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From Hire to Separation: The Legal
Documents Every Employer Needs in
All 50 States
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Agenda

1 Hiringin Creating & 3 Separating Questions &
New States Managing an Employees Answers
Employee Handbook
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Which state’s laws govern your
employment relationships?

Lawyer answer: it depends

General rule: the law of the state where the employee works
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Pay Transparency Notice of Restrictive Covenants



Governing Law Issues

How to Draft Employment Non-Competition and

Agreements for New Non-Solicitation
States Agreements

Non-Disclosure Agreements

Arbitration Agreements
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How SixFifty Breaks Down a Handbook

Our Commitments

The beginning of the
handbook. Sets the tone
and covers key issues

Key Policies
Mission Statement
Values

Equal Employment and

Anti-Discrimination
Sexual harassment
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Our Expectations

The rules that employees
have to follow.

Key Policies

Code of conduct
Conflict of interest
Workplace violence
Drug policies

Health and safety
Dress code

Employer Property
Technology Systems
Pets in the Workplace

Our Relationship

The interactions between
employee and company

Key Policies

At-Will Employment
Americans with Disabilities
Act (and accommodations
request forms)

Lactation Accommodations
Payroll

Benefits

Direct Deposit

Business Reimbursement
Temporary/Permanent
Employee Relocation

Time Off

The paid and unpaid time
off provided to employees

This includes paid leave
benefits as well as legally
required leave

Key Policies
Vacation/PTO

Sick Leave

Family and Medical Leave
Military Leave

Jury Duty Leave

Voting Leave
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Multi-State Mayhem! SIXATEA

State Addenda Universal Policies Unlimited/Flexible
Time off



Updating Your
Employee Handbook

e How often do you need to update
your employee handbook?

e How can you keep current on legal
changes that affect your employee
handbook?

e When do | need new Signatures
and Acknowledgments?
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California passed SB 523 which amended the Fair Employment and Housing Act

to prohibit employment discrimination on the basis of an individual’s reproductive
health decision-making. The EEO policy has been updated accordingly.

Colorado’s new paid FMLA program begins taking employer and employee

contributions on January 1, 2023. Paid leave will be available to employees
beginning January 1, 2024. The Colorado FMLA policy will be updated close to
the effective date of the law.

The District of Columbia updated its Paid Leave Act to increase available leave

to: (i) twelve weeks of paid parental leave, (i) twelve weeks of paid family leave,
(iii) twelve weeks of paid medical leave, and (iv) two weeks of paid prenatal leave,
up to a maximum of twelve weeks paid leave in any fifty-two-workweek period.
The DC Paid Leave policy has been updated in the Parental Leave policy.

lllinois decreased the employee count threshold for sexual harassment training

from 15 or more employees to 1 or more employee. The Sexual Harassment policy.

has been updated accordingly.

lllinois expanded bereavement leave to include leave resulting from pregnancy
loss, unsuccessful IVF treatment, a failed adoption or surrogacy, or a diagnosis
that impacts pregnancy. The Bereavement Leave policy has been updated
accordingly.

New York added siblings to the definition of family member for the purpose of

paid family leave. The Parental Leave and New York EMLA policy have been
updated accordingly.

Oregon’s new paid leave program begins taking employer and employee

contributions beginning January 1, 2023. Paid leave will be available to

employees beginning September 3, 2023. The Oregon EMLA policy has been

updated accordingly.



Staying Up to Date on Legal Changes

Do It Yourself

Some companies
assign members of
their HR or Legal
teams to monitor the
law in the states
where they have
employees and
update their

employee handbooks.
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Law Firms

Some companies rely
on their outside
counsel to alert them
when the law
changes.

Some law firms send
out emails or have
web pages where
they summarize
changes to the law.

Third-Party Services

Third-party services can
help you stay current on
changes to state and
federal laws.

At SixFifty, we send our
customers a monthly
update on legal changes
and a redline of how we've
updated our document
creation engines.
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» Separation Documents

Separating Employees: Releasing Claims
What to Do When It's Time - cConfidentiality and

to Move on Non-Disparagement
Provisions

* Final Paychecks and Other
Separation Requirements
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Releasing Claims

Broad waivers are included in almost all
separation agreements

“Knowing and voluntary” waivers are
effective for almost all employment claims

But cannot waive right to file charge with
government agencies

Some state & federal laws review and
revocation period
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Final Paychecks & Other State Laws

Most states detail when and how to deliver final paychecks

* Timelines, methods for payment, what must be included, etc.
« Relatively simple, but can vary significantly from state to state

* Some requirements vary depending on how the separation occurs

Employers may also be required to give employee certain
notice(s) upon separation
*  Most commonly notices of Unemployment Benefits or COBRA coverage

« Can be tricky to identify due to inconsistent methods of enaction

© SixFifty 2023



21



