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What Are Mandatory Employee Handouts?

« Employee handouts are legal notifications that must be
personally distributed to employees, covering topics such as
family and medical leave, workers’ compensation, sexual
harassment in the workplace and more

« Some employee handouts are event-oriented; others must be
given to all employees when hired and redistributed reqularly

* These requirements are separate and apart from labor law
posting compliance, though many of the topics addressed are
covered by both postings and handouts (the underlying
employment laws may require both, or one or the other)
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How Are They Similar to Labor Law Posters?
Employee handouts are mandatory legal notices informing
employees of their rights
They vary by state (up to 20 per state, plus up to 14 federal)
Recent surge in local requirements

Government agencies add/update requirements frequently,
without notifying businesses

There is no one-stop shop for free notices from the government

There are significant fines, penalties and legal exposure for
non-compliance
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There’s No “One-Stop Shop” for Free Mandatory
Employee Handouts

Across the nation, there are more than 400 different federal/state
notices that employers must distribute based on different
triggering events

In a single state, up to 34 employee notices (issued by up
to 5 different agencies) required for federal/state compliance

Each state/local jurisdiction has authority to issue its own employee

notification requirements

Employers are required to create many of the handouts on their
own based on legal guidelines (where no samples are provided)
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Risks of Non-Compliance

« Federal penalties
v' Up to $21,410 per violation
v Dalily penalties for late notices up to $110-$500 per day

- State/Local Penalties
v State and local fines typically range from $100 to $500
per violation

« Adverse Impact in Employee Lawsuits
v’ Statute of limitations may be extended

v Evidence of “bad faith”
v' Liability/damages if failure to notify results in loss or harm
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Recent Changes to Handout Requirements

Arizona
Baltimore, MD
Belmont, CA
California
Chicago, IL
Colorado
Connecticut
Cook County, IL
Dallas, TX

Daly City, CA
Delaware
Denver, CO
District of Columbia
Duluth, MN
Emeryville, CA
Flagstaff, AZ
Florida

(effective 3/12/20)

Georgia

lllinois

Kanas
Kentucky
Louisiana

Maine

Maryland
Massachusetts
Michigan
Minneapolis, MN
Minnesota
Missouri
Nevada

New Jersey
New York

New York City, NY
Novato, CA

Oakland, CA

Oregon

Pasadena, CA
Pennsylvania

Petaluma, PA
Philadelphia, PA
Pinellas County, FL
Portland, ME

San Francisco, CA

San Mateo, CA
Sonoma, CA

South San Francisco, CA
St. Pau, MN

Texas

Utah

Vermont

Washington
Westchester County, NY

Y,
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Examples of Mandatory Handouts

California: Rights of Victims of Domestic S

EMPLOYERS MUST THIS INFC TO NEW

Violence, Sexual Assault and e B ARG,

Stalking Notice o g

You have the right to take time off from work 1o get help to protect you and your
children’s heaith, safety or welfare. You can take time off to get a restraining order or
other court order.

« If your company has 25 or more workers, you can take time off from work to get medical
attention

Effective July 2017, employers with 25 or - A

by agreement
that says something different. Even if you don't have paid leave, you stil have the right

more employees must provide this notice R I A - —

* If you can, you should tell your employer before you take time off. Even ¥ you cannot
tell your employer before, your employer cannol discipline you if you give prool
‘explaining the reason for your absence within a reasonable time. Proof can be a police
report, court order or doctor’s or counselor’s note or similar document.

Ywmmmkmmn.

Must be provided at time of hire and upon EEEiET
employee request R e

about your request.
Your Right to Be Free from Retaliation and Discrimination:
Your employer cannot treat you differently or fire you because:
* You are a victim of domestic violence, sexual assault, or stalking.

Informs employees of their right to take T

protected time off if a victim of domestic e

e s iiopntr i your lrgunge o o ot . T Mokt wplees g, v ColrnsLaber e

violence, sexual assault or stalking —— e




Examples of Mandatory Handouts

California: Sexual Harassment Notice

All employers must provide this notice = E=s

SO LNNSTTALLLS - L

Informs employees of their rights to a -

€t e e e 4 e

pbetey et e Seay byt

harassment-free workplace and explains S EEm

Sy & et e e ad

the legal remedies and complaint process el ——

——— ——————.  — —— o —— — 5

available through the California Department e

e = pae i . 74 bt

of Fair Employment and Housing SRS oo

e s i

Must distribute to all employees at time e

PSS SRR e et 2t 4 g e et b S b

of hire or in pay envelope —_— =

Mandatory update December 2019
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Examples of Mandatory Handouts

California: Paid Family Leave Notice

Employers subject to the state’s Paid
Family Leave Program must provide
this notice

Informs employees of their rights to paid : o

Californians

family leave benefits P— o
Must be provided to employees at time
of hire and to employees requesting
leave to care for a seriously ill family
member or to bond with a new child

Mandatory update January 2020
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Examples of Mandatory Handouts

California: Family Care and Medical Leave

and Pregnancy Disability Leave Notice s PREGNAN :‘

Employers with 20 or more employees must
provide this notice

Must be provided to an employee who notifies

the employer of a pregnancy or condition

related to the employee’s pregnancy

Mandatory update December 2019

"




Examples of Mandatory Handouts

Washington: Paid Family and Medical
Leave Notice

Employers subject to the state’s Paid
Family and Medical Leave Program
must provide this notice

Informs employees of their rights to paid
family and medical leave benefits

New handout effective January 1, 2020

Washington
Paid Family & Medical Leave

Security

Employer requirement to provide notice to employees

Employers with employees working in Washington state must provide the following notice to employees who
may be eligible for Paid Family and Medical Leave the later of:
Five business days afier an employee's seventh consecutive day of absence due to family or medical
leave, or
Five business days after an employer becomes aware that the employee's absence is due to family or
medical leave.

Paid Family and Medical Leave
Statement of Employee Rights

‘You may qualify for Paid Family and Medical Leave
Asof Jan. 1, 2020, Washington employees who have worked 820 hours or mare in the qualifying period and
experience(d) a qualifying event have access to Paid Family and Medical Leave.

Employees who have missed work due to family or medical reasons may be eligible for paid family or medical
leave for the following qualifications:

*  Care for and bond with a child younger than 18 following birth or placement

*  Care for yourself or a family member experiencing a serious health condition

*  Certain military-connected events.

Paid Family and Medical Leave requires that you give your employer(s) written notice at least 30 days in
advance of when you plan to take leave. However, if the reason you need leave was not foreseeable, you may
notify your employer(s) as soon as possible.

‘The Paid Family and Medical Leave Benefit Guide provides information on how to apply for benefits

and submit weekly claims. It also explains your rights and der the law. Download the guide at
www.paidleave.wa gov/benefit-guide.

For more information about how to apply, contact us at 833-717-2273 or visit www.paidleave.wa. gov.

Important information for when you apply
Employer UBI #:
This employer off benefits: Y N

Note: Except during the waiting week, employees cannot use employer provided paid time off at the same time
as Paid Family and Medical Leave, unless the employer chooses to offer a “supplemental benefit.” Supplemental
benefits can be used along with Paid Family and Medical Leave to provide additional pay while an employee
receives partial wage replacement through Paid Leave benefits. Employees may accept or reject supplemental
benefit payments

EMPLOYER NOTICE TO EMPLOYEE
UPDATED NOVEMBER 2019 Page 1of1




Examples of Mandatory Handouts

Colorado: Overtime and Minimum Wage

Standards Notice (COMPS Order 36)
Every employer who publishes or
distributes any handbook, manual, or
policies must include this notice in
their handbook, manual or policies
Must be provided upon request

Must also be posted in the workplace

New handout effective March 16, 2020

COMPS Order #36 Poster

lllllllllllllllllllllllllll Effective March 16,2020

COLORADO
Department of
4 Labor and Employment
Colorado Minimum Wage: $12.00 per hour, or $8.98 for Tipped Employees, effective 1/12020. | Deductions, Credits, & Charges from Wages: Subject to limits in C.R.S. 8-4-105 and below.
: . s 01 . s of p o $3.02p

+ Lodging deductions ar allowed only if housing is volunarly accepied by the cmployee, primariy for the employee’s (

"
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Examples of Mandatory Handouts

« Minnesota: Wage Theft Notice

» Effective July 1, 2019, employers must provide
this notice to new employees at time of hire

« Employers must keep a copy of the notice signed
by each employee

* Minneapolis, Minnesota: Wage Theft Notice

» Effective January 1, 2020, employers must provide
this notice to new employees at time of hire

« Employers must keep a copy of the notice signed
by each employee

» Poster must also be displayed in the workplace

m DEPARTMENT OF
LABOR AND INDUSTRY

Employee notice

1. Employee: Address

Main office/Principal place of business address:

rt Dats:
aaaaa s H ]

How benefi I Yes, employeeis exempt from [ overtime [1 min. wage [ ather provisions of Minn.Stet. ch

per O year| Fyes, exemp, identiylegal basis for exemption:
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Examples of Mandatory Handouts

 Delaware: Sexual Harassment Notice

 Effective January 1, 2019, employers with 4
or more employees must provide this notice
to new employees at time of hire and to
existing employees by July 1, 2019

 Informs employees of their rights to a
harassment-free workplace, lists examples
of sexual harassment and explains the
complaint process available through the
Delaware Department of Labor, Office
of Anti-Discrimination

STATE OF DELARAE DEPARTUENT OF LASOR
DWVISION OF INDUSTRIAL AFFAIRS.
4425 N, Manot Sragzr, 3% Fuoom
WscTon, OE 15602 5 B RoAd, SurTe 24 Cawes GeonarTown DE 19947

&
(302)761-8200 Dovr. DE 19001 (302) Q241134
) 4261134

Sexual Harassment and the Law

employes: inchides unwel
sexual advances, requests for sexual favors, and other verbal
i of a sexual

rejection of such conduct is used as the basis for employment ‘against retalistion who have 8 good faith belief that their
decisions affectin {t] has the employer's conduct is itlegal, even if it turns out that they
purpose or effect of i .
employee’s work performance of creating an intimidating,
hostile, or offensive working enviranment. Report Sexual Harassment
Some Examples of Sexual 1you have witnessed or experienced sexual harassment
inform \ager, the equal employment opportunity
Harassmen t officer at your workplace, o human rescurces a5 soon
possible.
*  unwelcome or inappropri touchi
threater engaging in sdver ion after
mmmmmmmmmmmmmmmmm of Labo catl
about an or visit
individual's appearance, body of dre: “https://dia. delawareworks com/discrimination/
toleam rplaint of report discri
sexual fovors The Department can investigate or mediate your
complaint and may be able to help you collect lost wage:
d other damages.

"
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Examples of Mandatory Handouts

Massachusetts: Rights and Obligations
Under the Massachusetts Family and
Medical Leave Law

Informs employees of their paid leave
benefits, contribution rates and more

By September 30, 2019, employers had to
provide this notice to all existing employees

Beginning October 1, 2019, it must be given
to new employees within 30 days of hire

ployer Notice to Employ
Rights and Obligations under the Massachusetts Family and Medical
Leave Law, MGL c 175M

=




Examples of Mandatory Handouts

Massachusetts: Pregnant Workers Fairness
Act Notice

Effective April 2018, employers with six or
more employees must provide this notice

Informs employees of the right to be free
from discrimination due to pregnancy or a
condition related to pregnancy

Must be provided to employees at time of
hire and to an employee who notifies the
employer of a pregnancy or condition related
to the employee’s pregnancy

MASSACHUSETTS COMMISSION AGAINST DISCRIMINATION

MCAD Guidance
PREGNANT WORKERS FAIRNESS ACT
Issued 1/23/2018

TthmgmnWorkclsFlmss ct (“the Act”) amends the currnt statute prohibiting discrimination in
employment, B, §4, cnfotccdb the c Against D
(MCAI jTh cfkc tive on April 1, 2018, expressly prohibi cmploymmldnscnnunnmanlk
basis of pregnancy and pregnancy-rel Iudmndmons such as lactation or the nced to express breast milk
for a nursing child. It also describes employers' obligations to employees that are pregnant or lactating
and the protections these cmployees arc entitled to receive. Generally, employers may not treat
employces or job applicants less favorably than other cmplo yrahucdonpteguncy«mmy
related conditions and have an obligation to accommodatc pregnant workers.

Under the Act:

* Upon request for an accommodation, the employer has an obligation to communicate with the
employce in order to determine a reasonable accommodation for the pregnancy or pregnancy-related
condition. This is called an “interactive process,” and it must be donc in good faith. A reasonable
accommodation is a modification or adjustment that allows the employee or job applicant to perform
the essential functions of the job while pregnant or experiencing a pregnancy-related condition,
without undue hardship to the employer.

* An employer must accommodate conditions related to pregnancy, including post-pregnancy
conditions such as the need o express breast milk for a nursing child, unless doing so would pose an
unduc hardship on the employer. “Unduc hardship” means that providing the accommodation would
cause the employer significant difficulty or expense.

®  An employer cannot require a pregnant employce to accept a particular accommodation, or to begin
disability or parental leave if another reasonable accommodation would enable the employee to
perform the essential functions of the job without undue hardship to the employer.

* An employer cannot refuse to hire a pregnant job applicant or applicant with a pregnancy-related
condition, because of the pregnancy or the pregnancy-related condition, if an applicant is capable of
performing the essential functions of the position with a reasonable accommodation.

* An employer cannot deny an employment opportunity or take adverse action against an employee
because of the employce’s request for or use of a reasonable accommodation for a pregnancy or
pregnancy-related condition.

* An employer cannot require medical documentation about the need for an accommodation if the
xv:mnmdlmmq\nsttd for(llrmfm;um 1t restroom, food or water breaks; (ii) scating; (iii)
limits on lifting no more than 20 pounds; and (iv) private, non-bathroom space for expressing breast
milk. An employer, may, however, request medical documentation for other sccommodations.

. Emlvynsm\spm ide written notice to cmployees of the right o be frec from discrimination duc
a condition related to prtgmm:ymclndl the right to reasonable accommodations
¢ el rdded o to pregnancy, in a handbook, p.mpm or other means of notice no later than
April 1,2018.

=




YOSTER &3 GUARD”/

Examples of Mandatory Handouts

Massachusetts: Earned Sick Time
Notice of Employee Rights

Informs employees of their rights
to earned sick time

Notice must be posted and provided
to all employees

EARNED SICK TIME

Notice of Employee Rights

Beginning July 1, 2015, Massachusctts employees have the right to ear and take sick leave from work.

WHO QUALIFIES? WILL IT BE PAID?
All employees in Massachusetts ol gt di it h i o vead

can earn sick time.
5. ¢ _ B For employers with 10 or fewer employees,
This includes full-time, part-time, sick ime may be unpaid

temporary, and seasonal employees. Paid sick time must be paid on the same

schedule and at the same rate as regular wages.
HOW IS IT EARNED? WHEN CAN IT BE USED?

Employees eam 1 hour of sick
30 hours they work.

e for every An employee can use sick time when the employee
or |ln~ employee’s chikd, spouse, parent, or parent of
pouse is sick, his a medical appointment, or has (o
Employees can earn and use up (0 40 hours per year adiron the seots of domesti volnon
if they work enough hours.

The smallest amount of sick time an emplayee can

Emplayees with unused eamed mk um at the end of tuke is one hour.

the year can rollover up to 40 sick time cannot be used as an excuse 10 be late for
ithout advance notice of i proper use

Lmployees begin carning sick time on their first day York widiout advaios notics of s proper use

of work and may begin using carned sick time 90 days () Use of sick time for other purposes is not allowed

after starting work. and may result in an employee being discipbned

CAN AN EMPLOYER HAVE A DIFFERENT POLICY?

Yes. tmployers may have their own sick leave or paid time off policy, so long as employees can use at least the
same amount of time, for the same reasons, and with the same job-protections s under the Eamed Sick Time Law

RETALIATION NOTICE & VERIFICATION
Employees using eamed sick time ca i Fmployees mist notify their employer
o otherwise retalisted agoinst for exerc before they use sick time, excepl in o emergency
attempting to excreise rights under the liw

Employers may require employees o use 8

reasonable notification system the cmployer create
amples ofrtalton inchude denying wse o
I

ing; payment of enmed i g N 1 an employee is out of work for 3 consecutive diys
employee, tking sway work ours, or giving the OR use sich time within 2 weeks of keaving his or fer
omployee wdesable assigrments job, an coployer muy require documentation from i
modscal provider
Call the Fair Labor Division at 617-727-3465 Visit www.mass goviagorearnedsicktime

@ The Attormey Ges
b

« lbl“lllulM(u'lh of Massachusetts
Ol he Attomey General
u.,.w. July 2016 Tl text o

anforees the Larmed Siok Time Law and regulations
| ot L)

w0 perg
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Examples of Mandatory Handouts

New Jersey:. Earned Sick Leave Notice

Must be provided to employees at time
of hire

Informs employees of their rights to earned
sick time

Notice must be posted and provided
to employees

Mandatory update January 2019

Advance Notice

©7

f your need for eamed sick be. your emgioyer

days' advance natice of your intention to use eamed sick leave. If your need for earmed sick leave is unforesesable
(cannot be planned in advance). your empioyer may require you 10 give notice as 500 8 It Is practcal

New Jersey Earned Sick Leave
Notice of Employee Rights

Under New Jersey's Eamed Sick Leave Law. anghtto eamed sick
leave per year. Go to nj gowlabor 1o leam wiich employees are covered by the law.

New employees must receive this written notice from nployer ey
employees must receive it by November 23, 2018. Employers must also post this notice in a conspicuous and
accessible piace at all work sites, and provide coples to employees upon request.

YOU HAVE A RIGHT TO EARNED SICK LEAVE.
Amount of Earned Sick Leave
Your employer must provide up to 2 fotal of 40 hours of eamed sick leave every benefit year. Your employer's benefit
years:
Start of Beneft Year: End of Benefit Year.
Rate of Accrual

You accrue eamed sick leave at the rate of 1 hour for every 30 hours worked, L 10 @ maximum of 40 hours of leave
per benefit year. Atematively, your employer can provide you with 40 hours of eamed sick leave up front.

Date Accrual Begins

You begin to accrue eamed sick leave on October 29, 2018, or on your first day of employment, whichever is later.
Exception: f you are covered by a collective bargaining agreement that was in effect on October 29, 2018, you begin
w© leave under this date that expires.

Date Earned Sick Leave is Available for Use
You can begin using eamed sick leave accrued under this law 120 days after you begin employment.

Acceptable Reasons to Use Earned Sick Leave
You can use eamed sick leave 10 take time off from work when:

- You need diagnosis, care. weatment. of recovery for  + You need 1o afiend school-related conferences,
a mentai or physica lliness, injury, or heaith condi- meetings, or events regarding your child's education.
tion; or you need preventive medical care. or 1o attend a schook-related meeting regarding your

& - i child's health.
nosis, care, ireatment, or recovery for  mental or * Your empioyer's business closes due 10 a public
physical Bness. injury. or o your fora child
family member needs preventive medical care. Whose school or child care provider ciosed due 1o &

* You or a family member have of

domestic violence or sexual violence and need
time for treatment. counsesng. or to prepare for
tegal proceedings

Family Members

The law recognizes the following individuals as “family members:

+ Chisg (twological, adopted, o foster chéd: stepchild; = Grandparent
legal ward; child of a domestic pariner of GV UNIOR g e somestic pariner, or civi union parner of
partner) an employee's parent or grandparent

e + Sibing of an employee's spouse. domestic pariner.

« Sibling ‘or civi union pantner

+ Spouse « Any other indivicual related by biood 1o the employee

+ Domestic partner or civé urson partner - Any Inaividusl whose close 8S50ciation with the

- Parent employee is the equivalent of family

pageior2

hsecutive work
health care:

your empioyer
an ofter 1o

otmer
under the taw.




YOSTER &3 GUARD”/

Examples of Mandatory Handouts

New Jersey: Gender Inequity Notice

Notice must be provided to all new hires, to
any employee upon his/her request, and to all
employees annually on or before December
31 of each year

Requires employee acknowledgement

Employers may use any of the following
delivery methods when providing the notice:
« E-mail;
* Print, including within a new-hire information packet; or

» Through the internet or an intranet website if the site is for
the exclusive use of all employees, can be accessed by all
employees, and the employer provides notice to the
employees of its location

Right to be Free of Gender Inequity

or Bias in Pay, Compensation, Benefits
‘erms and Conditions of Employment

or Other T

The Equal Pay Act sex. EPA claims can be

filed oither with the EECC or directy Remedies under nay

salary or wages due from the empioyer, phus an additonsl equal amount as liquicated damages.

Plaase be mindful that in order for & disparty

& must be for equal work on jobs the pe oftort, and

which are performed under smilar working ConGions.

There are strict ime kmits for fiing charges of employment discrimination. For further information, contact the

EEOC at 800-669-4000 o af waw.60C. g0y

NEW JERSEY LAW

The New Jersey L [0 based on, among other

things, an indwidual’s sex. LAD claims can be fled with the New Jersey Division on Civi Rights (NJOCR) or
Remecies under the LAD an order back pay,

and compensatory and punitive

Another State law, NLLS.A, 34:11-56.1 el 56q., prohibits discrimination in the rate o method of payment of

wages to o her sex this wage law may be thed with

the Now Jersay Labor and Workiorce v Romedes

under this law may include the hll amount of the salary o wages owed, phus an addional equal amount as.

quidated damages.

on & reasanabia factor or factors other than sex sha not consifute discrminaton
Thero are For more information regarding LAD
claims, contact the NJOC For NASA
34:11-56.1 ot s6q., contact the Division of Wage and Hour Complance within the NJOLWD at 609-292-2305 or
at hito./Awd. state nlus.

This notice must be conspicuously displayed.

Aomone  nlseviiaver

Acknowledgment of Receipt of Gender Equity Notification

I eceived a copy of the gender equity notification on the date listed below.
1 have read it and | understand it

mmmmmmmmmmm

" 4
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Examples of Mandatory Handouts

New Jersey: Conscientious Employee
Protection Act Notice

Employers with 10 or more employees must
provide this notice

Informs employees of their rights under the
Conscientious Employee Protection Act
(Whistleblower Act)

Must be provided in English and Spanish

Must be provided annually

Conscientious Employee
Protection Act
“Whistleblower Act”

1. New Jersey law prohiits an empioyer from tsking any retalatory acton against an employee because e

empioyse does any of e tolowing.

. Diacioses, or fhrestens 1o daciose., 10 3 supervisor or 15 3 pubic Body an actwly, polcy o pracice of e
empioyer or anoher eTpioyes. WM AhOm Bere & 3 DuUEness FEItONSN. (Pt e STEIoySe rERONatly
eseves is in viotation of 3 law, or  rule or regulation issued Gnder e law, Or, it the Case of an empicyse
1o 15 2 icensed o Cerided heath care professional. (asCRatly Deteves Consitutes emproper Qusity of
patient care.
any volaion of law. o & rule o reguiation Ssued under the law Dy he SmEICYEr of Anciher GOy, W
professonal rearrg

or inquiry into qualty of patient care: or

® Otyects to. or refuses 1o participate . amy actvity, pokcy o pracsice whuch the empioyes reascnatyy
beteves:
(1)1 i viokaion of a ke, or ke o reguiation issued under the lew or. 4 e smpioyes i 3 icensed
@ Fauulent or caminet. o1
3 1 rcompatole we 2 clear mardaie of putic polcy CoRCeTIng e U heaT. Saiety o wetare
Srotecton of the enwrormert 3
s BrouG e acty. poikcy Or praCSCE 10 T afnton of 8 Superviacr of 8 eMmpioyee Dy writen FoSCe S
AWty potcy o practce However Saciosure & not
reckired where he empiyee resscnatly belkeves fiat e actney. polcy Cr FFACER 1 e © One or Fore
supervecrs nployer physcal haem as & resul of provoee
Ihat e situation = emergency i nature
conTaC
Your omptoyer has desigrated e coresc
recenve wrtten noatCatona. purtiart & paragech § soove (LIS A. 3415-
Name
Adcress
Teiephone MNumter
This notice must be conspicuously displayed.
Orce each yoar empioyers weh 10 or More eMpioyees Muat SetrDule FOSCE of Fus e 10 v eTGIOYRes.

“




Examples of Mandatory Handouts

New Jersey: Earned Income Tax Credit Notice

Informs employees of the availability of both
the federal and New Jersey Earned Income
Tax Credits

Must be provided between January 1 and
February 15 of each year to coincide with the
distribution of Form W-2

Mandatory update January 2020

State of New Fersey
OvABTENT (e T8 TREARRY
w0 Mam Do ce TAxaTn s
Guweswr _ rowa - Soce Tvarmarer
- s
HAY. OuA oo
4 Govermer prosue<icmd

Tha v (0 43,3000

Many New Jersey Taxpayers Are Eligible
For 2019 Earned Income Tax Credits

Both » foderl amd Now Jonsey Lamed Income Tas (1o ) are available 1o cligle tapayens
G\m hm&lﬂthl&h’uﬂmﬂnqmﬁ fox the NJEITC Like the foderal crodit, the
check

The amount of your N. your federal Earned lacome Tax Credit. This year, the
NJEITC amount w\ul m»l hrk\knlnw S0 (f your foderal Eanmod lacome Tax Credit is
$4,000, your NJEITC will be

1 you lived in New Jerscy for only past of 2019, your NJETTC will be based on the srsber of monthe
y0u were a New Jersey rexidont. Fo this calculation, | ‘nwmrnpd s ons month
For more information about the NJEITC:
. Qi by st sy ko hccnds sk
3 b 2y e Tatation organization ty-regmeal shtsmd
By phooe ( mw 4000
For more information about the 2019 federal Earned Income Tax Credit:

o Oaling: hagw/w Sviduals
o Callthe IRS |-nnumow

“
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Examples of Mandatory Handouts

Connecticut: Sexual Harassment Notice

Effective October 1, 2019, employers with 3
or more employees must provide this notice
to new employees at time of hire

Lists examples of sexual harassment and
explains the complaint process available
through the Connecticut Commission on
Human Rights and Opportunities

Must also be posted in the workplace

y

1 \ State of Connecticut
Y 7/ COMMISSION ON HUMAN RIGHTS AND OPPORTUNITIES
N Prasmating Eguality and fustice for alf Doapls

SEXUAL HARASSMENT IS ILLEGAL
and is prohibited by
The Connecticut Discrimination Employment Practices Act, and
Title VI of the Civil Rights Act of 1964

Sexual harassment means: *Any unwelcome sexual advances or requests for sexual
favors or any conduct of a sexual nature when:
(1) Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment;
(2) Submission to or rejection of such conduct by an individual is used as the basis
for employment decisions affecting such individual; or

(3) Such conduct has the purpose or effect of substantially interfering with an
individual's work performance or creating an intimidating, hostile or offensive
working environment.”

Individuals who engage in acts of sexual harassment may be subject to civil and
criminal penalties.

ples of Sexual dies For Sexual Harassment

* Unwelcome sexual advances * Cease and desist orders
* Suggestive or lewd remarks » Back pay
* Unwanted hugs, touches, or kisses * Compensatory damages
* Requests for sexual favors * Hiring, promotion or reinstatement
* Retaliation for complaining about « Emotional distress damages

sexual harassment
* Derogatory or pornographic posters,

cartoons or drawings

Connecticut law requires that a written complaint be filed with the Commission within 300
days of the date the alleged harassment for events occurring on or after October 1, 2019. For
harassment occurring before October 1, 2019, complaints must be filed within 180 days of the
harassment.

If you feel you have been discriminated against, contact the Connecticut
Commission on Human Rights and Opportunities at 860-541-3400, CT Toll Free
1-800-477-5737, or online at www.ct.gov/CHRO

“
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Examples of Mandatory Handouts

New York: Sexual Harassment Policy, Complaint
Form and Prevention Notice

NY employers must provide all new employees
with a sexual harassment policy, complaint form
and prevention notice at the time of hire, and to
existing employees at every mandatory sexual
harassment prevention training (required annually)

Informs employees of their rights to a harassment-
free workplace, how to file complaints and explains
where employees can locate the employer’s sexual
harassment policy, training materials, and
complaint form

Mandatory updates November 2019

Model Complaint Form for
Reporting Sexual Harassmen!

| IR TH ]

E
es in our workplace, regardiess of immigraiion staius. You are receiving this
at the time of hiring or during your annual sexual harassment

Page 1013
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Examples of Mandatory Handouts

New York: Paid Family Leave Notice ey 2920, e

PAID FAMILY LEAVE

Updated for 2020: Informs employees e
of their paid family leave benefits e A

50 N Yok Sk Sver 38 wowkly msge. Gareraly, yous Bvecage weekly wags & the sverage of yous st M wesks of pay P 1

© 2e Protecen: Retus 10 B sarme or Compuratie job) el Yo e ave.

Notice must be provided in e

employee handbooks R T ——

¥ s P F amity Lo s G % O y0os Ay R 0 R 1 A vabered By & AN AT TG IMASDACE CArmes 180
You wih ctmaten

O romaton Compiarts’
o empoyer S YO SOy, FOCACER YOul iy SN BENUIR & BUCEANeS Yo I any wiy B4 8 (et of you
P g O g P F ity Ladve. pons My rechs! 0 (o rested by L2a g Peve Vape

Employers who do not have employee ey
handbooks must give this notice separately e e

i whamstien 4.4 wmgihrd e, o s o o4 ot by S 350

to employees R (e

Notice must also be given to employees
when they take paid family leave
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Examples of Mandatory Handouts

New York: Wage Theft Notice

Purpose is to inform employees of rate a=

Notice and

Under Section 195.1 of the New York State Labor Law
ly

of Pay Rate and Payday

of pay, regular payday, name of e
employer, and any allowances taken
as part of the minimum wage .

Notice must be given in Englishand | =~

Doing Business As (DBA) Name(s}:

the employee’s primary language -

Employers must choose the correct
notice based on the type of employee

relationship

Must be provided to employees at time
of hire

=~
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Examples of Mandatory Handouts

New York City: Stop Sexual Harassment Notice STOP SEXUAL HARASSMENT ACT

NOTICE

» Effective September 6, 2018

The NYC Human Rights Law Retaliation Is Prohibited
The NYC Human Fignts Law. one of the svongest  Uid@r the Law
T nation, protecs

* Must be provided to new employees at time of hire or in

employee handbooks

New York City: Lactation Accommodation Policy ==m) | Senaams

» Effective March 17, 2019
* Must be provided to new employees at the time of hire

Notice of Employee Rights Under
Westehester County’s Earned Sick Leave Law

Under Woesichester County's Earnad Sick Leave Lw, certain employers st give their employees sick
e

Westchester County: Earned Sick Leave Notice T um——

» Effective April 10, 2019

* Must be provided to new employees at the time of hire and
existing employees by July 10, 2019

Notice of Employee Rights Under
Westchester County’s Safe Time Leave Law

» Westchester County: Safe Time Leave Notice

» Effective October 30, 2019

« Must be provided to new employees at the time of hire and to e e e
existing employees by January 28, 2020
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ComplyRight™ Mandatory Employee Handout
Service

« Attorney-developed, 50-state service to help businesses comply
with federal, state and local laws requiring employers to provide
employees with a written copy of certain labor law notifications

* Provides employers electronic access to current federal, state and

local handouts to print or email to employees unlimited times during
the annual service term

* Includes 365 days of monitoring by our in-house legal team, and
automatic alerts/updates with every mandatory change

“




How It Works

We provide 24/7 digital access to your mandatory federal,
state and local employee handouts for the states you select

Our in-house legal team researches all applicable laws, and
Immediately updates files to ensure they are complete and
accurate at all times

We notify you of new/updated mandatory handout
requirements via timely email notifications

You can print completed handouts, or send them as emaill
attachments, unlimited times during your active service

“
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More About the Handouts

« Each includes detailed instructions, explaining when and how to use
(e.g., triggering event, frequency, whether posting also required,
foreign language requirements, acknowledgments)

Acknowledgments provided whenever mandatory

Grouped by category (e.g., Hiring, Injury, Separation) for easy
navigation/access

Handouts are fillable/editable; completed forms can be saved

Attorney-written content provided for all “self-create” handouts
(templates not provided by government agencies)

* Includes foreign-language versions where required

“
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Distribute to Affected Employees...

 Distribute according to instructions, if applicable

» Options may include (unless specified by instructions):

v Print and distribute by hand

v’ Include as an email attachment

v’ Incorporate into policy manuals

v’ Include with pay checks

v Post electronically on company intranet

» Always use current template provided by ComplyRight when
retrieving/completing a new notice to ensure you are using the
most up-to-date version

>
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For more information, contact:

Peter Kettwig

cry
OFFICIAL NoTcg

et vty 3, 2010

S Compliance Specialist

954.970.5688
pkettwig@hrdirect.com




