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Save the Datel!

Thorbahn Spring Seminar 2010
When: Tuesday, May 4, 2010
Stoniehill College, 320 Washington Street in Easton, MA 02357

Brigen Winters of the nation’s largest employee benefits law firm,
Groom Law, to speak at Thorbahn's Spring Seminar!

Brigen is a principal and co-chairs the firms' Policy and Legislation
practice group. He is a leader in Washington D.C. on the ever-
changing healthcare legislation and will be presenting an all inclu-
sive healthcare forecast for what lies ahead.

Thorbahn is a preeminent employee benefits tting firm. Our success is based on a » 7 Need Phone Support?
ﬁh 0% 4B record of delivering world-class benefits solutions to clients. =
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Home What's New
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Topics Navigator
Category

Benefits & Leave
Campansstion
Discrimination

Health & Safety

HR. Administration
Performance & Termination
staffing & Training

Unions,

Topic

Accidents
Addresses and Contacts
Adrninistrative Examptian

Age Discrimination
AIDS and Disease
alcohol and Drugs
[Aliens and Immigration

State: |Alaska =
Customize: |Lock widgsts =

Quick Links
Library Time Savers
- Topics - Checklists, Sample

- A- 2 Topic List
- Mews

- White Papers

Policies, and Farms

- Job Deseription
Examples

National

District of Columbia Publishes Paid Sick
Leave Rules

January 16, 2009 - The District of Calumbia's
Department of Employment Services has published
proposed rules that would implement provisions of the
accrued Sick and Safe Leave act of 2006,

Most Employers Say They're Ready for New
FMLA Rules

January 16, 2009 - Seventy-four percent of
employers say that their organization is ready to
comply with new Family and Medical Leave Act (FMLA)
requlations, according to a poll on
Compensation.BLR.com and HR.BLR,com,

& Be sure to chack HR.BLR.com's Naws saction for all the
latest stories,

White Papers =

How Government Bailout Requirements Affect
Your Company

January 05, 2009 - Your company is not a recipient of
the government's $700 billion Troubled Assets Relief
Program (TARP), so the bailout's rules don't impact you,
or do they? Before you decide, we encourage you to
understand the requirements and their impact on

averutive camnencatinn Snme nf the reaniraments hrinn

HR Headlines > [ what's Ne: -

Calculators:
* 2009 Turnover Rate Calculator

Policies:

« sample Family and Medical Leave
Palicy (For Use Beginning January
16, 2009)

Training Exercises:

* ADA--What Supervisars Need to Know
Training (Exercize 1)

5 Be sure to regularly check the What's
Mew page for the full list of newly
3dded content.

will Obama’s economic stimulus
proposals be successful in creating new
Jabs?

" *es, by the end of 2009

 *es, but not until 2010 or later

Mo

Yote  ¥iew previous polls

- Caleulstors
- State Comparison

e Salary Center

- Salary Finder
- Resource Centers Salary Finder
Tools Hing

- Aduanced Sesrch
- Job Description
Manszger - HR FAQs
- Policy snd Handbook
Manager
Training
- PowerPoints

HR Strange But True

"Hooters Girl' Wannabe, a Dude, Files Suit
& man says the Hooters restaurant chain
unlawfully discriminates against men by
refusing ta hire them for server positions

% Read this neek's column
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Library

Topics  News White Papers

Resource Centers  State Comparison Charts

HR. Adrninistration
Performance & Termination
Staffing & Training

Unions

Topic Updates

Alaska
violence in the Workplace
Guns at work,
ADA
Federal law compared. Note: L
disability discrimination laws.
Layoff
Updated contact infarmatian,
Unemployment Compensatil
Tax rates, benefit amounts. Mo
Wage and Hour Investigatid
Contact infarrnation.

National
Retirement Savings
2009 contribution limits. Mote:
Health Care Benefits
HSA requiremsnts, Note: RS K
Business/Travel Expenses
Mileage reimbursement rate, N
1, 2009, at 55 cents par mil,

Affirmative Action

Disabled individuals, G-FIVE inj
are discussed,

1]
Topics
state: [Alaska =
Category Topic
Accidants Quick Links
Benefits & Leave Addresses and Contacts ﬂ
Carmpensation

Administrative Exemption Library
Advertising i
Affirmnative Action 5
Age Discriminstion i
AIDS and Disease

Alcohol and Drugs

# - 2 Topic List
Hews

r 5 - White Papers
Aliens and Immigration j |58 ¢, - Stste Comparisen

Charts
- Resource Centers
Tools
- Job Description

Topics  News  White Papers Resource Centers  State Comparison Charts

Time Savers

- Checklists, Sample
Polices, and Forms

- Job Description
Examples
- Calculators
Salary Center
- Salsry Finder
Find
Adusnced Search

Resource Centers

HR.BLR.com’s Resource Centers are where our editors have gathered legal analysis, guidance
documents, time savers, news, and white papers on hot HR issues or events, including some that may
pertain to multiple HR topics. These hubs allow you to find all relevant information in one place.

Cell Phone Laws & Policies Center

Analysis, articles, timesavers, and other resources on cell phone laws and policies, including a state-by-

state listing of restrictions on cell phone use while driving, and sample policies on cell phaone use in the
workplace,

EED-1 Resources Center

Analysis, white papers, timesavers, news, and other resources to help you comply with the new EED-1
Report, & government form requiring many employers to provide a count of their smplayees by jab
category and then by ethnicity, race, and gender,

FLSA Resources Center

Articles and timesavers to help you understand the 2004 revisions to the Fair Labor Standards Act, and
to analyze your company's jobs to determine whether they are properly categorized as exempt or
nongxempt,

FMLA Resources Center (Covering Rules Effective January 16, 2009)
This resoures center includes analysis, guidance, forms, & poster, news articles, and whits papers to

help you ensure that your organization is in compliance with the new FMLA rules that go inta effect
January 16, 2009,

HR 101 Resources

This section of HR.BLR.com provides a very basic overview of the human resources profession, with
articles explaining the key laws, terms, and best practices.,

HR Spanish Language Resources

Spanish translations of our HR training and compliance timesavers, as well as analysis, news, and white
papers an requlations and issues pertaining to the Spanish-speaking workforee

Hurricane Relief & Resources Center
Information and resources on disaster response, outlets for employee giving, and steps you can take to

Quick Links
Library Time Savers
- Topics - Checklists, Sample
T Policies, and Forms
“fireny - Job Deswription
Examples

" hite Papers - Calalators
it oo
- Resource Centers - adan fdn
e Community
- Job Description - 2all

Manager - HR Strange But True
- Bolicy and Handbeok ~ Find

Manager - Aduanced Search
Training - HR FAQS

- PowerPoints

S

o
Aebl el

1, Leave of Absence (FMLA)

2, Compenzation Administration
3. aliens and Immigration

4, Hiring

5. Equal Pay/Comparable Worth
6, Fair Labor Standards Act (FLSA)
7, Job Descriptions

8 Disabilities (ADA)

9. Civil Rights

10, Layaff
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State: _Callfornla v

Category

Benefits & Leave

Compensation Garnishment

Discrimination Governrment Contractors

Health & Safety Grievances

HR Adrninistration Group Leaders

Performance & Termination Health Information Privacy (HIPA&)

staffing & Training Health Insurance Continuation (COBRA) s D)
Unions Healthcare Benefits ¥ |60 &

( | [coll ) (Bookmark %] [Pt 2) (Email [3)
" - - 3 :
|View Topic Page @ | Collapse =| | Bookmark | [Print & | [Email [g)

Leave of Absence (FMLA)
National " Notes | s . h
L 5) California Notes =]

Bl Family and Medical Leave Act of 1993 (FMLA)

FMLA (28 USC 2607) requires covered employers to provide up to 12 weeks of
unpaid family and medical leave ta eligible employees. The FMLA has also been
expanded to allow for 26 weeks of unpaid leave in a single 12-manth period for
gualified employees caring for a military servicermermber. On Novernber 17, 2008,
the U.S. Department of Labar (DOL), Wage and Hour Division, issued final
regulations governing the FMLA. The final regulations, effective on January 16, 2008,
make some long-awaited changes to the way FMLA leave is administered. The
FMLA does not supersede state laws if those laws provide greater leave rights to
employees. This means that employers cavered by the FMLA and a state law must
take steps to ensure that employees receive the full benefit of bath. For informatian

on state law reguirements,
Please see the state | eave of Absence section

DOL's Wage and Hour Division is responsible far enfarcing the FMLA.

E State Leave Laws

Califarnia has enacted many leave laws covering
various types of leave. Note that some of these laws
averlap. The state laws discussed here are:

« Califarnia Family Rights Act

+ Pregnancy Disability Leave Act

+ Paid Family Leave Program

+ Family-School Partnership Act

+ School Suspensions and Expulsions

+ Domestic Violence and Sexual Assault Victims
Leave
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[are gone.

This worksheet will calculate monthly, quarterly and annual turnover rates based on the data you input in the spaces
below. Data entry fields appear in white. Voluntary terminati are ploy who left the company by choice.
Inveluntary terminati are ploy the company termi | or who were asked to leave due to poor performance,

misconduct, or job elimination.

Enter your data below and the results will be displayed in the columns marked "Your Results”. You can print your results by clicking on
the printer icon or by selecting File and Print from the menu. The print ranges are set and the formulas have heen protected. If you

|11 | prefer to view the results in a separate report with graphs, click on the Results tab at the bottom of the worksheet. From the new
| 12 |worksheet, click on the printer icon.

13

jlg Enter Your Data Your Results
| 16 |
| 17 |Company/Department Name:
| 18 [Year: 2009 Turnover Rate
| 19 | Voluntary Inveluntary Total
| 20 | # of Terminations Avg # Emp. January 0.00% 0.00% 0.00%
21 Voluntary Involuntary _|in the Month | |February 0.00% 0.00% 0.00%
| 22 [January March 0.00% 0.00% 0.00%
| 23 |February First Quarter 0.00% 0.00% 0.00%
24 |March
| 25 | April April 0.00% 0.00% 0.00%
| 26 |May May 0.00% 0.00% 0.00%
| 27 [June June 0.00% 0.00% 0.00%
| 28 [July Second Quarter 0.00% 0.00% 0.00%
| 29 |August

| 30 |September July 0.00% 0.00% 0.00%
| 31 |October August 0.00% 0.00% 0.00%
| 32 |[November September 0.00% 0.00% 0.00%
33 [December Third Guarter 0.00% 0.00% 0.00%
| 34 |

| 35 | October 0.00% 0.00% 0.00%
| 36 | November 0.00% 0.00% 0.00%
| 37 | December 0.00% 0.00% 0.00%
| 38 | Fourth GQuarter 0.00% 0.00% 0.00%
| 39 |

| 40 | Full Year 0.00% 0.00% 0.00%

NOTE: If you have suggestions for improvements or ideas for other calculators, we want




Employee Handbook Checklist

I Yhe more questions to which vou answer ves, the more extensive vour employee handbook.

Yes

No

Do vou have onientation programs for all employees?

Do you have an employee handbook?

Is one department or mndividual responsible for your handbook?

Is that one department or individual:
Evaluated on the handbook?

Rewarded on the basis of efforts with respect to the handbook?

Do you have stated goals for the handbook, such as:
Communicating with employees?
Describing your corperate culture?
Giving a history of the company?
Stating the company’s goals?
Stating the company’s ethical standards?
Stating policies to comply with discrimination laws?
Reducing turnover?
Increasing productivity?
Reducing misunderstandings with employees?
Avoiding employment contracts?
Reducing lawsuits?
Iz the handbook written in easy-to-understand language?
Is your handbook copyrighted?
Do vou review the handbook at least annually:

To ensure that it 1s meeting its goals?

m]
m]

a

aa

ooooooooooooag

aaa

aa

ooooooooooooag

For revisions needed because of policy or other changes?
Have you requested your attorney to review your handbook?

Do you reserve the right to unilaterally alter your handbook?

ogoooao

Do you require employees to sign an acknowledgment stating that they
received the handbook and that employment is at-will?

horbahn

nployee Benefits Solutions
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Time Savers

-
[

Topici

Affirmative Adion
Affirrnative Adion
Alcohol and Drugs
Alcohal and Drugs

Child Labar
Cormmunication
Government Contractors
Government Contractors
Leave of Absence (FMLA)
Leave of Absence (FMLA)
Leave of Absence [FMLA)
Lie Detector Tests

Lie Detector Tests

Lie Detector Tests

Lie Deteckor Tests
Military Service (USERRA)
Military Service (USERRA)
Minimurn Wage

Minimurn Wage

Type

Paosters
Paosters
Posters
Paosters
Pasters
Posters
Posters
Paosters
Pasters
Posters
Paosters
Paosters
Pasters
Posters
Paosters
Paosters
Posters
Posters

Posters

Title

Equal Employrnent Oppartunity (EEQ)

Equal Employrnent Cppartunity (EEQ; Spanish)

DOL Warking Parners Alcohol- and Drug-Free Waorkplace

Jubstance Abuse Symptoms & Intervention

Child Labar Law

Emergency Contadt Numbers

Davis-Bacon Poster (Government Construction)

‘Walsh-Healey Public Contracts Act

Farnily and Medical Leave Act (FMLA, For Use Before January 16, 2009)
Family and Madical Leave Act (FMLA, For Use Beginning January 16, 2009)
Family and Madical Leave Act (FMLA; Spanish)

Employee Palygraph Protection Act (EPPA; B2W)

Employee Polygraph Protection Act (EPPA; B&W; Spanizh)

Employee Palygraph Protection Act (EPPA; Colar)

Employee Palygraph Protection Act (EPPA; Color; Spanish)

USERRA Rights Motification (Private Sector and State Gowt Ernployers)
USERRA Rights Motification Paster (Federal Agencies)

FLSA Minimum Wage (B&W; WH 1083)

FLSA Minimum Wage (Color; WH 1088)

State

Mational
Mational
Mational
National
Alaska

Alaska

Mational
National
Mational
Wational
National
National
Mational
Wational
National
Mational
Mational
Wational

National
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Topic
attendance

Performance Appraisal

[Records 1 - 40 of 152]

Type Title

Forms  Absence Report Farm

Farms  Action Flan Worksheet

Heslth Insurance Continuation (COBRAY Farms  Affidavit of No Coverage By Another Group Health Plan

Performance Appraizal
Application Farms
Application Farms
withholding
Ferformance Appraisal

Perfarmance Appraisal

Leave of Absence (FMLA)

Forms  Anniversary Performance Raviaw

Forms  applicant Tracking Form

Forms  Application for Employer Identification Number (S5-4 Farm)

Farms  Applicstion for Employer Identification Number ($5-4 Form)

Farms  Appraizal Systern Evalustion Form

Forms  Assignment Recommendation

Farms

Certification for Serious Injury or Illness of Coverad Servicernember for Military
Family Leave [WH-385, For Use Beginning January 16, 2003

Mext > Last >>

State

Mational
National
National
Mational
Mational
Mational
National
Hational

Mational

Mational

Leave of Absance (F

Ermplograent Contrad
Employment Contrad
Hiring

Alzohol and Drugs
Deductions fram Pay
Deductions from Pay
Motor Wehicles
Motar Wehicles
withholding
Discipline

Discipline

Aleohal and Crugs
withholding

Benafits

Affirmative Action
Attendance
Turnowver

Discipline

Discipline
Perfarmance Apprais
Lie Detector Tests
Orientation

Performance Apprais

Time Savers

~

<< First < Prev

Topic

Perfarmance Appraisal

Perfarmance Appraisal

Perfarmance Appraisal

Vaestions

Hiring

Hiring

Hiring

Hiring

Hiring

Hiring

Background Checks
ExemptiNon-Exempt

References

References

References

Hiring

Hiring

Healthcare Insurance

Health Insurance Continustion (COBRA)
Health Insurance Continuation (COBRA)
Health Insurance Continustion (COBRA)
Terminztion (uith Discharge)
Background Checks

== First = Prev

Type

Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters
Letters

[Records 41 - 63 of 63]
Title
Motification of Performance-Based Salary Increase (Weekly)
Motification of Performance-Based Salary Increase- Hourly
Motification of Promotion with Salary Increase
Motification of Vacstion During Shutdown
Offer of Employment (Hourly)
Offer of Employment (Internal Candidste)
Offer of Employment- Salaried Emplayee
©n-Campus Recruiting Follow-Up
On-Campus Recruiting Requast
On-Campus Recruiting- Thank You
Permission for Backgraund Check
Promotion with Salary Increase [Monexempt to Exempt)
Reference Check (Co-Worker/Friend)
Reference Check (Farmer Emplayer)
Reference Check (Schoal)
Rejection letter
Rejection letter (langer)
Responding to Insurers’ Sales Calls
Sample Coverage Change Notification Letter to COBRA Participants
Sample Notice of Unavailability of COBRA Coverage
Sample Termination Latter
Terminstion Letter (Attendance)

Unqualified Letker of Recommendation for Departing Employes

[Records 41 - €3 of 63]

Mext = Last ==
State
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational
Hational

Hational

Mext > Last >>




Tools
Job Description Manager Policy and Handbook Manager Mewsletter Wwizard

Tools

F i . Job Description Manager
Select from thousands of prewritten, standardized job descriptions; modify therm and
sawve them in your persaonal job description library. Produce PDFs and printed wersions

L with a click of vour mouse. Finding and customizing job descriptions has never been

3 easier!

G— Policy and Handbook Manager

" ! Create custorn policies, forms and handboolks in minutes. Select from our extensive
F library of prewritten, ready-to-use documents or create your own. Assemble documents
L into custorn handbooks that vou can produce in different formats.

MNewsletter Wizard

Duiclkly and easily create custom employee newsletters that can be printed, emailed, or
posted on your company's intranet.

MHMational Employee Attitude Survey

Learn what your workforce thinks about communication, supervision and tearmwork at
wour aorganization. Just send your employees the link to a guestionnaire and BLR does the
rest, resulting in a custorm-written report of your results and how they compare to similar
arganizations nationwide. Service is quick, confidential, and free with yvyour subscription.

Privacy Policy | about Us | & to = Topics

ﬁhorbahn
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Job Descriptions Manager  Mewsletter Wizard

Job Description Manager

[ e ] [ Saved ] rDisp\ay Options [ Rate Ranges T Settings [ Help )
o =
|

|
Edit a Job Description (cancel @) pelete §¢)(por “E) [ print &) [ save copy L] (save ]

89 e $ 7 Position Title: Customer Senvice Representative | | Status:
"1 Department: Field: Office and administrative Suppart
$ Reports to: Date Created: 05/14/2008
Date last revised: 05/14/2008
* Created by: i
| Pay Grade: I v
9 9 gary: [Nan Exernpt | AkemateGrade: | |
( Position Summary:
Interact with custowmers tao prav:.de information in response to ilnquirles
O about products and services and to handle and resolve complaints. Exclude

individuals whose duties are primarily sales or repair.

Tasks : Impartance (1=Low, S=High)

Check to ensure that appropriate changes were mwade to resolve customers'
problems.

01020204 Cs
®

Fefer unresolved customer grievances to designated departments for further
investigation.

010203040
3@12345

Keep records of customer interactions and transactions, recording details of
inguiries, complaints, and comments, =s well as actions taken. % 0102020405

ﬁhorbahn
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Newsletter Wizard

b
Mewslettars | | My Newslettars

MNewsletter Name: Copy of June 2008 General

. N 5
| save []) (Create POF “F)

region 1
news & notes

HOW MUCH SHOULD YOU SAVE?

A good financial guideline is to spend 70
percent of your net monthly income on
living expenses, 20 percent on debt, and
10 percent on savings and investments. A
good way to make sure that savings

don't fall through the cracks is to make
saving automatic. For example, have 10
percent of each paycheck automatically
paid inta & savings or investment account.
If you dan't feel the money in your pocket
or see it reflected in your checkbook
balance, you're less likely to spend it.

WHY SAVE?

There are many good reasons to have a
healthy savings account. Here are a few:

» Unexpected expenses such

as medical bills or car repairs.
Big-ticket items such as major
appliances or a new roof.
Children’s college. The average
cost of a college education—even
at state schools—continues to
skyrocket. How will you be able to
afford to send your kids to college
when the time comes?

Vacation and holiday trips.
Wouldn't it be great if you could
afford the vacation of your dreams

region % [T000

EMPLOYEE NEWSLETTER

region 4
June 2008

ragion 5 A48
Better Money Management

Four steps to a more secure financial future

Sty percent of Americans would be financially strapped if they got their paycheck late,
aceotding to a survey by ADP Payroll Bervices. If you're one of those people, hete are
some helpful recommendations from the Consumer Credit Counseling Service of Motitana

1. Recognize the difference between wants and needs. Make sure you pay custent
living expenses and debt obligations begfore spending money on nonessentials

2. Dewelop and use abudget. & budget lets you see whete your money is going, set
artion steps to reach goals, plan shead for unexpected expenses, and determine
how much debt you can comfortably afford.

3. Live within your means. & good guideline is to spend no more than 20 percent of
yourincome on debt, not including rent/mortgage. Example: Minimum monthly
payments for credit card #1 = §20¢month and for credit card #2 = $50/month. Car
loan = $250/month. Total minimum mordhly payments = $320. If net monthly
ncome = §1,000, then $320 / 1000 = 32 percent. If yow're near of over 20 petcent,
o are probably stretching your paycheck too thin,

4. Recognize the signs of trouble. Vou may be in finan cial trouble if you:

ﬁhQ" bahn
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HR BLR

Training

Policy and H. Wizard

Ioh Description Manager

[ oocuments |[ colections | uUpdates  |[ settings || Help ]

" % Settings

(The fellowing infermation will be sutornatically inserted in all dosurnents whan apprepriste.)

Company Information

Company name: [[Company Name ierel |
Company Address 1: [
Company Address 2:
$ Gity: |
State: [-select-- =] zipcode: [ |

Phone Number:

$ (y uUpload Company Logo: Browse. 1Upload]
. 0

other Information

' HR Manager: |

Training My HR .BLR

Wizard

Policy and |

Job Description Manager

$ 9 O O Documents Gollections H Updates H Settings H Help ]
New Collection n

Collection Title: | | Edit options |
" . m Documents Selected For Collection:
Available Documents For Collection:  [Fiter by =
. At-Will Statement(E)
Access to Medical Records(h) - Erual Employment Opportunity and Affirmative Action(i)
Accident Reporting(E) Canfidentiality of Information(E)
Accident Reporting(M)
< Atfitawit 0f Domestic Partnershin E)
Authorization for Payroll Deduction(E) Add &

Authorization to Disclose Metical Records(E)
Bereavement Leavs(E)

Bereavement Leave(M)

Business Ethics(E)

Cameras, PDAS, and Yidso Equipment(E)

Remove

Change of Personal Information(E)

CHANGE OF PERSONAL INFORMATION(E) Move Up
Company History(E)

Computer Loan Pragram(E) Mave Down 45

Continuation of Health Insurance - COBRACM)
Copying and Faxing for Persanal Use(E)
Corporate Deta Securty(E)

Deductions from Pay(E)

Direct Depostt Authorization Form(E)

Direct Depost(E)
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Demo Access

usernames/password are not case sensitive....

URL

Username

Password

demo@thorbahn.com

thorbahnHR
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