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Human	Resources	Other	items	for	you	Human	Resources	Learn	more	Ã	¢	â	€	Human	resources	Read	more	Ã	¢	â	€	Human	resources	Learn	more	Ã	¢	â	€	â	€	Human	resources	Learn	more	Ã	¢	â	€	â	€	Human	resources	Learn	more	Ã	¢	â	€	Human	Resources	Learn	More	The	head	startup	programs	are	good	only	as	their	people.	Explorer	resources	on	this
topic	to	ensure	that	staff	members	and	volunteers	have	the	credentials	and	skills	needed	to	provide	quality	head	boot	services.	Discover	the	ways	to	safeguard	the	health	of	the	program,	well-being	and	the	involvement	of	personnel,	and	to	emphasize	training	and	professional	development.	Find	a	number	of	educational	resources,	including	federal	and
regional	training,	technical	assistance	staff	(TTA)	and	online	materials.	Find	out	how	to	conduct	a	comparability	survey	that	analyzes	the	compensation	of	employees	in	similar	organizations	offer	parallel	services.	More	information	This	interactive	guide	is	designed	to	help	start-up	leaders	and	ready	to	leaders	of	the	head	in	advance	better	use
consultants	to	bring	the	change	of	lasting	program	and	improvement	of	quality.	Find	useful	resources	in	the	toolbox.	Further	information	Find	out	how	HR	systems	play	a	vital	role	in	development	and	maintaining	the	start-up	programs	of	the	quality	head	and	early	start	programs	and	driving	the	continuous	improvement	of	the	program.	Further
information	Review	recent	research	and	perspectives	on	key	multicultural	principles.	This	resource	has	a	multicultural	principle	for	chapter,	providing	research	and	guidance	to	support	this	principle.	Learn	more	Human	Resources	Learn	more:	Human	Resources	Last	update:	14	May	2021	Product	details	If	you	supervise	employees	or	external
collaborators,	the	manager	¢	s	legal	handbook	is	the	perfect	resource.	Do	you	need	information	on	extraordinary?	Do	you	want	useful	ideas	about	workplace	policies?	Ask	a	question	about	trade	secrets	and	you	need	the	answer	now?	This	book	provides	everything	you	need	to	stay	within	the	limits	of	the	law,	including	information	on:	Assumption	of
discrimination	and	harassment	wages	and	hours	privacy	free	time	of	workplace	policies	and	layoffs	and	layoffs.	Designed	for	managers,	business	owners	and	human	resources	professionals	requiring	moving	responses,	the	legal	manager	manual	covers	the	most	common	problems	of	employers.	The	tenth	edition	is	completely	updated	to	reflect
changes	to	laws	of	discrimination,	extraordinary	rules,	minimum	wage	laws	and	more.	It	also	provides	updated	information	on	the	laws	of	each	state,	including	paid	disease	leave	and	paid	family	leave	laws.	A	takes	everyday	work	topics,	such	as	hiring	and	layoffs,	and	breaks	the	question	already	in	understandable	segments.Ã	¢	legal	-American
reference	books	Annual	about	the	Table	Author	of	Contents	How	to	use	this	book	Additional	resources	Job	offer	Interviews	Making	Promises	Candidates	with	Disabled	Testing	Checks	Candidates	Background	Order	Consumer	Reports	Young	Workers	Job	Offer	Letters	Written	Contracts	The	Standards	Act	Fair	Labor	who	decides	What	to	pay	people	The
minimum	wage	Overtime	meal	and	break	breaks	breastfeeding	breaks	travel	times	Flexible	Guard	Work	pays	docking	and	free	suspensions	Garnishments	Equal	Pay	held	records	Requirements	Fight	against	discrimination	Racial	laws	and	National	Origin	Sex,	pregnancy,	and	sexual	harassment	of	information	Genetic	sexual	orientation	and	gender
identity	religion	Expression	of	religious	political	beliefs	of	disabilities	of	the	staff	and	the	volunteed	law	for	employee	employees	prevention	Sexual	communicate	with	employees	effectively	to	assess	the	performance	and	management	of	file	personnel	for	families	and	children	in	the	workplace	Holidays	and	the	patients	Leave	family	and	medical	Leave
pregnancy	and	parental	leave	Jury	Duty	and	military	vote	abandons	domestic	violence	Leave	other	types	of	leave	the	right	to	privacy	testing	current	employees	internet	monitoring	because	your	company	needs	an	e-mail	privacy	dependent	messages	and	social	networking	out	of	service	behavior	in	the	workplace	Research	health	and	security	laws
WORKERSÃ	¢	Health	care	compensation	REFORM	Cell	phones	and	driving	smoking	smoking	and	alcohol	the	National	Labor	Relations	Act	Performance	Elections	and	the	Organization	of	Election	Campaigns	Declarations	Protected	Concerted	Concerted	Concerted	Union	Activities	and	Union	Unions	Collective	Trading	Company	Contracting	and
Committees	for	Employees	Strikes	Classification	of	workers	Benefits	and	disadvantages	of	use	Independent	Contractors	Important	documents	When	taking	independent	contractors	written	agreements	with	Independent	Contractors	Copyright	Property	The	law	of	commercial	secrets	Protecting	trade	secrets	Non-disclosure	agreements	Uncompeted
agreements	not	chords	of	recruitment	by	competitors	disciplinary	workers	in	the	workplace	To	examine	the	complaints	retaliation	violence	responsibility	for	an	employee	s	illegal	actions	reasons	to	dismiss	cooking	employees	contracted	contracts	with	jobs	to	make	the	fire	decision	as	fire	before	making	a	l	Alternative	impairment	to	layoffs	Do	the	cut
conduct	a	dismissal	notice	requirements	for	layoffs	References	What	to	say	Collaborators	When	an	Employee	and	Health	Insurance	Leaves	Severance	Print	Unemployment	Indemnity	Example	Chapter	Rent	can	be	a	difficult	task	for	managers.	It	is	quite	challenging	to	find	the	right	person	for	work,	someone	with	ability,	attitude,	personality	and	other
important	qualities	to	be	a	success	to	your	company.	When	you	add	legal	concerns	in	the	mix,	hiring	may	seem	like	a	truly	discouraging	responsibility.	But	you	can	not	simply	ignore	your	legal	obligations	during	the	interviewing	of	the	candidates	and	assuming	new	employees.	Federal	laws	and	state	employment	reach	over	current	employees;	Many
also	protect	those	who	apply	to	work.	For	example,	these	laws	could	prohibit	discriminatory	work	publications,	put	the	limits	on	the	information	that	can	be	collected	in	a	background	control	or	released	certain	types	of	screening	tests	of	the	applicant.	What	are	more,	the	things	you	say	and	do	during	the	recruitment	process	could	go	back	to
persecuting	you	and	your	company,	especially	if	an	employee	claims	to	have	offered	a	work	contract	or	job	security	promised.	The	good	news	is	that	following	sensate	and	careful	recruitment	practices	will	keep	your	company	out	of	immediate	legal	problems,	you	will	help	you	find	the	most	qualified	employees,	and	do	not	score	problems	problems
from	get-go	"will	help	prevent	malfunctions	Management	head	and	possible	legal	causes	along	the	way.	This	chapter	explains	the	jurisprudence	and	recruitment	outings	and	provides	practical	advice	on	how	to	find,	interview	and	seal	the	agreement	with	your	lucky	new	rental.	Jobs	Your	obligations	Legal	start	at	the	beginning:	Advertising	for	an	open
position.	Although	a	workstation	may	seem	harmless,	the	words	you	use	can	get	your	company	in	trouble.	In	particular,	it	is	important	to	pay	attention	to	the	language	that	could	be	interpreted	as	discrimination	against	Candidates	based	on	a	characteristic	protected	by	federal	law	or	state,	as	a	breed	or	gender.	(to	learn	which	characteristics	ICA	are
protected	by	federal	and	state	law,	see	chapter	3.)	some	off-limits	topics	are	obvious:	most	managers	know	that	a	job	announcement	can	not	have	been	Ã	¢	â,¬	"white	males	are	needed.	But	companies	can	also	get	into	trouble	by	publishing	an	announcement	that	discriminates	on	a	more	subtle	level,	even	if	it	was	not	their	intention.	For	example,	let's
say	you	want	to	take	a	technician	for	the	department	of	information	information	about	your	company.	Almost	all	the	day	of	the	technician	would	have	been	spent	on	a	computer.	Sometimes,	however,	i	Your	company	must	install	new	equipment,	which	may	require	them	to	carry	computers,	monitors,	printers	and	so	on.	Should	you	write	a	job
announcement	by	saying	that	candidates	must	be	able	to	raise	at	least	50	pounds?	Well,	that	kind	of	requirement	would	have	passed	candidates	with	certain	disabilities,	as	well	as	a	disproportionate	number	of	women.	Because	lifting	is	only	occasional	and	could	be	obtained	from	other	means	...	using	machinery,	for	example	-	including	a	requirement
of	your	ad	could	be	discriminatory.	Frequent	frequent	questions	Assumption	I	have	to	advertise	open	positions?	No.	Although	the	federal,	state	and	local	governments	are	generally	necessary	to	publish	openings,	the	private	companies	are	not.	Nevertheless,	there	are	some	excellent	reasons	to	advertise:	you	can	choose	from	a	broader	pool	of
candidates,	which	increases	your	odds	to	find	the	best	person	for	work.	Avoid	involuntary	discrimination.	For	example,	if	you	rely	exclusively	on	the	word	of	the	mouth	when	you	are	looking	for	candidates,	and	you	only	know	people	from	your	breed	or	ethnia,	your	process	of	recruitment	could	be	prevented.	You	can	avoid	the	appearance	of	nepotism
or	favoritism.	If	you	take	your	friends,	your	family	members	or	neighbors	to	come	and	work	for	you,	the	employees	who	currently	refer	might	think	that	you	would	play	favorites.	By	posting	open	positions	and	choosing	your	assistance	from	a	wide	range	of	candidates,	you	can	show	your	employees	who	take	...	and	manage	"based	on	merit	alone.	(For
advice	on	effective	and	legal	advertising	Advertising,	see	Ã	¢	â,¬	"Public	workstations,	Ã	¢	â,¬".)	Are	there	questions	that	I	can't	ask	during	a	job	interview?	Yes.	Several	topics	are	off	limits.	For	example,	you	may	not	ask	if	a	candidate	has	a	disabled	people,	as	a	country	It	comes	a	applicant	from	"and,	in	some	states"	if	an	applicant	has	ever	been
arrested.	(to	learn	what	questions	you	can	and	cannot	ask	for	an	applicant	during	an	interview,	see	Ã	¢	â,¬	Å	"Interviews,	Ã	¢	â,¬	Below.)	Are	there	things	I	shouldn't	say	when	I'm	trying	to	convince	a	really	strong	applicant,	do	you	have	a	job?	Hot,	don't	overdo	it.	If	exaggeration	you	...	or	utensi	the	lie	-	on	the	position,	the	future	of	the	company,	or
other	important	facts,	and	the	applicant	takes	work	based	on	your	statements,	he	or	she	can	report	the	company	if	your	statements	turn	out	to	be	false	Similarly,	avoid	any	statement	that	promises	work	security	or	occupation	continues	if	the	applicant	takes	the	position.	(For	more	information	on	the	statements	to	avoid	when	taking,	see	Ã	¢	â,¬	Å
"Making	promises,	Ã	¢	â,¬	below.)	Can	I	ask	if	a	candidate	has	a	disability?	No.	Americans	with	Distabilità	Act	(Ada)	prohibits	you	to	ask	if	an	applicant	has	a	disabled.	Instead,	you	should	concentrate	your	interview	questions	about	the	recurring	ability.	For	example,	you	can	ask	if	and	how	an	applicant	will	carry	out	every	essential	work	function.	If
you	know	that	an	applicant	has	a	disability	(because	it	is	obvious	or	the	applicant	told	you),	you	may	ask	if	the	applicant	will	need	accommodation	to	perform	the	job.	(For	more	information	on	avoiding	disability	discrimination	when	assuming,	see	Ã	¢	â,¬	å	"Applications	with	disabilities,	Ã	¢	â,¬"	Sotto).	Can	I	ask	all	the	candidates	to	take	a	test	of	the
lies	detector?	No.	The	Polygraph	Protection	Act	(EPPA)	employee	prohibits	lies	detectors	tests	by	all	except	some	types	of	employers,	such	as	those	who	provide	certain	types	of	security	services	or	those	that	produce	pharmaceuticals.	(For	more	information	on	What	tests	you	can	ask	candidates	to	take,	see	Ã	¢	â,¬	"candidates	of	the	candidates",	I	am
below).	Can	I	check	in	the	backgrounds	to	the	candidates?	It	depends	on	the	information	you	intend	to	collect	and	those	who	collect	it.	In	general,	You	can	check	the	relevant	information	for	the	work	for	which	you	are	assuming.	However,	state	and	federal	laws	limit	from	the	collection	or	use	of	some	types	of	records	(such	as	medical	records	or	Crimi
records	Nali).	And	if	you	plan	to	have	a	third	party	a	background	check,	you	need	to	get	the	written	consent	of	the	in	advance.	(See	Ã	¢	â,¬	Ã	¢	â,¬	å	"Background	checks,	Ã	¢	â,¬	Below,	for	more	information.)	Can	I	take	teenagers	to	do	clerical	work?	Generally,	yes.	Adolescents	who	have	at	least	16	years	can	work	unlimited	hours	in	any	profession
that	the	government	has	not	considered	dangerous.	You	can	also	hire	younger	teenagers,	even	if	the	law	limits	how	many	hours	can	work	and	the	types	of	jobs	they	can	do.	(For	more	information,	see	Ã	¢	â,¬	å	"Oung	workers,	Ã	¢	â,¬"	"	If	I	want	to	offer	someone	a	job,	do	I	have	to	do	it	in	writing?	There	is	no	law	that	governs	how	to	offer	someone	a
job.	You	can	do	it	in	person,	on	the	phone	or	with	a	formal	letter.	However,	you	should	probably	send	written	offer	letters	to	make	sure	that	potential	assumptions	understand	exactly	what	you	are	offering.	Offer	Aren	letters	"T	without	their	pitfalls,	however,	pay	attention	to	what	you	write.	(Find	out	more,	see	Ã	¢	â,¬"	Suffer	letters,	Ã	¢	â,¬	below.)
When	I	take	someone,	I	should	use	A	written	contract?	It	depends	on	the	circumstances.	In	most	cases,	you	probably	don't	want	to	use	a	contract	because	you	will	renounce	your	right	to	shoot	at	will.	However,	there	may	be	moments	when	a	written	contract	is	a	good	idea,	as	when	you	want	the	employee	to	have	a	long-term	commitment	to	the
company.	(To	find	out	when	you	need	to	use	a	job	contract,	see	Ã	¢	â,¬	"Working	contracts,	Ã	¢	â,¬"	below).	What	forms	or	documents	must	be	completed	new	employees?	In	addition	to	the	documents	requested	your	company,	as	an	identification	form	for	the	employee	manual,	a	confidentiality	agreement	or	an	emergency	contact	form	-	you	should
also	ask	employees	to	complete	the	following	documents:	IRS	Form	W-4,	certificate	of	withholding	retention.	Employees	use	this	form	to	tell	you	how	many	indemnities	claim	for	tax	purposes	and,	therefore,	how	much	you	should	hold	back	from	their	salaries.	Form	USCIS	I-9,	verification	of	employee	admissibility.	You	and	the	employee	must	complete
a	part	of	this	form	to	verify	that	the	employee	is	suitable	to	work	in	the	United	States.	New	rental	signaling	form.	The	new	rental	reporting	program	requires	employers	to	report	basic	identification	information	on	all	new	employees	to	a	state	agency,	to	be	used	to	locate	parents	who	have	to	support	children.	(For	more	information	on	these
requirements,	see	Ã	¢	â,¬	"Checklist:	first	day	documents,	Ã	¢	â,¬)	Below.)	Similarly,	avoid	words	or	descriptions	that	involve	having	a	discriminatory	preference.	For	example.	,	let's	say	you	are	looking	for	a	sales	representative.	If	you	use	the	term,	Ã	¢	â,¬	Å	"salesmanÃ	¢	â,¬	in	your	ad,	implies	that	you	are	looking	for	only	men	(and	therefore
discriminating	female	candidates).	The	same	Caution	applies	to	terms	as	Ã	¢	â,¬	Å	"HandymanÃ	¢	â,¬	or	Ã	¢	â,¬	Å"	Water.ã,	Â	»So	what	can	you	say?	If	you	follow	two	basic	rules,	you	should	avoid	trouble:	concentrate	On	the	essential	work	functions.	In	other	words,	advertises	only	for	the	abilities	or	features	that	the	work	requires	absolutely.	For
example,	if	you	are	looking	for	someone	to	correct	magazine	articles,	you	probably	don't	need	someone	with	a	ba	in	science	a	Unless	your	magazine	is	a	professional	scientific	magazine.	If	There	is	a	job	description	updated	for	the	location,	you	can	use	it	to	focus	the	ad	properly.	Pay	attention	to	the	literal	meaning	of	the	words	you	use.	This	is
particularly	important	with	the	suffix	Ã	¢	â,¬	Å	"-amo	as	in	Ã	¢	â,¬	Ã	¢	â,¬	Ã	¢	â,¬	Ã	¢	â,¬	Ã	¢	â,¬	Å"	Repairman,	Ã	¢	¢	â,¬	"and	so	on	(test	Ã	¢	â,¬	Å"	SalespersonÃ	¢	â,¬	and	Ã	¢	â,¬	"General	repair	person	-	instead)	Ã	¢	â,¬"	or	gender	positions	like	Ã	¢	â,¬	å	"wairÃ	¢	â,¬	(use	Ã	¢	â,¬	å"	serverÃ	¢	â,¬	or	Ã	¢	â,¬	å	"Take	the	staff"	instead).	It	is	also
important	to	be	cautious	when	you	use	words	that	They	refer	to	the	age.	For	example,	taking	aim	of	your	job	ads	at	Ã	¢	â,¬	"University	grades",	would	probably	discourage	older	workers	from	applying	the	position,	which	could	lead	to	a	cause	of	ethical	discrimination.	The	laws	of	Ban-the-Box	limit	investigations	on	criminal	history	in	recent	years,	a
growing	number	of	states	and	cities	have	passed	the	laws	that	prohibit	employers	to	ask	Applicant	on	criminal	history	in	advance	in	the	employment	process.	Called	the	laws	"Ban-the-BoxÃ	¢	â,¬,	these	laws	have	been	originally	aimed	at	removing	a	common	question	on	job	applications	that	have	requested	candidates	to	control	a	box	if	they	had	a
criminal	record.	Almost	ten	states	and	many	cities	,	they	have	adopted	the	laws	of	Ban-the-Box.	While	these	laws	vary	in	indications,	employers	are	generally	not	authorized	to	ask	for	the	criminal	criminal	An	application	or	otherwise	...	until	the	applicant	is	provided	for	an	interview	or	receives	a	conditional	job	offer.	Some	of	these	laws	also	require
employers	to	give	the	applicant	an	opportunity	to	explain	any	criminal	history	or	request	employers	to	consider	some	criteria	in	the	evaluation	of	criminal	history.	To	learn	if	your	state	has	such	a	law,	see	Ã	¢	â,¬	"Read	on	the	laws	on	the	arrest	records	and	condemnation	of	employees,	Ã	¢	â,¬"	at	the	end	of	this	chapter.	Interviews	The	spontaneous
and	unpredictable	nature	of	the	job	interview	makes	it	filled	with	traps,	even	for	managers	with	the	best	intentions.	The	unbelected	comments,	innocent	could	be	interpreted	by	an	applicant	as	a	prejudicial	or	used	as	a	basis	for	a	cause	discrimination.	For	example,	let's	say	that	a	candidate	speaks	with	an	accent	you	have	never	heard	before.	You
could	be	curious	to	know	where	the	applicant	comes.	However,	if	you	ask	about	the	applicant's	national	origin,	and	the	applicant	does	not	receive	work,	your	question	could	ask	the	candidate	if	the	ethnicity	has	played	a	role	in	your	decision.	On	the	other	hand,	you	don't	want	to	be	justified	on	every	word	you	say	to	defeat	the	purpose	of	the	interview:
to	know	the	skills	and	experience	of	the	applicant	so	you	can	choose	the	most	qualified	candidate	for	the	position.	Here	are	some	suggestions	that	will	help	you	stay	out	of	legal	problems,	while	also	achieving	the	information	you	need	to	make	the	right	choice:	do	not	ask	for	any	feature	that	the	law	prohibits	you	to	consider	making	a	decision.	(To	find
out	these	protected	features,	see	Chapter	3.)	For	example,	you	can	base	your	decisions	of	recruitment	on	beliefs	or	run	religious	of	a	candidate,	so	you	shouldn't	ask	about	those	things	in	your	interviews.	For	ideas	on	how	to	obtain	information,	while	remaining	within	the	limits	of	federal	law,	see	the	diagram	"request	for	delivery"	for	the	end	of	this
chapter.	Respect	the	privacy	of	the	applicant.	Although	the	federal	law	does	not	require	to	do	so,	many	state	laws	and	label	rules.	For	example,	asking	candidates	in	California	on	their	sexual	fantasies	(yes,	which	actually	happened	in	a	real-life	case)	purposes	their	right	protected	by	the	state	to	privacy.	(For	more	information	on	privacy	on	the
workplace,	see	chapter	6.)	If	a	candidate	raises	a	delicate	subject,	it	is	usually	better	to	compete	the	problem.	Unless	the	topic	is	directly	related	to	the	position	-	for	example,	the	applicant	reveals	that	he	or	she	has	a	disabled	and	will	need	accommodation	to	perform	the	job	-	politely	drive	the	conversation	into	another	direction.	Although	it	might
seem	a	bit	embarrassing,	you	will	be	better	in	the	long	term	if	you	don't	get	the	candidate's	comments	as	an	invitation	to	reason	in	your	relationship	problems	or	political	beliefs.	Ask	open	questions	to	get	the	candidate	to	talk.	There	is	a	big	difference	between	a	closed	question	(like	"how	many	vigilance	positions	you	have	kept?	Ã,	â,¬)	and	an	open
(as"	for	there	was	your	recent	experience	that	supervises	others	".	More	open	your	questions,	more	invitations	the	â	€
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