and duties of the parties hereto.

15. Arbitration. Any controversies arising out of the terms of this Agreement or its interpretation shall be settled in [                   ] in accordance with the rules of the American Arbitration Association, and the judgment upon award may be entered in any court having jurisdiction thereof.

16. Headings.  Section headings are not to be considered a part of this Agreement and are not intended to be a full and accurate description of the contents hereof.

17. Waiver.  Waiver by one party hereto of breach of any provision of this Agreement  by the other shall not operate or be construed as a continuing waiver.

18. Assignment.  The Contractor shall not assign any of [his or her] rights under this Agreement, or delegate the performance of any of [his or her] duties hereunder, without the prior written consent of the Company.

19. Notices.  Any and all notices, demands, or other communications required or desired to be given hereunder by any party shall be in writing and shall be validly given or made to another party if personally served, or if deposited  in the United States mail, certified or registered, postage prepaid, return receipt requested.  If such notice or demand is served personally, notice shall be deemed constructively made at the time of such personal service.  If such notice, demand or other communication is given by mail, such notice shall be conclusively deemed given five days after deposit thereof in the United States mail addressed to the party to whom such notice, demand or other communication is to be given as follows:

If to the Contractor:

[name]

      [street address]

      [city, state, zip]

If to the Company:

[name]

      [street address]

      [city, state, zip]

Any party hereto may change its address for purposes of this paragraph by written 

notice given in the manner provided above.

20. Modification or Amendment.  No amendment, change or modification of this Agreement shall be valid unless in writing signed by the parties hereto.

21. Entire Understanding.  This document and any exhibit attached constitute the entire understanding and agreement of the parties, and any and all prior agreements, understandings, and representations are hereby terminated and canceled in their entirety and are of no further force and effect.

22. Unenforceability of Provisions.  If any provision of this Agreement, or any portion thereof, is held to be invalid and unenforceable, then the remainder of this Agreement shall nevertheless remain in full force and effect.

IN WITNESS WHEREOF the undersigned have executed this Agreement as of the day and year first written above.  The parties hereto agree that facsimile signatures shall be as effective as if originals.

[company name]



[contractor’s name]

By:_______________________


By:____________________

Its:  [title or position]



Its:  [title or position]

SCHEDULE A

DUTIES, TERM, AND COMPENSATION

DUTIES: 
The Contractor will [describe here the work or service to be performed]. 

[He or she] will report directly to [name] and to any other party designated 

by [name] in connection with the performance of the duties under this 

Agreement and shall fulfill any other duties reasonably requested by the 

Company and agreed to by the Contractor.

TERM:

This engagement shall commence upon execution of this Agreement and 

shall continue in full force and effect through [date] or earlier upon 

completion of the Contractor’s duties under this Agreement. The 

Agreement may only be extended thereafter by mutual agreement, 
unless terminated earlier by operation of and in accordance with this 

Agreement.

COMPENSATION: (Choose A or B)

A. As full compensation for the services rendered pursuant to this Agreement, the Company shall pay the Contractor at the hourly rate of [dollar amount] per hour, with total payment not to exceed [dollar amount] without prior written approval by an authorized representative of the Company.  Such compensation shall be payable within 30 days of receipt of Contractor’s monthly invoice for services rendered supported by reasonable documentation.

B. As full compensation for the services rendered pursuant to this Agreement, the Company shall pay the Contractor the sum of [dollar amount], to be paid [time and conditions of payment.]  

Temporary Help Agency Checklist
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Benefits: The attached file contains a checklist that is designed to help you choose a temporary agency to provide you with temporary workers. There are many temporary agencies, not all of whom are truly interested in providing quality employees to you. Some will send unqualified people and will charge you a premium price for doing it. It helps you gather the information you'll need to provide to any agency and contains a list of questions and issues that you should address to the agencies that you screen. Using these checklists should help you choose the agency that will best serve your needs and provide you with the best temporary employees.

File Description: The file contains a one-page document in a rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: Included are the following:

· a checklist of information that you need to gather before you contact a temporary agency 

· a list of questions to ask the agency covering topics such as the agency's responsiveness and its ability to meet your needs 

· a list of other questions regarding the agency's certification and insurance, and the benefits it offers to employees 

· a list of question to ask about the agency's policies regarding payment and pricing 

Temporary Help Screening Worksheet

Before you call the temporary help agency, ask yourself what you need. 

· Do you need a last-minute fill-in for an absent employee?  

· How long will you need the temporary?  If the need is long term, estimate the length 


of time.

· What hours will the temporary need to work?

· What particular skills will your temporary worker need to have?  Consider:

 specific computer and software skills

 public contact skills (in person or on the phone)

Once you know what you need, pick a few agencies from the phone book and assess their:

· responsiveness and professionalism

 how many times did the phone ring before it was answered?

 was the person courteous and helpful?

 did the person ask meaningful questions, give you clear answers to your questions, and make sure you were fully informed?

· ability to meet your needs

 does the firm specialize in placing the kinds of workers you need?

 does the firm have workers in your geographic location?

 what customer service and satisfaction features does the firm have?

 are the agency’s rates competitive for the kind of worker you need?

After you’ve called a few agencies and have narrowed your selection to a few possibilities, make an appointment to visit those agencies to discuss more specifically what you need.  When you visit, be sure to cover the following points:

· How are temporary workers tested and screened?

· What benefits are offered to workers (better benefits attract better workers)?

· Pricing information: 

· what are the billing rates?

· how long are billing rates effective?

· how are workers categorized into skill levels and corresponding pay rates?

· Payment information 

· what methods of payment are acceptable?

· when is payment due for the services provided?

· what billing methods are used?

· If you want to permanently hire the temp worker, how much you will have to pay the temporary agency?

· Does the agency carry workers’ comp, liability insurance, and errors and omission insurance?

· Are employees and workers bonded?

After you have collected this information, you should be able to make a more informed decision about which agency will be able to help you.  In making your decision, be sure to:

· check the agency’s references 

check with other business owners and colleagues

Recruiting & Hiring
Creating an Effective Job Description
Adapted from content excerpted from the American Express® OPEN Small Business Network 

Creating a clear job description before you begin the hiring process can help you choose the best candidate from a pool of applicants. It usually consists of two areas -- a summary of the job's responsibilities, and a list of the key duties that will be performed. It's worth your time and effort to think the job description through completely. A confusing, hazy, or incorrect description can make it much harder for you to match a candidate and a job, because you're not sure about exactly what the job entails.

An accurate job description is also essential for drafting classified ads, job postings or other recruitment efforts. It lets you be clear on exactly which talents you're looking for, and focus your ad on those attributes to attract the most qualified candidates.

Use the tips below when you're drafting a job description.

Avoid generalizations

Be as specific as possible when you describe the duties and responsibilities you will need this employee to perform. Think in terms of the benefits this employee will provide to your organization or to your customers/clients. For example, don't describe a video store clerk simply as someone who will "rent videos to customers." Instead, if you use something like "will assist customers in choosing movies they will like by sharing his or her knowledge of recent or classic films," you will know you need someone who loves film and can convey their enthusiasm to your customers.

Prioritize

Once you've created a list of responsibilities and duties, put them in order of importance. Start with skills that are integral to the job to be performed. This way you will know what is necessary for the successful execution of the job, what simply is desired, and what may actually be irrelevant. Hiring is often a matter of trade-offs, so by prioritizing, you're helping yourself determine what you can or can't live with.

Use measurable criteria

Be explicit about the kind of performance you're looking for from someone, and whenever possible look for ways to quantify those criteria with numbers or dates. Otherwise, you may find that you've hired someone who can perform the necessary tasks, but falls short in productivity or throughput. For example, will an account manager be working with one, four or ten accounts at a time? Will a bookkeeper be expected to update accounts receivable daily, weekly or monthly?

Ask for help

Spend time with others in your organization who will be managing or interacting with a new employee to find out what they think the chief duties of this person should be. Those who are on the front lines with someone often know more about what day-to-day skills are necessary to perform a job successfully. You'll find this input invaluable

Hiring: Do You Know How to Pick Them?
Adapted from content excerpted from the American Express® OPEN Small Business Network 

Your small business is growing, the market has a need for the product or service you're selling, and you're bringing in employees to expand your business. What could possibly go wrong? The answer is, a lot, if you don't hire the right people.

One of the differences between businesses that boom and those that limp along or founder is good employees. Obviously, your talent as an entrepreneur has a lot to do with the success of your business, but you can only go so far by yourself. As the head of the company, it is your job to find good employees, figure out what motivates them, and then place them into the job that will make them and your business thrive.

Hiring employees is time-consuming and requires a lot of patience and energy. You have to resist the temptation to fill the job quickly with one of the first few people who comes along or hire someone who is only sufficient because you want to stop interviewing and get back to the business of running your business. You also need to hire people who will adapt to and thrive in an entrepreneurial environment.

Generate a Pool of Candidates 

The first step in the process - after you've determined what kind of person you need - is to generate a pool of candidates. In order to do this you can use some conventional and not-so-conventional approaches.

· Always be on the lookout for people 

Even if you are not in a position to hire someone right now, you should be thinking about who you may need in six months or a year, and start keeping an eye out for candidates.

· Beat the bushes 

Once you've decided what you want, contact peers, people you used to work with, friends of friends, and your trade association for leads. If you are looking for a salesperson, talk to your customers to find out who pays the best sales calls to them.

· Look in unconventional places 

One small business owner who needed an assistant hired the waitress at the breakfast place she frequented. Why? She knew she was good with people, smart and hard working even before she talked to her about the position. Other good places to find administrative or entry level help are college recruitment offices. They can either provide you will help for hire or sometimes interns who work for free.

· Spend money 

If you are looking for high-level people and your network hasn't turned anything up, you may need to hire a recruiter. "Entrepreneurs have to get beyond not wanting to spend money if they want someone good," said Kathi Elster, founder and president of Business Strategy Seminars, a small business consulting and seminar firm in New York City. "You can negotiate a fee with a recruiter or pay it out over time.

Evaluation Time

Once you've created a pool of candidates, it's time to start the evaluation process. This is the phase in which you should pay close attention to whether a person has the skills for the job (as opposed to just a good personality or a price tag you like) as well as the aptitude to work in an entrepreneurial environment. There are lots of highly-skilled former corporate employees on the job market now, but not all of them are suited to working for a small company.

The way to determine if someone can function in a small business is to ask some unconventional questions. Applicants are less likely to have pat answers to those types of unconventional questions, which means you'll be able to gather some real information during the interview about a person's judgment, willingness to take risks, and decision-making capabilities. Qualities they'll need to thrive in a small company.

Kathi Elster of Business Strategy Seminars recommends using the questions below, and others like them, to determine if an applicant is cut out to work in an entrepreneurial environment.

· What risks did you take in your last job and what were the results? 

This question accomplishes many things. First, it lets you determine the candidates' definition of risk. One person may think that speaking up against the party line is daring, while another's definition is breaking from the company's longheld advertising strategy. It also enables you to see how the person follows through on endeavors he or she undertakes and how they manage change and uncertainty.

· What methods do you use to make decisions? 

This may tell you if the person has trouble making decisions. A person who does things the way they have always been done or who relies heavily on other people's opinions to make a decision may not be an ideal candidate for a small company which usually needs independent people who can make decisions under fire. To get at the true patterns of someone's decision-making processes, pose a situational question.

· Should employees be able to criticize the boss? In what ways? 

This separates yes-people from applicants who could enhance your business by asking intelligent questions. But you also want to make sure you don't hire an argumentative person who disagrees just for the sake of it. To figure out which camp an applicant falls into, ask them if they have ever disagreed with a boss, and what the situation was. You can also ask for an example of a time they challenged their supervisor and had the situation turn out positively.

Little-Known Hiring Resources
Adapted from content excerpted from the American Express® OPEN Small Business Network 

Finding good employees is a perennial challenge for business owners. Traditional methods such as newspaper advertisements and referrals from current employees are sometimes sufficient, but if you have exhausted these conventional channels try these other avenues:

College and graduate school newsletters

Many schools provide job listings to alumnae in the form of a newsletter or an online job board. If you are looking for a specific type of graduate such as an MBA or a technical person, choosing the right schools can net you a targeted pool of candidates. Contact the alumnae office and ask for posting requirements. Often these ads are free.

Trade associations

Some trade groups include job postings in member communications. This is an inexpensive way to connect with people who understand your industry.

College professors

Aggressive entrepreneurs have been known to contact college professors to ask for the names of hotshot students who are soon to graduate. This is a labor-intensive means of finding good people, but it can lead you to some candidates with exemplary skills.

Recruiters

Many small business owners dismiss recruiters as too expensive. However, while recruiters do charge a percentage of the candidate's first year salary, the time they save you during the recruiting process can make them cost effective. Be sure to calculate time spent recruiting when you are determining the cost of hiring.

Tips for Successful Interviewing
Adapted from content excerpted from the American Express® OPEN Small Business Network 

When you're hiring employees for your small business, it's vital to use the interview process to identify the most qualified candidates for your company. Successful interviewing is similar to many other "communications" skills - it's a matter of asking the right questions, listening to the answers, and getting candidates to talk honestly about their abilities and attitudes. The good news is that candidates are predisposed to be open about themselves, so your challenge is to ask questions that guide them to the information you need to make a hiring decision. Use the tips below to hone your job interview talents.

Pace your interview

Use your first few questions to loosen up the candidate and set the tone for the rest of the interview. Questions that deal with a person's work experience -- such as "Tell me about a typical day on your current job. What do you like about it? What don't you like?" -- can get a candidate to open up and start talking...which, after all, is the point of an interview.

Listen more than you speak

If you're spending more than 20 percent of the interview talking, then you're not giving the candidates a chance to talk about themselves. The purpose of an interview is to help you make a decision based on how a person responds to your questions. You need to take time to listen to those responses.

Set a schedule

Put interviews on your calendar, and treat them as you would any other business appointment. Make sure you give the candidate your undivided attention - clear your desk; put your phone on "do not disturb;" close your door; let people in your office know you don't want to be interrupted.

Ask open-ended questions

Avoid any question that can be answered with a simple yes or no. Instead, use open-ended questions to encourage candidates to talk about themselves. Listen to responses, and ask plenty of follow-up questions such as "Why do you think that's the case?" or "How did you do that?" If you need more information, ask the candidate for it.

Ask questions before you describe the job

Avoid providing a detailed job description at the beginning of the interview. A smart person will pick up on your description, and start phrasing all responses around what he or she perceives you want to hear. By asking as many questions as possible before you review the job, you'll be encouraging more honest answers.

Avoid standard questions

Everyone knows some of the typical interview questions - Where do you want to be five years from now? What are your strengths and weaknesses? Tell me about yourself? The problem with these questions is that many candidates have spent time preparing their responses. These scripted comments are of little use to you. Instead, try to come up with challenging questions that force interviewees to think on their feet and give an honest appraisal of their strengths and limits. For example, scenario-based questions, where you ask the candidate to react to a typical on-the-job situation, can paint a more accurate picture.

Consider a two-interview process

Use a first interview to pare down candidates to the top two or three. Then use a second round of interviews to select the best. The second interview might be conducted by people who will interact with the candidate most closely. Their input is important.

Know what you can't ask

The law is very strict regarding questions you can't ask during a job interview. In general, these forbidden questions are ones where the answer could be used to discriminate against a potential employee. They usually focus on non-job-related information such as age, race, marital status, or disability.

Applicant Information Release
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

When you attempt to check references supplied by a potential employee, you may find that many people and institutions will ask for a release before providing information. They are reasonably try to protect themselves from any potential liability for disclosing information regarding a person who doesn't want the information made known. To that end, the attached file contains a sample information release form that you should have signed by prospective employees. The purpose of the authorization is to let former employers, educational institutions, and personal references know that the applicant about whom you are seeking information has consented to its release to you.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Applicant Information Release

I hereby authorize any person, educational institution, or company I have listed as a reference on my employment application to disclose in good faith any information they may have regarding my qualifications and fitness for employment.  I will hold [Your Business], any former employers, educational institutions, and any other persons giving references free of liability for the exchange of this information and any other reasonable and necessary information incident to the employment process.

Signed: _______________________________________________

Date: _________________________________________________

Drug Testing Consent Form
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

If you are hiring someone whose duties will include driving a car or truck, it may be advisable, or necessary, to ask potential employees to undergo drug screening. In many cases, your insurance carrier may require it. The attached file contains a sample form that may be used to request that applicants undergo a drug test as a condition of being considered for employment.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Drug Testing Consent Form

I have applied for employment with [Your Business] in a position that requires me to operate an automobile or truck.  As a condition for my application being considered, I understand and agree to undergo substance screening.  I understand that if my test results are positive, I shall not be considered further by [Your Business] for a car or truck driver position.

I hereby authorize any physician, laboratory, hospital or medical professional retained by [Your Business] for screening purposes to conduct such screening and to provide the results to [Your Business], and I release [Your Business] and any person affiliated with [Your Business] and any such institution or person conducting the screening, from liability therefor.

Applicant's signature: _________________________________________________

Applicant's name: ____________________________________________________

Date: ______________________________________________________________
Educational Records Check
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Frequently, you will be called on the verify the educational record of a prospective employee. The information to be verified might be whether a particular degree has been earned or whether a specialized, non-degree course of instruction has been completed. The attached file contains a sample letter that may be used to request information from an educational institution. The contents of the letter should be modified to include requests only for the information that you need. As noted in the letter, you will want to include a copy of a release form, signed by the prospective employee, that authorizes the school to release the requested information. Such a form is available elsewhere in this area.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Educational Record Check

[Your Business]

[Street Address]

[City, State and Zip Code]

[Date]

[Reference]

[Educational Institution]

[Street Address]

[City, State and Zip Code]

Re: Reference for [Applicant]

[Provide whatever information was supplied by the applicant for identification purposes.]

Dear [Reference]:

The above-named individual has applied for employment with our business and has indicated that he/she attended [obtained a degree from] [Reference].  In order to make an informed hiring decision, we need to explore the applicant's educational history and personal qualifications or fitness for employment.  A release permitting you to provide the following information has been signed by the applicant, and a copy is attached.  Any information that you give will be held in the strictest confidence.  Please verify the information supplied by [Applicant] and answer a few questions regarding [Educational Institution]:

Degree received by [Applicant]:

[name degree]

Dates [Applicant] attended [Reference]:
[provide dates of attendance]

Is the preceding information correct?

Type and level of institution: 

Is your institution accredited?

What types of degrees do you award?

How can we obtain a transcript?

Information furnished by: 

Thank you for your cooperation and prompt response.

Sincerely,

[Your Name]

[Your Title]

[Your Business]

Employer Reference Check
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

A previous employer can be a valuable source of information regarding someone you are considering hiring. While some may refuse to provide any information, many will be happy to share their thoughts and opinions with you. Bear in mind that they too are in business, and send them a request that they can deal with quickly while still supplying you with the information you need to make an informed hiring decision.

The attached file contains a sample letter to a former employer that you can adapt to your particular needs. Make an effort to explore not only what activities the potential employee engaged in, but also whether he was a good employee. Open-ended questions on topics such as reliability and team skills provide the former employer with a chance to provide important input on the more subjective aspects of the applicant's performance as an employee.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment

Employment Reference Check
[Your Business]

[Street Address]

[City, State and Zip Code]

[Date]

[Former Employer]

[Street Address]

[City, State and Zip Code]

Re: Reference for [Applicant Name]

[Position Held at Former Employer]

[Dates of employment]

[Provide information supplied by applicant for identification purposes.]

Dear [Former Employer]:

The above named individual has applied for employment with [Your Business] and has named you as a former employer.  In order to make an informed hiring decision, we need to know the applicant's work history.  [Applicant] has signed a release permitting you to provide us with the requested information, and a copy is attached.  Any information that you give will be held in the strictest confidence.  

Please verify employment by answering the following questions:

How long was [Applicant] with your company?
_________________________

Please provide all dates of employment:

_________________________

What position(s) were held by [Applicant]?

_________________________

What was the [Applicant's] final rate of pay?

_________________________

Was [Applicant] reliable?
___________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Was [Applicant's] work satisfactory? (If no, explain)
_________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Why did [Applicant] leave your employ?
_______________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Would you rehire this person?
_____________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Any remarks?
_______________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Information furnished by:
___________________________________________

Thank you for your cooperation and prompt response.

Sincerely,

[Your Name]

[Your Title]

[Your Business]

Employer Reference Phone Script
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

A previous employer can be a valuable source of information regarding someone you are considering hiring. While some may refuse to provide any information, many will be happy to share their thoughts and opinions with you. Your goal in talking to a former employer should be to obtain the maximum amount of relevant information in the minimum amount of time.

The attached file contains a sample phone script that can be adapted to your particular needs. But don't be afraid to depart from your prepared script if the conversation takes a different, but useful turn. In that case, the script can serve as a checklist to record information and to ensure that no topics of interest are left unexplored.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment

Job Analysis Questionnaire
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

The attached file contains two sample job analysis questionnaires. The first is geared to clerical and administrative positions. The second relates to employees who will be called on to manage people and make decisions affecting your business. Consider either a starting point in examining the needs of your business. Either form can and should be tailored to reflect your situation. The items listed may be right on point, or they may suggest other activities that are more relevant to your business.

The first checklist suggests duties that may be performed on a regular basis by a clerical or administrative employee. The checklist includes a column for recording how frequently the worker would be called on to perform each of the specific tasks (D: daily, W: weekly, M: monthly, O = other). This should assist you in defining what the major job responsibilities are.

The second checklist is designed for use when you are considering hiring a manager or supervisor. In this situation, the nature of the duties are frequently more significant than the frequency with which any single activity is performed. Focus on the types of decisions that the worker might have to make, who the worker might have to supervise, and other aspects of your operations the worker might be expected to manage

Sample Job Analysis Checklists

ROUTINE CLERICAL RESPONSIBILITIES 

Activity


    




Frequency






            D    W     M     O

Types labels, letters, envelopes, and invoices.

              
Determine layout and format, and type in finished format.

              
Proofread and correct errors.

              
Set up an type financial and statistical reports.

              
Take dictation and transcribe.

              
Transcribe dictation from voice recordings.

              
Record, type, and distribute meeting minutes.

              
Compose standard letters in response to routine correspondence.

              
Schedule appointments without prior clearance, schedule 

meetings and conferences, and make travel arrangements 

including reservations.

              
Prepare meeting and conference rooms.

              
Maintain, process, distribute, and update records, files, and 

documents.

              
Maintain confidential records and files, and handle confidential 

correspondence and records.

              
Open, sort and distribute mail.

              
Answer telephones, screen and place calls, monitor and follow up 

on voice mail recordings, refer callers to appropriate parties.

              
Prepare, process, and verify invoices, bills, checks and receipts.

              
Maintain and report expense account activity.

              
Receive and welcome visitors, and refer to appropriate parties.

              
Maintain and update mailing lists.

              
Enter data electronically and verify.

              
Process payroll records.

              
Perform calculations, post and verify figures, trace and adjust 

errors.

              
Maintain inventory of office supplies, requisition new supplies, and 

distribute supplies to authorized parties.

              
Schedule and monitor equipment repairs and service contracts.

              
Maintain locks and keys for storage cabinets and other facilities, 

and distribute to authorized parties.

              
Orient and train new employees.

              
Schedule work for coworkers as requested.

              
Handle cash and negotiable instruments.

              
Maintain cash box.


              
Sign legal documents.

              
Act as resource for others as to staff and locations.

              
Maintain records of cash receipts and disbursements.

              
Review job applicants/applications and conducts screening 

interviews.

              
Collate and bind.

              
Make copies.

              
Date and stamp documents.

              
Recommend improvements in operations and procedures.

              
Modify operations and/or procedures.

              
Maintain procedures and information manuals.

              
Develop operating budget for approval.

              
Research, tabulate, and summarize information of routine, 

periodic or special reports.

              
Present findings in oral or written form.

              
Record and verify entries or accounts, journals, logs, and general 

ledgers.

              
Balance accounts and reconcile statements.

              
Indicate the equipment that is operated as a regular part of the responsibilities of the job:

Calculator


Camera


Cash register/petty cash

Computer


Dictation equipment

Facsimile machine

Microfilm equipment

Photocopier


Postage machine

Security equipment

Sorter



Switchboard

Word processor


Other equipment: ________________

Other Activities:

CHECKLIST OF ROUTINE MANAGERIAL/SUPERVISORY DUTIES

Analyze, on a periodic basis, workload and personnel needs of an organizational unit.

Recommend changes in the staff level of the work unit.

Review documentation for new positions and positions that have been revised. 

Obtain approval to modify positions.

Interview candidates for employment and make hiring decision or recommendations.

Orient new subordinates concerning policy and procedures, work rules, and performance expectation  levels. Review position responsibilities.

Plan, delegate, communicate and control work assignments and special projects concerning  subordinates.

Establish and maintain specific work goals and objectives or quantitative and qualitative work standards to be achieved by subordinates.

Train, develop, and motivate subordinates to improve current performance and to prepare for higher- level jobs.

Determine significant changes in responsibilities and major duties of subordinates by reviewing their  job responsibilities on a regular basis.

Evaluate the performance of subordinates. Document and discuss present and past performance with  each direct report. Keep supervisor informed of results.

Review salaries of subordinates and recommend changes according to policy and procedures.

Recommend personnel actions such as promotions, performance awards, demotions, etc., according to  budget guidance and policy.

Advise superiors and subordinates of developments that impact job duties. Ensure proper communications.

Maintain discipline, recommend and administer corrective action according to policy and procedures.

Communicate and administer personnel programs in accordance with design and objectives.

Maintain proper documentation on all subordinates.

Other responsibilities:
Job Applicant Work History Forms
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

The attached file contains a couple of samples that you can use to gather information about an applicant's work history. Customize either one to suit your needs, but be sure not to add any unlawful inquiries to your work history document.

Work Experience

	Sample 1

	
Please provide a full accounting of your work experience since high school. If job-

	
related, include military service and volunteer work. If you were known by another

	
name at a previous place of employment, please state the other name and date of use.

	

	Sample 2

	
Please provide a full accounting of your work history. Include periods of time for the

	
past 10 years, whether employed or unemployed.

	

	Present employer. Name, address. Reason for wanting new job. Can present employer be contacted? Job, pay rate.

	

	


	

	


	

	


	

	


	

	Past employers. Name, address. Describe jobs, pay rates. Names of supervisors. Reasons for leaving.

	

	


	

	


	

	


	

	


	

	Skills. Describe the skills you have that you believe are of value to the position applied for (for example, machines operated, typing speed, etc.). [Note: Ask about whatever particular skills you need in your plant or office. Ask about language fluency only if it is a business necessity; otherwise, ask after you have hired the applicant.]

	

	


	

	


	

	


	

	


	

	Bonding. Have you ever been refused or forfeited a surety bond? [Note: Ask if an applicant has ever been refused or forfeited a surety bond only if the position that is being applied for requires a bonded employee.]

	

	


	

	



Job Requirements Checklist
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

One of the harder parts in the hiring process is determining exactly what you expect of your new employee. The issue arises early in the process, when you first realize that there is more to be done than you can handle alone. Among the first things you should do is to quantify the physical and mental abilities that the job you are creating will require. This can provide a number of benefits. First, it helps you establish what sort of abilities a successful applicant must have. Second, it provides a starting point for creating a position description and employment ads. Third, it will help in the process of deciding how much to offer, since jobs requiring similar abilities can be compared.

The attached file contains a checklist that may be used to analyze the needs and special requirements of your business. Three distinct areas are considered: the physical abilities required, the mental abilities required, and the physical and environmental conditions in which the services will be performed.

Job Requirements Checklist

Use the following checklists to analyze the demands of particular jobs in relation to the qualifications of job applicants. In order to measure the extent to which an activity is required in a job, place an A,B,C or N/A in each designated blank as follows:


A -
Minor - Activity or condition exists less than 20% of work time.


B -
Moderate - Activity or condition exists between 20-60% of work time.


C -
Major - Activity or condition exists 60% or more of work time.


N/A - 
Not applicable

PHYSICAL DEMAND











Code
Strength




Reaching




Standing
_____ %


Handling


_____

Walking
_____ %


Fingering


_____

Sitting

_____ %


Feeling


_____







Throwing


_____





Code

Eye-Hand Coordination
_____

Lifting
 
_____ lb.
_____

Foot-Hand-Eye Coordination
_____

Carrying 
_____ lb.
_____

Other _________________
_____

Pushing 
_____ lb.
_____








Communicating

Climbing




Ordinary


_____

Stairs



_____

Other_________________
_____

Ladders


_____








Other _________________
_____

Hearing
Balancing


_____

Ordinary


_____







Other_________________
_____

Stooping







Kneeling


_____

Seeing
Crouching


_____

Acuity - Near


_____

Crawling


_____

Acuity - Far


_____

Turning/Twisting

_____

Depth Perception

_____

Bending at Waist

_____

Accommodation

_____

Other _________________
_____

Color Vision


_____







Field of Vision


_____






Other ________________
_____

PHYSICAL CONDITION

Working Area
Inside 


_____ %

Outside  

_____ %





Code





Code
Temperature




Atmospheric Conditions

Constant cold


_____

Fumes



_____

Constant heat


_____

Odors



_____

Changing temperatures
_____

Mists



_____







Dusts



_____

Humidity or Damp

_____

Oil/Grease


_____







Dirt



_____

Noise





Gases



_____

Noise level (dB)

_____

Ventilation


_____

Exposure (hours/day)

_____

Lighting


_____







Other __________

_____

Unavoidable Hazards





Mechanical


_____

Protective Clothing or 
Electrical


_____

Personal Devices

_____
Burns



_____



Moving objects

_____



Heights


_____





Cramped quarters

_____



Other_________________
_____

MENTAL REQUIREMENTS











Code
Understand and carry out oral instructions.




_____

Read and carry out simple written instructions.



_____

Read work orders, scrap tickets, job lot tickets, graphs, logs, schedules.
_____

Read and verify car numbers, alloy identities, etc. 



_____

Read and carry out complicated instructions.



_____

Observe and read instruments, gauges, dials, etc. to determine operating

 conditions.








_____

Read and interpret detailed prints, sketches, layouts, specifications, etc.
_____

Identify and list production data such as quantities, pressures, alloys,

 operating conditions.







_____

Prepare detailed records or reports such as inventory records, receiving

 reports, operating logs, lab analyses, quantities, etc.


_____

Estimate size, form, quality or quantity of objects.



_____

Estimate speed of moving objects.





_____

Inspect, examine and observe for obvious product or equipment defects.
_____

Inspect, examine and observe for product or equipment defects not easily

 identified.








_____

Count, make simple arithmetic additions and subtractions.


_____

Compute and calculate amounts of additives, results of tests, etc.

_____

Use measuring devices such as tapes, gauges, rules, weight scales, where

 reading is direct and obvious.





_____

Use measuring devices such as micrometers, calibrated steel tapes,

 calipers, etc. where precision and interpretation are required.

_____

Make routine lab tests, such as titrations, specify gravity, etc.

_____

Plan and schedule movement or flow of materials or products.

_____

Operate automotive equipment such as autos and trucks.


_____

Operate industrials trucks such as forklifts, flat beds, tractors.

_____

Operate overhead cranes and hoists.




_____

Use non-power head tools such as hammers, wrenches, etc.

_____

Use hand power tools.






_____

Set up and operate machine tools such as lathes, milling machines,

 saws, etc. 








_____

Assemble or disassemble objects.





_____

Determine malfunctioning of units by observing.



_____

Determine nature and location of malfunction.



_____

Perform repair and maintenance of equipment. 



_____

Perform a journeyman craft activity.




 
_____

Make adjustments to obtain specified operating conditions such as

 turning valves; switches; moving and setting controls; adjusting

 furnaces, pumps; etc.






_____

Control activities of a single processing unit. 



_____

Control activities of several processing units. 



_____

Operate equipment requiring specialized knowledge of process. 

_____

Plan own work activities. 






_____

Plan work activities of others. 





_____

Direct work activities of others. 





_____

Coordinate work activities of others. 





_____

Train other workers. 







_____

Work alone. 








_____

Work as a member of a team. 





_____

Work without supervision. 






_____

Work with minimum amount of supervision.



 
_____

Work under pressure. 






_____

Work rapidly for long periods. 





_____

Work on several tasks at the same time. 



Personal Reference Check
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

When contacting a personal reference supplied by a potential employee, it is important to ask the right questions. Presumably, no one is going to give you the name of a person who will provide a negative reference. In light of that fact, it pays to focus the questions asked on the suitability of the individual for the specific position to be filled. It is all too easy for a reference to discuss what a great person the applicant is.

The attached file contains a sample letter that may be used as a starting point in drafting a letter to a personal reference. Remember that the questions should concentrate on the work to be performed and the suitability of the applicant to perform that work.

Personal Reference Check

[Your Business]

[Street Address]

[City, State and Zip Code]

[Date]

[Reference]

[Street Address]

City, State and Zip Code]

Re: Reference for [Applicant]

[Provide information supplied by applicant for identification purposes.]

Dear [Reference]:

The above-named individual has applied for employment with our business and has named you as a reference.  In order to make an informed hiring decision, we need to know the applicant's work/educational history and personal qualifications or fitness for employment.  A release permitting you to provide the following information has been signed by the applicant and a copy is attached.  Any information that you give will be held in the strictest confidence.  Please verify by answering the following questions.

How long have you known [Applicant]?
_______________________________

What is the nature of your relationship?  
_______________________________

Why do you think [Applicant] would 

be a good choice for this position? 

_______________________________

Do you know of any reasons that could 

prevent [Applicant] from performing the 

functions of the position? 


_______________________________

Information furnished by: 


_______________________________ 

Signature:




_______________________________

Date: 





_______________________________

Thank you for your cooperation and prompt response.

Sincerely,

[Your Name]

[Your Title]

[Your Busines

Reference Checking Documentation Form
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Benefits: The attached file contains a form that is designed to help you document a thorough background check on any applicant you may wish to hire. It's important to do a background check to make sure you get the right employee and to make sure that the applicant has been truthful about his or her background and skills. Documenting the checking that you do will help you defend yourself against any claims of negligent hiring by showing that you did the best job you could of making sure that the applicant was fit for employment.

File Description: The file contains a one-page form in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: Included are the following:

· Fill-in areas to allow you to document what personal references you contacted, when and how you contacted them, and what they said. 

· Fill-in areas to allow you to document what employment references you contacted, when and how you contacted them, and what they said, including information about how long the applicant worked at their company, if they would rehire the applicant, and what job and level of pay the applicant had. A fill-in section that allows you to indicate which kinds of records you checked, when you checked them, when you requested them, and what they indicated. 

Reference Check Control Form

Applicant Name:  ________________________________
Position: _____________________

Personal references checked:

Name:

______________________________
Relationship:  _______________________________

Address :
______________________________________________________________________________

Telephone:
_____________    Date contacted:
_____________  Method of contact:  ___________________

Notes:___________________________________________________________________________________________________________________________________________________________________________________

Name:

______________________________
Relationship:  _______________________________

Address :
______________________________________________________________________________

Telephone:
_____________    Date contacted:
_____________  Method of contact:  ___________________

Notes:___________________________________________________________________________________________________________________________________________________________________________________

Name:

______________________________
Relationship:  _______________________________

Address :
______________________________________________________________________________

Telephone:
_____________    Date contacted:
_____________  Method of contact:  ___________________

Notes:___________________________________________________________________________________________________________________________________________________________________________________

Employment references checked:

Name:

______________________________  Employer: ______________________________________

Relationship:  ________________________  Dates of employment:  _______________Pay: __________________

Address :
______________________________________________________________________________

Telephone:
_____________    Date contacted:
_____________  Method of contact:  ___________________

Would you rehire?   ___________
  Reason for termination:  ___________________________________________

Notes:___________________________________________________________________________________________________________________________________________________________________________________

Name:

______________________________  Employer: ______________________________________

Relationship:  ________________________  Dates of employment:  _______________Pay: __________________

Address :
______________________________________________________________________________

Telephone:
_____________    Date contacted:
_____________  Method of contact:  ___________________

Would you rehire?   ___________
  Reason for termination:  ___________________________________________

Notes:___________________________________________________________________________________________________________________________________________________________________________________

Name:

______________________________  Employer: ______________________________________

Relationship:  ________________________  Dates of employment:  _______________Pay: __________________

Address :
______________________________________________________________________________

Telephone:
_____________    Date contacted:
_____________  Method of contact:  ___________________

Would you rehire?   ___________
  Reason for termination:  ___________________________________________

Notes:___________________________________________________________________________________________________________________________________________________________________________________

Records checked:

· School records  (date requested:  ____________)  Notes: ___________________________________________

· Criminal records (date requested: ____________) Notes: ___________________________________________

· Driving records (date requested: _____________) Notes: ___________________________________________

· Credit records (date requested: ______________) Notes: ___________________________________________

Sample Employment Application and Hiring Forms
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Benefits: When you are hiring someone, there are many things to consider. Finding the right person for the job is certainly one of them. But just as important are taking steps to protect yourself from charges of discriminatory hiring practices and ensuring that your job offer does not somehow imply a "contract of employment" — which means that you could end up having to pay damages if you try to fire the employee. The attached file contains four documents that will help accomplish all of these goals. The first is an application form to help make sure you have all the relevant information at hand to pick the best applicant. The second is a waiver form to protect you from unintentionally creating an employment contract during the hiring process. The third is a form to help document your hiring selection process to show that you are not engaging in discriminatory practices. The file also includes a post-employment information form for your employee records. You can quickly customize all of these documents for your needs.

File Description: The file contains a seven-page document. The forms in this document are formatted as tables in Microsoft Word 6.0. To use these forms, you need Microsoft version 6.0 or above.

Special Features: Included are the following:

Sample Application for Employment:

· can be quickly modified to reflect your exact needs 

· similar to job applications used by many businesses today 

· includes sections on: 

· general information 

· salary requirements 

· references 

· education 

· criminal, driving, and military history 

· business equipment skills 

· work experience 

Application Form Waiver:

· can be quickly modified to reflect your exact needs 

· expressly establishes employment at-will, not a contract of employment, to protect you from being sued and having to pay damages to a fired employee 

· authorizes checks of credit, character, and reputation 

· authorizes drug and alcohol testing 

· contains a provision for an automatic probation period for new employees 

Applicant Selection Criteria Record:

· provides a way to document your hiring selection process to show nondiscrimination and good faith hiring practices 

· includes separate fields for: 

· gender 

· ethnic code 

· selection criteria 

· reasons candidate selected was preferable to others 

Post-Employment Information Form:

· can be quickly modified to reflect your exact needs 

· includes separate fields for: 

· vital personal statistics 

· whom to notify in case of emergency 

· dependents (for insurance purposes) 

· job information, including job title, rate and method of pay, etc

Sample Employment Application Form

	PLEASE PRINT ALL INFORMATION REQUESTED EXCEPT SIGNATURE
	
	

	APPLICATION FOR EMPLOYMENT

	APPLICANTS MAY BE TESTED FOR ILLEGAL DRUGS

	

	PLEASE COMPLETE PAGES 1-5.
	DATE 


	Name 


	
Last 


First 


Middle 


Maiden

	Present address 


	


Number


Street

City
State
Zip

	How long 

	

	Telephone (      )


	If under 18, please list age 


	
Position applied for  (1)


and salary desired   (2) 


(Be specific)
	Days/hours available to work

No Pref 
 Thur 


Mon 
  Fri 


Tue 
  Sat 


Wed 
  Sun 


	How many hours can you work weekly? 
  Can you work nights? 


	Employment desired
(FULL-TIME ONLY
  (PART-TIME ONLY
    (FULL- OR PART-TIME

	When available for work?
 

	


	

	TYPE OF SCHOOL
	NAME OF SCHOOL
	LOCATION
(Complete mailing address)
	NUMBER OF YEARS COMPLETED
	MAJOR & DEGREE

	High School
	
	
	
	

	
	
	
	
	

	College
	
	
	
	

	
	
	
	
	

	Bus. or Trade School
	
	
	
	

	
	
	
	
	

	Professional School
	
	
	
	

	
	
	
	
	

	

	HAVE YOU EVER BEEN CONVICTED OF A CRIME?
( No

( Yes

	If yes, explain number of  conviction(s), nature of offense(s) leading to conviction(s), how recently such offense(s) was/were committed, sentence(s) imposed, and type(s) of rehabilitation. 


	



	PLEASE PRINT ALL INFORMATION REQUESTED EXCEPT SIGNATURE
	
	

	APPLICATION FOR EMPLOYMENT

	

	DO YOU HAVE A DRIVER’S LICENSE?
( Yes
( No

	What is your means of transportation to work? 


	Driver’s license 
number 
 State of issue  _______        ( Operator     ( Commercial (CDL)     (Chauffeur

	Expiration date 


	Have you had any accidents during the past three years?
	How many? 


	Have you had any moving violations during the past three years?
	How Many? 


	
	OFFICE ONLY
	

	

	
( Yes




( Yes

Word

( Yes

Typing
( No
   _____ WPM

10-key  
( No

Processing
( No
     _____ WPM

	Personal 
( Yes 
PC
( 



Computer
( No
Mac
( 


	Other 


Skills 


	

	Please list two references other than relatives or previous employers.

	Name 

	Name 


	Position 

	Position 


	Company 

	Company 


	Address 

	Address 


	


	



	Telephone  (      )

	Telephone  (      )


	

	An application form sometimes makes it difficult for an individual to adequately summarize a complete background.  Use the space below to summarize any additional information necessary to describe your full qualifications for the specific position for which you are applying.

	

	

	

	

	

	

	

	

	

	

	


	PLEASE PRINT ALL INFORMATION REQUESTED EXCEPT SIGNATURE
	
	

	APPLICATION FOR EMPLOYMENT

	
	MILITARY
	

	

	HAVE YOU EVER BEEN IN THE ARMED FORCES?

( Yes
( No

	ARE YOU NOW A MEMBER OF THE NATIONAL GUARD?

( Yes
( No

	Specialty 
 Date Entered 
 Discharge Date 


	

	Work Experience
	Please list your work experience for the past five years beginning with your most recent job held.
If you were self-employed, give firm name.  Attach additional sheets if necessary.

	
	

	Name of employer 
Address
	Name of last supervisor
	Employment dates
	Pay or salary

	City, State, Zip Code
Phone number
	
	From

To
	Start

Final

	
	Your last job title

	Reason for leaving (be specific)

	List the jobs you held, duties performed, skills used or learned, advancements or promotions while you worked at this company.

	

	

	

	

	

	Name of employer 
Address
	Name of last supervisor
	Employment dates
	Pay or salary

	City, State, Zip Code
Phone number
	
	From

To
	Start

Final

	
	Your Last Job Title

	Reason for leaving (be specific)

	List the jobs you held, duties performed, skills used or learned, advancements or promotions while you worked at this company.

	

	

	

	


	PLEASE PRINT ALL INFORMATION REQUESTED EXCEPT SIGNATURE
	
	

	APPLICATION FOR EMPLOYMENT

	Work experience
	Please list your work experience for the past five years beginning with your most recent job held.
If you were self-employed, give firm name.  Attach additional sheets if necessary.

	
	

	Name of employer 
Address
	Name of last supervisor
	Employment dates
	Pay or salary

	City, State, Zip Code
Phone number
	
	From

To
	Start

Final

	
	Your last job title

	Reason for leaving (be specific)

	List the jobs you held, duties performed, skills used or learned, advancements or promotions while you worked at this company.

	

	

	

	

	

	Name of employer 
Address
	Name of last supervisor
	Employment dates
	Pay or salary

	City, State, Zip Code
Phone number
	
	From

To
	Start

Final

	
	Your last job title

	Reason for leaving (be specific)

	List the jobs you held, duties performed, skills used or learned, advancements or promotions while you worked at this company.

	

	

	

	

	

	

	May we contact your present employer?
( Yes
( No

	Did you complete this application yourself
( Yes
( No

	If not, who did? 



	PLEASE READ CAREFULLY

	APPLICATION FORM WAIVER



	In exchange for the consideration of my job application by ___________________ (hereinafter called “the Company”), I agree that:

Neither the acceptance of this application nor the subsequent entry into any type of employment relationship, either in the position applied for or any other position, and regardless of the contents of employee handbooks, personnel manuals, benefit plans, policy statements, and the like as they may exist from time to time, or other Company practices, shall serve to create an actual or implied contract of employment, or to confer any right to remain an employee of                         , or otherwise to change in any respect the employment-at-will relationship between it and the undersigned, and that relationship cannot be altered except by a written instrument signed by the President /General Manager of the Company.  Both the undersigned and                         may end the employment relationship at any time, without specified notice or reason.  If employed, I understand that the Company may unilaterally change or revise their benefits, policies and procedures and such changes may include reduction in benefits.

	I authorize investigation of all statements contained in this application.  I understand that the misrepresentation or omission of facts called for is cause for dismissal at any time without any previous notice.  I hereby give the Company permission to contact schools, previous employers (unless otherwise indicated), references, and others, and hereby release the Company from any liability as a result of such contract.

	I also understand that (1) the Company has a drug and alcohol policy that provides for preemployment testing as well as testing after employment; (2) consent to and compliance with such policy is a condition of my employment; and (3) continued employment is based on the successful passing of testing under such policy.  I further understand that continued employment may be based on the successful passing of job-related physical examinations.

	I understand that, in connection with the routine processing of your employment application, the Company may request from a consumer reporting agency an investigative consumer report including information as to my credit records, character, general reputation, personal characteristics, and mode of living.  Upon written request from me, the Company, will provide me with additional information concerning the nature and scope of any such report requested by it.

	I further understand that my employment with the Company shall be probationary for a period of sixty (60) days, and further that at any time during the probationary period or thereafter, my employment relation with the Company is terminable at will for any reason by either party.

	Signature of applicant__________________________________________ Date: ___________________ 



	This Company is an equal employment opportunity employer.  We adhere to a policy of making employment decisions without regard to race, color, religion, sex, sexual orientation, national origin, citizenship, age or disability.  We assure you that your opportunity for employment with this Company depends solely on your qualifications.



	
Thank you for completing this application form and for your interest in our business.




	PLEASE PRINT ALL INFORMATION REQUESTED EXCEPT SIGNATURE
	
	

	

	POST EMPLOYMENT INFORMATION FORM

	TO BE COMPLETED AFTER EMPLOYEE HAS BEEN HIRED

	Height ______ ft. ______ in.

Weight __________

Birth date _______________

	Married
( Yes
( No
If married, how long? _____
( Single    ( Separated     (Divorced     (Widowed 

	Full name of spouse 
  Occupation 


	Name of company 
  Telephone  (      )


	PERSON TO BE NOTIFIED IN CASE OF EMERGENCY

	Name  
  Telephone  (      )


	Address 
  Relationship 


	FOR INSURANCE PURPOSES ONLY: LIST ALL DEPENDENTS



	NAME
	RELATIONSHIP
	BIRTH DATE
	SSN

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	 
	
	

	
	TO BE COMPLETED
	

	
	BY EMPLOYER
	

	Date of employment  
  Job title 
  Dept. 


	Location
  Rate of pay 
      ( Full-time   ( Part-time   ( Salaried

	Applicant’s signature acknowledging above information 


	Drug test confirmation number 


	Name of person verifying information 


	Name of person authorizing employment 



Sample Interview Script
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

This script was developed from Dr. William S. Swan, Interview Guide; Mary Rudder and Dale P. King, "Interviewing and the ADA: How Do You Get Beyond Strengths and Weaknesses," Americans with Disabilities Act Forum on the Progress of Implementation, Washington, D.C., January 25, 1993. These guidelines apply to all interviews. You can use — or eliminate — any of these questions, but be careful about adding any that aren't business related.

After you have selected the applicants you wish to meet with, it pays to plan out the interview in advance. Having a fixed agenda, knowing what questions you will ask, and what information you will provide, can speed the process and reduce the time you have to spend with each candidate. It also goes a long way in providing uniform information regarding the job applicants.

The attached file contains a sample interview script that you can easily adapt for your own business. Note that the interview process is divided into two parts. In the first part, the information gathering stage, you obtain information about the applicant. In the second stage, you let the applicant know about the job and your business. Following this two-part approach can save even more time. When it is clear, following the first part of the interview, that the applicant is not suitable, there is no need to proceed to the second part.

Job Applicant Interview Script

When the applicant arrives, put him or her at ease using a friendly, businesslike attitude. Let the applicant know that you're glad that they've come and that you have set aside sufficient uninterrupted time to conduct the interview.  You can start the interview with chatter about hobbies, interests, etc., if you are comfortable doing so and are confident that you can stay away from personal questions that might be considered discriminatory.  Or you can simply ask one of the following questions:

"How did you happen to become interested in our organization?"

"How did you hear of the opening?"

Depending on the response, you can work in an overview of what you have planned.

"Before we start, let me give you some idea of what I'd like to cover today.  I want to review your background and experience so that I can decide whether the job is suited to your talents and interests.  So, I'd like to hear about your job, education, interests, outside activities, and anything else you'd like to tell me.  And after we have covered your background, I want to give you information about our organization and the job, and answer any questions that you might have."

Work Experience
A discussion of work experience should vary widely based, in part, on how long the applicant has been employed.  Questions appropriate to a recent high school or college graduate will make little sense when interviewing a professional with 15 years of experience.  For an applicant with substantial experience, a reasonable starting point would be a discussion of the most recent position.  In addition to focusing on the jobs themselves, it might also be helpful to discuss why the applicant has changed jobs in the past, the duration of each prior employment, chronological gaps in employment, etc.  The following script would be appropriate when interviewing someone who has not been working long.  

"A good place to start would be your work experience."

"I'm interested in the jobs you've held, what your duties and responsibilities were, your likes and dislikes, and what you felt you may have gained from them."

"Let's start with a brief review of your first work experiences, those you might have had part-time during school or during the summer, and then we'll concentrate on your more recent jobs in more detail."

"What do you remember about your very first job?"

Select specific follow-up questions for each job and move forward chronologically.  It's been suggested that you move forward chronologically because there's a more natural conversational flow and you can see patterns of behavior emerge.

Your follow-up questions should ask for specific examples of behavior, not general or hypothetical responses.  Don't ask "Are you dependable?" because all you will get in response is a "Yes." 

Instead, say, "Tell me about a day you got to work on time, only because of extra effort." It is focused on specific examples of behavior.  Similarly, instead of asking, "Are you organized?" say "Tell me about a time when your organizational skills made a project successful" or "How did you organize your work in your last position?  How did you handle the unexpected?"

Ask specific, clear questions one at a time and let the applicant answer uninterrupted.  Resist filling in every lull in the conversation; wait to see if the applicant will do so.

Avoid either verbally or physically giving the applicant a clue as to how you regard their answers; remain neutral.

To draw the applicant out without revealing what you're thinking, try using his or her own words.  If the candidate says, "I like to work independently," you could respond with "Independently?"  Of course, you could also use the opportunity to ask the applicant to give an example of what he or she did working independently.

After you have covered the applicant's work experience, you could move on to education.

Education

As in the case of the work experience portion of the interview, the education discussion must be tailored to suit the applicant's educational level.  The sample interview that follows would be appropriate for a younger applicant who has not been out of high school for any length of time.  When interviewing for a professional position, the focus would shift to the professional education.

"You've given me a good review of your work experience—now let's talk about your education.  Why don't we start with high school briefly and then cover more recent schooling and any specialized on the job training you may have had.  I'm interested in the subjects you preferred, your grades, extracurricular activities, and anything else of importance."

"What was high school like for you?"

Select specific follow-up questions for each educational experience and move forward chronologically.  Don't necessarily accept answers at face value.  Chronology reveals patterns.  Take the information and patterns of behavior that you're being told and analyze them in terms of the performance skills you determined that you needed before the interview began.

Activities and Interests

"Turning to the present, I'd like to give you the opportunity to mention some of your interests and activities outside of work—hobbies, what you do for fun and relaxation, any community activities, professional associations, or anything else you'd like to mention that you think might be relevant to our job.  What would you like to mention?"

Select specific follow-up questions.

Show interest and attention, as well as respect for the applicant.  Don't talk down.  Do use an appropriate language level.

Self-Assessment

"Now let's try to summarize our conversation.  Thinking about all we've covered today, what would you say are some of your strengths—qualities both personal and professional that make you a good prospect for any employer?"

Select specific follow-up questions as needed.

"You've given me some real assets, and now I'd like to hear about areas you'd like to develop further—all of us have qualities we'd like to change or improve.  What are some of yours?"

Select specific follow-up questions as needed.

Transition to Information-Giving Phase

If you are still interested in the applicant, proceed to this phase of the interview.  On the other hand, if you have already decided that the applicant isn't suitable, there isn't much point in describing a position that the applicant won't be filling.

"You've given me a good review of your background and experience, and I have enjoyed talking with you.  Before we turn to my review of our organization, and the job, is there anything else about your background you would like to cover?"

"Do you have any specific questions or concerns before I give you information about the job and the opportunities here?"

All right, now I have some information I'd like to give you."

Review the organization, the job, benefits, location, etc.

Tailor your presentation as appropriate to your interest in the candidate.

Closing

"Do you have any other questions about us, the job, or anything else?"

Close the interview graciously.  If you have already decided not to offer the applicant a job, you can let them know at this point.  Do so cordially and uncritically; you needn't be specific about why you've rejected the candidate.

"I've enjoyed talking with you today, but we won't be able to offer you this position."

If you think that you would consider the applicant for another position in the future, say so.  You've already spent the time on an interview.

If pressed for a reason why an applicant won't be offered a job, you always have the option of telling the applicant that you do not discuss the reasons for your hiring decisions.  Or, you may explain that, for example, you have already interviewed other, more qualified applicants.  Use your judgment, realizing that it can create a very awkward situation if you merely tell an applicant that he or she is "unqualified" or "lacking experience."  Be honest, but don't be confrontational.

If you've found a promising candidate, you can continue.

"What is your level of interest in us at this point?"

Explore any doubts or reservations the applicant might have.

"Let me review what the next steps are."

Let the applicant know what's likely to happen next, whether another interview will be needed, and how long it will be before a decision is made.

"I want to thank you for coming today...."

Sample Job Description Form
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Creating a position description is a key step in the hiring process. You must be able to accurately describe what a new employee will do in order to decide how to divide the work between you and your employee. A position description is also helpful in evaluating whether you need a full-time employee or a part-timer. It can form the basis of advertisements that you run, and can be used to present a clear picture of the job to job applicants. Finally, it can play a part in evaluating whether an employee has met the expectations you set.

To assist you in this process, the attached file contains a sample form that may be used to create a position description. In addition, there are three examples that spell out, in detail, the duties required of a variety of positions. The sample form should be customized to address the specific needs of your business. Once completed, it can be of value throughout the employee's tenure in the position, and beyond, if you must fill the position again or create a similar position.

The file is in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment. However, the file includes Word 6.0 tables, which may not be rendered properly by some word processing programs

Job Description Form

	Position Description

	
	
	Date:__________

	Job Title:

	Employment Status:

	
	Regular 
	(

	Incumbent:

	Temporary
	(

	
	Full-time
	(

	Department:

	Part-time
	(

	
	Intern
	(

	Supervisor’s Name/Title:

	Reg. hours worked: _______/wk

	
	Exempt  ( 
Non-exempt  (

	

	A position description is written to describe work currently organized and performed by a fully qualified employee (who possesses knowledge, skills, and experience required by the position). One should be on file for each regular full- and part-time position. Attach a copy of the last position description prepared for this position. 



	When was the last time this position description was updated? Date:




	What is the overall purpose and objective of this position (why does the position exist)?

	


	


	


	

	List in order of importance the major responsibilities of the job and estimate the percentage of time spent on each responsibility (the main function of the job may or may not be the one where the most time is spent). 



	1.
	
	
	
	%

	
	
	
	
	

	2.
	
	
	
	%

	
	
	
	
	

	3.
	
	
	
	%

	
	
	
	
	

	4.
	
	
	
	%

	
	
	
	
	

	5.
	
	
	
	%

	
	
	
	
	

	6.
	
	
	
	%

	
	
	
	
	

	7.
	Able to react to change productively and handle other essential tasks as assigned.
	
	
	

	
	Total:
	
	100
	%


	Is this position closely, moderately, or minimally supervised?


	Please explain: 




	Does this position have supervisory responsibility (i.e., responsible for hiring, firing, performance appraisals, etc.)? Yes _____  No _____  If yes, list the number and title for positions that directly or indirectly report to this position (i.e., three secretaries, four programmers, etc.): 




	Does this position have access to confidential information? Yes _____  No _____  If yes, please explain:



	Does this position have access to or handle company funds? Yes _____  No _____  If yes, please explain:




	Is it important to this position that the incumbent be able to communicate fluently in English? 
Yes _____ No _____  If yes, please explain: 




	What kind of work experience (including length of time), training, and/or level of education is necessary 
for this position?


 

	List any required technical skills (typing, computer skills, etc.):




	What other special training and/or abilities are necessary to qualify for this position? 



	Check any of the following factors that are important to successful performance in this position:

	
	Problem Solving

Analytical Ability

Communication Skills


	(
(
(
	Bilingual

Interpersonal Skills

Dexterity 
	(
(
(

	Describe the requirements of this position that make these factors important: 





	Working Conditions

	Are there particular working conditions associated with this position that should be noted (i.e., working environment, hours of work, travel, work space, etc.)? Yes _____  No _____  If yes, please explain:  





	

	Analysis of Physical Demands of Position 

	Check physical demands that apply.


	Describe job responsibilities that require physical demands checked.

	1.
	Strength

a. 
Standing


Walking


Sitting

b. 
Lifting


Carrying


Pushing


Pulling
	( _____ % of time

( _____ % of time

( _____ % of time

( _____ poundlbs.

( _____ lbs.

( _____ lbs.

( _____ lbs.


	


	2.
	Climbing

Balancing
	(
(

	


	3.
	Stooping

Kneeling

Crouching

Crawling


	(
(
(
(

	


	4.
	Reaching

Handling
	(
(

	


	5.
	Speaking 

Hearing

	(
(
	


	6.
	Seeing

Depth perception

Color vision


	(
(
(
(
	



	SAMPLE JOB DESCRIPTION—NONEXEMPT (production)

	JOB TITLE      Assembler/Packer 
	WORK TEAM LEADER?
	DIVISION/
	Operations

	
	yes                no         x
	DEPARTMENT
	Rectangle Dedicated Line

	LOCATION     
	___ part-time: ___ hours
	DATE WRITTEN
	July 18, 1999

	
	  x   full-time
	
	

	REPORTS TO
	

	Name
	Title

	SALARY GRADE
	SALARY RANGE
	SHIFT

	
	
	

	PURPOSE  (Include primary accomplishments, products, and services, who benefits from them and how.)

	

	The purpose of an assembler/packer on the rectangle dedicated line is to complete a partially completed work surface 

	and package it according to standards.

	

	

	

	ESSENTIAL DUTIES (What do you have to be able to do to achieve the desired results of your job? Include

	management and leadership responsibilities for work team leaders.)

	

	· Visually inspects and transfers work surfaces into boring machine.

	· Assembles and attaches understructures to work surface.

	· Packages completed work surfaces, instruction sheets, and correct parts.

	· Knows and adheres to standards of quality.

	

	

	GENERAL DESCRIPTION (How would you describe this job to someone who has never done it?)

	

	This job has five workstations. One station has two people working together. Assemblers rotate between stations every

	two to four hours. Assemblers are responsible for making  sure their coworkers know the correct parts that go with each

	work surface. The variety of work surfaces include ​_________________. Many assemblers perform tasks such as

	keeping the work area clean, maintaining tape dispenser machine, gathering parts needed for assembly, sliding spacers

	on screws, etc.

	They can refer to the booklet prepared by the Quality Control engineers (located at the line site) to learn quality

	standards.

	This job is done while standing and working on a work surface that is 35 inches off the floor. The tools used are stratovac

	(pneumatic lifter), air driven, in line screw-driver, and, infrequently, pliers. The product moves through the line at a rate of

	one every 1½ to 3 minutes. Work surfaces vary in size from 24" x 24" up to 30" x 96", and in weight from 27 to 116 

	pounds.  They are lifted with a partner off the line, into a box, and onto a pallet. The highest point it is lifted is roughly six 

	feet.

	MINIMUM REQUIREMENTS (What is required to perform the Essential Duties?)

	

	· A minimum of three years of production experience.

	· Ability to do essential duties.

	· Ability to understand and follow English instructions.

	· Ability to transfer 27 to116 pounds with help of another person, a distance of six feet.

	

	

	I have reviewed and determined that this job description accurately reflects the position.

	

	

	

	

	


	Work team leader signature


Date
	           Employee signature

Date

	  

	FOR STAFFING USE ONLY

	Posting #








            Posting Date __/__/__

	EEO Job Group


	SAMPLE JOB DESCRIPTION—NONEXEMPT (office)

	JOB TITLE      Staffing Specialist 
	WORK TEAM LEADER?
	DIVISION/
	People Services

	
	yes                no         x
	DEPARTMENT
	Staffing

	LOCATION     
	  x   part-time:   30  hours
	DATE WRITTEN
	August 23, 1999

	
	  x   full-time
	
	

	REPORTS TO
	

	Name
	Title
Manager of Staffing & Work Force Diversity

	SALARY GRADE
	SALARY RANGE
	SHIFT

	
	
	

	PURPOSE  (Include primary accomplishments, products, and services, who benefits from them and how.)

	

	The purpose of a Staffing specialist is to support the Staffing Department by providing general recruitment assistance. 

	

	

	

	

	ESSENTIAL DUTIES (What do you have to be able to do to achieve the desired results of your job? Include management

	and leadership responsibilities for work team leaders.)

	

	· Conduct reference checking.

	· Administer weekly job postings.

	· Schedule interviews.

	· Prepare monthly employment summary reports.

	· Prescreen candidates.

	· Administer relocation policy.

	GENERAL DESCRIPTION (How would you describe this job to someone who has never done it?)

	

	A major responsibility of this position (about 40 percent of one's time) is spent on checking employment references on all 

	final candidates. A minimum of two references are checked on the external candidate as well as verification of any higher

	education degrees. An additional 20 to 25 percent of one's time is spent on the scheduling of candidates for interviews of

	nonexempt positions. This involves scheduling the candidate with a Staffing representative and also the hiring work team 

	leader. Another responsibility is to prepare the weekly job postings. This involves verifying information on personnel 

	requisitions and ensuring an accurate description of the job is posted internally. It often means verifying specific

	information with the hiring manager; the Staffing representative; and, if necessary, the Compensation manager. Finally, 

	about 20 percent of one's time is spent assisting employees on relocation. This involves educating the employees on the 

	relocation policy and ensuring that expenses are in accordance with the policy. It also involves serving as a liaison 

	between the employee and various professional moving companies.

	

	

	MINIMUM REQUIREMENTS (What is required to perform the Essential Duties?)

	

	An associate's degree in business administration and three or more years of experience in personnel or general

	administration. Appropriate clerical experience may be substituted year-for-year for the degree.

	

	

	

	

	I have reviewed and determined that this job description accurately reflects the position.

	

	

	

	

	


	Work team leader signature


Date
	           Employee signature

Date

	

	FOR STAFFING USE ONLY

	Posting #








            Posting Date __/__/__

	EEO Job Group


	
Title: Computer Operator

	
FLSA: Nonexempt

	General Summary

	Sets up and operates computer and machinery peripheral to computer for purpose of providing information to requesting corporate departments. Work requires knowledge of programming and computer logic and of methodology to run computer system. Work requires ability to read and comprehend instruction manuals in order to make minor repairs to computer equipment. Trains new computer operators. Reports to Computer Operations Supervisor.

	Principal Duties and Responsibilities

	
1. Sets up and loads computer equipment with required items and prepares computer equipment for 
operation.

	
2. Operates computer and machinery peripheral to computer for purpose of providing information to requesting corporate documents.

	
3. Performs tasks necessary to prepare computer-provided information for delivery to requesting 
departments and delivers information to requesting corporate departments.

	
4. Troubleshoots minor equipment malfunctions and corrects them as directed by computer operation 
manuals.

	
5. Trains new computer operators in methodology of operating computer system.

	
6. Maintains log of all work processed. 

	Knowledge, Skills and Abilities Required

	
1. Ability to read computer instruction manuals and comprehend directions therein in order to remedy 
minor computer equipment malfunctions. This is normally acquired through completion of a high school 
education.

	
2. Knowledge of programming and computer logic in order to perform tasks listed under Principal Duties 
and Responsibilities, above. This is normally acquired in three to six months of basic technical training.

	
3. Knowledge of methodology to run computer system and to troubleshoot minor computer equipment 
malfunctions. This is normally acquired with one to two months of on-the-job experience.

	
4. Interpersonal skills necessary to train others in computer system methodology.

	
5. Physical ability to stand and walk. Physical ability to lift and carry items weighing less than 20 pounds 
for 25 to 30 percent of work time.

	
6. Ability to meet deadlines.

	Working Conditions

	
1. Sufficient noise 50 percent of working time from equipment peripheral to computer to cause mild 
physical discomfort.

	
2. Sufficient measures of electricity in use to cause harm to operator upon serious malfunction.

	Approvals

	Name 

	Title 

	Date 


	


	Name 

	Title 

	Date 


	


	Name 

	Title 

	Date 


	


	

	The above declarations are not intended to be an all-inclusive list of the duties and responsibilities of the job described, nor are they intended to be such a listing of the skills and abilities required to do the job. Rather, they are intended only to describe the general nature of the job.


Sample Offer Letter
Adapted from content excerpted from the American Express® OPEN Small Business Network 

Date

Mr. John Smith
100 Broadway
New York, NY 10001

Dear Mr. Smith:

I am pleased to offer you a full-time position with our company as (job title). Please report to (address) on (date) at (time) for your first day of work and company orientation.

Your annual salary will be (amount). Paychecks will be distributed on alternate Fridays, beginning the second Friday after your start date.

The company offers medical insurance, group life insurance, and short- and long-term disability as well as two weeks paid vacation each year. You will become eligible for these benefits, as outlined in our employee handbook, on your three-month anniversary of employment with the company. As we discussed, you will receive a signing bonus of (amount) on your three-month anniversary with the company.

While I hope that we both find our professional relationship mutually beneficial, this is an at-will position. You have the right to terminate your employment at any time, as does the company.

If this offer of employment is acceptable to you, please sign a copy of this letter and return it to me within 10 days. I look forward to having you join our staff.

Sincerely,

(Your name and signature)

I accept your offer of employment and acknowledge receiving a copy of your current employee handbook. No oral commitments have been made concerning my employment.


Signature_______________________________


Print Name _____________________________


Date___________________________________

Applicant Selection Criteria Record

	JOB TITLE



	CANDIDATES CONSIDERED (INCLUDING MINORITIES AND FEMALES)



	NAME
	MALE/

FEMALE
	ETHNICITY


	ON LAB SECTION/ OFF LAB

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	

	CANDIDATE SELECTED



	NAME
	MALE/

FEMALE
	ETHNICITY


	SOURCE

	
	
	
	

	SELECTION CRITERIA



	

	

	

	

	

	

	REASONS CANDIDATE SELECTED WAS PREFERABLE TO OTHERS



	

	

	

	

	

	
	ORIGINATOR'S SIGNATURE
	DATE




Sample Rejection Letter
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

One challenging part of the hiring process is informing an applicant that he or she will not be getting the job. The attached file contains a letter that you can customize and send to an unsuccessful applicant. The rejection letter should honestly inform the applicant about the prospects for future consideration for employment. If an applicant was just edged out by someone marginally more qualified, and you plan to keep the applicant in mind if you need to expand again, say so.

Also included in the attached file is a letter that may be used to acknowledge unsolicited applications.

Applicant Rejection 

[Your Business]

[Street Address]

[City, State and Zip Code]

[Date]

[Applicant]

[Street Address]

[City, State and Zip Code]

Dear [Applicant]:

Thank you for your recent inquiry into the position open at [Your Business].  We certainly appreciate your interest in working for our business. 

After reviewing your credentials, we have determined that your qualifications do not suit our needs at this time.

[Include this only if you intend to do it.]

We will keep your application on file for future reference.  

Again, thank you for your interest in [Your Business].

Sincerely,

[Your Name]

[Your Title]

[Your Business]

Application Acknowledgment

[Your Business]

[Street Address]

[City, State and Zip Code]

[Date]

[Applicant]

[Street Address]

[City, State and Zip Code]

Dear [Applicant]:

We recently received your correspondence indicating an interest in a position at [Your Business].  We want to thank you for taking the time to send us information about yourself, and we want to assure you that your application will be considered very carefully.

If your qualifications match our needs, you will hear from us by phone or mail to schedule an interview.

Thank you again for your interest. 

Sincerely,

[Your Name]

[Your Title]

[Your Business]

Know Who You Want to Hire: An Interactive Hiring Tool
Adapted from content excerpted from the American Express® OPEN Small Business Network 

Hiring is one of the toughest elements of small business management. Determining what talent a business needs to succeed, then finding the time and know-how to recruit these people, stymies many entrepreneurs. Successful hiring can be expensive and time consuming. Unsuccessful hiring can be disastrous to a company's health.

What makes hiring even more challenging than bookkeeping, business planning, or many other business challenges is that help with the hiring process is difficult to find. Recruiters can be expensive, and may not always have the interests of your business at heart. Books can provide some guidance, but can't be customized.

The key to helping yourself through the process of finding the right person is to develop a crystal clear idea of what you're looking for. This description must include both the duties the job entails and the type of person who is best suited to those tasks. Once you have a description, success hinges on asking the right questions during the interview process.

Throughout the entire hiring process, you also need to evaluate candidates to determine how they will mesh with your company culture and the team members you have in place. They need to be in sync with your company's personality, standards, and vision.

How this hiring tool works 

This hiring tool provides you with the elements you need to make a successful hire. Used properly, it will enable you to hire more quickly and with greater success.

This tool will:

· help you develop an accurate job description 

· lead you through a series of work-related and personal character traits to help you determine what you want in an employee 

· generate a customized worksheet that you can use to evaluate various candidates for the opening 

· provide you with sample interview questions that can assist in determining whether a candidate meets the above job description 

Termination 

Guarding Your Intellectual Property
Adapted from content excerpted from the American Express® OPEN Small Business Network 

Theft of confidential information and trade secrets can be just as damaging to your business as embezzlement or other employee fraud. Help protect your competitive advantage with these tips.

Buy paper shredders...and use them

Be careful when you are throwing out copies of sensitive or confidential documents. These include: financial statements, proposals, customer information, reports, receipts, bills, invoices, etc. Don't just toss these in the trash. Shred them first. Putting them in the garbage unshredded opens up a range of security issues. If your trash is not disposed of properly, these documents could easily end up in the wrong hands...or blowing down the street past your competitors. In addition, industrial spies have been known to go through garbage looking for confidential data. Make shredding a company-wide practice-insist that your employees dispose of all papers this way.

Have a plan for terminated employees

Don't let a disgruntled ex-employee become a security threat. Have a plan in place to keep a person from leaving your company with confidential documents. Some steps to follow include:

· Have the person leave the company immediately upon termination. Letting an employee hang around a few days to get his or her affairs in order only invites this person to make off with papers and other information that might be valuable to your firm. Have a supervisor stand by while the employee removes personal possessions from his or her desk. 

· Make arrangement for immediate return of any confidential company information such as client lists, price lists, etc. Make the timely return of these documents a condition of receiving severance pay. 

· Insist the person turns in keys, both for the business premises and for his or her desk and file cabinet. If he or she doesn't return them, change your locks. 

· Remove the person's password from your computer network immediately. This is especially important if the person can dial in to your network from home, and then simply log in and download important information. 

Use computer passwords

Require your employees to use passwords to access your computers or your network. This will serve to keep unauthorized people away from important files. Don't let employees get lazy with their passwords - make them change them on a monthly basis. Dissuade people from using features that "remember" passwords - this can make it easy for an unauthorized person to gain access to your system. Insist that users log off your network whenever they're away from their desks, so unauthorized users can't jump in from their workstations.

Have all employees sign non-disclosure agreements

Make sure employees understand that theft of intellectual property is as serious to your business as theft of physical property. Use a non-disclosure agreement, or a non-disclosure clause in an employment contract, to spell out employees' responsibilities regarding confidential or trade secret information. Be sure you define what your company considers to be confidential. This is critical, since it clearly differentiates which information belongs to your company and which belongs to the ex-employee. The agreement also should outline steps the employee must take to maintain confidentiality, such as using computer passwords, not removing sales lists from the premises, not copying documents to disk, etc.

Keep tabs on your documents

Set and enforce strict procedures for access to confidential or trade secret information. Create a hierarchy of access among your employees for sensitive information -allow only those who need certain information to see it. For example, a sales rep may need customer contact information for his or her territory. But the rep does not need your entire client list, and does not need access to billing data. Label key electronic documents (such as your customer database) as "read only" so they can not be altered or written to disk.

Don't tempt prying eyes

Don't make it easy for people who aren't supposed to see confidential documents to snoop. Encourage everyone at your business to take certain basic precautions. Never leave documents lying around. File things away when you're done with them or when you're away from your desk. Lock your filing cabinet and your desk when you're away. Close computer files when they are not being used and never leave a file on your screen when you go away from your desk

Sample Employee Reference Release
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

When an employee leaves, it is best to come to an explicit agreement regarding what information relating to the ex-employee you will disclose, and to whom it can be disclosed. Obviously, you want to be protected from any claims that your comments cost the employee a chance at a new job. At the same time, you don't want to be put in a situation where you are uncomfortable with the information that you feel you have to provide. Remember that, as an employer, you may establish any policy that you wish. You can decide to never furnish references, or to verify only the fact and dates of employment. You can also condition the furnishing of references on obtaining a release from the former employee.

The attached file contains a sample employment reference release that spells out the terms under which references will be provided. This release is designed to protect you, as a former employer, when you make information available to a prospective employer. It requires the former employee to release your business from any potential liability resulting from the furnishing of information to authorized recipients.
Employment Reference Release

I acknowledge that I have been informed that it is [Your Business's] general policy to disclose in response to a prospective employer's request only the following information about current or former employees:  (1) the dates of employment, (2) descriptions of the jobs performed, and (3) salary or wage rates.

By signing this release, I am voluntarily requesting that [Your Business] depart from this general policy in responding to reference requests from any prospective employer that may be considering me for employment.  I authorize [Your Business] to disclose to such prospective employers any employment-related information that [Your Business], in its sole discretion and judgment, may determine is appropriate to disclose, including any personal comments, evaluations, or assessments that [Your Business] may have about my performance or behavior as an employee.

In exchange for [Your Business's] agreement to depart from its general policy and to disclose additional employment-related information pursuant to my request, I agree to release and discharge [Your Business] and [Your Business's] successors, employees, officers, and directors for all claims, liabilities, and causes of action, know or unknown, fixed or contingent, that arise from or that are in any manner connected to [Your Business's] disclosure of employment-related information to prospective employers.  This release includes, but is not limited to, claims of defamation, libel, slander, negligence, or interference with contract or profession.

I acknowledge that I have carefully read and fully understand the provisions of this release.  I further acknowledge that I was given the opportunity to consult with an attorney or any other individual of my choosing before signing this release and that I have decided to sign this release voluntarily and without coercion or duress by any person.

This release sets forth the entire agreement between [Your Business] and me, and I acknowledge that I have not relied upon any representation or statement, written or oral, not set forth in this document.

Signed: ________________________________________
Date: _______________

             (Employee)

Sample Non-Compete Agreement
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

When an employee leaves your business, is he or she taking things along that you would rather not give up? Is the employee going to open up in competition with you, or try to steal your customers, or employ secret processes that are a source of your competitive advantage? Obviously, no employer wants to lose an employee under those circumstances.

One way to avoid this is to enter into agreements with your employees that restrict their rights to compete with you. You can make such an agreement a condition of employment, if you wish.

The attached file contains several examples of noncompete agreements that provide samples of the general language that you would expect to find in noncompete agreements for executives, professionals, artists, and inventors. Because of the variances in state law on noncompete agreements, legal counsel should be sought before drafting any noncompete agreement. The content of a noncompete agreement should be individually tailored to fit each company's particular circumstances.

Sample Noncompete Agreements

Example 1:

This example is a complete agreement that you can fill in and use for an employee who does not have a separate written employment contract.
Nondisclosure and Noncompetition.  (a)  At all times while this agreement is in force and after its expiration or termination, [employee name] agrees to refrain from disclosing [company name]’s customer lists, trade secrets, or other confidential material.  [Employee name] agrees to take reasonable security measures to prevent accidental disclosure and industrial espionage.

(b) While this agreement is in force, the employee agrees to use [his/her] best efforts to [describe job] and to abide by the nondisclosure and noncompetition terms of this agreement; the employer agrees to compensate the employee as follows: [describe compensation].  After expiration or termination of this agreement, [employee name] agrees not to compete with [company name] for a period of [number] years within a [number] mile radius of [company name and location].  This prohibition will not apply if this agreement is terminated because [company] violated the terms of this agreement.

Competition means owning or working for a business of the following type: [specify type of business employee may not engage in]

(c) [Employee name] agrees to pay liquidated damages in the amount of $[dollar amount] for any violation of the covenant not to compete contained in subparagraph (b) of this paragraph.

IN WITNESS WHEREOF, [company name] and [employee name] have signed this agreement.

_____________________________________

[company name]

_____________________________________ 

[employee’s name]

Date: ________________________________

Example 2:

This example is part of a larger agreement, such as an employment contract or an employee handbook.  You can use it as a separate agreement or incorporate it into another, larger document.
Nondisclosure and Noncompetition.  (a)  After expiration or termination of this agreement, [employee name] agrees to respect the confidentiality of [company name] patents, trademarks, and trade secrets, and not to disclose them to anyone.

(b)  [Employee name] agrees not to make use of research done in the course of work done for [company name] while employed by a competitor of [company name]

(c)  [Employee name] agrees not to set up in business as a direct competitor of [company name] within a radius of [number] miles of [company name and location] for a period of [number and measure of time (e.g., “four months” or “10 years”)] following the expiration or termination of this agreement.

(d)  [Employee name] agrees to pay liquidated damages of $[dollar amount] if any violation of this paragraph is proved or admitted.

IN WITNESS WHEREOF, [company name] and [employee name] have signed this agreement.

___________________________________________

[company name]

___________________________________________

[employee name]

Date: 

Example 3:

This example is a clause and should be used as part of a larger agreement, such as an employment contract, and not as a stand alone item.

Covenant Not To Compete.  (a) [employee name] agrees not to compete with [company name] in the practice of [type of business or service]  while working for [company name]  and for a period of [number and measure of time (e.g., “six months” or “10 years”)] after termination of employment within a radius of [number] miles of [company name and location].

(b)  For purposes of this covenant not to compete, competition is defined as soliciting or accepting employment by, or rendering professional services to, any person or organization that is or was a client of [company name] during the term of [employee name]'s work with [company name].

Bottom of Form

Sample Termination Release
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

When an employee leaves your business, it is always a good idea to ask for a general release relating to the employee's termination. Obviously, an employee leaving on good terms is more likely to sign such a release than an employee who is unhappy about the circumstances surrounding the termination. However, it doesn't hurt to ask, and the results may surprise you. Remember to observe the timing considerations outlined in the document so that the release is valid if the ex-employee chooses to sign it. While the release won't prevent an employee from suing, it can go a long way in preventing him or her from winning

General Release for Employment Termination

Notice: Various state and federal laws prohibit employment discrimination based on age, sex, race, color, national origin, religion, handicap, or veteran status.  These laws are enforced through the Equal Employment Opportunity Commission, Department of Labor, and state human rights agencies.  If you feel that your election of [Your Business]'s severance package was coerced and is discriminatory, you are encouraged to speak with [designated person] at your earliest convenience.  You may also want to discuss the release below with an attorney.

In any event, you should thoroughly review and understand the effect of the release before acting on it.  Therefore, please take this release home and consider it for at least [pick a number — we recommend at least 21] days before you decide to sign it.  If you do sign this release, you will have seven days after signing to reconsider your decision and to rescind your acceptance of the offer if you so desire. [Note: the preceding sentence is required only in the case of workers over 40.]

This release, unless signed by both parties, will expire as of [pick a date that coincides with the number of "consideration days" you chose in paragraph two, above].

General Release

As consideration for the following [list here the severance pay, extended benefits, or other valuable items you are agreeing to provide]: offered to me by [Your Business], I release and discharge [Your Business], its successors, subsidiaries, employees, officers and directors (hereinafter referred to as "the Company") for all claims, liabilities, demands, and causes of action known or unknown, fixed or contingent, which I may have or claim to have against the Company as a result of this termination and do hereby agree not to file a lawsuit to assert such claims.

This includes but is not limited to claims arising under the Age Discrimination in Employment Act or other federal, state or local laws prohibiting employment discrimination or claims growing out of any legal restrictions on the Company's right to terminate its employees.

This release does not have any effect on any claim I may have against the Company unrelated to this termination.

I have carefully read and fully understand all of the provisions of this agreement and release, which sets forth the entire agreement between me and the Company, and I acknowledge that I have not relied on any representation or statement, written or oral, not set forth in this document.

Signed:_________________________________
Date: ______________________

(employee)

Signed:_________________________________
Date: ______________________


(for the Company)

Termination Checklist and Exit Interview Form
Provided by CCH Business Owner's Toolkit, Content Partner for the SME Toolkit 

Benefits: The decision to dismiss an employee, for whatever reason, can frequently be a difficult and uncomfortable one. And there are always some risks-for example, the employee could sue you for unlawful discharge. Generally speaking, you can significantly reduce this risk if you can show that you fired an employee for proper business reasons and that you acted in good faith during the termination process.

The attached file contains two documents designed to ease the task of terminating an employee and help manage some of the risks. The first is a termination meeting script, which will help you say and do the "right" things at the termination meeting. The second is an exit interview form. By presenting the departing employee with this opportunity to comment, you not only give yourself a good chance of gaining valuable information but also make the process less painful for the employee and possibly less risky for you.

File Description: The file contains a three-page document (a one-page checklist and two-page exit form) in rich text format (RTF) that is suitable for use with most word processing programs used in the Windows environment.

Special Features: The employee termination documents include the following special features:

· Sets forth 12 steps in conducting a termination meeting. 

· Includes suggestions on handling benefits, the final paycheck, and transfer of projects. 

· Gives departing employees a chance to comment on things that could be important to them and to you, including an assessment of their working relationship with their co-workers, how they viewed their job, and working conditions and practic

Termination Meeting Checklist

Conduct the meeting in sequence as follows:

1.  Tell the employee the purpose of the meeting.  Although the reason for termination should be communicated, there is no need to go through a step-by-step analysis of the documentation supporting the reason for discharge.

2.  Advise that the decision is final and cannot be reversed.

3.  Where appropriate, advise that alternative in-house positions were explored.

4.  Emphasize that all relevant factors were reviewed.

5.  If applicable, stress that everyone involved in management activities agreed to the decision.

6.  Tell the employee the effective date of the termination.

7.  Review with the employee a written summary of benefits.  This summary should include, where applicable, severance pay, compensation for vacation and sick time, continuation of health and life insurance benefits, other benefits and re-employment assistance.

8.  Have final paychecks ready.  If the employee is to leave immediately, have any final checks, benefits or vacation payments prepared and inform the employee how to collect his or her personal belongings and leave the premises.

9.  Other options:


Provide the employee with a written summary of projects to be transferred to ensure a smooth transition of work if the employee will remain as an active employee for a period of time.


Outline the next steps in the termination process, such as the last day of work, return of company ID, keys and credit cards.

10.  End the interview by saying that the employee will be notified of any other matters that must be dealt with, such as COBRA continued health coverage.

11.  Wish the employee good luck and express confidence in his or her future.

12.  Stand, extend your hand and remain standing until the employee has left the meeting site.

Employee Exit Interview Form

TO: _______________________________________________________________

FROM: ____________________________________________________________

I would appreciate it if you would take a few minutes to respond to the questions below. 

All answers will be held in strict confidence. Thank you.

How long were you employed? _________________________________________

Job classification? ___________________________________________________

Why are you leaving? ________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Would you describe your working relationship (with respect to both your particular job and your  relationship with fellow workers) as pleasant or unpleasant?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Do you feel that your particular job was important and significant in the overall operation of the business? 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Are there any particular practices or working conditions that either led to your decision to resign or that you feel are detrimental to a satisfactory working relationship?  If so, have you any suggestions on how to eliminate them?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Are there any particular practices or working conditions that you feel are particularly beneficial to an effective working relationship and that should be maintained?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Would you care to make any other comments?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Signed: _____________________________      Date: _____________________

Employee Insuarance

Small Business Insurance Primer
 

It can be difficult to determine which kind of insurance you need for your small business. Different types of insurance have confusingly similar names; your state, town, or county may have its own insurance requirements; and many industries have coverage specific to them.

Insurance is one of the most neglected small business responsibilities. Not having the appropriate insurance for your small business is a mistake because a disaster can shut down your company permanently, or at least wreak havoc on your assets.

The Insurance Information Institute (III) in New York City estimates that about 40 percent of small business owners have no insurance at all, because many falsely believe they can't afford coverage. The truth is a small business can't afford not to have adequate insurance. Without insurance, you're unnecessarily putting your livelihood at risk. That's also why many landlords, suppliers, and other entities you work with will probably require you to have coverage.

If you're having difficulty determining which kind of insurance your business should have, you might want to check with the following agencies:

· The county or city clerk 

· A local chapter of your industry association 

· The state insurance office 

Below are some of the different types of insurance small businesses use. Click on the type of insurance to get a more detailed description.

Insurance for Your Business

· Business Owner's Policy 

· General Liability Insurance 

· Property Insurance 

· Professional Liability (Errors & Omissions) Insurance 

· Commercial Automobile Insurance 

· Umbrella Insurance 

· Business Income/Extra Expense Insurance 

· Product Liability Insurance 

· Extra Equipment Insurance 

· Specialized Equipment Insurance 

Insurance for You and Your Employees

· Health Insurance 

· Disability Insurance 

· Life Insurance 

· Keyman Insurance 

· Workers' Compensation Insurance
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