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Today’s Agenda

 What are mandatory employee handouts?  

 Types of events that require notices

 The true risks of noncompliance

 The move toward allowing electronic transmission

 Examples of these mandatory notifications

 An easy, affordable solution to protect your business



Understanding Mandatory 
Employee Handouts



What Are Mandatory Handouts?

 Employee handouts are legal notifications that 
must be distributed to employees

 The notifications are typically issued by federal, 
state and local government agencies

 They inform employees of their rights and 
responsibilities under various workplace laws



What Are Mandatory Handouts? 
(cont.)

 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



When Must They Be 
Distributed?

Some notifications must be distributed:
 When an employee requests time off for a 

protected absence
 Upon notice of a workplace injury
 Upon an employee’s separation
 Whenever there’s a change in pay
 Upon an employee’s request
 At the time of hire
 Annually to all employees



How Are They Similar to 
Posters?

 They vary by state (up to 24 per state)

 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 noncompliance



What Are the Risks?

 Penalties for noncompliance can be severe
 Federal penalties can go up to more than $21,000 for 

not providing required notices or using outdated 
notices

 On the state level, fines typically range from $100-$500 
per violation

 Fines can be expensive, but the real danger is when it 
comes to employee lawsuits

 Under various employment laws, you can lose or forfeit 
certain defenses if you fail to notify employees of their 
rights



How Often Do They Change?

 Changes occur frequently

 There have been approximately 150 mandatory handout 
changes over the past year

 These changes can include a new handout requirement, 
or an update to an existing one

 Some states have had multiple changes over the 
past year



Is Electronic Transmission 
Allowed?

 Many of the newer requirements do allow for digital 
delivery of the notifications

 This seems to be an acknowledgment by the government 
that posters may not be the most effective means of 
communicating information to employees 

 Additionally, this appears to be a movement by many 
agencies to minimize the burden placed on employers

 Electronic delivery of notices is considered less work than 
displaying posters and updating each time the law 
changes 



Examples of Mandatory 
Employee Handouts



Example #1

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, to bond with a 
new child, or to participate in a qualifying 
military event

 Mandatory update December 2020



Example #2

Washington: Paid Family and Medical 
Leave Notice

 Employers subject to the state’s Paid Family 
and Medical Leave Program must provide 
this notice to employees on family or 
medical leave

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

 Mandatory update September 2020



Example #3

Colorado: Overtime and Minimum Wage
Standards Notice (COMPS Order 37)

 Every employer who publishes 
or distributes any handbook, manual, 
or policies must include this notice 
in their handbook, manual or policies

 Must also be provided upon request

 Must also be posted in the workplace

 New handout effective January 1, 2021



Example #4

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 December 2020



Example #5
Minnesota: Wage Theft Notice

 Employers must provide this notice to 
employees at time of hire and whenever the 
information changes (pay/status changes)

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

Minneapolis: Wage Theft Notice

 Effective January 1, 2020, employers must 
provide this notice to new employees at time 
of hire and whenever the information changes

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

 Poster must also be displayed in the workplace



Example #6
Washington D.C.: Family and 

Medical Leave Act During COVID-19 Notice

 Effective March 11, 2020, employers 
must provide this notice to new 
employees at time of hire or include in 
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

 Mandatory update February 2021



Example #7
New York: Sexual Harassment Policy 

Complaint Form and Prevention Notice

 All 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

 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



Example #8
New York: Paid Family Leave Notice

 Updated for 2021: Informs employees 
of their paid family leave benefits

 Notice must be provided in 
employee handbooks

 Employers who do not have handbooks 
must give this notice separately to 
employees

 Notice must also be given to employees 
when they take paid family leave



ComplyRight Mandatory 
Employee Handout 

Service 



Service Features

 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 in-house legal team, and 
automatic alerts/updates with every mandatory change



How It Works

 The service provides 24/7 digital access to your mandatory federal, 
state and local employee handouts

 In-house legal team researches all applicable laws, and immediately 
updates files when changes occur

 You are notified of new/updated mandatory handout requirements 
via timely email notifications

 Print completed handouts or send them as email attachments 
unlimited times during your active service

 Files may also be shared electronically through your internal 
employee intranet site or HRIS system



How It Works (cont.)

 Each includes instructions, explaining when and how to use (e.g., 
triggering event, frequency, foreign language requirements)

 Acknowledgments provided whenever mandatory

 Grouped by category (e.g., Hiring, Injury, Separation)

 Handouts are fillable/editable

 Attorney-written content provided for all “self-create” handouts

 Includes foreign-language versions where required



THANK YOU!


