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The HR Library and Your Company

From supervising employees and

staying compliant with Health | Found my answer |
Care Reform...to complying with on HR360
federal and state labor laws —

The HR Library stays with you

every step of the way with

attorney-reviewed tools,

guidelines and forms.
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The HR Library Features:

Most current Health Care Reform guidelines and alerts

How to hire, discipline, give performance reviews and terminate
Hundreds of forms, policies and a sample employee handbook
COBRA, FMLA and state continuation of coverage

Interactive HR tools including a job description developer and salary
benchmarking tool

State labor laws and posters
All content is developed and updated by a team of attorneys
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What’s Inside The HR Library?

Employee Benefits C hr
Health Care Reform e s e I Tt e

Reform Resources & Hiring Termination Laws

H u m a n Reso u rces State Law Finder Q  HR Training in Minutes

Employee Referral Programs

. o e
As a hiring manager, you may think the best way to fill your
R tions 4 Employee referals
e open positions is by posting job openings online. It tums out that generate » grodiil
employee referrals may be one of your most effective options percentage of NI
when it comes to hining top candidates

. . . . . ch the winc ) lea
Discipline & Termination heihtesnoe g
@ Salary Benchmarking
ea are KReform ates ews erts
State Employment Laws Health Care Reform Updt HR News Alert

a Sample Job Description Builder CMS Releases List of Counties Meeting Non-English  Reminder to Employers: Post OSHA 300A Summary
Literacy Threshold for Purposes of SBC by February 1, 2015

e e
I O r m S & PO IC I eS Requirements Certain Emy s Subject to OSH Act Must Post
ACA Requires SBC & Uniform Glossary to Be Provide Summary of Work-R
@ Performance Review Builder Ay ? niem . B Provided i) o

in 'Culturally and L

Connecticut Supreme Court: State
New IRS Publication Helps Individuals Understand Nondiscrimination Law Covers Individuals

.
O I I | I n e I I R I OO I S Q Multi-State Law Comparison Tool the ACA Regarded as Physically Disabled
Guidance Addresses Tax Provisions of the ACA and Nondiscrimination Law Protects Individuals Regarded

More Intemnal Revenue Ser by their Employ: 1

2015 Federal SHOP Marketplace Webinar Schedule New Hampshire: State Law Prohibits Discrimination

Resources The C Y Law Effective as of September 9, 2014 Under a law
ffective as of Septemb

Weekly ACA Webinars Continue Through January &
February IRS Guidance on Applying Retroactive Increase in
Free Si to S Empic s Understand Excludable Transit Benefits for 2014

Guidance Includes Special Administrative Procedure &

More The Internal
Proposed Rules Released on Summary of Benefits
and Coverage Requirements Michigan Enacts Equal Pay Law
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Employee Benefits

Your Compliance Edge

Health Plan Notices Calendar Chr
Benefit Planning
COBRA Syiept

s Introduction to Employee Benefits
FMLA o s Gy vt

understand the laws, featured in this
section, which can potentially impact your

. = program, including Health Care Under i«
eave I r r I e O Reform, COBRA (if your company has 20 Employes Beni
BRA more employees), and the Family and Medical

Leave Act (if your company has 50 or more
employees)

. U
IVl e d I Ca re Audit Benefits for Same-Sex Spouses

Federal agencies have issued the following
guidance implementing the U.S. Supreme Court decision that invalidated part of the Defense of Marriage Act
ied federal benefits to legally married same-sex couples

« Employee Benefit Plans. The terms "spouse” and "marriage” in Title | of ERISA and in related agency
regulations will generally be read to include same-sex couples legally marmied in any state that recognizes such
iages, regardless of where they currently live. Among other provisions, Title | includes COBRA continuz
coverage requirements and the HIPAA portability rules.
Federal Tax Guidance. Same-sex couples, legally marmed in jurisdictions that recognize their marriages
tre 3 ried for all federal tax purposes (including employee benefits). More specific IRS guidance
includes
arding the participation by same-sex spouses in cafeteria plans, HSAs, and health FSAs
Notice 2013-61 establishing special procedures for correcting overpayments with respect to employee
benefits provided to same-sex spouses (including employer-provided heaith coverage). and
s on how the ruling ts qualified retirement plans

v
v
v
v
v
v
v
v
v

FMLA Guidance. Under a ¢ ysed r the FMLA regulatory definition of “spouse” is based on the law of the
place where the marriage was entered into, sometimes referred to as the “place of celebration” (the curre
egulatory defintion of "spouse” only applies to same-sex spouses who reside tate that recognizes same
sex marriage)

For guidance on same-sex marriage laws specific to your state, visit our State Laws section, click on your state

and select "Same-Sex Relationships™ from the lefi-hand navination meni
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Health Care Reform

Annual PPACA Checklist C/

h r Your Compliance Edge
Employee

Major Provisions Explained
Real-Time News Updates Al s sten
Introduction to Health Care Reform

1 : The federal Patient Protection and Affordable
u I I I I I la ry O eq u I rel I Ie n S y o e Care Act (PPACA), more commonly known
Additic ledic are f gt as Heattl are Refc implements sweeping
changes that affect individual and employer-
sponsored health plans Health Care o0

Y e a r : 2 E To review the major provisions of the | Introduc' -

affecting employers and group health plans

including dependent coverage to age 26

. J grandfathered plans, employer shared
M ode N Ot ices i S e ponality (oes o iy sl SBC rice
; requirements, please click on the menu items

at left

F ! Q 3 SRS RIAL : Highlights of the law and upcoming changes are featured in the

Special News Updates

© to review previous special updates from 201(

ir‘ 30, 2014: posed Rules on Summary of Benefits and Coverage Requirements
New proposed reguiations would amend previously released final reguiations on the summary of benefits and
|coverage (SBC) notice requirements under Health Care Reform, including revisior: e SBC templates, instruction
uniform glossary, and other supporting materials. If finalized, these requirements would be available with
respect to coverage that begins on or after September 1, 2015 For more information, click here
December 23, 2014: Proposed Rules to Amend ‘Excepted Benefits' Not Subject to Certain ACA Requirements
would amend previous guidance and outine the critena for limited wraparound coverage to be

d as excepted be: ich the so-called "market reforms” of the Affordable Care Act do not apply
Specifically. the propo: would allow group heaith plan sponsors, in limited circumstances. to offer wraparound
|cove to e s who are purchasing individual health insurance in the private market, including through the

ealth Insurance Marketplace ere to read the rules in their entirety

|November 14, 2014: CMS Announces Annual Enroliment & Contributions Submission Form Filing Extension
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Human Resources
C/hr

Labor Laws by Company Size
Employee Pay:

Exempt & Non-Exempt
Employee Records and Files
Discrimination
Performance Reviews

Productivity Tools

@ Salary Benchmarking

a Sample Job Description Builder

Your Compliance Edge

Introduction to Human
Resources

Human resources (HR) are one of the most
important “assets" of your business. The
individuals who make up your organization go a
long way toward driving its success, whether

they are employees, managers, consultants or
thers. HR refers to the recruitment and
management of personnel, in compliance with theg
law. Thus, the practice of HR requires knowledgef§
of the laws that affect your workplace - at the
federal, state and local levels. In addition to legal compliance, HR covers the art of managing your business
internally. This challenge includes

Labor Laws by Company Size

)ne of our most important charts is Compliance by Company Size located in the first link in the left hand navigation
This simple chart provides you with the labor laws your company must comply with depending on the number of
employees you have. Even a company with only a few employees has a significant number of laws that are relevant
including OSHA, HIPAA and FLSA (Fair Labor Standards Act)
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Recruitment & Hiring

Your Compliance Edge

Job Analysis and Job C/ hra
Descriptions ——ap—r
Hiring Process e
How to Interview

New Employee Orientation

Recruitment Process

Forms & HR Apps & Resource Safety & HR
Policies Tool: Center Wellness Training

Employee Recruitment and Hiring

The key to successful recruiting of new

employees is the development of a systematic

process for developing job descriptions.

generating a pool of candidates and selecting

the right candidate. The following are the major Recruitment & i
steps involved Introduc: o

Develop a job analysis to identify skills

knowledge and abilities for each position.

Create your job description and selection

criteria based on the most current

information available and modify when

necessary —

Develop your recruitment plan in terms of promoting the job opening and generating a pool of candidates
Develop a process for interviewing candidates

Productivity Tools Create a process for selecting the best candidates

LIKIRIE AR AR AR AE 12 1R

@ Salary Benchmarking New Hire Process

Hiring the successful applicant will involve a number of important tasks, steps and paperwork. See the summary below
for key information:

Sample Job Description Builder

« Send the prospective employee an offer letter or contract and other documents, including confidentiality or non-
compete agreements if appropriate

z = sure all doc s are sic
Performance Review Builder Be sure all documents are signed.
Prepare for the arrival of the new employee.

« Conduct employee on-boarding/new employee onientation
Q Multi-State Law Comparison Tool New Hire Requirements

The following are the various steps and requirements involved in the new hire process
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Discipline & Termination

Termination Steps
Exit Interviews
Disciplining Employees
Termination Policies
Final Paycheck

Your Compl

Chr

# Discipline & Termination

Productivity Tools

@ Salary Benchmarking

Sample Job Description Builder

ii Performance Review Builder

iance Edge

Employee Health Care Human Recruitment
Benefits Reform Resources & Hiring

Terminating an employee, whether for
misconduct or a red n in force, is never a
pleasant task. However, at times it is a
necessary part of managing a workforce
Voluntary termination by an employee through
resignation or retirement may not carry the
negative stigma of an involuntary termination
but it does trigger certain responsibilities for
the employer

Involuntary Termination

Discipline ana
Terminat oo

Each step in the process of terminating an employee should be carefully executed  Each step must be carefully and

thoroughly documented. If an employee is discharged f

for poor performance and later sues alleging discrimination, the

emplos il ha difficult time defending if the personnel file oid of any documentation of the poor performance

over a reasonable period of ime

Note: Terminating an oe is a very sensitiv
potential lawsuits o other future problems. It is pruc

¢, requiring careful communication and documentation to avoid

t to consult an employment law attorney or HR specialist before

taking any specific steps should the need to terminate an employee arise

Although “at will' employment is common to virtually all states, employees do have substantial statutory protection as

well as remedies found in judicially recognized exceptions to the at will employment rule

Statutory Protections

o Feder
national origin, disability, military

ederal law further prohibits adverse empioyment a

color, sex (including pregnancy), age,

an employee

articipates in an investigation or proceeding related to a claim of discrimination, or opposes discriminatory

conduct

alations of wane and hoor laws. such

as_minimum wane and overtime
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SOLUTIONS




State Employment Laws

Continuation of Benefits

Drug Testing C hr
Family/Medical Leave
Jury Duty = S Exghoil o
Meal & Rest Breaks
Minimum Wage

New Hire Reporting
Overtime
Employment Posters
Recordkeeping
Smoking
Unemployment
Voting Leave

Wage Payment Timing

Your Compliance Edge

Employee Health Care Human Recruitment  Discipline & Forms & HR Apps &
Benefits Reform Resources Hiring Termination Policies Tools

employment laws and resources. You can
access and review your state's employment
laws by simply clicking on your state in the

ctive map below or in the listing

n bar. Each stats

features a special er” section, located in
the left-hand navigation, which allows you tc
select and print state posters

Same-Sex Spouse Benefits

ral agencies have issued the following
uidance implementing the U S. Supreme Court decision that invalidated part of the
(DOMA), which denied federal benefits to legally marmed same-sex couples

+ Employee Benefit Plans. The terms "spouse” and "marmiage” in Title | of ERISA and in related agency
regulations will gener J i to include same-sex co legally married in any state that recognizes such
marriages, regardiess of where they currently ive. Among other provisions, Title | includes C ontinuation
coverage requirements and the HIPAA portability rules
Federal Tax Guidance. Same-sex couples, legally married in junisdictions that recognize their marriages, w
treated as married for all federal tax purposes (including employee benefits). More specific IRS guidance
includes

28As regarding the participation by same-sex spouses in cafeteria plans, HSAs, and health FSAs
Notice 2013-61 establishing special proc edures for cor g ove: & ith respect to employee
benefits provided to same-sex spouses (including emplo ed health coverage)
Q8&As on how the ruling 1Hf. s qualified retirement plans; and

2014-0012 providing that eligible same-sex spouses may be entitled to a refund of any
federal income and emplw ment taxes paid on the value of spousal health coverage under an employer's
heaith plan. The information letter outlines refund procedures for employers and employees

« FMLA Guidance. Under a propx e, the FMLA regulatory definition of “spouse” is based on the law of the
place where the marriage was entered into, sometimes referred to as the “place of celebration” (the

jefinition of "spouse” only d”“r:s 1o same-sex spouses who reside in a state that recogn

L SE AR IKAE JEJEK AR JXHE AE SE SR AEAE 25 3K SR 45 A8 JIEK EK AR JI 4K K

sex marriage
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Forms & Policies

Hundreds of Downloadable
Forms

Sample Employee Handbook
New Hire & Termination Forms
Performance Review Forms
Model Policies

SOLUTIONS




Interactive HR Tools

Job Description Builder
Salary Benchmarking Tool
Employee Cost Calculator
Performance Review Builder
Interview Question Builder

SOLUTIONS




Resource Center

The Resource Center features a
glossary of terms including:

* Health Care Benefit Terms

e Paid Leave Terms

* Retirement Benefit Terms

As well as:

* FAQs

e Spanish Language Resources
* Local DOL Services

C,hr

Employee Health Care Human
Benefits Reform Resources

# Resource Center

Productivity Tools

@ Salary Benchmarking

a Sample Job Description Builder

Your Compliance Edge

Recruitment  Discipline & State Forms &

Termination Laws Policies

Resource Center

The Resource Center organizes and clarifies
a multitude of federal laws, programs and
information designed to help your company
including

* Employer/Employee health and weliness
programs

* Major benefits and employment related
laws

« Range of HR and benefits related terms

« Resources available in Spanish

Key Government Information

Disability Resources

Health Benefits

« Compliance Assistance Guid

Retirement Benefits

HR Apps & e
Tools

Your Go-To Location For:

Statistical Information

of Labor
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Safety & Wellness

OSHA Small Business Programs C -
Employer Responsibilities e o
Electronic Tools & Resources

. ) S — - Worker Safety & Health and WeI{r\ess
Posters and Publications s g

first ma]or area 01 information covers the

& Weliness

OING 2ith Pr - afety ar
——> - Cororess crested the Occupaxlonal Safety
E E t E I'I E S S rl U I'I E I'I'I S ey S N e and Health Administration (OSHA) to
Employer Responsibilt ensure safe and healthful working conditions
= : ke for working men and women by setting and

enforcing standards and by providing training.
outreach, education and assistance

overs
either dvre(('v through iedera!

()QHA or through an OSHA-approved state program. State programs must meet or exceed federal OSHA

standards for workplace safety and health

This section covers OSHA guidelines for the following:

* Small bu support

Productivity Tools

@ Salary Benchmarking

n Sample Job Description Builder Employee Wellness Programs
The Health and Wellness section features valuable information from the Centers for Disease Control and Prevention's
(CDC) Healthier Worksite Initiative. The initiative addresses Workforce Health Promotion, a topic that is receiving a lot
@ Pottrmanse Rovibe Bullibs of attention in workplaces today. Well-constructed and well-run programs can reduce costs to the employer and
improve employee health, productivity and morale

The information provided in this section is designed as a resource for Workforce Health Promotion program planners in

( : ) Multi-State Law Comparison Tool all types of organizations. Here you will find information, resources, and step-by-step toolkits to help you improve the
health of vour emplovees
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HR Training

The ‘HR Training’ section offers
you dozens of HR training
videos that will provide
valuable support. Our attorney-
reviewed videos provide you
with bottom line guidance in a

just a few brief minutes --
perfect for busy business
owner/HR Manager who needs
to learn more about key topics
such as hiring, termination and
performance reviews.

Your Compliance Edge

State
Laws

Forms & HR Apps & Resource
Policies Tools Center

£
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HR Compliance
Made Easy

For Buestions, Please Contact: i
REALBENEFIT

SOLUTIONS

Real Benefit Solutions: 208-238-1171 or support@realbenefitsolutions.org




