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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 asingle 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
v Up to $21,410 per violation
v" Daily 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
Daly City, CA
Delaware
Denver, CO
District of Columbia
Duluth, MN
Emeryville, CA
Flagstaff, AZ
Florida

Georgia

lllinois

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

(effective 5/14/20)

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, NY6

)
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Examples of Mandatory Handouts

Federal: Families First Coronavirus Response
Act (FFCRA) Notice

EMPLOYEE RIGHTS‘/
Eﬁ e CtiV e April 1 . D ec emb er 31 ) 2020’ G‘L'Ssi'cr?.éfﬁ&fl‘.‘é‘s"ﬁés’%"é%i"oﬁi'&'tﬂ;".125'35'34'5;‘,‘::‘.5“",,‘,\"'
private employers with fewer than 500 ’
employees and most public employers A 2 .
must provide this notice B

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 e e
e Californians

to paid family leave benefits / e preset o

the moments
that matter.

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

¢mer, City & County of San Francisco

b pyblic Health Emergency Leave

Coveoet Ermpares Mt st Where Empoyees Can Read Exndy

on or before April 72,2020,

unable to work (or tebework) due to the fobowing:

biect 1o an irdwicsal OMD-9, incuding
shafter pllu: rders.

This indudes an employee who & 2 member of 2 E " which are

sldes; (2) have certain heaith condiions such 2 heart mm: see, disbetes, kidney disaase, 2nd weakmed immune
systems ot (1) who are pregnant o were pregnart in the ket two weeks.

provider to se¥ quarantine.

cfthe categeries isted above.
o caring e " besn chosed or
person is uravaiabie, due 1o the Pubiic Heabh Emesgency
autstntisly Healfh Officer o federal e

rplayer
rployee has been adhised by 3 health care provides 3

il
self-quarantine o is expeniencing symphoms of COVIDA.

bealfs mbrmesion o cther 2 dochor's ote. &

>
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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

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:
o Five business days after an employee’s seventh consecutive day of absence due to family or medical
leave, or
o 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
As of Jan. 1, 2020, Washington employees who have worked 820 hours or more 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, 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 empl 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 Pagelof1
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Examples of Mandatory Handouts
Colorado: Overtime and Minimum P e,
Wage St andards Not|ce (COM PS nﬂmlmunmms.mn..,.u..,.,..m:.:«.,.r:u:“%n:d..:s;::mwmgs.,mm.mm:.::mu
Order 36)
Every employer who publishes or e S
distributes any handbook, manual, e R
or policies must include this notice T B -
in their handbook, manual or policies | ==="" B
Must be provided upon request
Must also be posted in the workplace
New handout effective March 16, 2020
13
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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

Montana Department of
LABOR & INDUSTRY

Motioe to Emoiovess
or whase
hours are reduced, due 10 nO fault of thewr own and who meet Montana Ui eligRiliy requirements. To
‘our Claimant Handbook at
s dbmegoy For 19, ples covioa9
TR T 19, information.
Aclaim for reduced. Filing
can be done aniine 3t MontansiWorks Sov of by callng (405) 444-2545 10 file by phone.
To file a claim. individuals wil nme
last 18 months including:
 Dates of employment,
o Empioyer's legal business name, and
Acatonaty,
o ¥an indvidual wishes 10 recelve benefis via Direct Deposit. they wil need heir account
rumber and bank routing number.
¥ the claimant & an ex-mikary membe, they must provide 3 copy of Member Copy 4 of your
00:
' aUS. ditizen, they mest provide thek alien registration card number

&nat
and expiration date.

] Ough @ union hall, ey andlocal
Framiber of the hall.
+  For feceral employees. having a copy of your SF-8 or SF-50 may assist in fiing.

Once filed, a claimant can check the status of their Claim of Can FEqUESt PIyMENt, by Feturming 1o

call our Qaims. at (406) 4442545 or emal
PUSPEA-EIN
cn rmation 1o afected empioyees ks required In complanc he
ronavinus Aesponse Act. (Pub 7

UNEMPLOYMENT INSURANCE DIVISION - v PYocsssing BUmau G foiod by
00 Hebe, UT 53604 6120 (306) L832545 FAR (406) 44

Y
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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

(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

m‘ DEPARTMENT OF
LABOR AND INDUSTRY

Employee noti
Employee: Address:
Phone number: Email addr
Leg: oy ain office/Principal place of business ad
Phone number: add
employer (i
Mailing adidre erent):
3
0 employel
Legsl bass Employee Prehire Notice
8 Employe 1. tmployee: Start Date:
4. Rate: S | | ‘ |
vadby: |
| (optona) informati
ommend 1
S
[ ] [
Leave bend St
Sick leas 3
How bene 0 ves, employee is exempt from [ overtime [ min. wage D) other provsions of Minn. Stat. ch 177)
per O year 1f yes, exempt, identify legal basis for exemption:
Term:
6. Deductiond
Rate or ay:
. paidby: DHou oay o piece []Commission [ Other method
um ) "
__ hours pe
Date empl
Other
hour of state
e employe 75% of 1 hour of stat
over signd : Dlsickand ssfe
fow benef ved include al o policabe types):
Sickand safeTime: ____| _ tem__
rms of use:
Time* accrual i —
ime* before thi ater
mmmmmmmmmmmmmmmmmmmmm
5. (Optional) Other relevant notice o information:
the employee, have recei

15
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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

* k k
EEE——
il

On March 1, 2020, the Mayor g\tdl.hrcullnwlﬂpon Emergency u-ndmm(cnm.mn

temporarity amends n D.L. Fami lmnm(n(mu)muam mnwcﬂgl uringa

of Colsmbia. Th
17,2020 t0 June 15,2020,
KEY OF THE TO THE DCFMLA

1. Waiver of Certain Requirements (0.C. Code § n—sm()k ring a public nnm.mgmys«lmd
by the Mayos when raquesting laave under SCEMLA, an ersploye I-Mno\nm-wlwdfw
employer for 1,000 hours in the past year e-nn /e one year of continuous service, if the employee ha:

bya

of Health, or other District or federal agency.

2. Creation of i Code § 32-502.01) A new section is addoam
the DCFMLA providi duringa by the Mayor, if

employee m-,

public health emergency declared by th
m-odu\gmln coioyes of amy siza ) o

the Mayor, Of
fadacal aguncy that he smployee el quarantine
ion, the declaration of public

o government
ealth emergency shall serve as ce ertifcation.

The e p«mnm punndmmmm m a conspicuous place. An er pln.mnmu ully fails to
post this notice may be ordered to pay a swfuncnuym:mm ils to post the notice.

16
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Examples of Mandatory Handouts

e 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

SrATeor DevwRARE DepARTENT OF g
DWISION OF INDUSTRIAL AFFAIRS
425N Mamr ST 3 com
Wamron OE 19602 655 Bar Rowd, St 2H Ceren Geonceroun DE 19047
(302) 761-8200 Dover. DE 19901 (302)424-1134
(02)424-113¢
The D In isplayir ic i cartoons, or graffiti
on computers, emails, cell phones, bulletin boards,
ete.
«  making sexist remarks or derogatory comments based
on gender
Is Under
the Law
Itis a violation of the law for an employer to take action
against you because you 0ppose or speak out against
U sexul haras sare
Sexual Harass! t and the Law lo
s
-
employee is subj that indudes unwel o
sexual advances, requests for sexual favors, and other verbal S
or i of a sexual issic
such conduct is made either explicitly or implicitly a term or re
it their
at they
Report Sexual Harassment
If you have witnessed or experienced sexual harassment
inf ‘
officer at your workplace, or human resources as soon as.
possible.
call
‘or 302-424-1134 or visit
/[ dia ¢ e
ymplaint or report discrimination.
sexual favors The Department can investigate or mediate your
complaint and may be help you collect lost wages
nnnnnnnnnnn
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Examples of Mandatory Handouts

Massachusetts: Rights and Obligations

. E_mployer thic_e to Employee ) !
U n d e r th e M a Ssa C h u Setts Fa m I |y a n d El;gar‘lll:i:x’(h):h(;git.T;u;h:er the Massachusetts Family and Medical
Medical Leave Law

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

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

ina ar.
A employee's weekly benefit amount will be based on the employee’s earings, with a maximum
benefit of $550 per week.

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

MASSACHUSETTS COMMISSION AGAINST DISCRIMINATION

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

The Pregnant Workers Faimess Act (‘the Act”) amends the current satute probibiting discrimination in
employment, G.L. c. 151B, §4, enforced by the C Against D
(MCAD). The Act, cffective on April 1, 2018, expressly prohibits cmployment discrimination on the

basis of pregnancy and pregnancy-related conditions, such as lactation or the need to express breast milk
for a nursing child. It also describes employers” obligations to employees that are pregnant or lactating
and the protections these employees are entitled to receive. Generally, employers may not treat
employees or job applicants less favorably than other employees based on pregnancy or pregnancy-
related conditions and have an obligation to accommodate pregnant workers.

Under the Act:
* Upon request for an accommodation, the employer has an obligation to communicate with the

employee in order to determine a reasonable accommaodation for the pregnancy or preguncy- -related
condition. Th uullcdln interactive process, " and it must be done in good faith. A reasonable
that allows the employee or job applicant to perform
Lhcwmdﬁamm ﬁhe;ob while pregnant or experiencing a pregnancy-related condition,
without undue hardship to the employer.

o An cmployer must accommodate conditions related to pregnancy, including post-pregnancy

conditions such as the need to express breast milk for  nursing child, unless doing so would pos an
undue 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 employee 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 unduc 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 employee’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

accommodation requested is for: (i) more frequent restroom, food or water breaks; (ii) seating; (iii)
limits on lifting no more than 20 pounds; and (iv) private, non-bathroom space for expressing breast
milk. An cmployer, may, however, request medical documentation for other accommodations.

o Employers must provide written notice to employees of the right t bcfm:ﬁmndnxnmmlhmdm

to pregnancy or a condition related to pregnancy, including the right to reasonable
for conditions related to pregnancy, in a handbook, pamphict, or other means of notic e o ltr than
pnuzon;

"
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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

EARNED SICK TIME

Notice of Employee Rights

Beginning July 1, 2015, Massachusetts employees have the right to eam and take sick leave from work,

WHO QUALIFIES?

All employees in Massachusetts
can earn sick time.

This includes full-time, part-time,
temporary, and seasonal employees.

HOW IS IT EARNED?

Employees eam | hour of sick fime for every
30 hours they work.

Fmployees can earn and use up 10 40 hours per year

if they work enough hours.

Employees with unused eamed sick time at the end of

the yeir can rollover up to 40 hours.

Employees begin earning sick time on their first da

of work and may begin using carncd sick time 90 days

after starting work

WILL IT BE PAID?

If an employer has 11 or more employees,
sick time must be paid.

For employers with 10 or fewer employees,
sick time may be unpaid.

Paid sick time must be paid on the same
schedule and at the same rate as regular wages.

WHEN CAN IT BE USED?

An emplayee can use sick time when the employee
or the employees chikl, spouse, parent, or parent of
a spouse is sick, has a medical appointment, or has to
address the effects of domestic violence

The smallest amount of sick time an employee can
take is one hour,

sick time cannot be used as an excuse 10 be late for
work without advance notice of a proper use.

Use of sick time for other purposes is not allowed
and may result in an employee being discipined.

CAN AN EMPLOYER HAVE A DIFFERENT POLICY?

Yes. Employers may have their own sick leave or paid time off policy

least the

» long o employees can us

same amount of time, for the same reasons, and with the same job-protections s under the Eamed Sick Time Law

RETALIATION
Employees using earned sick time canmnot be fired
retalinted against for exercising or
attempting o exercise rights under the law

Examples of retaliation inchude: denying use or
delaying payment of eamed sick time, fi
employee, taking awity work hours, of giving the
employee undessable assignments

NOTICE & VERIFICATION

Employees must notify their employer
before they use sick time, except i a emergency.

Employers may require employees (o use
reasonable notification system the employer create

If an employee is out of work for 3 consecutive days
OR usas sich time wilhin 2 woek of eaving his o hor
job, an employer may require documentation from a
medical provider.

DO YOU HAVE QUESTIONS?

Call the Fair Labor Division at 617-727-3465

®

Visit www.mass goviago/earnedsicktime

Commonwealth of Massachusetts
flice of the Attomey General

English - July 2016 Tl text of
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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
f your need for your employer

©7

days leave. If your need for eamed sick leave s unforeseeable.
(cannot be planned in advance). your smysoyer may reQuFe you 1 give note 58 200 5 t s practca

New Jersey Earned Sick Leave
Notice of Employee Rights

Under New Jersey's Eamed Sick Leave Law, most empioyees have a right to accrue up to 40 hours of eamed sick
leave per year. Go to nj gowlsbor to leam which employees are covered by the law.

and existing
m,v—mmuyucv-m-n 2015, Employers must also post this notice in a conspicuous and
accessible piace at all work sites, and provide copies to employees upon request.

YOU HAVE A RIGHT TO EARNED SICK LEAVE.

Amount of Earned Sick Leave

Your employer must provide up 1o a fotal of 40 hours of eamed sick leave every benefit year. Your employer's benefit
s Start of Benett Year: End of Benefit Year:

Rate of Accrual

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

Date Accrual Begins
You begin o accrue eamed sick leave on October 29, 2018, or on your irst day of employment, whichever s later
Exception: I you are covered by a collective bargaining agreement that was in effect on October 29, 2018, you begin
10 accrue eamed sick leave under this law beginning on e date that the agreement expires.

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

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

+ You need diagnosis. care. treatment. of recovery for  + You need 1o afiend school-related confe:
2 mental or physical lliness, injury, or heaith condi- meetings, or events regarding your child's education:
tion; or you need preventive medical care. or 1o altend a schook-related meeting regarding your

+ You need to care for a family member during diag- childs tiaalth.
nosis. care, treatment, or recovery for  mental o « Your employer's business closes due o a public
physical Bness. injury. or or your you need 1o care for a child
family member needs preventive medical care. whose school or child care provider closed due 1o &

« You or a family of

domestic violence or sexual violence and need
time for treatment. counseng. or to prepare for
legal proceedings.

Family Members
The law recognizes the following individuals as “family members:"

- Chaa (isokogical, adopted, o foster chad; stepchid; Grandparent
lega ward: chi o 8 domestic partner o G tnlon | gL o
pariner) = amployess pant or Gancparent

* Grandchitd . Slhingdlﬂemme:m-e ‘Gomestic partner.

- Siing o covi unon pant

* Spouse = Any other individual related by biood to the empioyee

- Domestc partner or cvl urkon pariner + Any indiidusl whose ciose assocation wih the

« Parent empioyee is ihe equnvalent of tamily

pagetor2

secutive
health care

your employer
Jan ofter o

any oter
under the law.

b usage.
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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

£“* H ”
Whistleblower Act
Emptoyer

1. Now Joraey s prohibits an employer fom taking any retsatory acon ageinst an employes becass $e

employes doss any of e oomieg

2 Discioses, or reatens 1 dsciose. 10 3 supervisor or 1 3 public body an actwity. policy or pracice of he
empioyer or anciher employe: with whom theve & & business relatnay, that e empiOyes resscnatly
Beleves i it vilation of & ke, r & de or regulation iesued tder S lam, o, it e case of a1 empioye
Who IS a icensed or Certfied healh care professicnal. reascratly Deteves CONSStutes MEroper Quality of
pation care

e or mqury i
sy violaon of e, or & ule O egudation eeued Ui the e by e empiyer or ancther empicyer, wih
probesscnal hearrg
or icuury into cuaiey of patert care. or
Customen. smpioyes. fmer smployee faracn -

@ Prowides mformaton reganing any percerved creminal Or Faudulent actady PokCy Of Practice of deCcepton
o vestor chent,
patent Cusiomer empicyee OMMer eMOICYSe fetree Of DENSOner Of the EMOICYer Of Ay gOvernmental
entty.

Otyects to, or refuses 1o participate i, any activity. policy of practice which the empioyee reascnably
Deteves
(1) i viation of a ke, or & ke or regulation issued under the kew ox # e employes & & kcensed
o
(@) = Yaudulent or cimeres or
(@ is Incompativle with a clear mandate of public polcy Conceming the pubiic health, safety or weltare
protecton of the eneorment a9
has Brought the actwity. poCy o practice 10 he aftenton of 3 superviscr of the emgicyee by writen notce and
oty or pracice. Howeve, deciomse & not
requIred where the empioyee reascnatly beleves Mat the actviy DOCY Of ractce 1S AnOwn 1D One O more.
s 28 8 rom of e dacomse, provided
Ihat the siuaton = emergency i natre
CONTACT
s emclore b desigrated th ke conact g
receive wrtten neaaonS. Puriuant 1 paragreph § sbove LIS A. 34.19-4)
Name
Ascrens
Telephone Numter
This notice must be conspicuously displayed.

O each yews, employers wih 10 or mess employees must dairbuts Actce of 6 ke 1 ek employess.

¥ you need Pus document 3 language ofher han Engish o Spaneh. pease cal (609) 292 7832
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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

bl(:m of .ﬂenllrmv

T ]

Many New Jersey Taxpayers Are Eligible
For 2019 Earned Income Tax Credits
Both  foderal and New Jersey Eamed Income Tax Crodit (NJEITC) are available o eligible taxpayers.

Warkers who are eligible for the federal crodn abuo qualify for the NJEITC. Like the federal crodie, the
NIEITC can reduce the amount of ax you owe, of increase the of your refund check.

T of percentage of your federal Eamned lncome Tax Credit. This year, the
NIEITC amount is owll o 195 o thefoderalsrdi it S0 if your foderal Earmed lncome Tax Crodit is
4,000, your NJEITC will be $1.560.

1f you lived in New Jerscy for only part of 2019, your NJEITC will be bused on the sumber of months
wuuml\nkm resident. For this calculation, 15 days wmuﬂ s cme month
For mare information sbout the NJEITC:

Waw state nj s reasury Lnation e eitcingo shiml

o lnpuion beps www stale 5 s lieasury TMIOR Organization -segsomal shimd

o Iy phose: (609) 9435000
For more information about the 2019 federal Earned Income Tax Credit:

o Ouling baps/www irs gon crodits-de dviduals/carncd- -
o Call the IRS at 1-500-529-1040
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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

{ ( \ State of Connecticut
P em ) CoMMISSION ON HUMAN RIGHTS AND OPPORTUNITIES
L= Prometiog Eguality avd fustic fon o8l Ponpls

SEXUAL HARASSMENT IS ILLEGAL
and is prohibited by
The Connecticut Discrimination Employment Practices Act, and
Title VIl 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 Remedies 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

24
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Examples of Mandatory Handouts

NeW YO rk: Sexual Hara ssment Policy’ Al Employers in New York Sate | £ \1| Sountrssment
Complaint Form and Prevention Notice s

NY employers must provide all new e
employees with a sexual harassment policy, | =

complaint form and prevention notice at the | 2= ammnea
time of hire, and to existing employees at = -

every mandatory sexual harassment — ry—
prevention training (required annually) : o
Informs employees of their rights to a S
harassment-free workplace, how to file i e
complaints and explains where employees |-~ "

can locate the employer’s sexual T
harassment policy, training materials, | |

and complaint form S
Mandatory updates November 2019 25
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Examples of Mandatory Handouts

New York: Paid Family Leave Notice g |paidFamily e, 2020, o
N PAID FAMILY LEAVE
Updated for 2020: Informs employees of EEEEEETT
their paid family leave benefits e
Notice must be provided in employee g —— )
handbooks e e —
Employers who do not have employee - e ——
handbooks must give this notice separately | e
to employees = re—

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

Under Section 195.1 of the New York State Labor Law

Purpose is to inform employees of rate
of pay, regular payday, name of e ,.E;,.q,.,.;";';..j -

On this day, | have been notifed of my pay

NEW YORK Notice and Acknowledgement of Pay Rate and Payday
Suatr
lotice for

Name: rate, overtime rate (if eligible), allowances,

en '|0|0yer and al Yy allowances taken e A
1 Doing Business As (DBA) Name(s): villbe ) &Iha:‘:b:un jven this pay notice in
Employers may not pay a non-hourly rat v -

as part of the minimum wage Ermmre e

FEIN (optional): have been given this pay notice in English
only, because the Department of Labor

) 4. Allowances taken: does not yet offer a pay notice form in my

Physical Address: (7] None primary language.

[ Tips per hour

[ Meals per meal

Notice must be given in English and e e m—

5. Regular payday: yee Sinatire
7 .
Phone: 6.Payis: pate
Weekly
the employee’s primary language 0
[ Bi-weekly -
[ Other Preparer Name and Tille
2. Notice given:
[ At hiring 7. Overtime Pay Rate: ;‘;;:ﬁz“m",:l %:::::,:' ,:‘.:(
(] Before a change in pay rate(s), $ per hour (This must be at least 1% keep the original for 6 years.
allowances claimed or payday times the worker's regular rate, with few

Please note: It is unlawful for an employee

Employers must choose the correct = TR
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 STOP SEXUAL HARASSMENT ACT

NOTICE

» Effective September 6, 2018 R —

s ciacrmanaton aas o the naten. protects a4

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

i n e m p | Oye e h a n d b o o ks e ) LACTATION ACCOMMODATION POLICY

™ Wi pronce acconmodatons to emplyees who pump curing wer hours. This ncudes e
Sexual Ha followng lactaton accommodation polcy. Emplayees who are nursing have addtonal rghs

New York City: Lactation Accommodation Policy =

« Effective March 17, 2019
* Must be provided to new employees at the time of hire | s, =

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

28
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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

29
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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

* QOur 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.qg., 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'Send by regular mail

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

32
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@ State =

EMPLOYEE RIGHTS
o wace 51,20 s,

- t:
- B == For more information, contac
Peter Kettwig

Compliance Specialist
| 954.970.5688

pkettwig@hrdirect.com
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