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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 regularly
• 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 23 per state, plus up to 16 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 39 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
ü Up to $21,410 per violation
ü Daily penalties for late notices up to $110-$500 per day
• State/Local Penalties
ü State and local fines typically range from $100 to $500
per violation
• Adverse Impact in Employee Lawsuits
ü Statute of limitations may be extended
ü Evidence of “bad faith”
ü Liability/damages if failure to notify results in loss or harm
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Recent Changes to Handout Requirements
(effective 5/14/20)
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Arizona
Baltimore, MD
Belmont, CA
California
Chicago, IL
Colorado
Connecticut
Cook County, IL
Daly City, CA
Delaware
Denver, CO
District of Columbia
Duluth, MN
Emeryville, CA
Flagstaff, AZ
Florida
Georgia
Illinois

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Kanas
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minneapolis, MN
Minnesota
Missouri
Nevada
New Jersey
New York
New York City, NY
North Carolina
Novato, CA
Oakland, CA
Ohio

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Oregon
Pasadena, CA
Pennsylvania
Petaluma, PA
Philadelphia, PA
Pinellas County, FL
Portland, ME
San Francisco, CA
San Mateo, CA
Sonoma, CA
South Carolina
South San Francisco, CA
St. Pau, MN
Tennessee
Texas
Vermont
Washington
Westchester County, NY
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Examples of Mandatory Handouts
• Federal: Families First Coronavirus Response
Act (FFCRA) Notice
• Effective April 1 – December 31, 2020,
private employers with fewer than 500
employees and most public employers
must provide this notice
• Informs employees of their rights
to paid leave benefits
• Must be provided to new hires
• Must also be posted in the workplace
(or distributed by mail or electronically
to existing employees)
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Examples of Mandatory Handouts
• California: Sexual Harassment Notice
• All employers must provide this notice
• Informs employees of their rights to a
harassment-free workplace and explains
the legal remedies and complaint
process available through the California
Department of Fair Employment
and Housing
• Must distribute to all employees at time
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 family leave benefits
• 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
• San Francisco: Public Health Emergency
Leave
• Effective April 17, 2020, employers with
500 or more employees must provide
this notice
• Informs employees of their rights
to paid leave benefits
• May be provided by posting in the
workplace, emailing to employees,
or posting it on an employee website
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Examples of Mandatory Handouts
• California: Family Care and Medical
Leave and Pregnancy Disability
Leave Notice
• 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
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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
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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
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Examples of Mandatory Handouts
• Montana: Important Information
Regarding Unemployment Insurance
• Employers must distribute this notice
to employees at the time of separation
from employment
• Informs employees of the availability
of unemployment insurance and how
to file a claim
• New handout effective April 1, 2020

14

Examples of Mandatory Handouts
• Minnesota: Wage Theft Notice
• Effective July 1, 2019, employers must provide
this notice to new employees at time of hire
(and with any pay status change)
• 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 (and with any pay status change)
• Employers must keep a copy of the notice
signed by each employee
• Poster must also be displayed in the workplace
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Examples of Mandatory Handouts
• District of Columbia: Family and Medical
Leave Act During COVID-19 Notice
• Effective March 17, 2020, employers must
provide this notice to new employees at
time of hire or include in employee
handbooks
• Informs employees of their rights to public
health emergency leave under the D.C.
Family and Medical Leave Act
• Must also be displayed in the workplace
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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
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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
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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
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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
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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
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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
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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
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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
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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
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Examples of Mandatory Handouts
• New York: Paid Family Leave Notice
• Updated for 2020: Informs employees of
their paid family leave benefits
• Notice must be provided in employee
handbooks
• Employers who do not have employee
handbooks must give this notice separately
to employees
• 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
of pay, regular payday, name of
employer, and any allowances taken
as part of the minimum wage
• Notice must be given in English and
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 (and with any pay status change)
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Examples of Mandatory Handouts
• New York City: Stop Sexual Harassment Notice
• Effective September 6, 2018
• Must be provided to new employees at time of hire or
in employee handbooks

• New York City: Lactation Accommodation Policy
• Effective March 17, 2019
• Must be provided to new employees at the time of hire

• Westchester County: Earned Sick Leave Notice
• Effective April 10, 2019
• Must be provided to new employees at the time of hire
and existing employees by July 10, 2019

• Westchester County: Safe Time Leave Notice
• Effective October 30, 2019
• Must be provided to new employees at the time of hire
and to 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
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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 email
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):
ü Print and distribute by hand
ü Include as an email attachment
ü Incorporate into policy manuals
ü Include with pay checks
ü Send by regular mail
ü 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

Compliance Specialist
954.970.5688
pkettwig@hrdirect.com
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