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January 1, 2023

PCI Federal Services is committed to equality of opportunity. Continued viability and
responsible growth of our organization will result from enhancing and utilizing the abilities of
all individuals to their fullest extent practical within the framework of our business
environment.

The organization is committed to the goal of equal employment opportunity and affirmative
action. We will make every reasonable effortto ensure all applicants and employees receive
equal opportunity in personnel matters, including recruitment, selection, training, placement,
promotion, demotion, compensation and benefits, transfers, terminations, and working
conditions (including reasonable accommodation for qualified individuals with disabilities).

PCI Federal Services expects all employment decisions to advance the principle of equal
employment opportunity and affirmative action. To ensure that this expectation is carried out
we have implemented the following policies:

« It will be the policy of PCI Federal Services, in accordance with all applicable laws,
to recruit, hire, train, and promote persons in all job titles without regard to race,
color, national origin, genetic information, religious beliefs, sex, gender identity,
sexual orientation, age, marital status, pregnancy, disability, protected veteran
status, or any other protected classifications, activities, or conditions as required by
federal, state and local laws.

+ All employment decisions shall be consistent with the principle of equal
employment opportunity, and only valid qualifications will be required.

* All personnel actions, such as compensation, benefits, transfers, etc. will be
administered without regard to race, color, national origin, genetic information,
religious beliefs, sex, gender identity, sexual orientation, age, marital status,
pregnancy, disability, protected veteran status, or any other protected classifications,
activities, or conditions as required by federal, state and local laws.

To carry out the organization's commitment, the Corporate Director of Human Resources is this
organization's EEO Officer and has been charged with the responsibility to develop and
thereafter maintain the necessary programs, records, and reports to comply with all government
regulations and with the goals and objectives of our equal employment opportunity and
required Affirmative Action Programs.

Coidyy (Williimaon

J
Cody Williamson, CEO

QOABCH,
/Q‘ll& Ecke Holding Company, dba PCI Federal Services 100 Brookwood Road
&=« (CREEK)® is owned by the Poarch Band of Creek Indians, Atmore, AL 36502
\/‘ ley a Federally Recognized Indian Tribe. . :
oIA pcifederalservices.com
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YOUR RIGHTS UNDER USERRA

THE UNIFORMED SERVICES EMPLOYMENT
AND REEMPLOYMENT RIGHTS ACT

USERRA protects the job rights of individuals who voluntarily or involuntarily leave employment positions to undertake
military service or certain types of service in the National Disaster Medical System. USERRA also prohibits employers
from discriminating against past and present members of the uniformed services, and applicants to the uniformed services.

REEMPLOYMENT RIGHTS HEALTH INSURANCE PROTECTION
You have the right to be reemployed in your civilian job if you leave that Y If you leave your job to perform military service, you have the right
job to perform service in the uniformed service and: to elect to continue your existing employer-based health plan
coverage for you and your dependents for up to 24 months while in
¥¢ you ensure that your employer receives advance written or verbal the military.
notice of your service;
¥ you have five years or less of cumulative service in the uniformed v Even if you don't elect to continue coverage during your military
services while with that particular employer; service, you have the right to be reinstated in your employer's
Y¢  you return to work or apply for reemployment in a timely manner health plan when you are reemployed, generally without any waiting
after conclusion of service; and periods or exclusions (e.g., pre-existing condition exclusions) except
Y¢  you have not been separated from service with a disqualifying for service-connected illnesses or injuries.

discharge or under other than honorable conditions.
If you are eligible to be reemployed, you must be restored to the job and ENFORCEMENT
benefits you would have attained if you had not been absent due to
military service or, in some cases, a comparable job. ¥¢  The U.S. Department of Labor, Veterans Employment and Training
Service (VETS) is authorized to investigate and resolve complaints
of USERRA violations.

RIGHT TO BE FREE FROM DISCRIMINATION AND RETALIATION

Y& For assistance in filing a complaint, or for any other information on
If you: USERRA, contact VETS at 1-866-4-USA-DOL or visit its website at
http://www.dol.gov/vets. An interactive online USERRA Advisor can

s are a past or present member of the uniformed service; .
. P be viewed at http://www.dol.gov/elaws/userra.htm.

Y have applied for membership in the uniformed service; or

sx are obligated to serve in the uniformed service; . o ) .
Y If you file a complaint with VETS and VETS is unable to resolve it,

you may request that your case be referred to the Department

then an employer may not deny you:
pioy y VY of Justice or the Office of Special Counsel, as applicable, for

¥¢ initial employment; representation.

Y& reemployment;

¥ retention in employment; ¥¢ You may also bypass the VETS process and bring a civil action
s promotion; or against an employer for violations of USERRA.

Y¢  any benefit of employment

because of this status.

In addition, an employer may not retaliate against anyone assisting in
the enforcement of USERRA rights, including testifying or making a
statement in connection with a proceeding under USERRA, even if that
person has no service connection.

The rights listed here may vary depending on the circumstances. The text of this notice was prepared by VETS, and may be viewed on the internet at
this address: http://www.dol.gov/vets/programs/userra/poster.ntm. Federal law requires employers to notify employees of their rights under USERRA,

and employers may meet this requirement by displaying the text of this notice where they customarily place notices for employees.

e
dweonin oo

—l

U.S. Department of Labor U.s. Department of Justice Office of SpeC|aI Counsel 1-800-336-4590
1-866-487-2365 Publication Date—October 2008
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EMPLOYEE RIGHTS

UNDER THE FAMILY AND MEDICAL LEAVE ACT

THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

LEAVE
ENTITLEMENTS

BENEFITS &
PROTECTIONS

ELIGIBILITY
REQUIREMENTS

REQUESTING
LEAVE

EMPLOYER
RESPONSIBILITIES

ENFORCEMENT

Eligible employees who work for a covered employer can take up to 12 weeks of unpaid, job-protected leave in a 12-month period
for the following reasons:

e The birth of a child or placement of a child for adoption or foster care;

e To bond with a child (leave must be taken within 1 year of the child’s birth or placement);

e To care for the employee’s spouse, child, or parent who has a qualifying serious health condition;

e For the employee’s own qualifying serious health condition that makes the employee unable to perform the employee’s job;

e For qualifying exigencies related to the foreign deployment of a military member who is the employee’s spouse,
child, or parent.

An eligible employee who is a covered servicemember’s spouse, child, parent, or next of kin may also take up to 26 weeks
of FMLA leave in a single 12-month period to care for the servicemember with a serious injury or illness.

An employee does not need to use leave in one block. When it is medically necessary or otherwise permitted, employees
may take leave intermittently or on a reduced schedule.

Employees may choose, or an employer may require, use of accrued paid leave while taking FMLA leave. If an employee
substitutes accrued paid leave for FMLA leave, the employee must comply with the employer’s normal paid leave policies.

While employees are on FMLA leave, employers must continue health insurance coverage as if the employees were not on leave.

Upon return from FMLA leave, most employees must be restored to the same job or one nearly identical to it with
equivalent pay, benefits, and other employment terms and conditions.

An employer may not interfere with an individual's FMLA rights or retaliate against someone for using or trying to use FMLA leave,
opposing any practice made unlawful by the FMLA, or being involved in any proceeding under or related to the FMLA.

An employee who works for a covered employer must meet three criteria in order to be eligible for FMLA leave. The employee must:

e Have worked for the employer for at least 12 months;
e Have at least 1,250 hours of service in the 12 months before taking leave;* and
e Work at a location where the employer has at least 50 employees within 75 miles of the employee’s worksite.

*Special “hours of service” requirements apply to airline flight crew employees.

Generally, employees must give 30-days’ advance notice of the need for FMLA leave. If it is not possible to give 30-days’ notice,
an employee must notify the employer as soon as possible and, generally, follow the employer’s usual procedures.

Employees do not have to share a medical diagnosis, but must provide enough information to the employer so it can determine
if the leave qualifies for FIMILA protection. Sufficient information could include informing an employer that the employee is or
will be unable to perform his or her job functions, that a family member cannot perform daily activities, or that hospitalization or
continuing medical treatment is necessary. Employees must inform the employer if the need for leave is for a reason for which
FMLA leave was previously taken or certified.

Employers can require a certification or periodic recertification supporting the need for leave. If the employer determines that the
certification is incomplete, it must provide a written notice indicating what additional information is required.

Once an employer becomes aware that an employee’s need for leave is for a reason that may qualify under the FMLA, the
employer must notify the employee if he or she is eligible for FMLA leave and, if eligible, must also provide a notice of rights and
responsibilities under the FMLA. If the employee is not eligible, the employer must provide a reason for ineligibility.

Employers must notify its employees if leave will be designated as FMLA leave, and if so, how much leave will be desighated as
FMLA leave.

Employees may file a complaint with the U.S. Department of Labor, Wage and Hour Division, or may bring a private lawsuit
against an employer.

The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective
bargaining agreement that provides greater family or medical leave rights.

For additional information or to file a complaint: oRA0

= o

1-866-4-USWAGE .

(1-866-487-9243) TTY: 1-877-889-5627

www.dol.gov/whd ~WHD

U.S. Department of Labor | Wage and Hour Division

WH1420 REV 04/16
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EMPLOYEE RIGHTS

EMPLOYEE POLYGRAPH PROTEGTION ACT

The Employee Polygraph Protection Act
prohibits most private employers from using

lie detector tests either for pre-employment
screening or during the course of employment.

PROHIBITIONS

EXEMPTIONS

EXAMINEE
RIGHTS

ENFORCEMENT

Employers are generally prohibited from requiring or requesting

any employee or job applicant to take a lie detector test, and from
discharging, disciplining, or discriminating against an employee or
prospective employee for refusing to take a test or for exercising other
rights under the Act.

Federal, State and local governments are not affected by the law. Also,
the law does not apply to tests given by the Federal Government to
certain private individuals engaged in national security-related activities.

The Act permits polygraph (a kind of lie detector) tests to be administered
in the private sector, subject to restrictions, to certain prospective
employees of security service firms (armored car, alarm, and guard), and
of pharmaceutical manufacturers, distributors and dispensers.

The Act also permits polygraph testing, subject to restrictions, of certain
employees of private firms who are reasonably suspected of involvement
in a workplace incident (theft, embezzlement, etc.) that resulted in
economic loss to the employer.

The law does not preempt any provision of any State or local law or any
collective bargaining agreement which is more restrictive with respect to
lie detector tests.

Where polygraph tests are permitted, they are subject to numerous strict
standards concerning the conduct and length of the test. Examinees
have a number of specific rights, including the right to a written notice
before testing, the right to refuse or discontinue a test, and the right not
to have test results disclosed to unauthorized persons.

The Secretary of Labor may bring court actions to restrain violations and
assess civil penalties against violators. Employees or job applicants may
also bring their own court actions.

THE LAW REQUIRES EMPLOYERS TO DISPLAY THIS POSTER
WHERE EMPLOYEES AND JOB APPLICANTS CAN READILY SEE IT.

1-866-487-9243
TTY: 1-877-889-5627
www.dol.gov/whd

WAGE AND HOUR DIVISION

UNITED STATES DEPARTMENT OF LABOR

WH1462 REV 07/16
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EMPLOYEE RIGHTS

UNDER THE FAIR LABOR STANDARDS ACT
FEDERAL MINIMUM WAGE

§7.25.-

BEGINNING JULY 24, 2009

The law requires employers to display this poster where employees can readily see it.

OVERTIME PAY  Atleast 12 times the regular rate of pay for all hours worked over 40 in a workweek.

CHILD LABOR An employee must be at least 16 years old to work in most non-farm jobs and at least 18 to work
in non-farm jobs declared hazardous by the Secretary of Labor. Youths 14 and 15 years old may
work outside school hours in various non-manufacturing, non-mining, non-hazardous jobs with
certain work hours restrictions. Different rules apply in agricultural employment.

TIP CREDIT Employers of “tipped employees” who meet certain conditions may claim a partial wage credit
based on tips received by their employees. Employers must pay tipped employees a cash wage
of at least $2.13 per hour if they claim a tip credit against their minimum wage obligation. If an
employee’s tips combined with the employer’s cash wage of at least $2.13 per hour do not equal
the minimum hourly wage, the employer must make up the difference.

NURSING The FLSA requires employers to provide reasonable break time for a nursing mother employee

MOTHERS who is subject to the FLSA’s overtime requirements in order for the employee to express breast
milk for her nursing child for one year after the child’s birth each time such employee has a need
to express breast milk. Employers are also required to provide a place, other than a bathroom,
that is shielded from view and free from intrusion from coworkers and the public, which may be
used by the employee to express breast milk.

ENFORCEMENT The Department has authority to recover back wages and an equal amount in liquidated damages
in instances of minimum wage, overtime, and other violations. The Department may litigate
and/or recommend criminal prosecution. Employers may be assessed civil money penalties for
each willful or repeated violation of the minimum wage or overtime pay provisions of the law.

Civil money penalties may also be assessed for violations of the FLSA’s child labor provisions.
Heightened civil money penalties may be assessed for each child labor violation that results in
the death or serious injury of any minor employee, and such assessments may be doubled when
the violations are determined to be willful or repeated. The law also prohibits retaliating against or
discharging workers who file a complaint or participate in any proceeding under the FLSA.

ADDITIONAL Certain occupations and establishments are exempt from the minimum wage, and/or overtime

INFORMATION pay provisions.

e Special provisions apply to workers in American Samoa, the Commonwealth of the Northern
Mariana Islands, and the Commonwealth of Puerto Rico.

e Some state laws provide greater employee protections; employers must comply with both.

e Some employers incorrectly classify workers as “independent contractors” when they are
actually employees under the FLSA. It is important to know the difference between the two
because employees (unless exempt) are entitled to the FLSA’s minimum wage and overtime
pay protections and correctly classified independent contractors are not.

e (Certain full-time students, student learners, apprentices, and workers with disabilities may be
paid less than the minimum wage under special certificates issued by the Department of Labor.

1-866-487-9243
TTY: 1-877-889-5627
www.dol.gov/whd

WAGE AND HOUR DIVISION

UNITED STATES DEPARTMENT OF LABOR

WH1088 REV 07/16
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ASHA'

Occupational Safety

U.s. Departmentof Labor and Health Administration

All workers have the right to:

A safe workplace.

Raise a safety or health concern with
your employer or OSHA, or report a work-
related injury or iliness, without being
retaliated against.

Receive information and training on job
hazards, including all hazardous substances
In your workplace.

Request an OSHA inspection of your
workplace if you believe there are unsafe or
unhealthy conditions. OSHA will keep your
name confidential. You have the right to have a
representative contact OSHA on your behalf.

Participate (or have your representative
participate) in an OSHA inspection and
speak in private to the inspector.

File a complaint with OSHA within 30 days
(by phone, online or by mail) if you have been
retaliated against for using your rights.

See any OSHA citations issued to your
employer.

Request copies of your medical records, tests
that measure hazards in the workplace, and
the workplace injury and iliness log.

This poster is available free from OSHA.

Contact 0SHA. We can help.

Job Safety and Health

IT'S THE LAW!

Employers must:

Provide employees a workplace free from
recognized hazards. It is illegal to retaliate
against an employee for using any of their
rights under the law, including raising a health
and safety concern with you or with OSHA, or
reporting a work-related injury or illness.

Comply with all applicable OSHA standards.

Report to OSHA all work-related
fatalities within 8 hours, and all inpatient
hospitalizations, amputations and losses
of an eye within 24 hours.

Provide required training to all workers in a
language and vocabulary they can understand.

Prominently display this poster in the workplace.

Post OSHA citations at or near the place of
the alleged violations.

FREE ASSISTANCE to identify and correct
hazards is available to small and medium-
sized employers, without citation or penalty,
through OSHA-supported consultation

programs in every state.

1-800-321-OSHA (6742) - TTY 1-877-889-5627 « www.osha.gov
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Equal Employment Opportunity is

THE LAW

Private Employers, State and Local Governments, Educational Institutions, Employment Agencies and Labor Organizations

Applicants to and employees of most private employers, state and local governments, educational institutions,
employment agencies and labor organizations are protected under Federal law from discrimination on the following bases:

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN

Title VII of the Civil Rights Act of 1964, as amended, protects applicants and
employees from discrimination in hiring, promotion, discharge, pay, fringe benefits,
job training, classification, referral, and other aspects of employment, on the basis
of race, color, religion, sex (including pregnancy), or national origin. Religious
discrimination includes failing to reasonably accommodate an employee’s religious
practices where the accommodation does not impose undue hardship.

DISABILITY

Title I and Title V of the Americans with Disabilities Act of 1990, as amended, protect
qualified individuals from discrimination on the basis of disability in hiring, promotion,
discharge, pay, fringe benefits, job training, classification, referral, and other

aspects of employment. Disability discrimination includes not making reasonable
accommodation to the known physical or mental limitations of an otherwise qualified
individual with a disability who is an applicant or employee, barring undue hardship.

AGE

The Age Discrimination in Employment Act of 1967, as amended, protects
applicants and employees 40 years of age or older from discrimination based on
age in hiring, promotion, discharge, pay, fringe benefits, job training, classification,
referral, and other aspects of employment.

SEX (WAGES)

In addition to sex discrimination prohibited by Title VII of the Civil Rights Act, as
amended, the Equal Pay Act of 1963, as amended, prohibits sex discrimination in
the payment of wages to women and men performing substantially equal work,
in jobs that require equal skill, effort, and responsibility, under similar working
conditions, in the same establishment.

GENETICS

Title IT of the Genetic Information Nondiscrimination Act of 2008 protects applicants
and employees from discrimination based on genetic information in hiring,
promotion, discharge, pay, fringe benefits, job training, classification, referral, and
other aspects of employment. GINA also restricts employers’ acquisition of genetic
information and strictly limits disclosure of genetic information. Genetic information
includes information about genetic tests of applicants, employees, or their family
members; the manifestation of diseases or disorders in family members (family
medical history); and requests for or receipt of genetic services by applicants,
employees, or their family members.

RETALIATION

All of these Federal laws prohibit covered entities from retaliating against a
person who files a charge of discrimination, participates in a discrimination
proceeding, or otherwise opposes an unlawful employment practice.

WHAT TO DO IF YOU BELIEVE DISCRIMINATION HAS OCCURRED

There are strict time limits for filing charges of employment discrimination. To
preserve the ability of EEOC to act on your behalf and to protect your right to file a
private lawsuit, should you ultimately need to, you should contact EEOC promptly
when discrimination is suspected:

The U.S. Equal Employment Opportunity Commission (EEOC), 1-800-669-4000
(toll-free) or 1-800-669-6820 (toll-free TTY number for individuals with hearing
impairments). EEOC field office information is available at www.eeoc.gov or

in most telephone directories in the U.S. Government or Federal Government
section. Additional information about EEOC, including information about charge
filing, is available at www.eeoc.gov.
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Employers Holding Federal Contracts or Subcontracts

Applicants to and employees of companies with a Federal government contract or subcontract
are protected under Federal law from discrimination on the following bases:

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN

Executive Order 11246, as amended, prohibits job discrimination on the basis
of race, color, religion, sex or national origin, and requires affirmative action to
ensure equality of opportunity in all aspects of employment.

INDIVIDUALS WITH DISABILITIES

Section 503 of the Rehabilitation Act of 1973, as amended, protects qualified
individuals from discrimination on the basis of disability in hiring, promotion,
discharge, pay, fringe benefits, job training, classification, referral, and

other aspects of employment. Disability discrimination includes not making
reasonable accommodation to the known physical or mental limitations of an
otherwise qualified individual with a disability who is an applicant or employee,
barring undue hardship. Section 503 also requires that Federal contractors take
affirmative action to employ and advance in employment qualified individuals
with disabilities at all levels of employment, including the executive level.

DISABLED, RECENTLY SEPARATED, OTHER PROTECTED,

AND ARMED FORCES SERVICE MEDAL VETERANS

The Vietnam Era Veterans’ Readjustment Assistance Act of 1974, as amended, 38
U.S.C. 4212, prohibits job discrimination and requires affirmative action to employ
and advance in employment disabled veterans, recently separated veterans (within

three years of discharge or release from active duty), other protected veterans
(veterans who served during a war or in a campaign or expedition for which a
campaign badge has been authorized), and Armed Forces service medal veterans
(veterans who, while on active duty, participated in a U.S. military operation for
which an Armed Forces service medal was awarded).

RETALIATION

Retaliation is prohibited against a person who files a complaint of discrimination,
participates in an OFCCP proceeding, or otherwise opposes discrimination
under these Federal laws.

Any person who believes a contractor has violated its nondiscrimination or
affirmative action obligations under the authorities above should contact
immediately:

The Office of Federal Contract Compliance Programs (OFCCP), U.S.
Department of Labor, 200 Constitution Avenue, N.W., Washington, D.C.

20210, 1-800-397-6251 (toll-free) or (202) 693-1337 (TTY). OFCCP may also be
contacted by e-mail at OFCCP-Public@dol.gov, or by calling an OFCCP regional
or district office, listed in most telephone directories under U.S. Government,
Department of Labor.

Programs or Activities Receiving Federal Financial Assistance

RACE, COLOR, NATIONAL ORIGIN, SEX

In addition to the protections of Title VII of the Civil Rights Act of 1964, as
amended, Title VI of the Civil Rights Act of 1964, as amended, prohibits
discrimination on the basis of race, color or national origin in programs or
activities receiving Federal financial assistance. Employment discrimination

is covered by Title VI if the primary objective of the financial assistance is
provision of employment, or where employment discrimination causes or may
cause discrimination in providing services under such programs. Title IX of the
Education Amendments of 1972 prohibits employment discrimination on the
basis of sex in educational programs or activities which receive Federal financial
assistance.

EEOC 9/02 and OFCCP 8/08 Versions Useable With 11/09 Supplement

INDIVIDUALS WITH DISABILITIES

Section 504 of the Rehabilitation Act of 1973, as amended, prohibits employment
discrimination on the basis of disability in any program or activity which receives
Federal financial assistance. Discrimination is prohibited in all aspects of
employment against persons with disabilities who, with or without reasonable
accommodation, can perform the essential functions of the job.

If you believe you have been discriminated against in a program of any
institution which receives Federal financial assistance, you should immediately
contact the Federal agency providing such assistance.

EEOC-P/E-1 (Revised 11/09)
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DEPARTMENT OF HEALTH & HUMAN SERVICES
Office of Acquisitions

'OFFICE OF ACQUISITIONS
OFPAKTMENT OF HEALTH AN FINAN SEVCES

This Just In ......

Policy Flash from the HHS Office of Acquisition Policy
National Labor Relations Act (NLRA)

This Policy Flash is issued to provide all Department of Health and Human Services (HHS)
Heads of Contracting Activity (HCA) and all HHS OPDIV/STAFFDIV acquisition offices, with
notification of the recently revised Employee Rights under the National Labor Relations Act
(NLRA) poster.

In accordance with Executive Order 13496, federal contractors and subcontractors are required
to inform employees of their rights under the National Labor Relations Act (NLRA) (29 CFR
Part 471), the primary law governing relations between unions and employers in the private
sector. E.O. 13496 promotes economy and efficiency of federal government procurement by
ensuring that workers employed in the private sector and engaged in activity related to the
performance of federal government contracts are informed of their rights to form, join, or assist a
union and bargain collectively with their employer. Additionally, federal contracts and
subcontracts must include a provision (FAR 22.1605) requiring federal contractors and
subcontractors to post the prescribed notice in every Government contract, with limited
exceptions. (FAR 52.222-40, Notification of Employee Rights Under the National Labor
Relations Act)

The required notice provides a list of employees’ rights under the NLRA to form, join, and
support a union and to bargain collectively with their employer; provides examples of unlawful
employer and union conduct that interferes with those rights; and indicates how employees can
contact the National Labor Relations Board, the federal agency that enforces those rights, with
questions or to file complaints. Federal contractors and subcontractors are required to post the
prescribed employee notice conspicuously in plants and offices where employees covered by the
NLRA perform contract-related activity, including all places where notices to employees are
customarily posted both physically and electronically.

The refreshed poster can be found at: employeerightsposter11x17 2019final.pdf (dol.gov).

Contracting officers and contract specialists are strongly encouraged to inform federal
contractors of the recently revised poster and federal contractor and subcontractor posting
requirements in accordance with FAR 52.222-40.

Please forward questions and comments to the HHS Office of Acquisition Policy at
OAP@hhs.gov.

(PF 22-08)
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EMPLOYEE RIGHTS

ON GOVERNMENT CONTRACTS

THIS ESTABLISHMENT IS PERFORMING GOVERNMENT CONTRACT WORK SUBJECT TO:

(CHECK ONE)

l SERVICE CONTRACT ACT (SCA)

H PUBLIC CONTRACTS ACT (PCA)

MINIMUM WAGES

FRINGE BENEFITS

OVERTIME PAY

CHILD LABOR

SAFETY & HEALTH

ENFORCEMENT

Your rate must be no less than the federal minimum wage
established by the Fair Labor Standards Act (FLSA).

A higher rate may be required for SCA contracts if a wage
determination applies. Such wage determination will be posted as
an attachment to this notice.

SCA wage determinations may require fringe benefit payments (or a
cash equivalent). PCA contracts do not require fringe benefits.

You must be paid 1.5 times your basic rate of pay for all hours
worked over 40 in a week. There are some exceptions.

No person under 16 years of age may be employed on a PCA
contract.

Work must be performed under conditions that are sanitary, and not
hazardous or dangerous to employees’ health and safety.

Specific DOL agencies are responsible for the administration of
these laws. To file a complaint or obtain information, contact the
Wage and Hour Division (WHD) by calling its toll-free help line at
1-866-4-USWAGE (1-866-487-9243), or visit www.dol.gov/whd

Contact the Occupational Safety and Health Administration
(OSHA) by calling 1-800-321-OSHA (1-800-321-6742), or visit
www.osha.gov
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U.S. DEPARTMENT OF LABOR

The purpose of the discussion below is to advise contractors which are subject to the Walsh-Healey Public Contracts Act or the Service Contract Act of
the principal provisions of these acts.

WALSH-HEALEY PUBLIC CONTRACTS ACT

General Provisions —This act applies to contracts which exceed or may exceed $10,000 entered into by any agency or
instrumentality of the United States for the manufacture or furnishing of materials, supplies, articles, or equipment. The act
establishes minimum wage, maximum hours, and safety and health standards for work on such contracts, and prohibits the
employment on contract work of convict labor (unless certain conditions are met) and children under 16 years of age. The
employment of homeworkers (except homeworkers with disabilities employed under the provisions of Regulations, 29 CFR Part
525) on a covered contract is not permitted.

In addition to its coverage of prime contractors, the act under certain circumstances applies to secondary contractors
performing work under contracts awarded by the Government prime contractor.

All provisions of the act except the safety and health requirements are administered by the Wage and Hour Division.

Minimum Wage —Covered employees must currently be paid not less than the Federal minimum wage established in section
6(a)(1) of the Fair Labor Standards Act.

Overtime —Covered workers must be paid at least one and one-half times their basic rate of pay for all hours worked in excess
of 40 a week. Overtime is due on the basis of the total hours spent in all work, Government and non-Government, performed by
the employee in any week in which covered work is performed.

Child Labor—Employers may protect themselves against unintentional child labor violations by obtaining certificates of age.
State employment or age certificates are acceptable.

Safety and Health—No covered work may be performed in plants, factories, buildings, or surroundings or under work
conditions that are unsanitary or hazardous or dangerous to the health and safety of the employees engaged in the
performance of the contract. The safety and health provisions of the Walsh-Healey Public Contracts Act are administered by
the Occupational Safety and Health Administration.

Posting—During the period that covered work is being performed on a contract subject to the act, the contractor must post
copies of Notice to Employees Working on Government Contracts in a sufficient number of places to permit employees to
observe a copy on the way to or from their place of employment.

Responsibility for Secondary Contractors —Prime contractors are liable for violations of the act committed by their covered
secondary contractors.

SERVICE CONTRACT ACT

General Provisions—The Service Contract Act applies to every contract entered into by the United States or the District of
Columbia, the principal purpose of which is to furnish services in the United States through the use of service employees.
Contractors and subcontractors performing on such Federal contracts must observe minimum wage and safety and health
standards, and must maintain certain records, unless a specific exemption applies.

Wages and Fringe Benefits —Every service employee performing any of the Government contract work under a service
contract in excess of $2,500 must be paid not less than the monetary wages, and must be furnished the fringe benefits, which
the Secretary of Labor has determined to be prevailing in the locality for the classification in which the employee is working

or the wage rates and fringe benefits (including any accrued or prospective wage rates and fringe benefits) contained in a
predecessor contractor's collective bargaining agreement. The wage rates and fringe benefits required are usually specified

in the contract but in no case may employees doing work necessary for the performance of the contract be paid less than the
minimum wage established in section 6(a)(1) of the Fair Labor Standards Act. Service contracts which do not exceed $2,500 are
not subject to prevailing rate determinations or to the safety and health requirements of the act. However, the act does require
that employees performing work on such contracts be paid not less than the minimum wage rate established in section 6(a)(1)
of the Fair Labor Standards Act.

Overtime —The Fair Labor Standards Act and the Contract Work Hours Safety Standards Act may require the payment of
overtime at time and one-half the regular rate of pay for all hours work on the contract in excess of 40 a week. The Contract
Work Hours Safety Standards Act is more limited in scope than the Fair Labor Standards Act and generally applies to
Government contracts in excess of $100,000 that require or involve the employment of laborers, mechanics, guards, watchmen.

Safety and Health—The act provides that no part of the services in contracts in excess of $2,500 may be performed in
buildings or surroundings or under working conditions, provided by or under the control or supervision of the contractor or
subcontractor, which are unsanitary or hazardous or dangerous to the health or safety of service employees engaged to furnish
the services. The safety and health provisions of the Service Contract Act are administered by the Occupational Safety and
Health Administration.

Notice to Employees—On the date a service employee commences work on a contract in excess of $2,500, the contractor
(or subcontractor) must provide the employee with a notice of the compensation required by the act. The posting of the notice
(including any applicable wage determination) contained on the reverse in a location where it may be seen by all employees
performing on the contract will satisfy this requirement.

Notice in Subcontracts—The contractor is required to insert in all subcontracts the labor standards clauses specified by the
regulations in 29 CFR Part 4 for Federal service contracts exceeding $2,500.

Responsibility for Secondary Contractors—Prime contractors are liable for violations of the act committed by their covered
secondary contractors.

Other Obligations —Observance of the labor standards of these acts does not relieve the employer of any obligation he may
have under any other laws or agreements providing for higher labor standards.

Additional Information—Additional Information and copies of the acts and applicable regulations and interpretations may be
obtained from the nearest office of the Wage and Hour Division or the national office in Washington, D.C. Information pertaining
to safety and health standards may be obtained from the nearest office of the Occupational Safety and Health Administration or

the national office in Washington, D.C. WH1313  REV 04/09
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PCI FEDERAL SERVICES WORKERS’
COMPENSATION INFORMATION FOR ALL
STATES

If you are injured on the job, or contract and occupational
disease, notify your employer immediately.

Please refer to the information below for all states under PCIFS.

WORKERS’ COMP INSURANCE CARRIER:
FSA Risk and Benefits LLC

TELEPHONE NUMBER:
Tel #: 850-696-1550 Fax #: 251-459-6918

If you have any further questions or concerns, please contact your PCI Federal Services’ Human
Resources Director, Ronda Rotelli (RRotelli@pcifs.com).
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STATE OF ALABAMA
WORKERS'
COMPENSATION
INFORMATION

If you are injured on the job, or
contract an occupational disease,
notify your employer immediately.

Your employer will advise you of
the physician to see for authorized
medical treatment.

WORKERS' COMP INSURANCE
CARRIER

TELEPHONE NUMBER

ASSISTANCE IS AVAILABLE UNDER THE ALABAMA WORKERS’
COMPENSATION LAW INCLUDING MEDIATION SERVICE.
FOR INFORMATION CALL:
1-800-528-5166
Alabama Department of Labor
Workers' Compensation Division
649 Monroe Street
Montgomery, AL 36131
CODE OF ALABAMA, 1975, § 25-5-290(d), REQUIRES THAT THIS NOTICE BE
POSTED
IN ONE OR MORE CONSPICUOUS PLACES IN YOUR BUSINESS.

FORM WCC#1 10/12



Temporarily Laid Off?

=LA

If you are working and earning less than your usual weekly
gross earnings for full-time employment, you may ask your
employer to file a claim for partial benefits. Under current
administrative rules, employers are allowed to file partial
claims up to three consecutive weeks.

YOUR EMPLOYER HAS ELECTED
TO FILE PARTIAL CLAIMS BY COMPUTER
FOR YOUR CONVENIENCE

Use of this computerized partial claim system helps the
Department of Labor speed up the payment process for filing
an unemployment compensation claim.

To prevent delays please notify your employer of the
following:

» name change

> address change

> gross earnings from another employer

Employers filing automated partial claims are not required to
submit a claim on individuals' whose earnings for a given
week are equal to or exceed $265, which is currently the
maximum weekly benefit amount in Alabama.

Q\Emcdg» Department of Labor N
G Pt 649 Monroe Street T e L
% A\’,l“.;\;é Montgomery, Alabama 36130 % 4\‘/-;£§
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Extra copies are available upon request.



INSURANCE

Workers in this establishment are covered by the Alabama Unemployment
Compensation Law.

YOU MAY BE ENTITLED TO BENEFITS IF:

(1) You become totally or partially unemployed under conditions defined by law and
you are otherwise eligible and qualified for benefits and

(2) you are separated from your job through no fault of your own.

However, if you voluntarily leave your employment without good cause connected with
your work of if you are discharged for “cause”, your benefits may be postponed and
reduced or entirely denied.

IMPORTANT: Be sure that your employer is using your correct
social security number; if not, your claim may be delayed.

When you become unemployed:

e To file your unemployment claim, call toll free 1-866-234-5382 or file by internet
at www.labor.alabama.gov.

e To obtain general information concerning your rights to benefits for either total or
partial unemployment, call toll free 1-800-361-4524 or write to the Alabama
Department of Labor, 649 Monroe Street Montgomery, Alabama 36131, or log on
to our website at www.labor.alabama.gov.

ALABAMA DEPARTMENT OF
LABOR

Alabama Administrative Code 480-4-2-.19 requires that this notice be posted conspicuously
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CHILD LABOR LAWS

HOURS OF WORK RESTRICTIONS: NO MINOR UNDER 18
MAY WORK MORE THAN 6 DAYS IN ANY WORKWEEK

ALASKA DEPARTMENT OF LABOR
& WORKFORCE DEVELOPMENT

ALASKA YOUTH UNDER THE AGE OF 14 MAY WORK ONLY IN THE

FOLLOWING OCCUPATIONS:

1. Newspaper sales and delivery.

2. Baby-sitting, handiwork and domestic employment in or about
private homes.

3.The entertainment industry, with an approved work permit from the
Alaska Wage & Hour Administration.

14 & 15 YEAR OLDS:

WHEN SCHOOL IS IN SESSION. Hours will be limited to a total of nine
hours of school attendance plus employment in any one day; work will
be performed only between the hours of 5 a.m. and 9 p.m. and total
hours worked will be limited to 23 in any week.

DURING SCHOOL VACATIONS.
Work hours will be limited to 40 hours per week between the hours of
5a.m.and 9 p.m.

MINORS 17 AND UNDER CANNOT BE EMPLOYED IN:
1. Occupations in manufacturing, handling or use of explosives.
2. Occupations of motor vehicle driver or helper (some limited
restrictions).
3. Mining operations including coal.
4. Logging or occupations in the operations of any sawmill, lathe mills,
shingle mill or cooperage.
5. Operation of power-driven woodworking machines.
6. Occupations with exposure to radioactive substances and to ionizing
radiation.
7. Operation of elevators or other power-driven hoisting apparatus.
8. Operation of power-driven metal forming, punching and shearing
machines.
9. Occupations involving slaughtering, meat packing, processing or
rendering.
10. Occupations involved in the operation and cleaning of power-
driven bakery machines.
11. Occupations involved in the operation of power-driven paper
products machines.
12. Occupations involved in the manufacture of brick, tile and kindred
products.
13. Occupations involved in the operation and cleaning of circular
saws, band saws, and guillotine shears.
14. Occupations involved in wrecking, demolition and shipwrecking
operations.
15. Occupations involved in roofing operations.
16. Occupations involved with excavation operations.
17. Electrical work with voltages exceeding 220, or outside erection or
repair and meter testing including telegraph and telephone lines.
18. Occupations involving exposure to bloodborne pathogens.
19. Occupations involved in canvassing, peddling, solicitation of
door-to-door contributions, or acting as an outside salesman.

ADDITIONAL RESTRICTIONS FOR 14 & 15 YEAR OLDS:
1. Occupations in manufacturing, mining or processing, including

FEDERAL STATUTES ARE IN SOME CASES STRICTER THAN STATE
STATUTES FOR FEDERAL INFORMATION, CONTACT THE U. S.
DEPARTMENT OF LABOR AT 1-866-487-9243

workrooms or places where goods are manufactured, mined or
otherwise processed.
2. Occupations involved in operation of power-driven machinery other
than office machines.
3. Occupations in construction (including demolition and repair)
except office work.
4. Any work in an establishment that serves alcoholic beverages.
5. Public messenger service.
6. Occupations in or about canneries, except office work.
7. Work performed in or about boilers, engine rooms or retorts.
8. Work involved with maintenance or repair of the establishment’s
machines or equipment.
9. Occupations that involve working from windowsills, ladders, scaffolds
or their substitutes.
10. Occupations handling or operation of power-driven food slicers,
grinders, choppers, cutters and bakery type mixers.
11. Work in freezers, meat coolers, or preparation of meat for sale.
12. Loading/unloading to or from trucks, railroad cars or conveyers.
13. Occupations in warehouses and storage except office and clerical
work.
14. Occupations involving use of sharpened tools.
15. Occupations in transportation of persons or property except office
or sales work.

BREAKS:

An employee under 18 years of age who is scheduled to work six
consecutive hours is entitled to a 30 minute break during the workday.
A youth under 18 who works five consecutive hours is entitled to a 30
minute break before continuing to work.

ALCOHOL:

All minors 16 and under must have a work permit on file with the
Department. If the employer has a restaurant designation and is
licensed to sell alcohol, then all minors 17 years of age must also have
an approved work permit.

TOBACCO & PULL-TABS:

AS 11.76.106 restricts access to areas where tobacco and tobacco
products are sold. Minors under 19 may not sell tobacco or tobacco
products in the course of their employment. 15 AAC 160.480(b)
prohibits the sale of pull-tabs by anyone under the age of 21.

MARIJUANA & CANNABIS INDUSTRY:

AS 17.38.070 restricts the employment of persons under the age of
21 from working in any and all branches of the cannabis/marijuana
industry, including but not limited to planting, cultivating, harvesting,
processing, packaging, transporting or selling.

Rev 2/2018

FOR FURTHER INFORMATION CONTACT:
ALASKA WAGE & HOUR ADMINISTRATION

1251 Muldoon Road, Suite 113 675 7™ Avenue, Station J-1
Anchorage, AK 99504 Fairbanks, AK 99701

(907) 269-4900 (907) 451-2886

1111 W. 8" Street, Suite 302
Juneau, AK 99802-1149
(907) 465-4842
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EMERGENCY INFORMATION

DOCTOR

AMBULANCE

HOSPITAL

POLICE

FIRE DEPT.

OTHER

ALL FATALITIES OR INJURIES RESULTING IN HOSPITALIZATION MUST BE REPORTED
IMMEDIATELY (WITHIN 8 HOURS) TO THE ALASKA DEPARTMENT OF LABOR AND WORKFORCE
DEVELOPMENT, DIVISION OF LABOR STANDARDS AND SAFETY AT:

1-800-770-4940

OR
TO THE OSHA 24-HOUR HOT LINE at
1-800-321-6742
(AS 18.60.058(a))

1111 W. 8" St. 675 Seventh Avenue 1251 Muldoon Road
Suite 304 Station J1 Suite 109
P.O.Box 111149 Fairbanks, AK 99701-4593 Anchorage, AK 99504
Juneau, AK 99811-1149 Phone: (907) 451-2890 Phone: (907) 269-4940

Phone: (907) 465-4855

~
q@ Rev 2/2018

ALASKA DEPARTMENT OF LABOR
& WORKFORCE DEVELOPMENT
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ALASKA MINIMUM WAGE

SUMMARY OF ALASKA WAGE AND HOUR ACT

Effective January 1, 2021, the Alaska minimum wage shall be $10.34 per hour.

Alaska Statute 23.10.050 - 23.10.150 establishes minimum wage and overtime pay standards for employment subject to its provisions. These standards are
generally applicable to all employees. School bus drivers, however, shall receive at least two times the Alaska minimum wage. Other exceptions to the minimum

wage requirement follow.

Alaska minimum wage and overtime requirements do not apply to any individual employed as follows:

¢ In agriculture;

¢ In the taking of aquatic life; or the hand picking of shrimp;

¢ In domestic service (including babysitting) in or about a private home;

¢ By U.S,, state or local governments (i.e., political subdivisions);

¢ In voluntary service in the nonprofit activities of a religious, charitable, cemetery,
educational or other nonprofit organization which are related only to the
organization’s nonprofit activities;

¢ In a bona fide executive, professional or administrative capacity as defined in
regulations of the Commissioner of Labor and Workforce Development and in
the FLSA; or in certain computer occupations, or as an outside salesman, or as
any salesman working on a straight commission basis;

¢ Youth under age 18 employed part-time for not more than 30 hours in
any week;

¢ An individual who is employed by a motor vehicle dealer and whose primary
duty is to (a) receive, analyze or reference requests for service, repair or
analysis of motor vehicles; (b) arrange financing for the sale of motor vehicles
and related products and services that are part of the sale; or (c) solicit, sell,
lease or exchange motor vehicles;

¢ An individual who provides emergency medical services only on a voluntary
basis; serves with a full-time fire department only on a voluntary basis; or
provides ski patrol services on a voluntary basis;

¢ A student participating in a University of Alaska practicum described under AS
14.40.065;

¢ A person licensed under AS 08.54 and who is employed by a registered guide
or master guide licensed under AS 08.54 for the first 60 workdays so employed
during a calendar year;

¢ An independent taxicab driver who establishes the driving area and hours, who
contracts on a flat rate basis for use of the cab, permit or dispatch services, and
who is compensated solely by the customers served;

¢ Solely as a watchman or caretaker on a premises out of operation for longer than
four months;

¢ In delivery of newspapers to the consumer;

¢ In the search for placer or hard rock minerals;

¢ An individual engaged in activities for a nonprofit religious, charitable, civic,
cemetery, recreational or educational organization where the employer-
employee relationship does not, in fact, exist, and where services rendered to
the organization under a work activity requirement of AS 47.27 (Alaska
temporary assistance program);

¢ By a nonprofit educational or child care facility to serve in place of a parent of
children in residence if the employment requires residence at the facility and is
compensated on a cash basis exclusive of room and board at an annual rate of
not less than $10,000 for an unmarried person; or $15,000 for a married couple.

Overtime Hours

The standard workweek shall not exceed 40 hours per week or eight hours per day. Should an employer find it necessary to employ an employee in excess of
these standards, overtime hours shall be compensated at the rate of one and one-half times the regular rate of pay.

Compensation at the overtime rate is not required in the following cases:

¢ By an employer who employs three or fewer people in the regular course of
business;

¢ An individual employed in handling, packing, storing, pasteurizing, drying,
canning, or preparing in their raw or natural state agricultural or horticultural
commodities for market, or in making cheese, butter or other dairy products;

¢ Agricultural employees;

¢ An employee employed as a seamen;

¢ Workers engaged in planting or tending trees, cruising, surveying, bucking
or felling timber, preparing or transporting logs or other forestry products to
the mill, processing plant, railroad or other transportation terminal if the
total number of employees in such lumber operations does not exceed 12;

¢ An individual employed as an outside buyer of poultry, eggs, cream or milk
in their raw or natural state;

¢ Hospital employees whose duties include the provision of medical services;

¢ An employee under a flexible work hour plan which is included as part of a
collective bargaining agreement;

¢ An employee under a voluntary flexible work plan if the employee and
employer have signed a written agreement which has been approved by the
Department (Overtime rates must be paid for work over 40 hours a week and
over the hours specified on the flexible work hour plan not included in a
collective bargaining agreement);

¢ A community health aide employed by a local or regional health organization
as those terms are defined in AS 18.28.100;

¢ Work performed by certain flat-rate mechanics primarily engaged in
servicing automobiles, light trucks, and motor homes, subject to certain and
specific provisions (see AS 23.10.060(d)(17));

¢ An employee of a small mining operation where not more than 12 people
are employed, as long as the individual is not employed in excess of 12 hours
per day or 56 hours per week during a period of not more than 14 workweeks
in the aggregate in any calendar year during the mining season;

¢ An employee employed in connection with publication of a weekly,
semiweekly or daily newspaper with a circulation of less than 1000;

¢ Casual employees as defined by regulations of the Commissioner of Labor
and Workforce Development;

¢ A line haul truck driver for a trip exceeding 100 road miles one way if the
driver’s pay includes overtime pay for work in excess of 40 hours per week or
eight hours per day, and if the rate of pay is comparable to the minimum
wage;

¢ Work performed by an employee under a voluntary written agreement
addressing the trading of work shifts among employees, if employed by an
air carrier subject to subchapter Il of the Railway Labor Act (45 U.S.C.181-188),
including employment as a customer service representative, subject to
certain provisions (see AS 23.10.060(d)(18));

¢ Work performed by a flight crew member employed by an air carrier subject
to 45 U.S.C. 181-188 (subchapter Il of the Railway Labor Act);

¢ A switchboard operator employed in a public telephone exchange that has
fewer than 750 stations;

¢ An employee in otherwise exempted employment or a proprietor in a retail
or service establishment engaged in handling telegraphic, telephone or
radio messages under an agency or contract arrangement with a telegraph
or communications company where the telegraph message or
communications revenue of the agency does not exceed $500/month.

NOTE: This is not a complete list of exemptions to minimum wage and overtime provisions. Refer to AS 23.10.055 and AS 23.10.060. The above text is intended
for informational purposes only and is not to be construed as having the effect of law.

Inquiries should be made to: Wage and Hour Administration, Alaska Department of Labor and Workforce Development, 1251 Muldoon Road, Suite 113,
Anchorage, AK 99504 Phone: (907) 269-4909 Email: Anchorage.LSS-WH@alaska.gov

Recordkeeping

An employer shall keep for a period of at least three years all payroll information and records for each employee at the place of employment.

Revised January 2021 Post in a Prominent Place
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OCCUPATIONAL SAFETY AND HEALTH PROTECTION

SAFETY AND HEALTH PROTECTION ON THE JOB

ALASKA LAW AS 18.60.010 to .105 - provides safety and health protection for workers through promotion of safe and healthful working conditions throughout the
State. Requirements of the law include the following:

EMPLOYERS: Each employer shall furnish to each of his employees, employment, and a place of employment free from recognized hazards that are causing or are likely to cause death
or serious harm to his employees; and shall comply with occupational safety and health standards issued under the law.

EMPLOYEES: Each employee shall comply with all occupational safety and health standards, rules, regulations, and orders issued under the law that apply to his own actions and
conduct on the job.

The Alaska Department of Labor and Workforce Development has the primary responsibility for administering the law. It issues occupational safety and health standards,
and its Compliance Officers conduct job site inspections to ensure compliance with the law.

INSPECTION: The law requires that a representative of the employer and a representative authorized by the employees be given an opportunity to accompany the Compliance Officer
for the purpose of aiding the inspection. Pursuant to AS 18.60.087, time spent by an employee aiding the inspection shall be considered as time worked, and the employee
shall be compensated accordingly.

Where there is no authorized employee representative, the Compliance Officer must consult with a reasonable number of employees concerning safety and health
conditions in the workplace.

COMPLIANCE Employees or their representatives have the right to file a complaint in writing with the nearest Alaska Department of Labor and Workforce Development office requesting
COMPLAINT: an inspection if they believe unsafe or unhealthful conditions exist in their workplace. Their names will be withheld upon request.

Employees and their representatives have a right to call an inspector’s attention to possible violations in writing or orally.

The law provides that employees may not be discharged or discriminated against in any way for filing safety and health complaints or otherwise exercising their rights
under the law.

DISCRIMINATION  Pursuant to AS 18.60.089, an employee may not be discharged or discriminated against because they filed a complaint, instituted, or caused to be instituted a proceeding

COMPLAINT: related to the enforcement of occupational safety and health standards, or has testified or is expected to testify in a proceeding related to occupational safety and health.
An employee who believes they have been discriminated against may file a complaint with the nearest OSHA and/or Alaska Occupational Safety and Health office within
30 days of the alleged discrimination.

CITATION: If upon inspection, the Compliance Officer believes an employer has violated the law, a citation alleging such violations will be issued to the employer. Each citation will
specify a time period within which the alleged violation must be corrected.

The citation must be prominently displayed at or near the place of alleged violation for five days, or until it is corrected, whichever is later, to warn employees of dangers
that may exist there.

PROPOSED The law provides for mandatory penalties against employers of up to $14,502.00 for each serious violation and for optional penalties of up to $14,502.00 for any other
PENALTY: violations. Penalties of up to $14,502.00 per day may be proposed for failure to correct violations within the proposed time period. Also, any employer who willfully or
repeatedly violates the law may be assessed penalties of up to $145,027.00 for e ach violation.

Criminal penalties are also provided for in the law. Any willful violation resulting in death of an employee upon conviction is punishable by a fine not more than $10,000 or
by imprisonment for not more than 6 months, or by both. Conviction of an employer after a first conviction doubles these maximum penalties.
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VOLUNTARY
ACTIVITY:

MORE

INFORMATION:

PROGRAM
COMPLAINT:

OCCUPATIONAL SAFETY AND HEALTH PROTECTION (Continued)

While providing penalties for violations, the law also encourages efforts by labor and management, before an inspection, to reduce injuries and illnesses arising out of
employment.

The Alaska Department of Labor and Workforce Development encourages employers and employees to reduce workplace hazards voluntarily and to develop and improve
safety and health programs in all workplaces and industries.

Such cooperative action would initially focus on the identification and elimination of hazards that could cause death, injury, or illness to employees and supervisors. Upon
request of employer, the Alaska Department of Labor and Workforce Development will furnish a consultant who will inspect the premises and identify hazards without
assessing penalties.

Additional information and copies of the law, specific safety and health standards, and other regulations may be obtained from the Alaska Department of Labor and
Workforce Development, Division of Labor Standards & Safety, Alaska Occupational Safety and Health at the addresses shown at the bottom of this page.

Under a plan approved July 31, 1973, by the U.S. Department of Labor, Occupational Safety and Health Administration (OSHA), the State of Alaska is providing job safety and
health protection for workers throughout the State. OSHA will monitor the operation of this plan to assure that continued approval is merited. Any person may make a complaint
regarding the State administration of this plan directly to the U.S. Department of Labor, OSHA, Region X, 300 Fifth Avenue, Suite 1280, Seattle, WA 98104, Phone (206) 757-6700.

AS 18.60.068 requires this information be displayed in a prominent place on business premises.
- Employers must inform employees about the locations and nature of operations, which could result in exposure to toxic or hazardous substances or physical agents.

«  Employers must train employees in the health effects of the toxic or hazardous substances and physical agents to which they are exposed and in the purpose, proper use, and limitations
of personal protective equipment.

« Employers must keep on file and make available during the work-shift, Safety Data Sheets (SDS) for each toxic or hazardous substance or physical agent to which employees may be exposed.
Employers must remove employees from exposure to the substance or physical agent if an SDS cannot be obtained and provided to employees within 15 calendar days of a request.

The Alaska Department of Labor and Workforce Development will provide assistance to employers in the form of SDS program development aids, on-site program review, and safety

IT'S YOUR RIGHT TO KNOW

About toxic and hazardous substances and physical agents

seminars.
For more information, employers, employees and concerned citizens may contact the Alaska Department of Labor and Workforce Development,
Labor Standards and Safety Division, Occupational Safety and Health, http://labor.alaska.gov/Iss/oshhome.htm.
4 Consultation & Training 1-800-656-4972 4 Enforcement 1-800-770-4940 4 24-hour OSHA hotline 1-800-321-6742
1111West 8" Street, Suite 304 1251 Muldoon Road, 675 7" Avenue, Station J
P.O.Box 111149 Suite 109 Fairbanks, AK 99701-4596 STATE OF ALASKA
Juneau, AK99811-1149 Anchorage, AK 99504 (907) 451-2890 LABOR.STANDARDS & SAFETY
(907) 465-4855 (907) 269-4940 or Alaska Occupational Safety and Health

(907) 451-2888

AS 18.60.058 (a) requires that employers must notify either AKOSH or OSHA within eight hours of an in-patient

hospitalization, loss of an eye, amputation, or fatality. Rev. June 2022

10 Alaska Labor Laws
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SEXUAL HARASSMENT

Under The Alaska Human Rights Law and (AS 18.80.220)
Title VII of the Federal Civil Rights Act,

SEXUAL HARASSMENT IS ILLEGAL.

If you have experienced:
« Unwelcome Sexual Advances;

« Request for Sexual Favors;
« Sexual comments or conduct that interferes with your work or creates a hostile work environment; or

« Your employer has made decisions about your job based on whether you accepted or rejected sexual
advances, comments, or conduct,

You may be the victim of sexual harassment.
If you believe you may have been sexually harassed, contact the Alaska Human Rights Commission. Statutes
of limitation apply.

Retaliation for Complaining About Sexual Harassment is UNLAWFUL.
It is illegal for your employer to fire you or to take other actions against you because you report
or oppose sexual harassment.

Alaska State Commission for Human Rights
800 A Street, Suite 204, Anchorage, AK 99501
Toll Free: 800-478-4692

In Anchorage: 274-4692

https:/ /humanrights.alaska.gov/
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UNEMPLOYMENT COMPENSATION

NOTICE TO EMPLOYEES

As an employee of this company, you are covered by Unemployment Insurance (Ul). The Ul program is
administered by the Division of Employment and Training Services of the Alaska Department of Labor
and Workforce Development.

The purpose of Ul is to provide partial replacement of wages between jobs. If a business has to reduce wages or
hours, or temporarily lay off workers, Ul gives workers financial security and temporary buying power so they can
remain in the community. This, in turn, helps employers keep their trained work force. Ul payments protect the
economy in Alaska’s communities until unemployed workers are reemployed. Ul helps to reduce the family and
community problems caused by layoffs or a lack of jobs.

You and your employer both pay your Ul premiums (taxes). You pay about 27 percent and your employer pays 73
percent. Generally speaking, if you receive one week of Ul benefits, you receive as much or more than you paid into
the program for the year. Your employer may withhold from your earnings the employee portion of the Ul tax. Wages
in excess of the maximum annual taxable wage set for the calendar year are non-taxable. Current and past years’
maximum annual taxable wage base and the employee portion of the Ul tax rates are posted on the Employment
Security Tax website at: labor.alaska.gov/estax/faq/wl.htm.

As with any insurance, you must meet certain qualifications to be eligible for benefits. You must have
earned wages in jobs that are covered by the law, file your claim for Ul, and register for work with the Alaska
Employment Service or your union. You must also be ready, willing and able to accept suitable work. If you quit or
are fired from your last job, or if anything is keeping you from accepting full-time work, you may not immediately
be eligible for benefits.

To file a NEW claim or REOPEN an existing Alaska claim for Ul benefits on the Internet, go to labor.alaska.gov and
click on “File Unemployment Benefits Online.”

To file for Ul by telephone and for all other Ul assistance, contact your local Ul claim center. The phone numbers are
listed below. If you do not reside in one of the cities below, use the toll free number.

Anchorage: (907) 269-4700 Juneau/outside Alaska: (907) 465-5552
Fairbanks: (907) 451-2871 All other areas in Alaska: (888) 252-2557

The toll-free telephone number to connect to Alaska Relay is (800) 770-8973 or voice (800) 770-8255.

You may be entitled to a refund of excess employee contributions to the Ul Trust Fund if you had two or more
employers in a calendar year, your withholdings exceeded the maximum annual employee tax and your
overpayment is $5 or greater. For the year you are claiming a refund, the filing deadline for your application
is Dec. 31 of the following calendar year. (If you had more than the legal maximum employee deduction withheld
by any one employer, your employer is responsible for refunding this excess deduction to you.) To obtain an
Employee Application for Refund, write the Alaska Department of Labor and Workforce Development,
P.O. Box 115509, Juneau, AK 99811-5509 or email Tax at: esd.tax@alaska.gov or download the form
at: labor.alaska.gov/estax/forms/toc_forms.htm.

TJobs)

ALASKA DEPARTMENT OF LABOR
& WORKFORCE DEVELOPMENT

Form 07-1012 (Rev 1/18)
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WORKERS’ COMPENSATION

EMPLOYER’S NOTICE OF INSURANCE
TO THE EMPLOYEES OF THE UNDERSIGNED: Your employer is insured by

Insurer

Street and Number

City State Zip Code

For the period from Through

Adjusting Company

Street and Number

City State Zip Code

Telephone

This insurance pays benefits for job-connected injuries, ilinesses or death as provided by the Alaska
Workers’ Compensation Act

Employer

By

Title

Witness

Witnhess

Immediately (not later than 30 days from injury or death date) give your employer and the Alaska Workers’ Compensation Division written
notice of a job-related injury, iliness, or death. Get the “Report of Occupational Injury or lliness” form from your employer for this purpose.
If you have questions about your rights or benefits under the Alaska Workers’ Compensation Act, contact the insurer at the above address
and the Alaska Workers’ Compensation Division at the nearest office listed below:

ANCHORAGE FAIRBANKS JUNEAU
3301 Eagle Street 675 7th Avenue PO Box 115512
Suite 304 Station K 1111 W 8th St Room 305
Anchorage, AK 99503 Fairbanks, AK 99701-4586 Juneau, AK 99811-5512
(907) 269-4980 (907) 451-2889 (907) 465-2790

NOTICE TO EMPLOYER: AS 23.30.060 requires that you post this notice in three conspicuous places on the employer’s premises.

Form 07-6120 (Rev 05/2012)
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TO BE POSTED BY EMPLOYER POLICY NUMBER

NOTICE TO EMPLOYEES

RE: ARIZONA WORKERS’ COMPENSATION LAW

All employees are hereby notified that this employer has complied with the provisions of the
Arizona Workers’ Compensation Law (Title 23, Chapter 6, Arizona Revised Statutes) as amended,
and all the rules and regulations of The Industrial Commission of Arizona made in pursuance
thereof, and has secured the payment of compensation to employees by insuring the payment of
such compensation with:

All employees are hereby further notified that in the event they do not specifically reject the
provisions of the said compulsory law, they are deemed by the laws of Arizona to have accepted
the provisions of said law and to have elected to accept compensation under the terms thereof; and
that under the terms thereof employees have the right to reject the same by written notice thereof
prior to any injury sustained, and that the blanks and forms for such notice are available to all
employees at the office of this employer.

* Kk ok Kk kK ok ok ko k ok ok k

PARA SER COLOCADO POR EL PATRON NUMERO DE POLIZA

AVISO A LOS EMPLEADOS

RE: LEY DE COMPENSACION PARA LOS TRABAJADORES DE ARIZONA

A todos los empleados se les notifica por este medio que este patron ha cumplido con las
provisiones de la Ley de Compensacion para los Trabajadores de Arizona (Titulo 23, Capitulo 6,
Estatutos Enmendados de Arizona) tal como han sido enmendados, y con todas las regias y
ordenanzas de La Comision Industrial de Arizona hechas en cumplimiento de esta, y ha asegurado
el pago de compensacion a los empleados garantizando el pago de dicha compensacion por medio
de:

Ademas, a todos los empleados se les notifica por este medio que en caso de que
especificadamente ellos no rechazen las disposiciones de dicha ley obligatoria, se les considerara
bajo las leyes de Arizona de haber aceptado las provisiones de dicha ley y de haber escogido
aceptar la compensacion bajo estos terminos; tambien bajo estos terminos los empleados tienen el
derecho de rechazar la misma por medio de una notificacion por escrito antes de que sufran alguna
lesion, todos los formularios o formas en blanco para tal notificacion por escrito estaran
disponibles paratodos los empleados en la oficina de este patron.

* %k ok ok ok ok ok ok ok ok ok ok ok ok

KEEP POSTED IN A CONSPICUOUS PLACE.
COLOQUESE EN LUGAR VISIBLE.




THE FAIR WAGES AND HEALTHY FAMILIES ACT

Earned Paid Sick Time

EXEMPTIONS:

ENTITLEMENT
AND AMOUNT:

TERMS OF USE:

RETALIATION &
DISCRIMINATION
PROHIBITED:

ENFORCEMENT:

INFORMATION:

The Fair Wages and Healthy Families Act (the “Act”) does not apply to any
person who is employed by a parent or a sibling; any person who is employed
performing babysitting services in the employer’s home on a casual basis; or
any person employed by the State of Arizona or the United States government.

Beginning July 1, 2017, employees are entitled to earned paid sick time and
accrue a minimum of one hour of earned paid sick time for every 30 hours
worked, subject to the following limitations:
e Employees whose employers have less than 15 employees may only
accrue or use 24 hours of earned paid sick time per year.
e Employees whose employers have 15 or more employees may only
accrue or use 40 hours of earned paid sick time per year.
Employers are permitted to select higher accrual and use limits.

Earned paid sick time may be used for the following purposes: (1) medical
care or mental or physical illness, injury, or health condition; or (2) a public
health emergency; and (3) absence due to domestic violence, sexual violence,
abuse, or stalking. Employees may use earned paid sick time for themselves
or for family members. See Arizona Revised Statutes § 23-373 for more
information.

Employers are prohibited from discriminating against or subjecting any person
to retaliation for: (1) asserting any claim or right under the Act, including
requesting or using earned paid sick time; (2) assisting any person in doing so;
or (3) informing any person of their rights under the Act.

Each employee has the right to file a complaint with the Industrial
Commission’s Labor Department alleging that an employer has violated the
Act. Certain time limits apply. A civil action may also be filed as provided in
the Act. Violations of the Act may result in penalties.

For additional information regarding the Act, you may refer to the Industrial
Commission’s website at www.azica.gov or contact the Industrial
Commission’s Labor Department: 800 W. Washington, Phoenix, Arizona
85007-2022; (602) 542-4515.

THIS POSTER MUST BE CONSPICUOUSLY POSTED IN A PLACE

THAT IS ACCESSIBLE TO EMPLOYEES
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RSt THE FAIR WAGES AND
L5 HEALTHY FAMILIES ACT

Effective January 1, 2022, Arizona's Minimum Wage Is:

$] 2 - 80per hour

The Fair Wages and Healthy Families Act (the "Act") does not apply to any
person who is employed by a parent or a sibling; any person who is
employed performing babysitting services in the employer’'s home on a

EXEMPTIONS: casual basis; any person employed by the State of Arizona or the United
States government; or any person employed in a small business that
grosses less than $500,000 in annual revenue, if that small business is
exempt from having to pay a minimum wage under section 206(a) of title
29 of the United States Code.

For any employee who customarily and regularly receives tips or gratuities,
an employer may pay tipped employees a maximum of $3.00 per hour less
TIPS AND than the minimum wage if the employer can establish by its records that for
GRATUITIES: each week, when adding tips received to wages paid, the employee received
not less than the minimum wage for all hours worked. Certain other conditions
must be met.

RETALIATION & Employers are prohibited from discriminating against or subjecting any person
DISCRIMINATION to retaliation for: (1) asserting any claim or right under the Act; (2) assisting
any person in doing so; or (3) informing any person of their rights under the

PROHIBITED: Act.

Any person or organization may file a complaint with the Industrial
. Commission’s Labor Department alleging that an employer has violated the
ENFORCEMENT: Act. Certain time limits apply. A civil action may also be filed as provided in
the Act. Violations of the Act may result in penalties.

For additional information regarding the Act, you may refer to the Industrial
. Commission’s website at www.azica.gov or contact the Industrial
INFORMATION: Commission’s Labor Department: 800 W. Washington, Phoenix, Arizona
85007-2022; (602) 542-4515.

THIS POSTER MUST BE CONSPICUOUSLY DISPLAYED IN A PLACE THAT IS
ACCESSIBLE TO EMPLOYEES



EMPLOYEE SAFETY AND
HEALTH PROTECTION

The Arizona Occupational Safety and Health Act of 1972 (Act), provides safety and health protection
for employees in Arizona. The Act requires each employer to furnish his employees with a place of
employment free from recognized hazards that might cause serious injury or death. The Act further
requires that employers and employees comply with all workplace safety and health standards, rules
and regulations promulgated by the Industrial Commission. The Arizona Division of Occupational
Safety and Health (ADOSH), a division of the Industrial Commission of Arizona, administers and
enforces the requirements of the Act.

As an employee, you have the following rights:

You have the right to notify your employer or ADOSH about workplace haz-
ards. You may ask ADOSH to keep your name confidential.

You have the right to request that ADOSH conduct an inspection if you believe
there are unsafe and/or unhealthful conditions in your workplace. You or your
representative may participate in the inspection.

If you believe you have been discriminated against for making safety and
health complaints, or for exercising your rights under the Act, you have a right
to file a complaint with ADOSH within 30 days of the discriminatory action.
You are also afforded protection from discrimination under the Federal
Occupational Safety and Health Act and may file a complaint with the U.S.
Secretary of Labor within 30 days of the discriminatory action.

You have the right to see any citations that have been issued to your employ-
er. Your employer must post the citations at or near the location of the alleged
violation.

You have the right to protest the time frame given for correction of any viola-
tion.

You have the right to obtain copies of your medical records or records of your
exposure to toxic and harmful substances or conditions.

Your employer must post this notice in your workplace.

The Industrial Commission and ADOSH do not cover employers of household domestic labor, those
in maritime activities (covered by OSHA), those in atomic energy activities (covered by the Atomic
Energy Commission) and those in mining activities (covered by the Arizona Mine Inspector’s office).
To file a complaint, report an emergency or seek advice and assistance from ADOSH, contact the
nearest ADOSH office:

Phoenix:

800 West Washington
Phoenix AZ. 85007
602-542-5795
Toll free: 855-268-5251

PR Tucson:
2675 East Broadway

Tucson, AZ. 85716
520-628-5478
Toll free: 855-268-5251

Industrial Commission web site: www.ica.state.az.us

Note: Persons wishing to register a complaint alleging inadequacy in the administration of the Arizona Occupational Safety
and Health plan may do so at the following address:

U.S. Department of Labor — OSHA
230 N. 1st Ave., Ste. 202
Phoenix, AZ 85003
Revised 10/11 Telephone: 602-514-7250



PROTECCION DE SEGURIDAD Y
SANIDAD PARA EL EMPLEADO

El Acta de Seguridad y Sanidad Ocupacional de 1972 (Acta) provee proteccion de seguridad y
sanidad para los empleados en Arizona. El Acta requiere que cada patron les ofrezca a sus emplea-
dos un lugar de empleo libre de riesgos reconocidos que puedan causar dafio o muerte. El Acta tam-
bién requiere que los patrones y empleados cumplan con las normas, y los reglamentos de seguridad
y sanidad promulgados por la Comision Industrial. La ejecucion de esta ley se lleva a cabo por la
Division de Seguridad y Sanidad Ocupacional, un brazo de la Comision Industrial de Arizona.

Como empleado, Ud. tiene los derechos siguientes:

Tiene el derecho de notificar a su patron o a ADOSH sobre peligros en su lugar
de trabajo. Puede pedir a ADOSH que mantenga su nombre confidencial-
mente.

Tiene el derecho de solicitar una inspeccion por parte de ADOSH si cree que
existen condiciones peligrosas o poco saludables en su lugar de trabajo.
Usted o su representante puede participar en la inspeccion.

Si cree que su patron lo ha discriminado por presentar reclamos de seguridad
y sanidad o por ejercer sus derechos bajo el Acta, puede presentar una queja
a ADOSH durante un plazo de 30 dias después de la acciéon de discriminacion.
También tiene proteccion de discriminacion bajo el acta federal de seguridad
y sanidad ocupacional y puede archivar una queja con el Secretario de Labor
de los Estados Unidos dentro de 30 dias después de la discriminacion alega-
da.

Tiene el derecho de ver las citaciones enviadas a su empleador. Su empleador
debe colocar las citaciones en un lugar visible en el sitio de la supuesta infrac-
cién o cerca de el.

Tiene el derecho de protestar el tiempo dado para correjir una violacion.

Tiene el derecho de recibir copias de su historial médico o de los registros de
su exposicion a sustancias o condiciones téxicas y peligrosas.

Su empleador debe colocar este aviso en su lugar de trabajo.

La ley de seguridad y sanidad en el trabajo no aplica a aquellos patrones que emplean a servicio
doméstico, a patrones de actividades maritimas (protejidos bajo OSHA), a patrones en actividades de
energia atémica (protegidos bajo la Comisidon de Energia Atdmica), o a patrones en actividades min-
eras (protegidos por la Oficina del Inspector de Minas del Estado de Arizona). Para registrar una
queja, reportar una emergencia o pedir asistencia de ADOSH, péngase en contacto con la oficina mas
cercana :

Tucson:

2675 East Broadway
Tucson, AZ. 85716
520-628-5478
Llamada gratis: 855-268-5251

Phoenix:

800 West Washington
Phoenix AZ. 85007
602-542-5795
Llamada gratis: 855-268-5251
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Industrial Commission web site: www.ica.state.az.us

Nota: Personas que deseen registrar quejas alegando falta de adecuadez en la administracion del plan de seguridad y sanidad ocu-
pacional de Arizona pueden dirigirlas a la siguiente direccion:

U.S. Department of Labor — OSHA
230 N. 1st Ave., Ste. 202
Phoenix, AZ 85003
Revisado 10/11 Teléfono: 602-514-7250



WORK EXPOSURE TO METHICILLIN-RESISTANT STAPHYLOCOCCUS
AUREUS (MRSA), SPINAL MENINGITIS, OR TUBERCULOSIS (TB)

Notice to Employees

Employees are notified that a claim may be made for a condition, infection, disease or
disability involving or related to MRSA, spinal meningitis, or TB within the provisions of
the Arizona Workers’ Compensation Law. (A.R.S. § 23-1043.04) Such a claim shall
include the occurrence of a significant exposure at work, which is defined to mean an
exposure in the course of employment to aerosolized MRSA, spinal meningitis or TB
bacteria. Significant exposure also includes exposure in the course of employment to
MRSA through bodily fluids or skin.

Certain classes of employees (as defined below) may more easily establish a claim
related to MRSA, spinal meningitis or TB by meeting the following requirements:

1. The employee’s regular course of employment involves handling or exposure to
MRSA, spinal meningitis or TB. For purposes of establishing a claim under this
section, “employee” is limited to firefighters, law enforcement officers,
correction officers, probation officers, emergency medical technicians and
paramedics who are not employed by a health care institution;

2. No later than thirty (30) calendar days after a possible significant exposure, the
employee reports in writing to the employer the details of the exposure;

3. A diagnosis is made within the following time-frames:

a. For a claim involving MRSA, the employee must be diagnosed with
MRSA within fifteen (15) days after the employee reports pursuant to
Item No. 2 above;

b. For a claim involving spinal meningitis, the employee must be diagnosed
with spinal meningitis within two (2) to eighteen (18) days of the possible
significant exposure; and

c. For a claim involving TB, the employee is diagnosed with TB within
twelve (12) weeks of the possible significant exposure.

Expenses for post-exposure evaluation and follow-up, including reasonably required
prophylactic treatment for MRSA, spinal meningitis, and TB is considered a medical
benefit under the Arizona Workers’” Compensation Act for any significant exposure that
arises out of and in the course of employment if the employee files a claim for the
significant exposure or the employee reports in writing the details of the exposure.
Providing post-exposure evaluation and follow-up, including prophylactic treatment,
does not, however, constitute acceptance of a claim for a condition, infection, disease or
disability involving or related to a significant exposure.

Employers must post this notice in a conspicuous place next to the Workers” Compensation Notice to Employees.

REV 7/11



WORK EXPOSURE TO BODILY FLUIDS

NOTICE TO EMPLOYEES

Re: Human Immunodeficiency Virus (HIV),
Acquired Immune Deficiency Syndrome (AIDS) & Hepatitis C

Employees are notified that a claim may be made for a condition, infection, disease, or
disability involving or related to the Human Immunodeficiency Virus (HIV), Acquired Immune
Deficiency Syndrome (AIDS), or Hepatitis C within the provisions of the Arizona Workers’
Compensation Law, and the rules of The Industrial Commission of Arizona. Such a claim shall
include the occurrence of a significant exposure at work, which generally means contact of an
employee’s ruptured or broken skin or mucous membrane with a person’s blood, semen,
vaginal fluid, surgical fluid(s) or any other fluid(s) containing blood. AN EMPLOYEE MUST
CONSULT A PHYSICIAN TO SUPPORT A CLAIM. Claims cannot arise from sexual activity or
illegal drug use.

Certain classes of employees may more easily establish a claim related to HIV, AIDS, or
Hepatitis C if they meet the following requirements:

1. The employee’s regular course of employment involves handling or exposure to
blood, semen, vaginal fluid, surgical fluid(s) or any other fluid(s) containing blood. Included in
this category are health care providers, forensic laboratory workers, fire fighters, law
enforcement officers, emergency medical technicians, paramedics and correctional officers.

2. NO LATER THAN TEN (10) CALENDAR DAYS after a possible significant
exposure which arises out of and in the course of employment, the employee reports in writing
to the employer the details of the exposure as provided by Commission rules. Reporting forms
are available at the office of this employer or from the Industrial Commission of Arizona, 800 W.
Washington, Phoenix, Arizona 85007, (602) 542-4661 or 2675 E. Broadway, Tucson, Arizona
85716, (520) 628-5181. If an employee chooses not to complete the reporting form, that
employee may be at risk of losing a prima facie claim.

3. NO LATER THAN TEN (10) CALENDAR DAYS after the possible significant
exposure the employee has blood drawn, and NO LATER THAN THIRTY (30) CALENDAR
DAYS the blood is tested for HIV OR HEPATITIS C by antibody testing and the test results are
negative.

4. NO LATER THAN EIGHTEEN (18) MONTHS after the date of the possible
significant exposure at work, the employee is retested and the results of the test are HIV
positive or the employee has been diagnosed as positive for the presence of HIV, or NO LATER
THAN SEVEN (7) MONTHS after the date of the possible significant exposure at work, the
employee is retested and the results of the test are positive for the presence of Hepatitis C or
the employee has been diagnosed as positive for the presence of Hepatitis C.

KEEP POSTED IN CONSPICUOUS PLACE
NEXT TO WORKERS’ COMPENSATION NOTICE TO EMPLOYEES

THIS NOTICE IS APPROVED BY THE INDUSTRIAL
COMMISSION OF ARIZONA FOR CARRIER USE

ICA FORM 04-615-01



EXPOSICION A FLUIDOS CORPORALES EN EL TRABAJO

AVISO A LOS EMPLEADOS

Re: El Virus de la Inmunodeficiencia Humana (VIH),
Sindrome de la Inmundeficiencia Adquirida (SIDA) y Hepatitis C

Se les notifica a los empleados que se puede hacer una reclamacion por una condicion,
infeccién, enfermedad o incapacidad relacionada con o derivada del Virus de Inmunodeficiencia
Humana (VIH), Sindrome de Inmunodeficiencia Adquirida (SIDA), o Hepatitis C bajo lo provisto por
la Ley de Compensacion para los Trabajadores de Arizona y las reglas de La Comision Industrial de
Arizona. Tal reclamacién debe incluir el suceso de una exposicidén importante en el trabajo, la que
por lo general significa contacto de alguna ruptura de la piel o mucosa del empleado con la sangre,
semen, fluido vaginal, fluido(s) quirdrgico(s) o cualquier otro fluido de una persona que contenga
sangre. EL EMPLEADO DEBE CONSULTAR A UN MEDICO PARA CONFIRMAR SU
RECLAMACION. Las reclamaciones no pueden resultar de actividad sexual o uso ilicito de drogas.

Ciertas clases de empleados pueden establecer mas facilmente una reclamacion
relacionada con el VIH, SIDA O Hepatitis C si retinen los requisitos siguientes:

1. El curso regular del empleo del empleado requiere el manejo de o la exposicién a
sangre, semen, fluido vaginal, fluido(s) quirdrgico(s) o cualquier otro fluido que contenga sangre.
Incluidos en esta categoria son los proveedores de cuidados de la salud, trabajadores de
laboratorios forenses, bomberos, agentes policiales, técnicos médicos de emergencia, paramédicos
y agentes correccionales.

2. NO MAS DE DIEZ (10) DIAS DE CALENDARIO después de una possible
exposicion importante que resulta de y en el curso de su trabajo, el empleado reporta a su patron
por escrito los detalles de la exposicion como lo proveen las reglas de la Comision. Las formas de
reporte estan disponibles en la oficina de este patron o de la Comisién Industrial de Arizona, 800 W.
Washington, Phoenix, Arizona 85007, (602) 542-4661 o 2675 E. Broadway, Tucson, Arizona 85716,
(520) 628-5181. Si un empleado elige no llenar la forma de reporte, ese empleado corre el riesgo
de perder una reclamacion de prima facie.

3. NO MAS DE DIEZ (10) DIAS DE CALENDARIO después de una posible exposcion
importante el empleado va a que le saquen sangre, y NO MAS DE TREINTA (30) DIAS DE
CALENDARIO la sangre es analizada para VIH O HEPATITIS C por medio de analisis de
anticuerpos y el analisis resulta negativo.

4. NO MAS DE DIECIOCHO (18) MESES después de la fecha de la posible exposicion
importante en el trabajo, el empleado es examinado nuevemente y los resultados del analisis son
positivos por VIH o el empleado ha sido diagnosticado como positivo por la presencia de VIH, o NO
MAS DE SIETE (7) MESES después de la fecha de la posible exposicion importante en el trabajo,
el empleado es examinado nuevamente y los resultados del analisis son positivos por la presencia
de Hepatitis C o el empleado ha sido diagnosticado como positivo por la presencia de Hepatitis C.

MANTENER FIJO EN UN LUGAR SOBRESALIENTE JUNTO AL AVISO A LOS EMPLADOS
SOBRE COMPENSACION PARA TRABAJADORES

ESTE AVISO HA SIDO APROBADO POR LA COMISION INDUSTRIAL
DE ARIZONA PARA USO DE LAS ASEGURADORAS

Este documento es una traduccion del texto original escrito en ingles. Esta traduccion no es oficial y
no es vinculante para este estado o para una subdivision politica de este estado.

This document is a translation from original text written in English. This translation is unofficial and
is not binding on this state or a political subdivision of this state.

ICA FORM 04-615-01



Thank you for not smoking.

To report a violation or file a complaint:

smokefreearizona.org

1-877-4-AZNOSMOKE
1-877-429-6676

Smoke-Free Arizona Act ARS§36-601.01 [sskNue
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SEXUAL

HARASSMENT

FACT SHEET

Sexual harassment is a form of discrimination
based on sex/gender (including pregnancy,
childbirth, or related medical conditions), gender
identity, gender expression, or sexual orientation.
Individuals of any gender can be the target of sexual
harassment. Unlawful sexual harassment does

not have to be motivated by sexual desire. Sexual
harassment may involve harassment of a person

of the same gender as the harasser, regardless of
either person’s sexual orientation or gender identity.

THERE ARE TWO TYPES
OF SEXUAL HARASSMENT

1. “Quid pro quo” (Latin for “this for that”) sexual
harassment is when someone conditions a job,
promotion, or other work benefit on your submission
to sexual advances or other conduct based on sex.

2. “Hostile work environment” sexual harassment
occurs when unwelcome comments or conduct
based on sex unreasonably interferes with your work
performance or creates an intimidating, hostile, or
offensive work environment. You may experience
sexual harassment even if the offensive conduct was
not aimed directly at you.

The harassment must be severe or pervasive to

be unlawful. A single act of harassment may be
sufficiently severe to be unlawful.

SEXUAL HARASSMENT INCLUDES MANY
FORMS OF OFFENSIVE BEHAVIORS

BEHAVIORS THAT MAY BE SEXUAL HARASSMENT:

. Unwanted sexual advances

. Offering employment benefits in exchange for
sexual favors

. Leering; gestures; or displaying sexually
suggestive objects, pictures, cartoons, or posters

. Derogatory comments, epithets, slurs, or jokes

. Graphic comments, sexually degrading words, or
suggestive or obscene messages or invitations

. Physical touching or assault, as well as impeding
or blocking movements

o ok, W MR

Actual or threatened retaliation for rejecting advances or
complaining about harassment is also unlawful.

Employees or job applicants who believe that they have
been sexually harassed or retaliated against may file a
complaint of discrimination with DFEH within three years
of the last act of harassment or retaliation.

DFEH serves as a neutral factfinder and attempts to

help the parties voluntarily resolve disputes. If DFEH

finds sufficient evidence to establish that discrimination
occurred and settlement efforts fail, the Department may
file a civil complaint in state or federal court to address
the causes of the discrimination and on behalf of the
complaining party. DFEH may seek court orders changing
the employer’s policies and practices, punitive damages,
and attorney’s fees and costs if it prevails in litigation.
Employees can also pursue the matter through a private
lawsuit in civil court after a complaint has been filed with
DFEH and a Right-to-Sue Notice has been issued.

EMPLOYER RESPONSIBILITY & LIABILITY

All employers, regardless of the number of employees, are
covered by the harassment provisions of California law.
Employers are liable for harassment by their supervisors
or agents. All harassers, including both supervisory and
non-supervisory personnel, may be held personally liable
for harassment or for aiding and abetting harassment.
The law requires employers to take reasonable steps

to prevent harassment. If an employer fails to take

such steps, that employer can be held liable for the
harassment. In addition, an employer may be liable

for the harassment by a non-employee (for example, a
client or customer) of an employee, applicant, or person
providing services for the employer. An employer will

only be liable for this form of harassment if it knew or
should have known of the harassment, and failed to take
immediate and appropriate corrective action.

Employers have an affirmative duty to take reasonable
steps to prevent and promptly correct discriminatory and
harassing conduct, and to create a workplace free of
harassment.

A program to eliminate sexual harassment from the
workplace is not only required by law, but it is the most
practical way for an employer to avoid or limit liability if
harassment occurs.



SEXUAL HARASSMENT
FACT SHEET

CIVIL REMEDIES

* Damages for emotional distress from each
employer or person in violation of the law

e Hiring or reinstatement
¢ Back pay or promotion

¢ Changes in the policies or practices of the
employer

ALL EMPLOYERS MUST TAKE THE FOLLOWING
ACTIONS TO PREVENT HARASSMENT AND
CORRECT IT WHEN IT OCCURS:

1. Distribute copies of this brochure or an alternative
writing that complies with Government Code 12950.
This pamphlet may be duplicated in any quantity.

2. Post a copy of the Department’s employment poster
entitled “California Law Prohibits Workplace Discrimination
and Harassment.”

3. Develop a harassment, discrimination, and retaliation
prevention policy in accordance with 2 CCR 11023. The
policy must:

e Bein writing,
e List all protected groups under the FEHA.

* Indicate that the law prohibits coworkers and third
parties, as well as supervisors and managers with
whom the employee comes into contact, from
engaging in prohibited harassment.

* Create a complaint process that ensures confidentiality
to the extent possible; a timely response; an impartial
and timely investigation by qualified personnel;
documentation and tracking for reason able progress;
appropriate options for remedial actions and
resolutions; and timely closures.

¢ Provide a complaint mechanism that does not
require an employee to complain directly to their
immediate supervisor. That complaint mechanism
must include, but is not limited to including; provisions
for direct communication, either orally or in writing,
with a designated company representative; and/or a
complaint hotline; and/or access to an ombudsperson;
and/or identification of DFEH and the United States
Equal Employment Opportunity Commission as
additional avenues for employees to lodge complaints.

¢ Instruct supervisors to report any complaints of
misconduct to a desighated company representative,
such as a human resources manager, so that the
company can try to resolve the claim internally.
Employers with 50 or more employees are required to

include this as a topic in mandated sexual harassment
prevention training (see 2 CCR 11024).

¢ |ndicate that when the employer receives allegations of
misconduct, it will conduct a fair, timely, and thorough
investigation that provides all parties appropriate due
process and reaches reasonable conclusions based on
the evidence collected.

* Make clear that employees shall not be retaliated
against as a result of making a complaint or
participating in an investigation.

4, Distribute its harassment, discrimination, and retaliation
prevention policy by doing one or more of the following:;

* Printing the policy and providing a copy to employees
with an acknowledgement form for employees to sign
and return.

e Sending the policy via email with an acknowledgment
return form.

* Posting the current version of the policy on a company
intranet with a tracking system to ensure all employees
have read and acknowledged receipt of the policy.

* Discussing policies upon hire and/or during a new hire
orientation session.

* Using any other method that ensures employees
received and understand the policy.

5. If the employer’s workforce at any facility or
establishment contains ten percent or more of persons
who speak a language other than English as their spoken
language, that employer shall translate the harassment,
discrimination, and retaliation policy into every language
spoken by at least ten percent of the workforce.

6. In addition, employers who do business in California and
employ 5 or more part-time or full-time employees must
provide at least one hour of training regarding the
prevention of sexual harassment, including harassment
based on gender identity, gender expression, and
sexual orientation, to each non-supervisory employee;
and two hours of such training to each supervisory
employee. Training must be provided within six months
of assumption of employment. Employees must be
trained during calendar year 2020, and, after January
1, 2021, training must be provided again every two
years. Please see Gov. Code 12950.1 and 2 CCR
11024 for further information.

TO FILEA COMPLAINT

Department of Fair Employment and Housing
dfeh.ca.gov

Toll Free: 800.884.1684
TTY: 800.700.2320

DFEH-185-ENG / April 2020


www.dfeh.ca.gov
www.dfeh.ca.gov

PRINT

STATE OF CALIFORNIA - DEPARTMENT OF INDUSTRIAL RELATIONS
Division of Workers' Compensation

Notice to Employees--Injuries Caused By Work

You may be entitled to workers' compensation benefits if you are injured or become ill because of your job. Workers' compensation
covers most work-related physical or mental injuries and illnesses. An injury or illness can be caused by one event (such as hurting your
back inafall) or by repeated exposures (such as hurting your wrist from doing the same motion over and over).

Benefits. Workers' compensation benefits include:
¢ Medical Care: Doctor visits, hospital services, physical therapy, lab tests, x-rays, medicines, medical equipment and travel costs that
are reasonably necessary to treat your injury. You should never see a bill. There are limits on chiropractic, physical therapy and
occupational therapy visits.

e Temporary Disability (TD) Benefits: Payments if you lose wages while recovering. For most injuries, TD benefits may not be
paid for more than 104 weeks within five years from the date of injury.

¢ Permanent Disability (PD) Benefits: Payments if you do not recover completely and your injury causes a permanent loss of physical or
mental function that a doctor can measure.

e Supplemental Job Displacement Benefit: A nontransferable voucher, if you are injured on or after 1/1/2004, your injury causes
permanent disability, and your employer does not offer you regular, modified, or alternative work.

o Death Benefits: Paid to your dependents if you die from a work-related injury or illness.

Naming Your Own Physician Before Injury or Iliness (Predesignation). You may be able to choose the doctor who will treat you for a
job injury orillness. If eligible, you must tell your employer, in writing, the name and address of your personal physician or medical group
before you are injured. You must obtain their agreement to treat you for your work injury. For instructions, see the written information
about workers' compensation that your employer is required to give to new employees.

If You Get Hurt:
1. Get Medical Care. If you need emergency care, call 911 for help immediately from the hospital, ambulance, fire department or
police department. If you need first aid, contact your employer.

2. Report Your Injury. Report the injury immediately to your supervisor or to an employer representative. Don't delay. There are
time limits. If you wait too long, you may lose your right to benefits. Your employer is required to provide you with a claim form
within one working day after learning about your injury. Within one working day after you file a claim form, your employer or
claims administrator must authorize the provision of all treatment, up to ten thousand dollars, consistent with the applicable
treatment guidelines, for your alleged injury until the claim is accepted or rejected.

3. See Your Primary Treating Physician (PTP). This is the doctor with overall responsibility for treating your injury or illness.
o If you predesignated your personal physician or a medical group, you may see your personal physician or the medical group
after you are injured.

o If your employer is using a medical provider network (MPN) or a health care organization (HCO), in most cases you will be
treated within the MPN or HCO unless you predesignated a personal physician or medical group. An MPN is a group of
physicians and health care providers who provide treatment to workers injured on the job. You should receive information
from your employer if you are covered by an HCO or a MPN. Contact your employer for more information.

o If your employer is not using an MPN or HCO, in most cases the claims administrator can choose the doctor who first treats
you when you are injured, unless you predesignated a personal physician or medical group.

4. Medical Provider Networks. Your employer may be using an MPN, which is a group of health care providers designated to
provide treatment to workers injured on the job. If you have predesignated a personal physician or medical group prior to your
work injury, then you may go there to receive treatment from your predesignated doctor. If you are treating with a non-MPN
doctor for an existing injury, you may be required to change to a doctor within the MPN. For more information, see the MPN
contact information below:

MPN website:
MPN Effective Date: MPN ldentification number:

If you need help locating an MPN physician, call your MPN access assistant at:

If you have questions about the MPN or want to file a complaint against the MPN, call the MPN Contact Person at:

Discrimination. It is illegal for your employer to punish or fire you for having a work injury or illness, for filing a claim, or testifying
in another person's workers' compensation case. If proven, you may receive lost wages, job reinstatement, increased benefits, and
costs and expenses up to limits set by the state.

Questions? Learn more about workers' compensation by reading the information that your employer is required to give you at time of
hire. If you have questions, see your employer or the claims administrator (who handles workers' compensation claims for your
employer):

Claims Administrator Phone

Workers’ compensation insurer (Enter “self-insured” if appropriate)

You can also get free information from a State Division of Workers' Compensation Information (DWC) & Assistance Officer. The nearest
Information & Assistance Officer can be found at location: or
by calling toll-free (800) 736-7401. Learn more information about workers’ compensation online: www.dwc.ca.gov and access a useful
booklet “Workers’ Compensation in California: A Guidebook for Injured Workers.”

False claims and false denials. Any person who makes or causes to be made any knowingly false or fraudulent material statement or
material representation for the purpose of obtaining or denying workers' compensation benefits or payments is guilty of a felony and may
be fined and imprisoned.

Your employer may not be liable for the payment of workers' compensation benefits for any injury that arises from your voluntary
participation in any off-duty, recreational, social, or athletic activity that is not part of your work-related duties.

DWC 7 (1/1/2016)



ESTADO DE CALIFORNIA - DEPARTAMENTO DE RELACIONES INDUSTRIALES
Division de Compensacion de Trabajadores

Aviso a los Empleados—Lesiones Causadas por el Trabajo

Es posible que usted tenga derecho a beneficios de compensacion de trabajadores si usted se lesiona o se enferma a causa de su
trabajo. La compensacion de trabajadores cubre la mayoria de las lesiones y enfermedades fisicas 0 mentales relacionadas con el trabajo.
Una lesiéon o enfermedad puede ser causada por un evento (como por ejemplo lastimarse la espalda en una caida) o por acciones
repetidas (como por ejemplo lastimarse la mufieca por hacer el mismo movimiento una y otra vez).

Beneficios. Los beneficios de compensacién de trabajadores incluyen:

e Atencion Meédica: Consultas médicas, servicios de hospital, terapia fisica, analisis de laboratorio, radiografias,
medicinas, equipo médico y costos de viajar que son razonablemente necesarias para tratar su lesion. Usted nunca debera ver un
cobro. Hay limites para visitas quiropréacticas, de terapia fisica y de terapia ocupacional.

« Beneficios por Incapacidad Temporal (TD): Pagos si usted pierde sueldo mientras se recupera. Para la mayoria de las lesiones,
beneficios de TD no se pagaran por més de 104 semanas dentro de cinco afios después de la fecha de la lesion.

e Beneficios por Incapacidad Permanente (PD): Pagos si usted no se recupera completamente y si su lesion le causa una pérdida
permanente de su funcidn fisica o mental que un médico puede medir.

= Beneficio Suplementario por Desplazamiento de Trabajo: Un vale no-transferible si su lesion surge en o después del 1/1/04,y su
lesion le ocasiona una incapacidad permanente, y su empleador no le ofrece a usted un trabajo regular, modificado, o alternativo.

e Beneficios por Muerte: Pagados a sus dependientes si usted muere a causa de una lesién o enfermedad relacionada con el
trabajo.

Designacion de su Propio Médico Antes de una Lesion o Enfermedad (Designacién previa). Es posible que usted pueda elegir al
médico que le atendera en una lesion o enfermedad relacionada con el trabajo. Si elegible, usted debe informarle al empleador, por escrito,
el nombre y la direccion de su médico personal o grupo médico, antes de que usted se lesione. Usted debe de ponerse de acuerdo con su
médico para que atienda la lesion causada por el trabajo. Para instrucciones, vea la informacion escrita sobre la compensacion de
trabajadores que se le exige a su empleador darle a los empleados nuevos.

Si Usted se Lastima:

1. Obtenga Atencion Médica. Si usted necesita atencion de emergencia, llame al 911 para ayuda inmediata de un hospital, una
ambulancia, el departamento de bomberos o departamento de policia. Si usted necesita primeros auxilios, comunigquese con su
empleador.

2. Reporte su Lesion. Reporte la lesion inmediatamente a su supervisor(a) o a un representante del empleador. No se demore. Hay
limites de tiempo. Si usted espera demasiado, es posible que usted pierda su derecho a beneficios. Su empleador esta obligado
a proporcionarle un formulario de reclamo dentro de un dia laboral después de saber de su lesién. Dentro de un dia después de que
usted presente un formulario de reclamo, el empleador o administrador de reclamos debe autorizar todo tratamiento
médico, hasta diez mil délares, de acuerdo con las pautas de tratamiento aplicables a su presunta lesion, hasta que el reclamo
sea aceptado o rechazado.

3. Consulte al Médico que le esta Atendiendo (PTP). Este es el médico con la responsabilidad total de tratar su lesion o
enfermedad.

e  Si usted design6 previamente a su médico personal o grupo médico, usted puede consultar a su médico personal o grupo
médico después de lesionarse.

e  Sisuempleador esta utilizando una Red de Proveedores Médicos (MPN) o una Organizacion de Cuidado Médico (HCO),
en la mayoria de los casos usted serd tratado dentro de la MPN o la HCO a menos que usted designd previamente un
médico personal o grupo médico. Una MPN es un grupo de médicos y proveedores de atencion médica que proporcionan
tratamiento a trabajadores lesionados en el trabajo. Usted debe recibir informacion de su empleador si esté cubierto por una
HCO o una MPN. Hable con su empleador para mas informacion.

e Si su empleador no esta utilizando una MPN o HCO, en la mayoria de los casos el administrador de reclamos puede
escoger el médico que lo atiende primero, cuando usted se lesiona, a menos que usted designd previamente a un médico
personal o grupo médico.

4. Red de Proveedores Médicos (MPN): Es posible que su empleador use una MPN, lo cual es un grupo de proveedores de
asistencia médica designados para dar tratamiento a los trabajadores lesionados en el trabajo. Si usted ha hecho una designacién
previa de un médico personal antes de lesionarse en el trabajo, entonces usted puede recibir tratamiento de su médico
previamente designado. Si usted esta recibiendo tratamiento de parte de un médico que no pertenece a la MPN para una lesion
existente, puede requerirse que usted se cambie a un médico dentro de la MPN. Para mas informacion, vea la siguiente
informacion de contacto de la MPN :

Pagina web de la MPN:
Fecha de vigencia de la MPN: NUmero de identificacion de la MPN:
Si usted necesita ayuda en localizar un médico de una MPN, llame a su asistente de acceso de la MPN al:

Si usted tiene preguntas sobre la MPN o quiere presentar una queja en contra de la MPN, llame a la Persona de Contacto de
la MPN al:

Discriminacion. Es ilegal que su empleador le castigue o despida por sufrir una lesién o enfermedad en el trabajo, por presentar un reclamo o
por testificar en el caso de compensacion de trabajadores de otra persona. De ser probado, usted puede recibir pagos por pérdida de sueldos,
reposicion del trabajo, aumento de beneficios y gastos hasta los limites establecidos por el estado.

¢Preguntas? Aprenda mas sobre la compensacion de trabajadores leyendo la informacidn que se requiere que su empleador le dé cuando
es contratado. Si usted tiene preguntas, vea a su empleador o al administrador de reclamos (que se encarga de los reclamos de
compensacion de trabajadores de su empleador):

Administrador de Reclamos Teléfono

Asegurador del Seguro de Compensacion de trabajador (Anote “autoasegurado” si es apropiado)

Usted también puede obtener informacion gratuita de un Oficial de Informacion y Asistencia de la Division Estatal de Compensacion de
Trabajadores. ElI Oficial de Informacién y Asistencia mas cercano se localiza en:
o llamando al ndmero gratuito (800) 736-7401. Usted puede obtener mas informacion sobre la compensacion del trabajador en el Internet en:
www.dwec.ca.gov y acceder a una guia Util “Compensacion del Trabajador de California Una Guia para Trabajadores Lesionados.”

Los reclamos falsos y rechazos falsos del reclamo. Cualquier persona que haga o que ocasione que se haga una declaraciéon o una
representacion material intencionalmente falsa o fraudulenta, con el fin de obtener o negar beneficios o pagos de compensacion de trabajadores,
es culpable de un delito grave y puede ser multado y encarcelado.

Es posible que su empleador no sea responsable por el pago de beneficios de compensacion de trabajadores para ninguna lesién que proviene de
su participacion voluntaria en cualquier actividad fuera del trabajo, recreativa, social, o atlética que no sea parte de sus deberes
laborales.
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The Division of Labor Standards Enforcement believes that the sample posting below meets the requirements of Labor
Code Section 1102.8(a). This document must be printed to 8.5 x 14 inch paper with margins no larger than one-half inch
in order to conform to the statutory requirement that the lettering be larger than size 14 point type.

WHISTLEBLOWERS ARE PROTECTED

It is the public policy of the State of California to encourage employees to notify an appropriate
government or law enforcement agency, person with authority over the employee, or another
employee with authority to investigate, discover, or correct the violation or noncompliance, and to
provide information to and testify before a public body conducting an investigation, hearing or inquiry,
when they have reason to believe their employer is violating a state or federal statute, or violating or
not complying with a local, state or federal rule or regulation.

Who is protected?

Pursuant to California Labor Code Section 1102.5, employees are the protected class of individuals.
“Employee” means any person employed by an employer, private or public, including, but not limited
to, individuals employed by the state or any subdivision thereof, any county, city, city and county,
including any charter city or county, and any school district, community college district, municipal or
public corporation, political subdivision, or the University of California. [California Labor Code Section
1106]

What is a whistleblower?

A “whistleblower” is an employee who discloses information to a government or law enforcement
agency, person with authority over the employee, or to another employee with authority to investigate,
discover, or correct the violation or noncompliance, or who provides information to or testifies before a
public body conducting an investigation, hearing or inquiry, where the employee has reasonable
cause to believe that the information discloses:

1. A violation of a state or federal statute,

2. Aviolation or noncompliance with a local, state or federal rule or regulation, or

3. With reference to employee safety or health, unsafe working conditions or work practices in the
employee’s employment or place of employment.

A whistleblower can also be an employee who refuses to participate in an activity that would result in a
violation of a state or federal statute, or a violation of or noncompliance with a local, state or federal
rule or regulation.

What protections are afforded to whistleblowers?

1. An employer may not make, adopt, or enforce any rule, regulation, or policy preventing an
employee from being a whistleblower.

2. Anemployer may not retaliate against an employee who is a whistleblower.

3. Anemployer may not retaliate against an employee for refusing to participate in an activity that
would result in a violation of a state or federal statute, or a violation or noncompliance with a
state or federal rule or regulation.

4. Anemployer may not retaliate against an employee for having exercised his or her rights as a
whistleblower in any former employment.

Under California Labor Code Section 1102.5, if an employer retaliates against a whistleblower, the
employer may be required to reinstate the employee’s employment and work benefits, pay lost wages,
and take other steps necessary to comply with the law.

How to report improper acts

If you have information regarding possible violations of state or federal statutes, rules, or regulations,
or violations of fiduciary responsibility by a corporation or limited liability company to its shareholders,
investors, or employees, call the California State Attorney General’s Whistleblower Hotline at
1-800-952-5225. The Attorney General will refer your call to the appropriate government authority for
review and possible investigation.
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NOTICE TO EMPLOYEES
UNEMPLOYMENT INSURANCE BENEFITS

This employer is registered under the California Unemployment Insurance Code and is reporting wage credits to the Employment
Development Department (EDD) that are being accumulated for you to be used as a basis for Unemployment Insurance benefits.

You may be eligible to receive Unemployment Insurance benefits if you are:

* Unemployed or working less than full-time.
and
+ Out of work due to no fault of your own and physically able to work, ready to accept work, and looking for work.

Employees of Educational Institutions:

Unemployment Insurance benefits based on wages earned while employed by a public or nonprofit educational institution may not

be paid during a school recess period if the employee has reasonable assurance of returning to work at the end of the recess period
(California Unemployment Insurance Code section 1253.3). Benefits based on other covered employment may be payable during
recess periods if the unemployed individual is in all other respects eligible, and the wages earned in other covered employment are
sufficient to establish an Unemployment Insurance claim after excluding wages earned from a public or nonprofit educational institution(s).

Note: Some employees may be exempt from Unemployment and Disability Insurance coverage.

The fastest way to file for Unemployment Insurance (Ul) is with Ul Online at www.edd.ca.gov/Ul_Online.

You may also file for Unemployment Insurance by calling toll-free from anywhere in the U.S. at:

English 1-800-300-5616 Mandarin 1-866-303-0706
Spanish 1-800-326-8937 Vietnamese 1-800-547-2058
Cantonese 1-800-547-3506 TTY 1-800-815-9387

Note: Waiting to file a claim could delay benefits.
EDD representatives are available Monday through Friday between 8 a.m. and 12 noon (Pacific Time).
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Division of Labor Standards Enforcement Office of the Labor Commissioner

THIS POSTER MUST BE DISPLAYED WHERE EMPLOYEES CAN EASILY READ IT

(Poster may be printed on 8 %” x 11” letter size paper)

HEALTHY WORKPLACES/HEALTHY FAMILIES ACT OF 2014
PAID SICK LEAVE

Entitlement:

e An employee who, on or after July 1, 2015, works in California for 30 or more
days within a year from the beginning of employment is entitled to paid sick
leave.

e Paid sick leave accrues at the rate of one hour per every 30 hours worked, paid
at the employee’s regular wage rate. Accrual shall begin on the first day of
employment or July 1, 2015, whichever is later.

e Accrued paid sick leave shall carry over to the following year of employment and
may be capped at 48 hours or 6 days. However, subject to specified conditions,
if an employer has a paid sick leave, paid leave or paid time off policy (PTO) that
provides no less than 24 hours or three days of paid leave or paid time off, no
accrual or carry over is required if the full amount of leave is received at the
beginning of each year in accordance with the policy.

Usage:

e An employee may use accrued paid sick days beginning on the 90™ day of
employment.

e An employer shall provide paid sick days upon the oral or written request of an
employee for themselves or a family member for the diagnosis, care or treatment
of an existing health condition or preventive care, or specified purposes for an
employee who is a victim of domestic violence, sexual assault, or stalking.

¢ An employer may limit the use of paid sick days to 24 hours or three days in each
year of employment.

Retaliation or discrimination against an employee who requests paid sick days or uses
paid sick days or both is prohibited. An employee can file a complaint with the Labor
Commissioner against an employer who retaliates or discriminates against the
employee.

For additional information you may contact your employer or the local office of the Labor Commissioner. Locate
the office by looking at the list of offices on our website http://www.dir.ca.gov/dlse/DistrictOffices.htm using the
alphabetical listing of cities, locations, and communities. Staff is available in person and by telephone.

DLSE Paid Sick Leave Posting 11/2014
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State of California
Department of Industrial Relations
Division of Labor Standards Enforcement

PAYDAY NOTICE

REGULAR PAYDAYS FOR EMPLOYEEs oF_Media Fusion and

(FIRM NAME)
PCI PrOdUCtlonS SHALL BE AS FOLLOWS:

Pay will be distributed every other Friday of the month.
Any questions or concerns regarding pay should be
addressed by the PCI Federal Services Human
Resources Director, Ronda Rotelli (RRotelli@pcifs.com)

THIS IS IN ACCORDANCE WITH SECTIONS 204, 204A, 204B, 205, AND 205.5
OF THE CALIFORNIA LABOR CODE

BY

TITLE

DLSE 8 (REV. 06-02) PLEASE POST




PLEASE POST NEXT TO YOUR IWC OR INDUSTRY OCCUPATION ORDER

Ao Hsge OFFICIAL NOTICE

Order and IWC
Industry and

~woe (Cglifornia MinimumWage

MW-2022
EFFECTIVE DATE Employers with 25 or Fewer Employees* Employers with 26 or More Employees *
January 1, 2022 $14.00 $15.00

January 1, 2023 $15.00 $15.00

PREVIOUS
YEAR

January 1, 2021 $13.00 $14.00

*Employees treated as employed by a single qualified taxpayer pursuant to Revenue and Taxation Code section 23626 are treated as employees of that single taxpayer. To
employers and representatives of persons working in industries and occupations in the State of California:

SUMMARY OF ACTIONS

TAKE NOTICE that on April 4, 2016, the Governor of California signed legislation passed by the California Legislature, raising the minimum wage for all industries. (SB 3,
Stats of 2016, amending section 1182.12. of the California Labor Code.) Pursuant to its authority under Labor Code section 1182.13, the Department of Industrial Relations
amends and republishes Sections 2, 3, and 5 of the General Minimum Wage Order, MW-2019. Section 1, Applicability, and Section 4, Separability, have not been changed.
Consistent with this enactment, amendments are madeto the minimum wage, and the meals and lodging credits sections of all of the IWC's industry and occupation orders.

This summary must be made available to employees in accordance with the IWC's wage orders. Copies of the full text of the amended wage orders may be obtained by
downloading online at https://www.dir.ca.gov/iwc/WageOrderIndustries.htm or by contacting your local Division of Labor Standards Enforcement office.

1. APPLICABILITY

The provisions of this Order shall not apply to outside salespersons and individuals who are the parent, spouse, or children of the employer previously contained in this Order
and the IWC's industry and occupation orders. Exceptions and modifications provided by statute or in Section I, Applicability, and in other sections of the IWC's industry
and occupation orders may be used where any such provisions are enforceable and applicable to theemployer.

2. MINIMUM W AG ES

Every employer shall pay to each employee wages not less than those stated above, on each effective date, per hour for all hours worked.
3. MEALS AND LODGING CREDITS - TAB LE

When credit for meals or lodging is used to meet part of the employer's minimum wage obligation, the amounts so credited pursuant to a voluntary written agreement may not be
more than the following

EFFECTIVE: JANUARY 1, 2020 JANUARY 1, 2021 JANUARY 1, 2022 JANUARY 1, 2023
For an employer who employs: 26 or More 25 or Fewer 26 or More 25 or Fewer | 26 or More 25 or Fewer | All Employers regardless of
Employees Employees Employees Employees Employees Employees number of Employees
LODGING
. $61.13 $56.43 $65.83 $61.13 $70.53 $65.83 $70.53
Room oceupied alone /week /week /week /week Jweek /week /week
Room shared $50.46 $46.58 $54.34 $50.46 $58.22 $54.34 $58.22
/week /week /week /week /week /week /week
Apartment — two thirds (2/3) of the $734.21 $677.75 $790.67 $734.21 $847.12 $790.67 $847.12
f;g;:ﬁ;ya;?"ml value, and in no event /month /month /month /month /month /month /month
Where a couple are both employed by the $1086.07 $1002.56 $1169.59 $1086.07 $1253.10 $1169.59 $1253.10
employer, two thirds (2/3) of the ordinary /month /month /month /month /month /month /month
rental value, and in no event more than:
MEALS
Breakfast $4.70 $4.34 $5.06 $4.70 $5.42 $5.06 $5.42
Lunch $6.47 $5.97 $6.97 $6.47 $7.47 $6.97 $7.47
Dinner $8.68 $8.01 $9.35 $8.68 $10.02 $9.35 $10.02

Meals or lodging may not be credited against the minimum wage without a voluntary written agreement between the employer and the employee. When credit for meals or
lodging is used to meet part of the employer's minimum wage obligation, the amounts so credited may not be more than the amounts stated in the table above.
4. SEPARABILITY

If the application of any provision of this Order, or any section, subsection, subdivision, sentence, clause, phrase, word or portion of this Order should be held invalid,

unconstitutional, unauthorized, or prohibited by statute, the remaining provisions thereof shall not be affected thereby, but shall continue to be given full force and effect as if
the part so held invalid or unconstitutional had not been included herein.

5. AMENDED PROVISIONS

This Order amends the minimum wage and meals and lodging credits in MW-2019, as well as in the IWC’s industry and occupation orders. (See Orders 1-15, Secs. 4 and 10;
and Order 16, Secs. 4 and 9.) This Order makes no other changes to the IWC’s industry and occupation orders.

These Amendments to the Wage Orders shall be in effect as of January 1, 2021.

Questions about enforcement should be directed to the Labor Commissioner's Office. For the address and telephone number of the office nearest you, information can be found
on the internet at www.dir.ca.gov/DLSE/dlse.html or under a search for “California Labor Commissioner's Office” on the internet or any other directory. The Labor Commissioner

has offices in the following cities: Bakersfield, El Centro, Fresno, Long Beach, Los Angeles, Oakland, Redding, Sacramento, Salinas, San Bernardino, San Diego, San Francisco,
San Jose, Santa Ana, Santa Barbara, Santa Rosa, Stockton, and Van Nuys.
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SAFETY AND HEALTH PROTECTION ON THE JOB

State of California
Department of Industrial Relations

state of Californ;,

[ D)

"Partmant of industrial RelaS°"

California law provides job safety and health protection for workers under the Cal/OSHA program. This poster explains the basic requirements and procedures for compliance with the
state's job safety and health laws and regulations. The law requires that this poster be displayed. (Failure to do so could result in a penalty of up to $7,000.)

WHAT AN EMPLOYER MUST DO:

All employers must provide work and workplaces that are safe and healthful. In
other words, as an employer, you must follow state laws governing job safety and
health. Failure to do so can result in a threat to the life or health of workers, and
substantial monetary penalties.

You must display this poster so everyone on the job can be aware of basic
rights and responsibilities.

You must have a written and effective injury and illness prevention program for
your employees to follow.

You must be aware of hazards your employees face on the job and keep re-
cords showing that each employee has been trained in the hazards uniqueto each
job assignment.

You must correct any hazardous condition that you know may result in serious
injury to employees. Failure to do so could result in criminal charges, monetary
penalties, and even incarceration.

You must notify the nearest Cal/OSHA office of any serious injury or illness,
or fatality occurring on the job. Be sure to do this immediately after calling for
emergency help to assist the injured employee. Failure to report a serious injury or
iliness, or fatality within 8 hours can result in a minimum civil penalty of $5,000.

WHAT AN EMPLOYER MUST NEVER DO:
Never permit an employee to do work that violates Cal/OSHA law.

Never permit an employee to be exposed to harmful substances without provid-
ing adequate protection.

Never allow an untrained employee to perform hazardous work.

EMPLOYEES HAVE CERTAIN RIGHTS IN WORKPLACE SAFETY & HEALTH:

As an employee, you (or someone acting for you) have the right tofile a com-
plaint and request an inspection of your workplace if conditions there are unsafe
or unhealthful. This is done by contacting the local district office of the Division of
Occupational Safety and Health (see list of offices). Your name is not revealed by
Cal/OSHA, unless you request otherwise.

You also have the right to bring unsafe or unhealthful conditions to the attention
of the Cal/OSHA investigator making an inspection of your workplace. Upon request,
Cal/OSHA will withhold the names of employees who submit or make statements
during an inspection or investigation.

Any employee has the right to refuse to perform work that would violate a Cal/
OSHA or any occupational safety or health standard or order where such violation
would create a real and apparent hazard to the employee or other employees.

You may not be fired or punished in any way for filing a complaint about unsafe
or unhealthful working conditions, or using any other right given to you by Cal/OSHA
law. If you feel that you have been fired or punished for exercising your rights, you
may file a complaint about this type of discrimination by contacting the nearest office
of the Department of Industrial Relations, Division of Labor Standards Enforcement
(State Labor Commissioner) or the San Francisco office of the U.S. Department of
Labor, Occupational Safety and Health Administration. (Employees of state or
local government agencies may only file these complaints with the State Labor
Commissioner.) Consult your local telephone directory for the office nearest you.

EMPLOYEES ALSO HAVE RESPONSIBILITIES:
To keep the workplace and your coworkers safe, you should tell your employer
aboutany hazard that could result in an injury or iliness to people on the job.

While working, you must always obey state job safety and health laws.

HELP IS AVAILABLE:

SPECIAL RULES APPLY IN WORK AROUND HAZARDOUS SUBSTANCES:
Employers who use any substance listed as a hazardous substance in Section
339 of Title 8 of the California Code of Regulations, or subject to the Hazard
Communications Standard (T8 CCR Section 5194), must provide employees with
information on the contents on Safety Data Sheets (SDS), or equivalent
information about the substance that trains employees to use the substance safely.

Employers shall make available on a timely and reasonable basis a Safety Data
Sheet on each hazardous substance in the workplace upon request of an
employee, an employee collective bargaining representative, or an employee’s
physician.

Employees have the right to see and copy their medical records and records of
exposure to potentially toxic materials or harmful physical agents.

Employers must allow access by employees or their representatives to accurate
records of employee exposures to potentially toxic materials or harmful physical
agents, and notify employees of any exposures in concentration or levels
exceeding the exposure limits allowed by Cal/OSHA standards.

Any employee has the right to observe monitoring or measuring of employee
exposure to hazards conducted pursuant to Cal/OSHA regulations.

WHEN CAL/OSHA COMES TO THE WORKPLACE:
A trained Cal/OSHA safety engineer or industrial hygienist may periodically visit
the workplace to make sure your company is obeying job safety and health laws.

An inspection will also be conducted when a legitimate complaint is filed by an
employee with the Division of Occupational Safety and Health.

Cal/OSHA also goes to the workplace to investigate a serious injury or fatality.

When an inspection begins, the Cal/OSHA investigator will show official identifi-
cation from the Division of Occupational Safety and Health.

The employer, or someone the employer chooses, will be given an opportunity to
accompany the investigator during the inspection. A representative of the employees
will be given the same opportunity. Where there is no authorized employee representa-
tive, the investigator will talk to a reasonable number of employees about safety and
health conditions at the workplace.

VIOLATIONS, CITATIONS & PENALTIES:

If the investigation shows that the employer has violated a safety and health
standard or order, then the Division of Occupational Safety and Health issues a
citation. Each citation specifies a date by which the violation must be abated. A
notice, which carries no monetary penalty, may be issued in lieu of a citation for
certain non-serious violations.

Citations carry penalties of up to $7,000 for each regulatory or general violation
and up to $25,000 for each serious violation. Additional penalties of up to $7,000
per day for regulatory or general violations and up to $15,000 per day for serious
violations may be proposed for each failure to correct a violation by the abatement
date shown on the citation. A penalty of not less than $5,000 nor more than $70,000
may be assessed an employer who willfully violates any occupational safety and
health standard or order. The maximum civil penalty that can be assessed for
each repeat violation is $70,000. A willful violation that causes death or permanent
impairment of the body of any employee results, upon conviction, in a fine of not
more than $250,000, or imprisonment up to three years, or both and if the employer
is a corporation or limited liability company the fine may notexceed $1.5 million.

The law provides that employers may appeal citations within 15 working days
of receipt to the Occupational Safety and Health Appeals Board.

An employer who receives a citation, Order to Take Special Action, or Special
Order must post it prominently at or near the place of the violation for three working
days, or until the unsafe condition is corrected, whichever is longer, to warn employ-
ees of danger that may exist there. Any employee may protest the time allowed for
correction of the violation to the Division of Occupational Safety and Health or the
Occupational Safety and Health Appeals Board.

To learn more about job safety rules, you may contact the Cal/OSHA Consultation Service for free information, required forms and publications. You can also contact a
local district office of the Division of Occupational Safety and Health. If you prefer, you may retain a competent private consultant, or ask your workers’ compensation insur-

ance carrier for guidance in obtaining information.

Call the FREE Worker Information Hotline - 1-866-924-9757

OFFICES OF THE DIVISION OF OCCUPATIONAL SAFETY AND HEALTH
HEADQUARTERS: 1515 Clay Street, Ste. 1901, Oakland, CA 94612 — Telephone (510) 286-7000

District Offices

American Canyon 3419 Broadway St., Ste. H8, American Canyon 94503  (707)649-3700

Bakersfield 7718 Meany Ave., Bakersfield 93308 (661)588-6400
Foster City 1065 East Hillsdale Blvd. Suite 110, Foster City 94404  (650)573-3812
Fremont 39141 Civic Center Dr. Suite 310, Fremont 94538 (510) 794-2521
Fresno 2550 Mariposa St. Room 4000, Fresno 93721 (559) 445-5302
Long Beach 3939 Atlantic Ave,, Ste. 212, Long Beach 90807 (562) 506-0810
Los Angeles 320 West Fourth St. Room 670, Los Angeles 90013 (213) 576-7451
Modesto 4206 Technology Dr. Suite 3, Modesto 95356 (209) 545-7310
Oakland 1515 Clay St. Suite 1303, Oakland 94612 (510) 622-2916
Redding 381 Hemsted Dr., Redding 96002 (530) 224-4743
Sacramento 2424 Arden Way Suite 165, Sacramento 95825 (916) 263-2800

San Bernardino 464 West Fourth St. Suite 332, San Bernardino 92401

San Diego 7575 Metropolitan Dr. Suite 207, San Diego 92108
San Francisco 455 Golden Gate Ave. Rm. 9516, San Francisco 94105
Santa Ana 2000 E. McFadden Ave, Ste. 122, Santa Ana 92705

Van Nuys 6150 Van Nuys Blvd. Suite 405, Van Nuys 91401

West Covina

1906 West Garvey Ave. S. Suite 200, West Covina 91790

—~

909) 383-4321
619) 767-2280
415) 557-0100
714) 558-4451
818) 901-5403
626) 472-0046

P

Regional Offices

San Francisco 455 Golden Gate Ave., Rm 9516, San Francisco 94102

Sacramento 2424 Arden Way Ste. 300, Sacramento 95825
Santa Ana 2000 E. McFadden Ave. Ste. 119, Santa Ana 92705
Monrovia 750 Royal Oaks Drive, Ste. 104, Monrovia 91016

(415
(916
(714
(626

557-0300
263-2803
558-4300
471-9122

—_— ==

Cal/lOSHA Consultation Services
Area & Field Offices

« Fresno/Central V alley 1901 North Gateway Blvd.

Suite 102, Fresno 93727

(559) 454-1295

« Oakland/Bay Area 1515 Clay St. Suite 1103 (510) 622-2891

Oakland 94612

« Sacramento/Northern CA 2424 Arden Way Suite 410

Sacramento 95825

464 West Fourth St. Suite 339
San Bernardino 92401

(916) 263-0704

» San Bernardino
(909) 383-4567

* San Diego/Imperial Counties 7575 petropolitan Dr. Suite 204
San Diego 92108
6150 Van Nuys Blvd. Suite 307
Van Nuys 91401

1 Centerpointe Dr. Suite 150
La Palma 90623

(619) 767-2060

« San Fernando Valley (818) 901-5754

« La Palma/Los Angeles

/Orange County (714) 562-5525

Enforcement of Cal/OSHA job safety and health standards is carried out by the Division of Occupational Safety and Health, under the California Bepartment of Industrial Relations, which has
primary responsibility for administering the Cal/OSHA program. Safety and health standards are promulgated by the Occupational Safety and Health Standards Board. Anyone desiring to register
a complaint alleging inadequacy in the administration of the California Occupational Safety and Health Plan may do so by contacting the San Francisco Regional Office of the Occupational Safety

and Health Administration (OSHA), U.S. Departmentof Labor (Tel: 415-975-4310). OSHA monitors the operation of state plans to assure that continued approval is merited.

January 2016



NO SMOKING
NO VAPING

The use of tobacco,
e-cigarettes and marijuana
IS prohlblted




o~ ~ Employment

Notice to Employees  Epb::::

This employer is registered with the Employment Development Department (EDD)
as required by the California Unemployment Insurance Code and is reporting wage
credits to the EDD that are being accumulated for you to be used as a basis for:

Unemployment Insurance

(funded entirely by employers’ taxes)

Unemployment Insurance (Ul) is paid for by your employer and provides partial income replacement when you
are unemployed or your hours are reduced due to no fault of your own. To claim Ul benefit payments you must
also meet all Ul eligibility requirements, including that you must be available for work and searching for work.

How to File a New Ul Claim
Use one of the following methods:

e Online: Ul Online’™ is the fastest and most convenient way to file your Ul claim. Visit
Ul Online (edd.ca.gov/Ul_Online) to get started.

* Phone: Representatives are available at the following toll-free numbers, Monday through Friday between
8 a.m. to 12 noon (Pacific Standard Time) except during state holidays.

English 1-800-300-5616 Cantonese 1-800-547-3506 Vietnamese 1-800-547-2058
Spanish 1-800-326-8937 Mandarin  1-866-303-0706 TTY 1-800-815-9387

e Fax or Mail: When accessing Ul Online to file a new claim, some customers will be instructed to fax or
mail their Ul application to the EDD. If this occurs, the Unemployment Insurance Application (DE 11011),
will display. For faster and more secure processing, fax the completed form to the number listed on the form.
If mailing your Ul application, use the address on the form and allow additional time for processing.

Important: Waiting to file your Ul claim may delay benefit payments.

Disability Insurance

(funded entirely by employees’ contributions)

Disability Insurance (DI) is funded by employees’ contributions and provides partial wage replacement benefits to
eligible Californians who are unable to work due to a non-work-related illness, injury, pregnancy, or disability.

Your employer must provide the Disability Insurance Provisions (DE 2515) brochure, to newly hired employees
and to each employee who is unable to work due to a non-work-related illness, injury, pregnancy, or disability.

How to File a New DI Claim
Use one of the following methods:

e Online: SDI Online is the fastest and most convenient way to file your claim. Visit
SDI Online (edd.ca.gov/SDI_Online) to get started.

e Mail: To file a claim with the EDD by mail, complete and submit a Claim for Disability Insurance (DI) Benefits
(DE 2501) form. You can obtain a paper claim form from your employer, physician/practitioner, visiting a
State Disability Insurance office, online at EDD Forms and Publications (edd.ca.gov/Forms), or by calling
1-800-480-3287.

Note: If your employer maintains an approved Voluntary Plan for DI coverage, contact your employer for assistance.

For more information about DI, visit State Disability Insurance (edd.ca.gov/disability) or call 1-800-480-3287.
State government employees should call 1-866-352-7675.
TTY (for deaf or hearing-impaired individuals only) is available at 1-800-563-2441.

Paid Family Leave

(funded entirely by employees’ contributions)

Paid Family Leave (PFL) is funded by employees’ contributions and provides partial wage replacement benefits
to eligible Californians who need time off work to care for seriously ill child, parent, parent-in-law, grandparent,
grandchild, sibling, spouse, or registered domestic partner. Benefits are available to parents who need time off
work to bond with a new child entering the family by birth, adoption, or foster care placement. Benefits are also
available for eligible Californians who need time off work to participate in a qualifying event resulting from a
spouse, registered domestic partner, parent, or child’s military deployment to a foreign country.

Your employer must provide the Paid Family Leave (DE 2511) brochure, to newly hired employees and to each
employee who is taking time off work to care for a seriously ill family members, to bond with a new child, or to
participate in a qualifying military event.

How to File a New PFL Claim

Use one of the following methods:

e Online: SDI Online is the fastest and most convenient way to file your claim. Visit
SDI Online (edd.ca.gov/SDI_Online) to get started.

e Mail: To file a claim with the EDD by mail, complete and submit a Claim for Paid Family Leave (PFL) Benefits
(DE 2501F) form. You can obtain a paper claim form from your employer, a physician/practitioner, visiting
a State Disability Insurance office, online at EDD Forms and Publications (edd.ca.gov/Forms), or by calling
1-877-238-4373.

Note: If your employer maintains an approved Voluntary Plan for PFL coverage, contact your employer for assistance.

For more information about PFL, visit State Disability Insurance (edd.ca.gov/disability)
or call 1-877-238-4373.
State government employees should call 1-877-945-4747.
TTY (for deaf or hearing-impaired individuals only) is available at 1-800-445-1312.

Note: Some employees may be exempt from coverage by the above insurance programs. It is illegal to make a
false statement or to withhold facts to claim benefits. For additional information, visit the EDD (edd.ca.gov).

DE 1857A Rev. 44 (12-20) (INTERNET)
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TRANSGENDER™

RIGHTS IN THE:
WORKPLACE

WHAT DOES “TRANSGENDER” MEAN?

Transgender is a term used to describe people whose
gender identity differs from the sex they were assigned at
birth. Gender expression is defined by the law to mean a
“person’s gender-related appearance and behavior
whether or not stereotypically associated with the
person’s assigned sex at birth.” Gender identity and
gender expression are protected characteristics under
the Fair Employment and Housing Act. That means that
employers may not discriminate against someone
because they identify as transgender or gender
non-conforming. This includes the perception that
someone is transgender or gender non-conforming.

WHAT IS A GENDER TRANSITION?

1.“Social transition” involves a process of socially
aligning one’s gender with the internal sense of self (e.g.,
changes in name and pronoun, bathroom facility usage,
participation in activities like sports teams).

2. “Physical transition” refers to medical treatments an
individual may undergo to physically align their body with
internal sense of self (e.g., hormone therapies or
surgical procedures).

A person does not need to complete any particular step
in a gender transition in order to be protected by the law. An
employer may not condition its treatment or
accommodation of a transitioning employee upon
completion of a particular step in a gender transition.

FAQ FOR EMPLOYERS

- What is an employer allowed to ask?

Employers may ask about an employee’s employment
history, and may ask for personal references, in addition
to other non-discriminatory questions. An interviewer
should not ask questions designed to detect a person’s
gender identity, including asking about their marital
status, spouse’s name, or relation of household
members to one another. Employers should not ask
questions about a person’s body or whether they plan to
have surgery.

- How do employers implement dress codes
and grooming standards?

An employer who requires a dress code must enforce it in
a non-discriminatory manner. This means that, unless an
employer can demonstrate business necessity, each
employee must be allowed to dress in accordance with
their gender identity and gender expression.
Transgender or gender non-conforming employees may
not be held to any different standard of dress or
grooming than any other employee.

* Effective 1/1/2020.
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- What are the obligations of employers when it
comes to hathrooms, showers, and locker rooms?

All employees have a right to safe and appropriate restroom
and locker room facilities. This includes the right to use a
restroom or locker room that corresponds to the employee’s
gender identity, regardless of the employee’s assigned sex
at birth. In addition, where possible, an employer should
provide an easily accessible unisex single stall bathroom for
use by any employee who desires increased privacy,
regardless of the underlying reason. Use of a unisex single
stall restroom should always be a matter of choice. No
employee should be forced to use one either as a matter of
policy or due to harassment in a gender-appropriate facility.
Unless exempted by other provisions of state law, all
single-user toilet facilities in any business establishment,
place of public accommodation, or state or local government
agency must be identified as all-gender toilet facilities.

FILING A COMPLAINT

If you believe you are a victim of discrimination you may,
within three years* of the discrimination, file a complaint of
discrimination by contacting DFEH.

To schedule an appointment, contact the Communication
Center below.

If you have a disability that requires a reasonable
accommodation, the DFEH can assist you by scribing your
intake by phone or, for individuals who are Deaf or Hard of
Hearing or have speech disabilities, through the California
Relay Service (711), or you can contact us below.

CONTACT US

Toll Free: (800) 884-1684
TTY: (800) 700-2320
contact.center@dfeh.ca.gov
www.dfeh.ca.gov

DFEH-EO4P-ENG / December 2019
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FAMILY CARE &
MEDICAL LEAVE
&« PREGNANCY
DISABILITY

LEAVE

Under California law, you may have the right to
take job-protected leave to care for your own
serious health condition or a family member
with a serious health condition, or to hond with
a new child (via birth, adoption, or foster care).
California law also requires employers to provide
job-protected leave and accommodations to
employees who are disabled by pregnancy,
childbirth, or a related medical condition.

Under the California Family Rights Act of 1993 (CFRA), if
you have more than 12 months of service with us and have
worked at least 1,250 hours in the 12-month period before
the date you want to begin your leave, and if we employ five
or more employees, you may have a right to a family care or
medical leave (CFRA leave). This leave may be up to 12
workweeks in a 12-month period for the birth, adoption, or
foster care placement of your child or for your own serious
health condition or that of your child, parent, parent-in-law,
grandparent, sibling, spouse, or domestic partner. While the
law provides only unpaid leave, employees may choose or
employers may require use of accrued paid leave while
taking CFRA leave under certain circumstances.

Even if you are not eligible for CFRA leave, if you are
disabled by pregnancy, childbirth or a related medical
condition, you are entitled to take a pregnancy disability
leave of up to four months, depending on your period(s)
of actual disability. If you are CFRA-eligible, you have
certain rights to take BOTH a pregnancy disability leave
and a CFRA leave for reason of the birth of your child. Both
leaves contain a guarantee of reinstatement-for pregnancy
disability it is to the same position and for CFRA it is to the
same or a comparable position-at the end of the leave,
subject to any defense allowed under the law.

If possible, you must provide at least 30 days’ advance
notice for foreseeable events (such as the expected birth
of a child or a planned medical treatment for yourself or of
a family member). For events that are unforeseeable, we
need you to notify us, at least verbally, as soon as you learn
of the need for the leave. Failure to comply with these
notice rules is grounds for, and may result in, deferral of
the requested leave until you comply with this notice policy.
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DFEH

THE DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING

THE MISSION OF THE DEPARTMENT OF FAIR EMPLOYMENT
AND HOUSING IS TO PROTECT THE PEOPLE OF CALIFORNIA
FROM UNLAWFUL DISCRIMINATION IN EMPLOYMENT,
HOUSING, BUSINESS ESTABLISHMENTS, AND STATE-FUNDED
PROGRAMS AND ACTIVITIES, AND FROM HATE VIOLENCE
AND HUMAN TRAFFICKING.

We may require certification from your health care provider
before allowing you a leave for pregnancy disability or for
your own serious health condition. We also may require
certification from the health care provider of your family
member who has a serious health condition, before allowing
you a leave to take care of that family member. When
medically necessary, leave may be taken on an intermittent
or reduced work schedule.

If you are taking a leave for the birth, adoption, or foster care
placement of a child, the basic minimum duration of the
leave is two weeks, and you must conclude the leave within
one year of the birth or placement for adoption or foster care.

Taking a family care or pregnancy disability leave may impact
certain of your benefits and your seniority date. If you want
more information regarding your eligibility for a leave and/or
the impact of the leave on your seniority and benefits,
please contact your employer.

If you have been subjected to discrimination, harassment,
or retaliation at work, or have been improperly denied PDL
or CFRA leave, file a complaint with DFEH.

TO FILEA COMPLAINT

Department of Fair Employment and Housing
dfeh.ca.gov

Toll Free: 800.884.1684
TTY:800.700.2320

If you have a disability that requires a reasonable
accommodation, DFEH can assist you with your complaint.
Contact us through any method above or, for individuals who
are deaf or hard of hearing or have speech disabilities, through
the California Relay Service (711).

DFEH-100-21ENG / January 2022
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2022 COVID-19

Supplemental Paid Sick Leave
Effective February 19, 2022

Covered employees in the public or private sectors who work for employers with 26 or more employees
are entitled to up to 80 hours of 2022 COVID-19 related paid sick leave from January 1, 2022 through
September 30, 2022, immediately upon an oral or written request to their employer, with up to 40 of
those hours available only when an employee or family member tests positive for COVID-19.

A full-time covered employee may take up to 40 hours of leave if the employee is unable to work or
telework for any of the following reasons:

o Vaccine-Related: The covered employee is attending a vaccine or booster appointment for
themselves or a family member* or cannot work or telework because they have vaccine--related
symptoms or are caring for a family member with vaccine-related symptoms. An employer may
limit an employee to 24 hours or 3 days of leave for each vaccination or booster appointment
and any consequent side effects, unless a health care provider verifies that more recovery time is
needed.

o Caring for Yourself: The employee is subject to quarantine or isolation period related to COVID-
19 as defined by an order or guidance of the California Department of Public Health, the federal
Centers for Disease Control and Prevention, or a local public health officer with jurisdiction over
the workplace; has been advised by a healthcare provider to quarantine; or is experiencing
COVID-19 symptoms and seeking a medical diagnosis.

o Caring for a Family Member*: The covered employee is caring for a family member who is
subject to a COVID-19 quarantine or isolation period or has been advised by a healthcare
provider to quarantine due to COVID-19, or is caring for a child whose school or place of care is
closed or unavailable due to COVID-19 on the premises.

A full-time covered employee may take up to an additional 40 hours of leave if the employee is

unable to work or telework for either of the following reasons:

o The covered employee tests positive for COVID-19
o The covered employee is caring for a family member* who tested positive for COVID-19.

* A family member includes a child, parent, spouse, registered domestic partner, grandparent,
grandchild, or sibling.

Part-Time covered Employees: Part-time covered employees may take as leave up to the amount of

hours they work over two weeks, with half of those hours available only when they or a family member*
test positive for COVID-19.

Payment: If an employee took leave for one of the reasons identified above between January 1, 2022
and February 19, 2022, and that leave was either unpaid or compensated at a rate less than the
employee’s regular rate of pay, the employee may also request a retroactive payment. Payment is at
the employee’s regular or usual rate of pay, not to exceed $511 per day and $5,110 in total.

Retaliation or discrimination against a covered employee requesting or using COVID-19
supplemental paid sick leave is strictly prohibited. A covered employee who experiences such
retaliation or discrimination can file a claim with the Labor Commissioner’s Office. Locate the nearest
district office by looking at the directory on our website
http://www.dir.ca.gov/dlse/DistrictOffices.htm using the alphabetical listing of cities, locations, and
communities or by calling 1-833-526-4636.

This poster must be displayed where employees can easily read it. If employees do not frequent a
physical workplace, it may be disseminated to employees electronically.

Copyright © 2022 State of California, Department of Industrial Relations.
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NOTICE TO WORKERS

YOU HAVE THE RIGHT TO BE:

» Properly classified as an employee or an independent contractor
» Paid accurately and timely for the services you perform

There are resources available to you if you believe you are being subject to improper classification or inaccurate payment
practices by your employer. For more information, go to WorkRight.cdle.co.

Employers are required to follow the law when paying hourly wages, overtime, and properly covering you for unemployment
insurance and workers’ compensation purposes. As a worker, you have certain rights as an employee vs. independent contractor.

Improper classification (often called misclassification) of employees as independent contractors and other labor law violations
create many problems, both for law-abiding businesses and for workers in Colorado.

If you believe you have been improperly classified as an independent contractor and are really performing duties that fit the
criteria of an employee, visit colorado.gov/cdle/TipForm, or call us at 303-318-9100 and select Option 4. To be classified as
an employee, you must meet the criteria in Colorado Revised Statute 8-70-115. You can read the law online and find out
more at coloradoui.gov/ProperClassification.

As an employee, you are entitled to unemployment insurance benefits if you become unemployed through no fault of your own.
Your employer contributes to unemployment insurance and cannot deduct this from your wages.

If you become unemployed and wish to file for unemployment insurance benefits, go to coloradoui.gov and click on File a Claim.
If your hours of work and pay are reduced, you may be entitled to partial unemployment benefits.

If you cannot access a computer, call one of the following numbers: 303-318-9000 (Denver-metro area) or 1-800-388-5515
(outside Denver-metro area); hearing impaired 303-318-9016 (TDD Denver-metro area) or 1-800-894-7730 (TDD outside
Denver-metro area).

EMPLOYERS ARE REQUIRED BY LAW TO POST THIS NOTICE

Colorado Employment Security Act, 8-74-101(2); Regulations Concerning Employment Security 7.3.1 through 7.3.5
Employers can download copies of this poster at coloradoui.gov/employer, then click on Forms / Publications.

[Ty COLORADO
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COLORADO COLORADO OVERTIME & MINIMUM PAY STANDARDS ORDER  Effective 1/1/22: must update annually;
(“COMPS Order”) #38, POSTER & NOTICE

new poster available each mid-December

Colorado Minimum Wage: $12.56/hour, or $9.54 for Tipped Employees, in 2022 (Rule 3)
* The minimum wage is adjusted each year for inflation, so the above amounts are for only 2022

» All employees must be paid at least the minimum wage (unless exempt in Rule 2), whether paid hourly or another
way (salary, commission, piecework, etc.), except unemancipated minors can be paid 15% under full minimum wage

* Use the highest standard if other labor laws also apply, such as Denver’s minimum wage ($15.87 in 2022)

Overtime: 1Y times regular pay rates for hours over 40 weekly, 12 daily, or 12 consecutive (Rule 4)
» Overtime is required each week over 40 hours, or day over 12, even if 2 or more weeks or days average fewer hours
» Employers cannot provide time off (“comp time”) instead of time-and-a-half premium pay for overtime hours

» Key variances/exemptions (all are detailed in Rules 2.3-2.4):
- Modified overtime in a small number of health care jobs; exemption for certain heavy vehicle drivers
- No 40-hour weekly overtime in downhill ski/snowboard jobs (but 56-hour overtime for many under federal law)
- Agriculture, as of 11/1/22: overtime after 60 hours; half-hour paid break in days over 12 hours, extra pay if over 15

Meal Periods: 30 minutes uninterrupted and duty-free, for shifts over 5 hours (Rule 1.9)
* Can be unpaid, but only if employees are completely relieved of all duties, and allowed to pursue personal activities
* If work makes uninterrupted meal periods impractical, eating on-duty must be permitted, and the time must be paid

* To the extent practical, meal periods must be at least 1 hour after starting and 1 hour before ending shifts

Rest Periods: 10 minutes, paid, every 4 hours (Rule 5.2)

#Work Hours: Upto2 >2,upto6 >6,uptol0 >10,uptol14 >14,upto18 >18,upto22 >22
#Rest Periods: 0 1 2 3 4 5 6

* Need not be off-site, but must not include work, and should be in the middle of the 4 hours to the extent practical

* Rest periods are time worked for minimum wage and overtime purposes, and if employers do not authorize and permit
rest periods, they must pay extra for time that would have been rest periods, including for non-hourly-paid employees
 Key variances/exemptions:
- In some circumstances, 10-minute rest periods can be divided into two of 5 minutes (Rule 5.2.1)
- Agriculture: certain work requires more breaks; other is exempt (Rule 2.3, & Agricultural Labor Conditions Rules)

Deductions, Credits, Charges, & Withheld Pay (Rule 6, and Article 4 of C.R.S. Title 8)
* Final pay: Owed promptly (if a termination by employer) or at next pay date (if employee resigned)

* Vacation pay: Departing employees must be paid all accrued and unused vacation pay, including paid time off usable
for vacation, without deducting or declaring forfeiture based on cause for termination, lack of resignation notice, etc.

* Deductions from pay: Allowed if listed below or in C.R.S. 8-4-105 (including deductions required by law, in a
written agreement for the benefit of the employee, for theft in a police report, or for property loss after an audit)

* Tip credits: Employers can pay up to $3.02 under minimum wage ($9.54 in 2022, or $12.85 in Denver), if:
(a) tips (not mandatory service charges) raise pay to full minimum, & (b) tips aren’t diverted to non-tipped staff/owners

* Meal credits/deductions: Allowed for the cost or value (without employer profit) of voluntarily accepted meals

» Lodging credits/deductions: Allowed if housing is voluntarily accepted by the employee, primarily for the employee’s
(not the employer’s) benefit, recorded in writing, and limited to $25 or $100 per week (based on housing type)

» Uniforms: Must be provided at no cost unless they are ordinary clothes without special material or design; employers
must pay for any special cleaning required, and cannot require deposits or deduct for ordinary wear and tear

Exemptions from COMPS (Rule 2.2 lists all; key exemptions are below)

* Executives/supervisors, administrators, and professionals paid at least a salary (not hourly wages) of $45,000 in 2022
($50,000 in 2023, $55,000 in 2024, then inflation-adjusted), except $28.92/hour for highly technical computer work

* Other highly compensated, non-manual-labor employees paid at least 2.25 the above salary ($101,250 in 2022)
* 20% owners, or at a nonprofit the highest-paid/highest-ranked employee, if actively engaged in management

* Various (not all) types of salespersons, taxi drivers, camp/outdoor education field staff, or property managers

Record-Keeping & Notices of Rights (Rule 7)

* Employers must give all employees (and keep for three years) pay statements that include time worked, pay rate
(including any tips and credits), and total pay

» This year’s poster must be displayed where easily accessible, or if not practical (such as for remote workers),
provided within one month of beginning work and when employees request a copy

» Employers must include a copy of this poster, or a COMPS Order, in any employment handbook or manual

* Violation of notice of rights rules (posting or distribution), including by providing information undercutting this
poster, may yield fines and/or ineligibility for employee-specific credits, deductions, or exemptions in COMPS

Time Worked: Pay for time employers allow performing labor/service for their benefit (Rule 1.9)

+ All time on-premises, on duty, or at workplaces (but not just letting off-duty employees be on-premises), including:
putting on/removing work clothes/gear (but not clothes worn outside work), cleanup/setup, or other off-clock duty,

waiting for assignments at work, or receiving or sharing work-related information,

security/safety screening, or clocking/checking in or out, or
- waiting for any of the above tasks.

* Travel for employer benefit is time worked; normal home/work travel is not (details in Rule 1.9.2)

* Sleep time, if sufficiently uninterrupted and lengthy, can be excluded in certain situations (details in Rule 1.9.3).

Complaint & Anti-Retaliation Rights (Rule 8)
* Employees can send the Division (contact info below) complaints or tips about violations, or file lawsuits in court
* Employers cannot retaliate against, or interfere with, employees exercising their rights
* Anonymous tips are accepted; anonymity or confidentiality are protected if requested (Wage Protection Rule 4.7)

* Owners and other individuals with control over work may be liable for certain violations — not just the business,
even if the business is a corporation, partnership, or other entity separate from its owner(s) (Rule 1.6)

» Immigration status is irrelevant to these labor rights: the Division will not ask or report status in investigations or
rulings, and it is illegal for anyone to use immigration status to interfere with these rights (Wage Protection Rule 4.8)

This Poster is a summary and cannot be relied on as complete labor law information. For all rules, fact sheets, translations, questions, or complaints, contact:
DIVISION OF LABOR STANDARDS & STATISTICS, ColoradoLaborLaw.gov, cdle_labor_standards@state.co.us, 303-318-8441 / 888-390-7936




COLORADO Aubrey Elenis, Colorado Civil Rights Division,

Division Director

gepartmentAOf i Joe Neguse, Department of Regulatory Agencies,
egulatory Agencies Executive Director

Colorado Civil Rights Division John Hickenlooper, Governor

This Establishment Complies with the Colorado Anti-Discrimination Laws
Discrimination based on the following factors is illegal in the areas of:

»  Employment
Race, color, religion, creed, national origin, ancestry, sex, pregnancy, age, sexual orientation
(incl. transgender status), physical or mental disability, marriage to a co-worker and retaliation for
engaging in protected activity (opposing a discriminatory practice or participating in an
employment discrimination proceeding)

> Housing
Race, color, religion, creed, national origin, ancestry, sex, sexual orientation (incl. transgender
status), physical or mental disability, marital status, families with children under the age of 18,
and retaliation for engaging in protected activity (opposing a discriminatory practice or
participating in a housing discrimination proceeding)

> Public Accommodation
Race, color, religion, creed, national origin, ancestry, sex, physical or mental disability, sexual
orientation (incl. transgender status), marital status, and retaliation for engaging in protected
activity (opposing a discriminatory practice or participating in a public accommodations
discrimination proceeding)

REGULATIONS PROMULGATED BY THE COLORADO CIVIL RIGHTS COMMISSION

Rule 20.1 — Anti-Discrimination Notices in Employment and Places of Public Accommodation. Every employer,
employment agency, labor organization, and place of public accommodation shall post and maintain at its establishment a
notice that summarizes the discriminatory or unfair practices prohibited by the Law in employment and places of public
accommodation. The Division shall make a notice available for printing on its website or provide a copy upon request.

(A) With respect to employers and employment agencies, such notices must be posted conspicuously in
easily accessible and well-lit places customarily frequented by employees and applicants for employment, and at or
near each location where services of employees are performed.

(B) With respect to labor organizations, such notices must be posted conspicuously in easily accessible and well-
lit places customarily frequented by members and applicants for membership.

(©) With respect to places of public accommodation, such notices must be posted conspicuously in easily accessible
and well-lit places customarily frequented by people seeking services, purchases, facilities, privileges, advantages or
accommodations offered to the general public.

Rule 20.2 — Anti-Discrimination Notices in Housing.

Every real estate broker or agent, home builder, home mortgage lender, and all other persons who transfer, rent, or finance
real estate, shall post and maintain in all places where real estate transfers, rentals and loans are executed, a notice that
summarizes the discriminatory or unfair practices prohibited by the Law in housing. The Division shall make a notice
available for printing on its website or provide a copy upon request. The notices shall be posted and maintained in
conspicuous, well-lit, and easily accessible places ordinarily frequented by prospective buyers, renters, borrowers, and the
general public.

Rule 203 - Photographs of Applicants for Employment. No employer, employment agency, or labor
organization shall suggest or require that applicants submit their photographs prior to their employment or
placement, unless the requirement is based upon a Bona Fide Occupational Qualification (BFOQ).

Rule 20.4 — Discriminatory Signage in Places of Public Accommodation. No person shall post or permit to be posted in
any place of public accommodation any sign which states or implies the following:

WE RESERVE THE RIGHT TO REFUSE SERVICE TO ANYONE

Rule 20.5 - Preservation of Records (A) Retention of Records During Processing of Charge. Whenever a charge of
discrimination is filed with the Division, all parties shall maintain all relevant records, in their custody, control, or
possession until final disposition. Relevant records include, but are not limited to, the following: personnel or employment
records of a Charging Party and of all employees holding similar positions; applications or test papers and assessments
of all candidates for the positions sought by the Charging Party; payroll records; handbooks; registration records; offers; leases;
contracts; tenant files; rental applications; loan and purchase files; advertisements; data regarding protected classes; disability-
related and medical records; policies and procedures; notices; phone records; bank and accounting records; photographs;
videos; correspondence; emails; electronic records; and other business or institutional records relevant to the allegations of the
charge. Final disposition of the charge or complaint occurs when the statutory time periods for all appeals have expired.

(B) Rebuttable Presumption. The failure to comply with this regulation shall create a rebuttable presumption that the records
contained information adverse to the interests of the non-compliant party.

www dora.colorado.gov/crd
1560 Broadway, Suite 1050, Denver, CO 80202, Phone: 303.894.2997, Fax: 303.894.7830, Toll Free:
800.262.4845, V/TDD 711

8/5/2016
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NOTICE FOR EMPLOYERS TO USE
IN ORDER TO BE IN COMPLIANCE WITH HB 16-1438
(PREGNANCY ACCOMMODATIONS):

PREGNANT WORKERS FAIRNESS ACT
C.R.S. § 24-34-402.3

The Pregnant Workers Fairness Act makes it a discriminatory or unfair employment
practice if an employer fails to provide reasonable accommodations to an applicant or
employee who is pregnant, physically recovering from childbirth, or a related
condition.

Requirements:

Under the Act, if an applicant or employee who is pregnant or has a condition related
to pregnancy or childbirth requests an accommodation, an employer must engage in
the interactive process with the applicant or employee and provide a reasonable
accommodation to perform the essential functions of the applicant or employee’s job
unless the accommodation would impose an undue hardship on the employer’s
business.

The Act identifies reasonable accommodations as including, but not limited to:

e provision of more frequent or longer break periods;

e more frequent restroom, food, and water breaks;

e acquisition or modification of equipment or seating;

e limitations on lifting;

e temporary transfer to a less strenuous or hazardous position if available, with
return to the current position after pregnancy;

e job restructuring;

e light duty, if available;

e assistance with manual labor; or modified work schedule.

The Act prohibits requiring an applicant or employee to accept an accommodation
that the applicant or employee has not requested or an accommodation that is
unnecessary for the applicant or the employee to perform the essential functions of
the job.
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Scope of accommodations required:

An accommodation may not be deemed reasonable if the employer has to hire new
employees that the employer would not have otherwise hired, discharge an employee,
transfer another employee with more seniority, promote another employee who is not
gualified to perform the new job, create a new position for the employee, or provide
the employee paid leave beyond what is provided to similarly situated employees.

Under the Act, a reasonable accommodation must not pose an “undue hardship” on
the employer. Undue hardship refers to an action requiring significant difficulty or
expense to the employer. The following factors are considered in determining
whether there is undue hardship to the employer:

e the nature and cost of accommodation;

e the overall financial resources of the employer;

e the overall size of the employer’s business;

e the accommodation’s effect on expenses and resources or its effect upon the
operations of the employer;

If the employer has provided a similar accommodation to other classes of employees,
the Act provides that there is a rebuttable presumption that the accommodation does
not impose an undue hardship.

Adverse action prohibited:

The Act prohibits an employer from taking adverse action against an employee who
requests or uses a reasonable accommodation and from denying employment
opportunities to an applicant or employee based on the need to make a reasonable
accommodation.

Notice:

This written notice must be posted in a conspicuous area of the workplace.
Employers must also provide written notice to new employees at the start of
employment and to current employees within 120 days of the Act’s August 10, 2016
effective date.
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DISTRICT OF COLUMBIA GOVERNMENT
DEPARTMENT OF EMPLOYMENT SERVICES
OFFICE OF WORKERS’ COMPENSATION

4058 MINNESOTA AVENUE, N.E.» WASHINGTON, DC 20019 « (202) 671-1000 * (202) 671-1929 (fax)

Warning: It is a crime to provide false or misleading information to an insurer for the purpose of defrauding the insurer or any other
person. Penalities include imprisonment and/or fines. In addition, an insurer may deny insurance benefits if false information
materially related to a claim was provided by the applicant.

NOTICE OF COMPLIANCE
TO EMPLOYEES

1. You are required by law to report promptly to your employer and the Office of Workers’ Compensation an occupational injury or
disease, even if you deem it to be minor. Form No.7 DCWC, Notice of Accidental Injury or Occupational Disease, to be obtained
from the employer or the Office of Workers” Compensation, must be used for that purpose. After you have completed and signed it,
you should mail it to the Office of Workers’ Compensation at the above address, and to your employer.

2. You are entitled, if required, to the services of a physician or hospital of your choice and lost wages. Call (202) 671-1000 for
information.

3. You may not sue your employer as a result of a work-connected injury or disease by reason of your exclusive remedy under the
Workers’ Compensation Law.

4. In order to preserve your right to benefits under the DC Workers’ Compensation Law, you must file a written claim on Form No. 7A
DCWC, Employee’s Claim Application, within one (1) year after your injury, or within (1) year after the last payment of benefits.

5. If you desire information regarding your rights and obligations prescribed by law, you may call your employer first. If you need
further information you may call the Office of Workers’ Compensation at (202) 671-1000.

6. The law gives you the right to be represented if you so desire.

TO EMPLOYERS

1. You are required to have Workers’ Compensation insurance coverage if you have 1 or more employees.
2. You are required to display this poster at each worksite so that it will be of the greatest possible benefit to your employees.

3. You must file an Employer’s First Report of Injury or Occupational Disease, Form No. 8 DCWC, with the Office of Workers’
Compensation, copy to the nearest claim office of your insurer, on all occupational injuries or disease, as soon as possible, but no later
than 10 days after the date of knowledge thereof.

4. Your employee must file Form No. 7 DCWC, Employee’s Notice of Accidental Injury or Occupational Disease. Please provide your
employee with Form No. 7 DCWC and direct them to complete it and return it to you and the Office of Workers” Compensation. Once
you have received notice from the employee, you are required to send the employee a notice of his/her rights and obligations by
certified mail, return receipt requested.

5. You are required to report to the Office of Workers’ Compensation, and your insurer, and disability of more than 3 days which was
not previously reported, as soon as possible, but no later than 10 days after the date of knowledge thereof.

6. You are required to furnish, or cause to be furnished, reasonable medical and hospital services, other remedial care or vocational
rehabilitation, and various types of disability compensation, to an injured or disabled employee.

7. You are required to obtain from the insurer identified below a supply of all required Workers’ Compensation Forms, or you may
download the forms and notice mentioned above at our website http://does.dc.gov

NOTICE: Violation of the various provisions of the Workers’ Compensation law provides for civil penalties.

The undersigned employer hereby gives notice of compliance with all provisions of the Workers’ Compensation Law and Administrative Regulations

NAME OF INSURANCE COMPANY NAME OF EMPLOYER

BY

Employer ID Number
(if number unknown, employer to request from IRS)

THIS NOTICE IS TO BE POSTED CONSPICUOUSLY IN AND ABOUT EMPLOYER’S PLACE(S) OF BUSINESS
FORM NO. 1 DCWC Revised June, 2002
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NOTICE TO EMPLOYEES

Information on Unemployment Compensation
in the District of Columbia

Your employer is subject to the District of Columbia Unemployment Compensation Act
which establishes a system of protecting insured workers from complete wage loss when
they become unemployed through no fault of their own and are seeking new jobs. To
help finance the unemployment insurance system, a tax is levied against employers -- not
workers. No deductions are made from your pay for this purpose. This program is admin-

istered by the District of Columbia’s Department of Employment Services.

If you should become unemployed or your hours are reduced, you may be entitled to
receive unemployment compensation benefits. To apply for benefits, please call and
make an appointment to visit one of the One-Stop Service Centers listed below.

DC Works! Career Center
Northwest
Frank D. Reeves Municipal Center
2000 14th Street, N.W., 3rd FI.
Washington, DC 20009
Hours: 8:30 a.m. - 4:00 p.m.
(202) 442-4577

DC Works! Career Center
Northeast
CCDC - Bertie Backus Campus
5171 South Dakota Avenue, N.E., 2nd Fl.
Washington, DC 20017
Hours: 8:30 a.m. - 4:00 p.m.
(202) 576-3092

DC Works! Career Center
Southeast
3720 Martin Luther King, Jr. Avenue, S.E.
Washington, DC 20032
Hours: 8:30 a.m. - 4:00 p.m.
(202) 741-7747

DC Works! Career Center
Headquarters
4058 Minnesota Avenue, N.E.
Washington, DC 20019
Hours: 8:30 a.m. - 4:00 p.m.
(202) 724-2337

You may also apply for benefits through the Internet at www.dcnetworks.org.

IMPORTANT: Employers must display this Notice To Employees prominently on the work
premises. Additional copies may be furnished upon request by calling (202) 698-7550.

Rev.07/19/2012
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OFFICIALNOTICE
(Post Where Employees Can Easily Read)

Accrued Sick and Safe Leave Act of 2008
(This poster includes provisions of the Earned Sick and Safe Leave Amendment Act of 2013, effective February 22, 2014)
REQUIRES EMPLOYERS IN THE DISTRICT OF COLUMBIA TO PROVIDE PAID LEAVE TO EMPLOYEES FOR
THEIR OWN OR FAMILY MEMBERS’ ILLNESSES OR MEDICAL APPOINTMENTS AND FOR ABSENCES
ASSOCIATED WITH DOMESTIC VIOLENCE OR SEXUAL ABUSE.

EMPLOYERS REQUIRED TO COMPLY WITH THE ACT
Pursuant to the Accrued Sick and Safe Leave Act of 2008, all employers in the District of Columbia must provide paid leave to each
employee, including employees of restaurants, bars, temporary, staffing firms and part-time employees.

ACCRUAL START DATE
Paid leave accrues at the beginning of employment, provided that the accrual need not commence prior to November 13, 2008 and
provided that an employer need not allow accrual of paid leave for tipped restaurant or bar employees prior to February 22, 2014.

Paid leave accrues on an employer’s established pay period.

ACCESSING PAID LEAVE
An employee must be allowed to use paid leave no later than after 90 days of service with the employer. An employee may use leave
on short notice if the reason for leave is unforeseeable.

NUMBER OF HOURS ACCRUED

Accrual of paid leave is determined by the type of business, the number of employees an employer has, and the number of hours an
employee works. For tipped employees of restaurants or bars, regardless of the number of employees the employer has, each tipped
employee must accrue at least one (1) hour per 43 hours worked, up to five (5) days per calendar year and be paid at the full District of
Columbia’s Minimum Wage. For all other employers, use the following chart:

If an employer has... Employees accrue at least... Not to Exceed...

100 or more employees 1 hour per 37 hours worked 7 days per calendar year
25 to 99 employees 1 hour per 43 hours worked 5 days per calendar year
Less than 25 employees 1 hour per 87 hours worked 3 days per calendar year

UNUSED LEAVE
Under this Act, an employee’s accrued paid sick leave carries over from year to year. Employers do not have to pay employees for
unused paid sick leave upon termination or resignation of employment.

EMPLOYEE PROTECTION
Under the Act, employees who assert their rights to receive paid sick leave or provide information or assistance to help enforce the
Act are protected from retaliation.

ENFORCEMENT

The DC Department of Employment Services, Office of Wage Hour can investigate possible violations, access employer
records, enforce the paid sick leave requirements, order reinstatement of employees who are terminated, as a result of asserting
rights to paid sick leave, order payment of paid sick leave unlawfully withheld, and impose penalties. An employer who willfully
violates the requirements of the Act shall be assessed a civil penalty in the amount of one thousand dollars ($1,000) for the first
offense, fifteen hundred dollars ($1,500) for the second offense, and two thousand dollars ($2,000) for the third and any
subsequent offenses.

TO FILE A COMPLAINT OR FOR ADDITIONAL INFORMATION

To request full text of the Act, to obtain a copy of the rules associated with this Act, to receive the Act translated into other languages,
or to file a complaint, visit www.does.dc.gov, call the Office of Wage Hour at (202) 671-1880, or visit at 4058 Minnesota
Avenue, N.E., Suite 3600, Washington, D.C. 20019.

Complaints shall be filed within three (3) years after the event on which the complaint is based unless the employer has failed to post
notice of the Act.
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DISTRICT OF COLUMBIA MINIMUM WAGE POSTER

THIS SUMMARY MUST REMAIN IN A
VISIBLE LOCATION WHERE EMPLOYEES MAY READ

MINIMUM WAGE RATES

$11.50 per hour beginning July 1, 2016 $2.77 per hour beginning January 1, 2005
$12.50 per hour beginning July 1, 2017 $3.33 per hour beginning July 1, 2017
$13.25 per hour beginning July 1, 2018 $3.89 per hour beginning July 1, 2018
$14.00 per hour beginning July 1, 2019 $4.45 per hour beginning July 1, 2019
$15.00 per hour beginning July 1, 2020 $5.00 per hour beginning July 1, 2020
$15.20 per hour beginning July 1, 2021 $5.05 per hour beginning July 1, 2021

Beginning in 2021, the minimum wage will increase during each successive year pursuant to the Consumer Price Index for
both employees who do not receive gratuities and employees who receive gratuities. Visit the Department of Employment
Services website at www.does.dc.gov for the yearly minimum wage rates.

MINIMUM WAGE EXCEPTIONS
The minimum wage provision does not apply in instances where other laws or regulations establish minimum wage rates for
the following:
1. Handicapped workers may be paid less only when the employer has received an authorizing certificate from the U.S.
Department of Labor.
2. Persons employed under provisions of the Workforce Innovation and Opportunity Act shall be paid pursuant to that
Act.
Persons employed under provisions of the Youth Employment Act shall be paid pursuant to that Act.
Persons employed under provisions of the Older Americans Act shall be paid pursuant to that Act.
Students employed by institutions of higher education may be paid the minimum wage established by the United
States government.
6. The Wage Theft Prevention Amendment Act of 2014, effective February 26, 2015, removed adult learners as a
minimum wage exception. Newly hired persons 18 years of age or older must be paid the established District of

SN

Columbia minimum wage immediately upon hire.

7. The minimum wage provision does not apply to persons:
a. employed in a bona fide executive, administrative, professional, computer, or outside sales capacity; or
b. engaged in the delivery of newspapers to the home of the consumer.

OVERTIME PAY

At least 11/2 times the regular rate of pay for all hours worked over 40 hours in a workweek.

OVERTIME EXCEPTIONS

The overtime provision shall not apply to persons employed:

1. In a bona fide executive, administrative, professional, computer, or outside sales capacity;

2. As a private household worker who lives on the premises of the employer;

3. In a retail or service establishment and whose regular rate of pay is in excess of one and one-half times the minimum
hourly rate applicable under the Act, and more than one-half of the employee’'s compensation for a representative
period (not less than one month) represents commissions on goods and services;

As a seaman, by a railroad, as an attendant in a parking lot or parking garage, or in newspaper home delivery;

By an air carrier who voluntarily exchanges workdays with another employee for the primary purpose of utilizing air

travel benefits available to these employees; or

6. As a salesperson, parts salesperson, or mechanic primarily engaged in selling or servicing automobiles, trailers, or
trucks if employed by a non-manufacturing establishment primarily engaged in the business of selling these vehicles
to ultimate purchasers.

SN

NOTE: The Car Wash Employee Overtime Amendment Act of 2012, effective May 31, 2012, removed the overtime
exception for employees of a car wash. Car wash employees are entitled to overtime for all hours worked over a forty-
hour workweek. The United States Department of Labor’'s Home Care Rule, effective November 12, 2015, became
applicable to direct care workers employed by agencies and other third-party employers. Direct care workers are
workers who provide home care services, such as certified nursing assistants, home health aides, personal care aides,
caregivers, and companions.
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PERSONS NOT ENTITLED TO OVERTIME PAY UNDER DISTRICT LAW MAY BE ENTITLED

UNDERFEDERAL LAW

For more information, call the U.S. Department of Labor, Wage-Hour Division, or visit www.dol.gov/whd.

UNIFORMS

Employers must pay the cost of purchase, maintenance, and cleaning of uniforms and protective clothing required by
employer or by law or pay the employee 15 cents per hour in addition to the minimum wage (maximum required is $6.00
per week) for washable uniforms. When the employer purchases and the employee maintains washable uniforms, the
additional payment required is 10 cents per hour. When the employer cleans and maintains but the employee purchases,
the additional payment required is 8 cents per hour.

MEALS

Employers may deduct $2.12 for each meal made available. For four (4) hours or less of work, a maximum of one (1) meal
deduction is allowed. For over four (4) hours of work, a maximum of two (2) meal deductions is allowed. For employees that
live on the employer’s premises, no more than $6.36 per day can be deducted.

OTHER PROVISIONS

Additional wages are due to employees for split shifts, travel expenses, and tools. Other deductions may be taken for
lodging provided by the employer.

DEDUCTIONS

No employer shall make any deductions, except those specifically authorized by law or court order, which would bring the
wages below those required by the Act. An itemized wage statement showing all deductions must be provided with each
pay check.

RECORDS

Every employer shall make and keep for at least three (3) years accurate time and payroll records for each employee, in
addition to other detailed records required by the Act.

TIPPED EMPLOYEES

Employers must pay a service rate per hour (please see the rate of current minimum wage in accordance with the
regulations set forth in this document under tipped employees) to “tipped employees.” If an employee’s hourly tip earnings
(averaged weekly) added to the service rate do not equal the minimum wage, the employer must pay the difference.

INTERNET-BASED TIP PORTAL FOR ONLINE REPORTING OF THE QUARTERLY WAGE
REPORT

An employer who employs an employee who receives gratuities shall submit a quarterly wage report within 30 days of the
end of each quarter to the Mayor certifying that the employee was paid the required minimum wage.
1. The Mayor has created an Internet-based portal for online reporting of the quarterly wage reports and it is located
at https://www.essp.does.dc.gov/.
2. An employer shall submit its quarterly wage reports online unless the employer claims that online reporting creates
a hardship, in which case the employer shall submit its reports in hard-copy form.
3. The Mayor shall provide reporting requirements training to educate employers about the reporting requirements
and use of the Internet-based portal.

ADDITIONAL LAWS ADMINISTERED BY THE OFFICE OF WAGE- HOUR

All labor laws enforced within the District of Columbia can be found on www.does.dc.gov.

FOR A COMPLETE TEXT OF EACH LAW OR TO FILE A COMPLAINT CONTACT

DEPARTMENT OF EMPLOYMENT SERVICES
OFFICE OF WAGE HOUR
4058 Minnesota Avenue, N.E.
Washington, D.C. 20019
(202) 671-1880 | www.does.dc.gov
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NOTICE
DISTRICT OF COLUMBIA
DEPARTMENT OF EMPLOYMENT SERVICES
Labor Standards Bureau
Office of Wage-Hour
The Wage Theft Prevention Amendment Act of 2014

The Wage Theft Prevention Amendment Act of 2014 (WTPAA) has an effective date of February 26,
2015. The law includes provisions to enhance applicable remedies, fines, and administrative penalties
when an employer fails to pay earned wages, to provide for suspension of business licenses of employers
that are delinquent in paying wage judgments or agreements, to clarify administrative procedures and
legal standards for adjudicating wage disputes, to require the employer to provide written notice to each
employee of the terms of their employment, and to maintain appropriate employment records.

Requirements

Written Employment Notice:

As an employer of the District of Columbia, upon hire, you are required to provide a notice to employees
of their employment. Also, within 90 days of the effective date of WTPAA, every employer shall furnish
each employee with an updated written notice containing the information required. As proof of
compliance, every employer shall retain copies of the written notice furnished to employees that are
signed and dated by the employer and by the employee acknowledging receipt of the notice. (There are
additional requirements for temporary staffing firms.)

This notice must include:

1) The name of the employer and any “doing business as” (DBA) names used by the employer
2) The physical address of the employer’s main office or principal place of business, and a mailing
address if different
3) The telephone number of the employer
4) The employee’s rate of pay and the basis of that rate, including:
a. Rate by the hour, shift, day,or week (whichever is applicable)
b. Salary, Piece Rate, or commission (whichever is applicable)
c. Any allowances claimed as part of the minimum wage, including tip, meal, or
lodging allowances
d. Overtime rate of pay or exemptions from overtime pay
e. Living wage or exemptions from the living wage
f.  Any applicable prevailing wages
5) The employee’s regular payday designated by the employer



The Mayor shall make available for employers a sample template of the notice within 60 days of the
effective date of the Wage Theft Prevention Amendment Act of 2014. (Immediate Notice to new
employees is required regardless of the template release date.)

Wage Payment Liability:

o When the employer is a subcontractor and has failed to pay an employee any wages earned, the
subcontractor and the general contractor shall be jointly and severally liable to the subcontractor’s

employees for violations of this Act, the Living Wage Act, and the Accrued Sick and Safe Leave
Act.

o When a temporary staffing firm employs an employee who performs work on behalf of or to the
benefit of another employer pursuant to a temporary staffing arrangement or contract for services,
both the temporary staffing firm and the employer shall be jointly and severally liable for
violations of this Act, the Living Wage Act, and the Accrued Sick and Safe Leave Act to the
employee and to the District.

o Every employer shall pay wages earned to his employees on regular paydays designated in
advance by the employer and at least twice during each calendar month.

Notice of Complaint

For any employer alleged to be in non-compliance with the Act, The Mayor shall deliver two (2) notices
to the employer.

1. Notice of Complaint that specifies:
a. The alleged violation
b. Potential damages, penalties, and other cost
¢. Rights and obligations of the parties
d. Process for contesting the complaint
2. Notice of Investigation that must be posted for all employees to see for a period of at least 30
days that specifies:
a. An investigation is being conducted
b. Information for employees on how they may participate

Rules against Retaliation

The WTPAA extends the protection and it also gives the Mayor power to enforce this law.

e Threats are now included as a form of retaliation.
e ltis illegal for any person to retaliate.
e This law protects employees even if their employer incorrectly believes they made a complaint.

Procedural Options

e Wage-Hour Investigation
e Administrative Law Judge Hearing



e Civil Court Proceedings

Potential Penalties

Wage Payment Penalties, D.C. Official Code § 32-1307; D.C. Official Code § 32-1307(a) Section 7a
— Wage Theft Prevention Fund

e Any employer who negligently fails to comply with the provisions of this Act or the Living Wage
Act shall be guilty of a misdemeanor and, upon conviction, shall be fined:
o For the first offense, an amount per affected employee of not more than $2,500;
for any subsequent offense, an amount per affected employee of not more than $5,000.
e Any employer who willfully fails to comply with the provisions of this Act or the Living Wage
Act shall be guilty of a misdemeanor and, upon conviction, shall be fined:
o For the first offense, an amount not more than $5,000 or imprisoned not more than 30
days, or both; for any subsequent offense, an amount not more than $10,000, or
imprisoned not more than 90 days, or both.

In addition to and apart from any other penalties or remedies provided for in this Act or the Living
Wage Act, the Mayor shall assess and collect administrative penalties as follows:

o For the first offense, $50 for each employee or person whose rights under this Act or the Living
Wage Act are violated for each day the violation occurred or continued.

o For any subsequent offense, $100 for each employee or person whose rights under this Act or the
Living Wage Act are violated for each day the violation occurred or continued.

The Mayor shall collect administrative penalties in the amounts set forth below for the following
violations:

o Five hundred dollars for failure to provide notice of investigation to employees
o Five hundred dollars for failure to post notice of violations to the public

Accrued Sick and Safe Leave Act or the Minimum Wage Revision Act.

o No administrative penalty may be collected unless the Mayor has provided any person alleged to
have violated any of the provisions of this section notification of the violation, notification of the
amount of the administrative penalty to be imposed, and an opportunity to request a formal
hearing held pursuant to the District of Columbia Administrative Procedure Act, approved
October 21, 1968 (82 Stat 1203, D.C. Official Code 8§ 2-501 et seq).

o The Mayor shall issue a final order following the hearing, containing a finding that a violation has
or has not occurred. If a hearing is not requested, the person to whom notification of violation
was provided shall transmit to the Mayor the amount of the penalty within 15 days following
notification.

There is established as a special fund the Wage Theft Prevention Fund (“Fund”), which shall be
administered by the Department of Employment Services. The Fund shall be used to enforce the
provisions of this Act, the Minimum Wage Revision Act, the Accrued Sick and Safe Leave Act, and the
Living Wage Act. The money deposited into the Fund, and interest earned, shall not revert to the



unrestricted fund balance of the General Fund of the District of Columbia at the end of a fiscal year, or at
any other time.

Minimum Wage Penalties D.C. Official Code § 32-1011

o Any person who willfully or negligently violates any of the provisions of §32-1010 shall, upon
conviction, be subject to a fine of not more than $10,000, or to imprisonment of not more than six
(6) months, or both.

o No person shall be imprisoned under this section except for an offense committed willfully after
the conviction of that person for a prior offense under this section.

o Prosecutions for violations of this subchapter shall be in the Superior Court of the District of
Columbia and shall be conducted by the Attorney General of the District of Columbia.

o Inaddition to and apart from the penalties or remedies provided for in this section, the Mayor
shall assess and collect administrative penalties as follows:

1. For the first violation, $50 for each employee or person whose rights under this Act are
violated for each day that the violation occurred or continued;

2. For any subsequent violations, $100 for each employee or person whose rights under this Act
are violated for each day that the violation occurred or continued,;

3. $500 for each failure to maintain payroll records or to retain payroll records for three (3)
years or whatever the prevailing federal standard is, whichever is greater for each violation;

4. $500 for each failure to allow the Mayor to inspect payroll records or perform any other
investigation;

5. $500 for each failure to provide each employee an itemized wage statement or the written
notice as required by section 9(b) and (c); and

6. $100 for each day that the employer fails to post notice as required under section 10(a).

ASSLA Penalties D.C. Official Code § 32-131.12

An employer who willfully violates the requirements of this Act shall be subject to a civil penalty for each
affected employee of $1,000 for the 1st offense, $1,500 for the 2nd offense, and $2,000 for the 3rd and
each subsequent offense. If the Mayor determines that an employer has violated any provision of this
Act, the Mayor shall order the employer to provide affirmative remedies including: compensatory
damages, punitive damages, and additional damages as provided in the law. The administrative fines and
penalties collected under this section shall be deposited in the Wage Theft Prevention Fund.

For the complete text of the Wage Theft Prevention Amendment Act of 2014, go to
http://lims.dccouncil.us/Download/31203/B20-0671-SignedAct.pdf.



http://lims.dccouncil.us/Download/31203/B20-0671-SignedAct.pdf
http://lims.dccouncil.us/Download/31203/B20-0671-SignedAct.pdf

Protecting Pregnant Workers Fairness Act

- Know Your Rights in the District of Columbia -

Accommodations for Pregnancy, Childbirth and Breastfeeding

The Protecting Pregnant Workers Fairness Act (PPW) requires District of Columbia employers to provide reasonable
workplace accommodations for employees whose ability to perform job duties is limited because of pregnancy, childbirth,
breastfeeding, or a related medical condition.

The employer must engage in good faith and in a timely and interactive process to determine the accommodations.

Types of Accommodations

Employers must make all reasonable accommodations,* including but not limited to:

« More frequent or longer breaks; + Purchasing or modifying work + Having the employee refrain from
+ Time off to recover from equipment, such as chairs; heavy lifting;
childbirth; « Temporarily restructuring the * Relocating the employee’s work
« Temporarily transferring the employee’s position to provide area; or
employee to a less strenuous or light duty or a modified work + Providing private (non-bathroom)
hazardous position; schedule; space for expressing breast milk.

Prohibited Actions by Employers

Employers may not:

+ Refuse an accommodation unless it would cause significant hardship or expense to the business;

+ Take adverse action against an employee for requesting an accommodation;

+ Deny employment opportunities to the employee because of the request or need for an accommodation;

« Require an employee to take leave if a reasonable accommodation can be provided; or

« Require employees to accept an accommodation unless it's necessary for the employee to perform her job duties.

Certification from Health Care Provider

The employer may require an employee to provide certification from a health care provider indicating a reasonable
accommodation is advisable. The certification must include: (1) the date the accommodation became or will become
medically advisable; (2) an explanation of the medical condition and need for a reasonable accommodation; and (3) the
probable length of time the accommodation should be provided.

Filing a Complaint of a Violation

If you believe an employer has wrongfully denied you a reasonable accommodation or has discriminated
against you because of your pregnancy, childbirth, need to breastfeed or a related medical condition, you
can file a complaint within one year with the DC Office of Human Rights (OHR). To file a complaint, visit:

« Online at ohr.dc.gov; or
« In-Person at 441 4th Street NW, Suite 570N, Washington, DC 20001.

OHR will perform the initial mediation and investigation. If probable cause exists, administrative law judges
at the Commission on Human Rights will make a final determination.

* A “reasonable accommodation” is one that does not require significant difficulty in the operation of the employer’s business or
significant expense for the employer, with consideration to factors such as the size of the business, its financial resources and the
nature and structure of the business. REVISED 01/03/19

[Em—— ]
— < . .
Officeof HumanRights  Ohrdc.gov  phone: (202) 727-4559  fax: (202) 727-9589 441 4th Street NW, Suite 570N, Washington, DC 20001
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DEPARTMENT OF EMPLOYMENT SERVICES

NOTICE TO EMPLOYEES

Information on Paid Family Leave in the District of Columbia

Your employer is subject to the District of Columbia’s Paid Family Leave law, which provides covered employees paid time
off from work for qualifying parental, family, medical, and prenatal events. For more information about the Paid Family
Leave program, please visit the Office of Paid Family Leave’s website at dcpaidfamilyleave.dc.gov.

Covered Workers

To receive benefits under the Paid Family Leave program,
you must work for a covered employer in DC. To find out
if you are a covered worker, you can ask your employer
or contact the Office of Paid Family Leave using the
contact information below. Your employer is required to
tell you if you are covered by the Paid Family Leave
program. Additionally, your employer is required to
provide you information about the Paid Family Leave
program at these three (3) times:

1. At the time you were hired;

2. Atleast once ayear; and

3. Ifyou ask your employer for leave that could qualify
for benefits under the Paid Family Leave program.

Covered Events
There are four (4) kinds of Paid Family Leave benefits:

1. Parental leave - receive benefits to bond with a new
child for up to 8 weeks in a year;

2. Family leave - receive benefits to care for a family
member for up to 6 weeks in a year;

3. Medical leave - receive benefits for your own serious
health condition for up to 6 weeks in a year; and

4. Prenatal leave - receive benefits for prenatal medical
care for up to 2 weeks in a year.

Maximum Leave Entitlement

Each kind of leave has its own eligibility rules and its own
limit on the length of time you can receive benefits in a
year. The maximum amount of leave for any combination
of parental, family, and medical leave is 8 weeks.
However, there is an exception for pregnant women who
take prenatal leave. Pregnant women are eligible for 2
weeks of prenatal leave while pregnant and 8 weeks of
parental leave after giving birth, for a maximum of 10
weeks.

Applying for Benefits

If you have experienced an event that may qualify for
benefits, be sure to apply no more than 30 days after
beginning your leave. You can learn more about applying
for benefits with the Office of Paid Family Leave at
dcpaidfamilyleave.dc.gov.

Benefit Amounts

Paid Family Leave benefits are based on the wages your
employer paid to you and reported to the Department of
Employment Services. If you believe your wages were
reported incorrectly, you have the right to provide proof
of your correct wages. The current maximum weekly
benefit amount is $1,009.

Employee Protection

The Paid Family Leave program does not provide job
protection to you when you take leave and receive Paid
Family Leave benefits. However, you may be protected
against actions taken by your employer that are harmful
to you if those actions were taken because you applied
for or claimed Paid Family Leave benefits. If harmful
actions were taken against you because you applied
for or claimed Paid Family Leave benefits, it is known as
“retaliation.” If you believe you have been retaliated
against, you may file a complaint with the DC Office of
Human Rights (OHR), which receives complaints at the
following web address: ohr.dc.gov.

You may be eligible for job protection under the DC
Family and Medical Leave Act (DCFMLA). For more
information on DCFMLA, please visit the following web
address: ohr.dc.gov.

For more information about Paid Family Leave, please visit the Office of Paid Family Leave’s website at dcpaidfamilyleave.dc.gov, call

202-899-3700, or email does.opfl@dc.gov.

Office of Paid Family Leave | 4058 Minnesota Avenue NE | Washington DC 20019

OPFLEE Rev. 12/2021


mailto:does.opfl@dc.gov
mailto:does.opfl@dc.gov

Parental Leave Act

- Know Your Rights in the District of Columbia -

Work Leave for Parenting Purposes

The District of Columbia Parental Leave Act allows employees who are parents or guardians to take 24 hours of leave
(paid or unpaid) during a 12 month period to attend school-related activities. School events include but are not limited
to: parent-teacher conferences, concerts, plays, rehearsals, sporting events, and other activities where the child is a
participant or the subject of the event, not a spectator.

The employee must notify the employer 10 days before the requested leave unless the school-related activity was not
reasonably foreseeable. The leave can be unpaid or paid family, vacation, personal, compensatory or leave bank leave.

The employer may deny the leave if granting the leave would disrupt the employer’s business and make the achievement
of production or service unusually difficult.

Definition of Parent or Guardian

An employee is considered a parent or guardian for purposes of this Act if he or she is:
« biological mother or father of a child;
- person who has legal custody of a child;
- person who acts as a guardian of a child;

- aunt, uncle, or grandparent of a child; or is

- a person married or in a domestic partnership to a person listed above.

Employer Posting Requirements

The employer must post and maintain this notice in a conspicuous place. An employer that willfully fails to post this
notice may be ordered to pay a fine of up to $100 for each day the employer fails to post the notice.

Filing a Complaint of a Violation

If you believe an employer has wrongfully denied you parental leave under this statute,
you can file a complaint within one year of the incident with the Office of Human Rights
(OHR). To file a complaint, visit:

+ Online at ohr.dc.gov; or
* In-Person at 441 4th Street NW, Suite 570N, Washington, DC 20001.

Questions about the OHR process can also be answered by phone at (202) 727-4559.

[I— ]
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Office of Human Rights

DISTRICT OF COLUMBIA
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Equal Employment Opportunity

- Know Your Rights in the District of Columbia -

DC Human Rights Act

In accordance with the District of Columbia Human Rights Act of 1977, as amended, the District of Columbia and employers
cannot discriminate on the basis of (actual or perceived):*

« Family Responsibilities
« Matriculation

« Political Affiliation

» Genetic Information

« Disability

* Race

e Color

« Sex (including pregnancy)
« National Origin

* Religion

. Age

» Marital Status

 Personal Appearance

- Sexual Orientation

» Gender Identity or Expression

Sexual harassment and harassment based on other protected categories is prohibited by the Act.

If you believe a violation of the Act has occurred, you can file a complaint with the District of Columbia Office of Human
Rights. The process is free and does not require an attorney. Damages can be awarded if it is determined that a violation

of the Act did occur.

DC Family and Medical Leave Act

DC Parental Leave Act

The DC Family and Medical Leave Act of 1990 requires all
employers with 20 or more employees to provide up to 16
weeks of unpaid family leave:

- for the birth of a child, an adoption or foster care; or
- to care for a seriously ill family member.
It also allows up to 16 weeks of unpaid medical leave:

torecoverfromaseriousillnessthat left the employee
unable to work for a total of 32 weeks during a 24
month period.

During the period of leave, an employee should not lose
benefits such as seniority or group health plan coverage.
The employer may require medical certification and
reasonable prior notice when applicable.

The Act applies to employees who have worked for the
employer for one year without a break in service and have
worked at least 1000 hours during the last 12 months.

In accordance with the DC Parental Leave Act of 1994, an
employee who is a parent shall be entitled to a total of
24 hours leave** during any 12 month period to attend or
participate in school-related events for his or her child.
A parent is defined as the:

« biological mother or father of a child;

« person who has legal custody of a child;

- person who acts as a guardian of a child;

« aunt, uncle, or grandparent of a child; or is

« a person married to a person listed above.

A school-related event means an activity sponsored either
by a school or an associated organization.

Any employee shall notify the employer of the desire to
leave at least 10 calendar days prior to the event, unless
the need to attend the school-related event cannot be
reasonably foreseen.

Filing a Complaint of a Violation

To file a complaint about a violation of these laws with the Office of Human Rights, visit:

+ Online at ohr.dc.gov; or
* In-Person at 441 4th Street NW, Suite 570N, Washington, DC 20001.

Questions can also be answered by phone at (202) 727-4559.

* Additional categories protected from discrimination but not in the area of employment include: familial status, source of income, place
of residence or business, and status as a victim of an intrafamily offense.
** Leave is unpaid unless the parent elects to use any paid family, vacation, personal or compensatory leave provided by the employer.

[— |
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What Is
Reemployment
Assistance Fraud?

If you think you may
have committed RA

fraud, let us help you
to address the issue.

Don'’t delay — ask a
RA representative for
help today.

Did you know?

If you knowingly collect benefits based on false or inaccurate
information that you intentionally provided when claiming your
benefits, you are committing fraud. Reemployment Assistance
fraud is punishable by law and violators could face a number of
serious penalties and consequences.

Examples of RA fraud could include:

« An individual returns to work but continues to collect RA
benefits.

« An individual works a part-time job but does not report his or
her earnings to the state, thereby collecting more benefits than
he or she is allowed.

« Anindividual performs temporary work while collecting RA
benefits, but does not report the earnings when filing his or her
weekly claim.

* Anindividual holds back information or gives false information
to the state RA agency.

If you commit RA fraud, then you could face a variety of
serious penalties. These include:

< Prosecution by government authorities.

« Possible jail or prison sentences.

< Repaying the RA benefits collected, plus penalties and fines.

- Forfeiting future federal income tax refunds.

< Losing eligibility to collect RA benefits until all debts have been
repaid.

Anyone who collects Reemployment Assistance benefits is legally
responsible for making sure he or she follows the requirements set
by state law. Failure to follow the rules can result in serious
consequences.

FOR MORE INFORMATION, CONTACT YOUR REEMPLOYMENT
ASSISTANCE AGENCY BY CALLING 1-800-342-9909 OR VISIT:
www.floridajobs.org/job-seekers-community-services




Notice to Employees
Minimum Wage in Florida

Effective September 30, 2021, the Florida minimum wage will be $10.00 per hour,
with a minimum wage of at least $6.98 per hour for tipped employees, in addition to
tips, through September 29, 2022.

On November 3, 2020, Florida voters approved a state constitutional amendment to
gradually increase the state's minimum wage each year until reaching $15.00 per hour on
September 30, 2026. On September 30, 2021, Florida’s minimum wage will increase to
$10.00 per hour. Each year, thereafter, Florida’s Minimum Wage will increase by $1.00
until the Minimum Wage reaches $15.00 per hour on September 30, 2026.

An employer may not retaliate against an employee for exercising his or her right to receive
the minimum wage. Rights protected by the State Constitution include the right to:

1. File a complaint about an employer’s alleged noncompliance with lawful
minimum wage requirements.

2. Inform any person about an employer’s alleged noncompliance with lawful
minimum wage requirements.

3. Inform any person of his or her potential rights under Section 24, Article X of the
State Constitution and to assist him or her in asserting such rights.

An employee who has not received the lawful minimum wage after notifying his or her
employer and giving the employer 15 days to resolve any claims for unpaid wages may
bring a civil action in a court of law against an employer to recover back wages plus
damages and attorney’s fees.

An employer found liable for intentionally violating minimum wage requirements is
subject to a fine of $1,000 per violation, payable to the state. The Attorney General or other
official designated by the Legislature may bring a civil action to enforce the minimum
wage.

For details, see Section 24, Article X of the State Constitution and Section 448.110, Florida Statutes.




FLORIDA LAW
PROHIBITS

DISCRIMINATION

BASED ON:
RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN,
DISABILITY, AGE, PREGNANCY OR MARITAL STATUS.

WHAT IS COVERED UNDER THE LAW:

* EMPLOYMENT
* PUBLIC ACCOMMODATIONS
*RETALIATION AFTER FILING A CLAIM
* STATE EMPLOYEE WHISTLE-BLOWER RETALIATION

If you feel that you have been discriminated against,
visit our web site or call us!

FLORIDA COMMISSION ON
HUMAN RELATIONS

4075 Esplanade Way, Suite 110
Tallahassee, Florida 32399
http://FCHR.state.fl.us

Phone: (850) 488-7082
\oice Messaging 1-800-342-8170

LA LEY DE LA FLORIDA
PROHIBE

DISCRIMINACION

BASADA EN:

RAZA, COLOR, RELIGION, SEXO, ORIGEN NACIONAL,
INCAPACIDAD, EDAD, EMBARAZO, O ESTADO CIVIL.

LO QUE ESTA CUBIERTO BAJO LA LEY:

« EMPLEO
» LUGARES DE ACOMODO PUBLICO
« ACCION VENGATIVE DESPUES
DE PRESENTAR UNA QUEJA
« ACCION VENGATIVA EN CONTRA DE PRESENTAR UNA QUEJA
BAJO LALEY DE "SOPLAON" (WHISTLE-BLOWER)

i Si usted siente que ha sido discriminado,
visite nuestra pagina web o llamenos!

LA COMISION DE RELACIONES
HUMANAS DE LA FLORIDA

4075 Esplanade Way, Suite 110
Tallahassee, Florida 32399
http://FCHR.state.fl.us

Teléfono: (850) 488-7082
Correo de Voz: 1-800-342-8170




ECONOMIC OPPORTUNITY

DES) Equal Opportunity is the Law

It is against the law for this recipient of Federal financial assistance to
discriminate on the following bases:

e against any individual in the United States on the basis of race, color, religion,
sex, national origin, age, disability, political affiliation or belief; and

e against any beneficiary of programs financially assisted under Title I of the
Workforce Investment Act of 1998 (WIA), on the basis of the beneficiary’s
citizenship/status as a lawfully admitted immigrant authorized to work in the
United States, or his/her participation in any WIA Title I-financially assisted
program or activity.

The recipient must not discriminate in any of the following areas:

e deciding who will be admitted, or have access to, any WIA Title I-financially
assisted program or activity;

e providing opportunities in, or treating any person with regard to, such a program
or activity; or

e making employment decisions in the administration of, or in connection with,
such a program or activity.

What to Do If You Believe You Have Experienced Discrimination

If you think that you have been subjected to discrimination under a WIA
Title I-financially assisted program or activity, you may file a complaint within
180 days from the date of the alleged violation with either:

Veronica Owens, Equal Opportunity Officer or The Director

Office for Civil Rights (OCR) Civil Rights Center (CRC)
Department of Economic Opportunity U.S. Department of Labor
Caldwell Building - MSC 150 200 Constitution Avenue NW
107 East Madison Street Room N-4123

Tallahassee, Florida 32399-4129 Washington, DC 20210

If you file your complaint with the Office for Civil Rights (OCR), you must wait either
until the OCR issues a written Notice of Final Action, or until 90 days have passed
(whichever is sooner), before filing with the Civil Rights Center (CRC). (See the address
above.)

If the OCR does not give you a written Notice of Final Action within 90 days of the day
on which you filed your complaint, you do not have to wait for the OCR to issue that
Notice before filing a complaint with the CRC. However, you must file your CRC
complaint within 30 days of the 90-day deadline (in other words, within 120 days after
the day on which you filed your complaint with the OCR).

If the OCR gives you a written Notice of Final Action on your complaint, but you are
dissatisfied with the decision or resolution, you may file a complaint with the CRC. You
must file your CRC complaint within 30 days of the date on which you received the
Notice of Final Action.

For more information or to file a complaint, contact

Office for Civil Rights
Department of Economic Opportunity
Caldwell Building — MSC 150
107 East Madison Street
Tallahassee, Florida 32399-4129
Phone: 850-921-3205

Fax: 850-921-3122 E-mail: Civil.Rights@deo.myflorida.com
TTY via the Florida Relay Service (FRS): 711

An equal opportunity employer/program
Auxiliary aids and services are available upon request to individuals with disabilities

DEO OCR 02/14


mailto:civil.rights@deo.myflorida.com
mailto:civil.rights@deo.myflorida.com
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WC-BILL OF RIGHTS

GEORGIA STATE BOARD OF WORKERS' COMPENSATION

BILL OF RIGHTS FOR THE INJURED WORKER

As required by law, O.C.G.A. §34-9-81.1, this is a summary of your rights and responsibilities. The Workers' Compensation Law provides you,
as a worker in the State of Georgia, with certain rights and responsibilities should you be injured on the job. The Workers' Compensation Law provides
you coverage for a work-related injury even if an injury occurs on the first day on the job. In addition to rights, you also have certain responsibilities.
Your rights and responsibilities are described below.

Employee's Rights

Employee's Responsibilities

If you are injured on the job, you may receive medical 1. You should follow written rules of safety and other

rehabilitation and income benefits. These benefits are reasonable policies and procedures of the employer.

provided to help you return to work. Your dependents may

also receive benefits if you die as a result of a job-related 2. You must report any accident immediately, but not later than

injury. 30 days after the accident, to your employer, your employer's
representative, your foreman or immediate supervisor.

Your employer is required to post a list of at least six doctors Failure to do so may result in the loss of the benefits.

or the name of the certified WC/MCO that provides medical

care, unless the Board has granted an exception. You may 3. An employee has a continuing obligation to cooperate with

choose a doctor from the list and make one change to another medical providers in the course of their treatment for work

doctor on the list without the permission of your employer. related injuries. You must accept reasonable medical

However, in an emergency, you may get temporary medical treatment and rehabilitation services when ordered by the

care from any doctor until the emergency is over, then you State Board of Workers' Compensation or the Board may

must get treatment from a doctor on the posted list. suspend your benefits.

Your authorized doctor bills, hospital bills, rehabilitation in 4. No compensation shall be allowed for an injury or death due

some cases, physical therapy, prescriptions, and necessary to the employee's willful misconduct.

travel expenses will be paid if injury was caused by an

accident on the job. All injuries occurring on or before June 5. You must notify the insurance carrier/employer of your

30, 2013 shall be entitled to lifetime medical benefits. If your address when you move to a new location. You should notify

accident occurred on or after July 1, 2013 medical treatment the insurance carrier/employer when you are able to return to

shall be limited to a maximum of 400 weeks from the accident full-time or part-time work and report the amount of your

date. If your injury is catastrophic in nature you may be weekly earnings because you may be entitled to some

entitled to lifetime medical benefits. income benefits even though you have returned to work.

You are entitled to weekly income benefits if you have more 6. A dependent spouse of a deceased employee shall notify the

than seven days of lost time due to an injury. Your first check insurance carrier/employer upon change of address or

should be mailed to you within 21 days after the first day you remarriage.

missed work. If you are out more than 21 consecutive days

due to your injury, you will be paid for the first week. 7. You must attempt a job approved by the authorized treating
physician even if the pay is lower than the job you had when

Accidents are classified as being either catastrophic or non- you were injured. If you do not attempt the job, your benefits

catastrophic. Catastrophic injuries are those involving may be suspended.

amputations, severe paralysis, severe head injuries, severe

burns, blindness, or of a nature and severity that prevents the 8. If you believe you are due benefits and your insurance

employee from being able to perform his or her prior work and carrier/lemployer denies these benefits, you must file a claim

any work available in substantial numbers within the national within one year after the date of last authorized medical

economy. In catastrophic cases, you are entitled to receive treatment or within two years of your last payment of weekly

two-thirds of your average weekly wage but not more than benefits or you will lose your right to these benefits.

$675 per week for a job-related injury for as long as you are

unable to return to work. You also are entitled to receive 9. If your dependent(s) do not receive allowable benefit

medical and vocational rehabilitation benefits to help in payments, the dependent(s) must file a claim with the State

recovering from your injury. If you need help in this area call Board of Workers' Compensation within one year after your

the State Board of Workers' Compensation at (404) 656-0849. death or lose the right to these benefits.

In all other cases (non-catastrophic), you are entitled to 10. Any request for reimbursement to you for mileage or other

receive two-thirds of your average weekly wage but not more expenses related to medical care must be submitted to the

than $675 per week for a job related injury. You will receive insurance carrier/employer within one year of the date the

these weekly benefits as long as you are totally disabled, but expense was incurred.

no longer than 400 weeks. If you are not working and it is

determined that you have been capable of performing work 1. If an employee unjustifiably refuses to submit to a drug test

with restrictions for 52 consecutive weeks or 78 aggregate following an on-the-job injury, there shall be a presumption

weeks, your weekly income benefits will be reduced to two- that the accident and injury were caused by alcohol or drugs.

thirds of your average weekly wage but no more than $450 per If the presumption is not overcome by other evidence, any

week, not to exceed 350 weeks. claim for workers' compensation benefits would be denied.

When you are able to return to work, but can only get a lower 12. You shall be guilty of a misdemeanor and upon conviction

paying job as a result of your injury, you are entitled to a
weekly benefit of not more than $450 per week for no longer
than 350 weeks.

Your dependent(s), in the event you die as a result of an on-
the-job accident, will receive burial expenses up to $7,500 and
two-thirds of your average weekly wage, but not more than
$675 per week. A widowed spouse with no children will be
paid a maximum of $270,000. Benefits continue until he/she
remarries or openly cohabits with a person of the opposite
sex.

If you do not receive benefits when due, the insurance
carrier/employer must pay a penalty, which will be added to
your payments.

shall be punished by a fine of not more than $10,000.00 or
imprisonment, up to 12 months, or both, for making false or
misleading statements when claiming benefits. Also, any
false statements or false evidence given under oath during
the course of any administrative or appellate division hearing
is perjury.

The State Board of Workers' Compensation will provide you with information regarding how to file a claim and will answer any other questions regarding
your rights under the law. If you are calling in the Atlanta area the telephone number is (404) 656-3818, outside the metro Atlanta area call 1-800-533-0682,
or write the State Board of Workers' Compensation at: 270 Peachtree Street, N.W., Atlanta, Georgia 30303-1299 or visit our website:
http://www.sbwc.georgia.qov. A lawyer is not needed to file a claim with the Board; however, if you think you need a lawyer and do not have your own
personal lawyer, you may contact the Lawyer Referral Service at (404) 521-0777 or 1-800-237-2629.

IF YOU HAVE QUESTIONS PLEASE CONTACT THE STATE BOARD OF WORKERS’ COMPENSATION AT 404-656-3818 OR 1-800-533-0682 OR VISIT http://www.sbwc.georgia.gov

WILLFULLY MAKING A FALSE STATEMENT FOR THE PURPOSE OF OBTAINING OR DENYING BENEFITS IS A CRIME SUBJECT TO PENALTIES OF UP TO $10,000.00 PER VIOLATION (O.C.G.A. §34-9-18 AND §34-9-19).

REVISION 07/2019 WC-BILL OF RIGHTS



(This notice must be posted in a conspicuous place readily accessible to the employee at all times.)

MANAGED CARE ORGANIZATION PROCEDURES
OFFICIAL NOTICE

This business operates under the Georgia Workers' Compensation Law.

WORKERS MUST REPORT ALL ACCIDENTS IMMEDIATELY
TO THE EMPLOYER BY ADVISING THE EMPLOYER PERSONALLY,
AN AGENT, REPRESENTATIVE, BOSS, SUPERVISOR, OR FOREMAN.

If a worker is injured at work, the employer shall pay medical and rehabilitation expenses within
the limits of the law. In some cases the employer will also pay a part of the worker's lost wages.

Work injuries and occupational diseases should be reported in writing whenever possible. The
worker may lose the right to receive compensation if an accident is not reported within 30 days (see
0.C.G.A. § 34-9-80).

The employer will supply free of charge, upon request, a form for reporting accidents and will
also furnish, free of charge, information about workers' compensation. The employer will also
furnish to the employee, upon request, copies of board forms on file with the employer pertaining
to an employee's claim.

State Board of Workers' Compensation
270 Peachtree Street, N.W.
Atlanta, Georgia 30303-1299
404-656-3818
or 1-800-533-0682
https://sbwc.georgia.gov

Your employer has enrolled with the certified Workers' Compensation Managed Care
Organization (WC/MCO) listed below to provide all the necessary medical treatment for
workers' compensation injuries. The effective date is shown below. If you had an injury
prior to the effective date listed below you may continue to receive treatment from your
current non-participating authorized physician until you elect to utilize the services of the
WC/MCO.

Each employee will be furnished with a publication which explains in detail how to access
the services of the WC/MCO and provides a complete list of the medical providers available.
In addition, each employee will be given a wallet-sized card which contains information on
the services of the WC/MCO including a 24-hour toll-free phone number with recorded
messages of information on how to utilize these services.

NAME OF WC/MCO

MAILING ADDRESS

GEOGRAPHICAL SERVICE AREA

NAME OF CONTACT PERSON

PHONE NUMBER OF CONTACT PERSON

ADDRESS OF CONTACT PERSON

24-HOUR TOLL-FREE PHONE NUMBER

EFFECTIVE DATE OF WC/MCO

The insurance company providing coverage for this business under the
Workers' Compensation Law is:

Name

address phone
IF YOU HAVE QUESTIONS PLEASE CONTACT THE STATE BOARD OF WORKERS’ COMPENSATION AT 404-656-3818 OR 1-800-533-0682 OR VISIT https://sbwc.georgia.gov

Willfully making a false statement for the purpose of obtaining or denying benefits is a crime subject to penalties of up to $10,000.00 per violation

(0.C.G.A. § 34-9-18 and § 34-9-19).
WC-P3 (7/2021)




FOR
EMPLOYEES

Your job with this employer is covered by the Employment Security Law.
You may be able to establish a claim for Unemployment Insurance if you
become TOTALLY or PARTIALLY unemployed through no fault of
your own and comply with all requirements.

IMPORTANT: YOU MAY FILE A CLAIM FOR BENEFITS AT ANY OFFICE OF THE GEORGIA DEPARTMENT OF LABOR LISTED
BELOW. PLEASE BRING YOUR SEPARATION NOTICE, IF ONE WAS FURNISHED BY YOUR EMPLOYER. YOU
MAY ALSO FILE A CLAIM BY INTERNET FROM ANY COMPUTER WITH APPROPRIATE INTERNET ACCESS.

THE GEORGIA EMPLOYMENT SECURITY LAW STATES FOR EACH WEEK
YOU CLAIM UNEMPLOYMENT BENEFITS YOU MUST:

e Be UNEMPLOYED, ABLE to work, AVAILABLE for work, ACTIVELY SEEKING WORK,
and be willing to immediately accept suitable work.

® Register for employment services with the Georgia Department of Labor.

e Report weekly work search contacts, all earnings each week, and any job refusal.

NOTICE

Employers cannot deduct any money from employees’ paychecks to pay unemployment insurance tax.
The funding for unemployment insurance benefits comes from taxes paid by employers.

OFFICES WHERE UNEMPLOYMENT INSURANCE CLAIMS MAY BE FILED

ALBANY CEDARTOWN EASTMAN LAFAYETTE SOUTH METRO-ATLANTA
AMERICUS CLAYTON COUNTY GAINESVILLE LAGRANGE STATESBORO

ATHENS COBB/CHEROKEE GRIFFIN MACON THOMASVILLE

AUGUSTA COLUMBUS GWINNETT COUNTY MILLEDGEVILLE THOMSON

BAINBRIDGE CORDELE HABERSHAM AREA MOULTRIE TIFTON

BLUE RIDGE COVINGTON HINESVILLE NEWNAN TOCCOA

BRUNSWICK DALTON HOUSTON COUNTY NORTH METRO-ATLANTA VALDOSTA

CAIRO DEKALB COUNTY JESUP ROME VIDALIA

CARROLLTON DOUGLAS KINGS BAY SAVANNAH WAYCROSS
CARTERSVILLE DUBLIN

GEORGIA DEPARTMENT OF LABOR

Equal Opportunity Employer/Program e Auxiliary Aids & Services Are Available Upon Request To Individuals With Disabilities
DOL-810 (R-03/13)



VACATION

UNEMPLOYMENT INSURANCE IS
NOT PAYABLE

WHEN YOU ARE ON

e |[EAVE OF ABSENCE at your own request

® PAID VACATION

® UNPAID VACATION, up to two weeks in a
calendar year if provided by
EMPLOYMENT CONTRACT, or by
ESTABLISHED EMPLOYER CUSTOM, PRACTICE
OR POLICY

PARAGRAPH ()(3) OF OCGA SECTION 34-8-195

GEORGIA DEPARTMENT OF LABOR

DOL-154 (R-1/92)



EQUAL PAY FOR EQUAL WORK ACT

POLICY

The General Assembly of Georgia hereby declares that the practice of discriminating on the basis
of sex by paying wages to employees of one sex at a lesser rate than the rate paid to employees
of the opposite sex for comparable work on jobs which require the same or essentially the same
knowledge, skill, effort and responsibility unjustly discriminates against the person receiving the
lesser rate:

It is hereby declared to be the policy of the State of Georgia through the
exercise of the police power of this State to correct and, as rapidly as
possible, to eliminate discriminatory wage practices based on sex.

PROHIBITION OF DISCRIMINATION

No employer having employees subject to any provisions of this section shall discriminate, within
any establishment in which such employees are employed, between employees on the basis of
sex by paying wages at a rate less than the rate paid to the opposite sex, EXCEPT WHERE SUCH
PAYMENT IS MADE PURSUANT TO:

1. A seniority system;

2. A merit system;

3. A system which measures earnings by quantity or quality of production, or
4

A differential based on any other factor other than SEX: Provided,
that an employer who is paying a wage rate differential in violation

of this subsection shall not, in order to comply with the provisions
of this subsection, reduce the wage rate of any employee.

It shall also be unlawful for any person to cause or attempt to cause an employer to discriminate
against any employee in violation of the provisions of this Chapter.

It shall be unlawful for any person to discharge or in any other manner discriminate against any
employee covered by this Chapter because such employee has made a complaint against the
employer or any other person or has instituted or caused to be instituted any proceeding under or
related to this Chapter or has testified or is about to testify in any such proceedings. Any person
who violates any provision of this Code section shall, upon conviction thereof, be punished by a
fine not to exceed $100.00. (OCGA Section 34-5-3.)

FOR INFORMATION ON EQUAL PAY FOR EQUAL WORK ACT CONTACT:
Georgia Department of Labor
Office of Equal Opportunity

148 Andrew Young International Blvd., N. E.
Atlanta, Georgia 30303-1751

FOR ADDITIONAL POSTERS PHONE: (404) 232-3392

POST IN PROMINENT PLACE AS REQUIRED BY LAW

Georgia Department of Labor
Mark Butler, Commissioner

An Equal Opportunity Employer/Program DOL-4107 (R2/11)
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COMPENSA

Workers' Compensation - You have the right to receive workers' compensation benefits and medical care if you suffer a work-
related injury. You must report the date, time and circumstance of your injury immediately to your employer or supervisor. Give the
name of the insurer to your doctor so that your doctor will know where to send the physician's report. If your employer does not file a
report of the injury, you may file a written claim with the Disability Compensation Division. You do not pay for the premium cost; your
employer pays the entire amount.

You are entitled to all required medical, surgical and hospital services and supplies including medication; weekly benefits from the
fourth day of disability to replace wage loss, representing 66 2/3% of your average weekly wage but not more than the maximum
weekly benefit amount annually set by the Department; additional benefits if the injury results in permanent disability or disfigurement;
vocational rehabilitation, if appropriate; funeral and burial expenses if the work injury results in death; and additional weekly benefits to
the surviving spouse and other dependents.

Temporary Disability Insurance - You have the right to file a claim for temporary disability insurance benefits within 90 days
from the date of disability if you suffer a disabling non-work-related injury/iliness or inability to work because of your pregnancy.
Youremployer or insurance carrier should furnish you with a TDI-45 claim form or some other authorized claim form. You may receive
TDI benefits if a physician properly certifies your inability to work. Generally, you must have worked for an employer in Hawaii at least
two weeks before your disability. During the last 52 weeks, you must have: worked for at least 14 weeks; been paid for at least 20
hours per week; and earned at least $400.

After a 7 consecutive day waiting period, you will be paid 58% of your average weekly wage, not to exceed the maximum in the TDI
law. Your employer may have an "equivalent" plan approved by the Department, which may provide different benefits. You should ask
your employer for details if they have an "equivalent" plan.

You may be required by your employer to share in the premium cost. Your share cannot be more than one-half of the cost and should
not exceed .5% of your weekly wages. Your employer pays the remaining portion exceeding the prescribed limitation. If you are not
eligible for benefits (see second paragraph above), your employer cannot deduct any contributions from you to share in the premium
cost.

Prepaid Health Care - You have the right to enroll in your employer's prepaid health care insurance plan after 4 consecutive weeks of
employment where you have worked at least 20 hours each week. The Department of Labor & Industrial Relations must approve
the health care plan and include insurance coverage for hospital, surgical, medical, diagnostic and maternity medical care.

You should claim benefits under this program if a non-work-related injury or illness requires medical care. Give your doctor or hospital
the name of your employer's health care contractor and the plan name.

If you are required to share in the premium cost for your coverage, your share cannot be more than 1.5% of your monthly wages or
one-half the premium cost (whichever is less). Your employer pays the balance.

Disability Compensation Division:

Oahu 586-9161 (Workers' Compensation)
586-9188 (Temporary Disability Insurance and Prepaid Health Care)
Hilo 974-6464
Kona 322-4808
Maui- 243-5322
Kauai 274-3351

This notice provides general background information on labor laws administered and enforced by DLIR's Disability
Compensation Division and is not intended to serve as a substitute for legal counsel. For specific legal advice on
individual situations, please consult an attorney.

Anne E. Eustaquio, Director
Department of Labor and Industrial Relations

*You may satisfy Hawaii Labor Laws’ posting requirements by posting our official labor law poster.
For more information: http://labor.hawaii.gov/labor-law-poster/

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TDD/TTY Dial 711 then ask for (808) 586-8866.

Revised 09/21/2020



You have the right to unemployment benefits if you lose your job or your work hours are substantially reduced through
no fault of your own. You may file your claim for unemployment insurance benefits online or in-person at a local claims
office.

Go to yiclaims.hawaii.gov between 6:30 am to 11:00 pm, Monday through Friday and between 9:00 am to
11:00 pm on weekends & holidays (Hawaii Standard Time). You will need a valid email address to create
an online account.

Important Information:

*  When you file, you must provide your social security number.

+ If you are not a U.S. citizen, you should have your alien registration numberavailable.

* You will need to provide information for all of your employers in the past 18 months, such as the employer's name,
address, zip code, phone number, dates of employment, and the reason for separation. Ex-military servicepersons
should have their DD214 (member 4) available. Former federal employees should have their Standard Form 8,
Standard Form 50, or pay stubs available.

»  File your claim promptly. Your claim will begin only from the week that you file with the Unemploymentinsurance
Office.

» If benefits are payable, you must receive your payments by direct deposit. You must provide your account type
(savings or checking), financial institution routing number, and your accountnumber.

Unemployment Insurance Offices:

General Unemployment............... (833) 901-2275

Oahu Claims Office.......ccccceeeee.. 586-8970.........cceeevveeiiieeiieennnnn...2n dlircui.oahu@hawaii.gov

Hilo Claims Office........cccoevvvvveeeennn. O74-4086......ccoeeeeeeeereeieeee e dlir.ui.hilo@hawaii.gov

Kona Claims Office ..........ccoevvunn.... 322-4822. ..., dlir.ui.kona@hawaii.gov
Maui Claims Office........cccoevvveennnn... 984-8400 ....eueeeeeeeiee e dlir.ui.maui@hawaii.gov
Kauai Claims Office........cccccceee.. 274-3043 ... dlir.ui.kauai@hawaii.gov
Liable Interstate Unit ..................... (808) 586-8970.......cceeviiririeiiiiee e dlir.ui.oahu@hawaii.gov

COVID-19-Related Emails:
Request Language Services...........coovvviiiiiiiiiiiinnenn, dlir.ui.languageassistance@hawaii.gov

This notice provides general background information on labor laws administered and enforced by DLIR's Disability
Compensation Division and is not intended to serve as a substitute for legal counsel. For specific legal advice on
individual situations, please consult an attorney.

Anne E. Eustaquio, Director
Department of Labor and Industrial Relations

*You may satisfy Hawaii Labor Laws’ posting requirements by posting our official labor law poster. For
more information: http://labor.hawaii.gov/labor-law-poster/

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TDD/TTY Dial 711 then ask for (808) 586-8866.

Revised 09/21/2020
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- REQUIRED NOTICE TO DISEOCATED WORKERS/PLANT CLOS

T

INGS.

You have the right to be notified in writing at least 60 days in advance of possible layoffs or terminations due to
certain business transactions taken by your employer. Your employer must also notify the Department of Labor
and Industrial Relations in the same manner according to the Dislocated Workers Act (DWA). The DWA applies to
businesses which have at least 50 persons employed in the state at any time during the 12 months preceding the
event, and are a party to a sale, transfer, merger, business takeover, bankruptcy, or business transaction, which
will result in the relocation outside the state or the shutting down of all or a portion of operations.

You have the right to payment of a dislocated worker allowance if you are laid off or terminated due to these
transactions and are eligible for unemployment compensation benefits. These payments supplement
unemployment benefits for a maximum 4-week period.

For general information about the Dislocated Workers Act or the Dislocated Workers Allowance, please call the
Workforce Development Division at 586-8877. For information about assistance to employers and employees facing
a business closure, please contact the following Workforce Development Division offices:

Workforce Development Division:

Oahu: Honolulu: 586-8700

Waipahu: 675-0010
Hawaii: Kona: 327-4770

Hilo: 981-2860
Maui: 984-2091
Kauai: 274-3056
Molokai: 553-1755

This notice provides general background information on labor laws administered and enforced by DLIR's Disability
Compensation Division and is not intended to serve as a substitute for legal counsel. For specific legal advice on
individual situations, please consult an attorney.

Anne E. Eustaquio, Director
Department of Labor and Industrial Relations

*You may satisfy Hawaii Labor Laws’ posting requirements by posting our official labor law poster. For
more information: http://labor.hawaii.gov/labor-law-poster/

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TDD/TTY Dial 711 then ask for (808) 586-8866.

Revised 09/21/2020



You Have a Right to a Safe and Healthful Workplace

I'T°S THE LAW!

You have the right to notify your employer or HIOSH (808-586-9092) about
workplace hazards. HIOSH will keep your name and identity confidential.

You have the right to request a HIOSH inspection if you believe that there are
unsafe and/or unhealthful conditions at your workplace. You or your
representative may participate in the inspection.

You have a right to see HIOSH citations issued to your employer. Your employer
must post the citations at or near the place of the alleged violation.

Your employer must correct workplace hazards by the date indicated on the
citation and must certify that these hazards have been reduced or eliminated.
You have the right to copies of your medical records or records of your
exposure to toxic and harmful substances or conditions.

Your employer may not discriminate against you for making a safety and health
complaint or for exercising your rights under the law, some of which are
detailed above. You can file a discrimination complaint with HIOSH within 60
days of the discriminatory act. Private sector employees must also file a
discrimination complaint with the OSHA Regional Office below within 30
days of the discriminatory act or they will lose their rights to pursue a
federal claim under section 11(c) of the federal Occupational Safety and
Health Act of 1970 after the conclusion of the HIOSH investigation.
Report to OSHA all work-related fatalities within 8 hours, and all inpatient
hospitalizations, amputations, and losses of an eye within 24 hours.

Provide required training to all workers in a language and vocabulary they can
understand.

Your employer must post this notice in the workplace in a prominent location or
where such notices are customarily located.

The Hawaii Occupational Safety and Health Law of 1972, Chapter 396, Hawaii

Revised Statutes, assures safe and healthful working conditions for every worker
in the State. The Hawaii Occupational Safety and Health Division (HIOSH) of the

state Department of Labor & Industrial Relations, has the primary responsibility

REVISED 9/21/2020



for administering the HIOSH Law. HIOSH does not cover those hired for
domestic service in or about a private home, maritime or shipbuilding employees,
employees covered by a federal agency, and employees working on military
installations. The Occupational Safety and Health Administration (OSHA)
monitors the HIOSH program to ensure its effectiveness. If you believe HIOSH is
not meeting its responsibilities, you may file a Complaint About State Program
Administration (CASPA) directly to the OSHA Regional Office:

Regional Administrator

U.S. Department of Labor

Occupational Safety and Health Administration 90 7th Street, Suite 18100
San Francisco, California 94103

Copies of the State law, the HIOSH rules and Standards or other program
information may be obtained at:

HIOSH

830 Punchbowl! St
Rm 423

Honolulu, HI 96813
Tel. (808) 586-9100

http://labor.hawaii.gov/hiosh/

REVISED 9/21/2020



NOTICE TO
EMPLOYEES

If you or someone you know is being forced to engage in any
activity and cannot leave — whether it is commercial sex,
housework, farm work, or any other similar activity — call the
National Human Trafficking Resource Center Hotline at:

1-888-373-73888

to access help and services. Victims of human trafficking are protected
under United States and Hawaii law.

The hotline is:

(1) Available twenty-four hours a day, seven days a week;

(2) Toll free;

(3) Operated by a non-profit, non-governmental organization;
(4) Anonymous and confidential;

(5) Accessible in one hundred seventy languages; and

(6) Able to provide help, referral to services, training, and general
information.

Act 245 (SLH, 2013) effective January 1, 2014.



Minimum Wage - You have the right to receive a minimum wage of at least $10.10 per hour beginning January
1, 2018. Under certain conditions, “tipped employees” may be paid less per hour.

Overtime - You have the right to be paid overtime at least one and one-half times your regular rate for all hours
worked in excess of 40 in a workweek. The law also requires employers to maintain payroll records for at least 6
years.

e The Hawaii Wage and Hour Law exempts certain types of employment from minimum wage and
overtime, such as outside salespersons and employees in an executive, administrative, supervisory, or
professional capacity.

Payment of Wages - You have the right to be paid at least twice monthly on regular paydays designated in
advance in cash, by checks convertible into cash, or within certain requirements, by direct deposit into the
employee's account at a federally insured depository institution or pay card; within 7 days after the end of each
pay period; paid wages in full at the time of discharge or no later than the next working day; or paid no later than
the next regular payday if you quit or resign. However, if you give your employer one pay period’s notice of your
intention to quit, you must be paid on your last day of employment.

Notification Requirements - You have the right to be notified in writing at the time of hire of your rate of pay
and the paydays. Any changes in pay arrangements prior to the time of such changes, and of any policies with
regard to vacation, sick, or holiday pay must be made in writing or through a posted notice. You must also be
furnished with a pay statement on payday showing gross wages, amount and purpose of each deduction, net pay,
date of payment, and pay period covered. If your employer requires that you give advance notice of quitting and
you are terminated after giving that notice, your employer is liable for the wages you would have earned up to the
last day you intended to work unless you were terminated for cause.

Withholding of Wages - You have the right to ensure that there are no wrongful withholdings of your wages.
Your employer may not collect, deduct or obtain authorization to deduct for:

e Fines (For example - an amount you must pay to your employer for being tardy.)

e Cash shortages in a common cash register or cash box used by two or more people, or in a cash register
or cash box under your sole control unless given an opportunity to account for all moneys received at
the start of a shift and all monies turned in at the end of a shift.

Penalties or replacement costs for breakage.
Losses due to your acceptance of checks which are later dishonored if the employer has authorized
you to accept checks.

e Losses due to faulty workmanship, lost or stolen property, damage to property, or default of customer
credit or nonpayment for goods or services received by customers, as long as those losses are not due
to your willful or intentional disregard of the employer’sinterest.

Your employer or prospective employer cannot require you to pay a job application processing fee. Your employer
may deduct state and federal withholding taxes, amounts specified by court orders and amounts you authorized
in writing.

Collection of Unpaid Wages - You have the right to file a complaint for unpaid wages with the Wage Standards
Division within one year from the time the wages became due. Certain executives, administrators, professionals
and outside salespersons may need to file a claim in a court of competent jurisdiction.

Hawaii Family Leave Law - You have the right to receive up to 4 weeks of unpaid, job-protected leave for the
birth or adoption of your child, or to care for your child, parent, sibling, spouse or reciprocal beneficiary with a
serious health condition. You are eligible only if you have at least 6 consecutive months of service, and your
employer has 100 or more employees. Accrued paid leaves may be substituted for any part of the 4-week period.
If your employer provides for paid sick leave, you may use up to 10 days of your accrued and available sick leave
per year unless a collective bargaining agreement provides for more than 10 days.

Prevailing Wages and Overtime on State and County Government Construction Projects - You have the
right to be paid the prevailing wages on government construction projects.

Updated 9/21/20



Lie Detector Tests - You have the right to refuse a lie detector test.

Work Injury - You have the right to file a complaint if you feel that you have been suspended, discharged, or
discriminated against solely because of a work injury that is compensable under the Workers’ Compensation Laws,
exceptunder certain circumstances.

Wage Standards Division:
Oahu: 586-8777  Hilo: 974-6464 Maui: 243-5322 Kona: 322-4808  Kauai: 274-3351

This notice provides general background information on Hawaii Wage and Hour laws and is not intended
to serve as a substitute for legal counsel. For specific legal advice on individual situations, please consult
an attorney.

Anne E. Eustaquio, Director
Department of Labor and Industrial Relations

* You may satisfy Hawaii Labor Laws’ posting requirements by posting our official labor law poster.
For more information: ; ii -law-

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TDD/TTY Dial 711 then ask for (808) 586-8866

Updated 9/21/20



WHISTLEBLOWEzﬁ PROTECT'ION LAW

You have the right to not suffer from any adverse employment action, such as
termination or discrimination, regarding your employment conditions because you
reported or were about to report to a government agency or your employer,
verbally or in writing, a violation or a suspected violation of a law or a contract
executed by the government.

You have the right to not suffer from any adverse employment action because
you participated in an investigation, hearing or inquiry conducted by a
government agency or court of law.

If you believe your employer has violated this law, you may file a lawsuit in state
court within 2 years after the occurrence of the alleged violation.

This notice provides general background information on Hawaii labor and
employment law and is not intended to serve as a substitute for legal counsel.
For specific legal advice on individual situations, please consult an attorney.

*You may satisfy Hawaii Labor Laws’ posting requirements by posting our official
labor law poster. For more information:
http://labor.gov/labor-law-poster/

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TDD/TTY Dial 711 then ask for (808) 586-8866.

Revised 01/09/18



NOTICE TO EMPLOYEES

Under the HAWAII EMPLOYMENT PRACTICES LAW
(Act 249, 2013 Regular Session)

BREASTFEEDING IN THE
WORKPLACE

effective July 1, 2013

You have the right to reasonable break time to express milk for your nursing child at the
workplace in a location, other than the restroom, that is shielded from view and free from
intrusion from coworkers and the public for one year after your child's birth.

Employers with fewer than twenty employees who can show that providing the time and place
to express breast milk as required under Act 249 (SLH, 2013) would impose an undue
hardship by causing the employer significant difficulty or expense in relation to the size,
financial resources, nature, or structure of the employer's business shall not be subject to the
time and place requirements of Act 249.

Employers who fail to comply with the requirements of Act 249 shall be fined $500 per violation
and may be liable for damages suffered by the employee.

ENFORCEMENT: If you believe your employer has violated this law you may file a lawsuit in
state court for appropriate injunctive relief, actual damages, or both, within two years after the
occurrence of the alleged violation. Damages may include reasonable attorneys’ fees.

This notice provides general background information on Hawaii Employment Practices Law
and is not intended to serve as a substitute for legal counsel. For specific legal advice on
individual situations, please consult your attorney.

The law requires employers to post a notice in a conspicuous place accessible to
employees providing information regarding this employment practice.

Department of Labor and Industrial Relations
Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TDD/TTY Dial 711 then ask for (808) 586-8866.

Revised 11/10/15



You have the right to be free from unlawful discrimination in your employment. All applicants and
employees of private and public employers (except the federal government), union members, and
job seekers in employment agencies are protected by Hawaii law against employment
discrimination.

You cannot be denied a job, fired, or subjected to unequal terms and conditions of employment
because of your race, sex, including gender identity or expression, reproductive choices, refusing
to enter into a nondisclosure agreement that prevents you from discussing workplace sexual
harassment or assault sexual orientation, age, religion, color, ancestry/national origin, disability,
marital status, civil union status, credit history, credit report, arrest and court record (except in
limited circumstances), or domestic or sexual violence victim status. Sexual harassment by a
supervisor or coworker is a form of sex discrimination. Employers are prohibited from retaliating
against you for disclosing sexual harassment or sexual assault.

Examples of Unlawful Employment Discrimination:

« If you are a pregnant employee and are denied leave recommended by a doctor or are
denied reinstatement to the same or comparable position after giving birth.

« If you are subjected to unwanted sexual advances or demands, offered benefits in exchange
for sexual favors, threatened with demotion, firing, or loss of benefits for refusing sexual
advances, or subjected to unwelcome sexual conduct.

« If you are denied a job or a promotion because of your race, sex, including gender identity or
expression, sexual orientation, age, religion, color, ancestry, disability, marital status, civil union
status, credit history, credit report, arrest and court record (except in limited circumstances), or
domestic or sexual violence victim status.

Filing a Complaint:

You have the right to file a complaint if you have been subjected to discrimination because of your
race, sex, including gender identity or expression, reproductive choices, refusing to enter into a
nondisclosure agreement that prevents you from discussing workplace sexual harassment or
assault, sexual orientation, age, religion, color, ancestry, disability, marital status, credit history,
credit report, arrest and court record, or domestic or sexual violence victim status.

You can file a complaint by calling the Hawaii Civil Rights Commission. Under state law, you must
file your complaint within 180 days of the act of discrimination.

You have the right to be free from discriminatory or retaliatory action from your employer for
filing a complaint, participating in an investigation, or opposing a discriminatory practice.

Hawaii Civil Rights Commission:

Oahu: 586-8636

Hawaii: 974-4000, ext.68636

Maui: 984-2400, ext.68636

Kauai: 274 -3141, ext.68636

Molokai/Lanai: 1-800-468-4644, ext.68636 TDD/TTY 586-8692

This notice provides general background information on labor laws administered and enforced by DLIR's
Disability Compensation Division and is not intended to serve as a substitute for legal counsel. For specific legal
advice on individual situations, please consult an attorney.

Anne E. Eustaquio, Director
Department of Labor and Industrial Relations

*You may satisfy Hawaii Labor Laws’ posting requirements by posting our official labor law poster.
For more information: http://labor.hawaii.gov/labor-law-poster/

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TDD/TTY Dial 711 then ask for (808) 586-8866.

Revised 09/21/2020
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Laws
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State of lllinois
Department of Human Rights

| -~ PREGNANCY

. and your
= RIGHTS in the

WORKPLACE

Are you pregnant, recovering from childbirth, or do
you have a medical or common condition related to
pregnancy?

If so, you have the right to:

* Ask your employer for a reasonable accommodation for your pregnancy,
such as more frequent bathroom breaks, assistance with heavy work, a
private space for expressing milk, or time off to recover from your
pregnancy.

* Reject an unsolicited accommodation offered by your employer for your
pregnancy.

* Continue working during your pregnancy if a reasonable
accommodation is available which would allow you to continue
performing your job.

Your employer cannot:

* Discriminate against you because of your pregnancy.
* Retaliate against you because you requested a reasonable
accommodation.



PREGNANCY and your
RIGHTS in the WORKPLACE

It is illegal for your employer to fire you, refuse to hire you or to refuse to
provide you with a reasonable accommodation because of your pregnancy.
For more information regarding your rights, download the Illinois
Department of Human Rights’ fact sheet from our website at

www.illinois.gov/dhr

Es ilegal que su empleador la despida, se niegue a contratarla o a
proporcionarle una adaptacion razonable a causa de su embarazo.
Para obtener informacién sobre el embarazo y sus derechos en el
lugar de trabajo en espaiiol, visite: www.illinois.gov/dhr

ILLINOIS DEPARTMENT OF

$Human Rights

For immediate help or if you have questions
regarding your rights.
Call (312) 814-6200 or (217) 785-5100 or (866) 740-3953 (TTY)

CHICAGO OFFICE SPRINGFIELD OFFICE
100 West Randolph Street, 222 South College St.,
10th Floor Room 101-A
Intake Unit Intake Unit
Chicago, IL 60601 Springfield, IL 62704
(312) 814-6200 (217) 785-5100

The charge process may be initiated by completing the form at:
http://www.illinois.gov/dhr

Printed by the Authority of the State of lllinois . IDHR ENG . web . (02/17) . 10CI17-0405 o0




WORKERS'
COMPENSATION

is a system of benefits provided by law to most workers who have job-related injuries or illnesses. Benefits are paid for
injuries that are caused, in whole or in part, by an employee's work. This may include the aggravation of a pre-existing
condition, injuries brought on by the repetitive use of a part of the body, heart attacks, or any other physical problem caused
by work. Benefits are paid regardless of fault.

IF YOU HAVE A WORK-RELATED INJURY OR ILLNESS, TAKE THE FOLLOWING STEPS:

1. GET MEDICAL ASSISTANCE. By law, your employer must pay for all necessary medical services required to cure
or relieve the effects of the injury or illness. Where necessary, the employer must also pay for physical, mental, or
vocational rehabilitation, within prescribed limits. The employee may choose two physicians, surgeons, or hospitals. If
the employer notifies you that it has an approved Preferred Provider Program for workers’ compensation, the PPP counts
as one of your two choices of providers.

2. NOTIFY YOUR EMPLOYER. You must notify your employer of the accidental injury or illness within 45 days,
either orally or in writing. To avoid possible delays, it is recommended the notice also include your name, address,
telephone number, Social Security number, and a brief description of the injury or illness.

3. LEARN YOUR RIGHTS. Your employer is required by law to report accidents that result in more than three lost
work days to the Workers’ Compensation Commission. Once the accident is reported, you should receive a handbook that
explains the law, benefits, and procedures. If you need a handbook, please call the Commission or go to the Web site.

If you must lose time from work to recover from the injury or illness, you may be entitled to receive weekly payments and
necessary medical care until you are able to return to work that is reasonably available to you.

It is against the law for an employer to harass, discharge, refuse to rehire or in any way discriminate against an employee
for exercising his or her rights under the Workers' Compensation or Occupational Diseases Acts. If you file a fraudulent
claim, you may be penalized under the law.

4. KEEP WITHIN THE TIME LIMITS. Generally, claims must be filed within three years of the injury or
disablement from an occupational disease, or within two years of the last workers' compensation payment, whichever is
later. Claims for pneumoconiosis, radiological exposure, asbestosis, or similar diseases have special requirements.

Injured workers have the right to reopen their case within 30 months after an award is made if the disability increases, but
cases that are resolved by a lump-sum settlement contract approved by the Commission cannot be reopened. Only
settlements approved by the Commission are binding.

For more information, go to the Illinois Workers’ Compensation Commission’s Web site or call any office:

Toll-free: 866/352-3033 Chicago: 312/814-6611 Peoria: 309/671-3019 Springfield: 217/785-7087
Web site: www.iwcc.il.gov  Collinsville: 618/346-3450 Rockford: 815/987-7292 TDD (Deaf): 312/814-2959

BY LAW, EMPLOYERS MUST DISPLAY THIS NOTICE IN A PROMINENT PLACE
IN EACH WORKPLACE AND COMPLETE THE INFORMATION BELOW.

Party handling workers’
compensation claims

Business address

Business phone

Effective date Termination date

Policy number Employer's FEIN

ICPN 10/11  Printed by the authority of the State of Illinois.



lllinois Department of Employment Security

NOTICE

to workers about
Unemployment
Insurance Benefits

THE POSTING OF THIS NOTICE IS REQUIRED BY THE ILLINOIS UNEMPLOYMENT INSURANCE ACT.

F FILING A CLAIM -

The lllinois Unemployment Insurance Act provides for the payment of benefits
to eligible unemployed workers and for the collection of employer
contributions from liable employers. It is designed to provide living expenses
while new employment is sought. Claims should be filed as soon as possible
after separation from employment. Claims can be filed online at
www.ides.illinois.gov or at the nearest llinois Department of
Employment Security office to the worker’s home. To be eligible for benefits,
an unemployed individual must be available for work, able to work and
actively seeking work and, in addition, must not be disqualified under any
provisions of the lllinois Unemployment Insurance Act.

Each employer shall deliver the pamphlet “What Every Worker Should Know
About Unemployment Insurance” to each worker separated from employment
for an expected duration of seven or more days. The pamphlet shall be
delivered to the worker at the time of separation or, if delivery is
impracticable, mailed within five days after the date of the separation to the
worker’s last known address. Pamphlets shall be supplied by the lllinois
Department of Employment Security to each employer without cost.

A claimant may also be entitled to receive, in addition to the weekly benefit
amount, an allowance for a non-working spouse or a dependent child or
children. The allowance is a percentage of the average weekly wage of the
claimant in his or her base period. The weekly benefit amount plus any
allowance for a dependent make up the total amount payable.

If, during a calendar week an employee does not work fullime because of
lack of work, he or she may be eligible for partial benefits if the wages
earned in such calendar week are less than his or her weekly benefit amount.
For any such week, employers should provide employees with a statement of
“low earnings” which should be taken to their lllinois Department of
Employment Security office.

NOTE: lllinois unemployment insurance benefits are paid from a trust fund to which
only employers contribute. No deductions may be made from the wages of workers for
this purpose.

Unemployment insurance information is available from any lllinois Department of
Employment Security office. To locate the office nearest you, call 1-800-244-5631 or
access the locations though our website at www.ides.illinois.gov.

F BENEFITS B

Every claimant who files a new claim for unemployment insurance benefits
must serve an unpaid waiting week for which he has filed and is otherwise
eligible.

The claimant's weekly benefit amount is usually a percentage of the worker’s
average weekly wage. The worker’s average weekly wage is computed by
dividing the wages paid during the two highest quarters of the base period
by 26. The maximum weekly benefit amount is a percentage of the statewide
average weekly wage. The minimum weekly benefit amount is $51. The
statewide average weekly wage is calculated each year.

If Your Benefit Year Begins: Your Base Period Will Be:

This year between: Last year between:

Jan. 1 and March 31 Jan. 1 and Sept. 30 and
the year before between
Oct. 1 and Dec. 31

This year between: Last year between:

April 1 and June 30 Jan. 1 and Dec. 31

This year between: Last year between:

July 1 and Sept. 30 April 1 and Dec. 31 and
this year between
Jan. 1 and March 31

This year between: Last year between:

Oct. 1 and Dec. 31 July 1 and Dec. 31 and
this year between
Jan. 1 and June 30

In order to be monetarily eligible, a claimant must be paid a minimum of
$1,600 during the base period with at least $440 of that amount being paid
outside the highest calendar quarter.

If you have been awarded temporary total disability benefits under a workers’
compensation act or other similar acts, or if you only have worked within the
last few months, your base period may be determined differently. Contact
your local IDES office for more information.

F REPORTING TIPS

Each employee who receives tips must report these tips to employers on a
written statement or on Form UC-51, “Employee’s Report of Tips,” in
duplicate. Employers can furnish this form on request. The report shall be
submitted on the day the wages are paid, or not later than the next payday,
and shall include the amount of tips received during the pay period.

F TAXATION OF BENEFITS

Unemployment insurance benefits are taxable if you are required to file a
state or federal income tax return. You may choose to have federal and/or
Illinois state income tax withheld from your weekly benefits. Since benefits are
not subject to mandatory income tax withholding, if you do not choose to
withhold, you may be required to make estimated tax payments using Internal
Revenue Service Form 1040 ES and lllinois Department of Revenue Form IL
1040 ES.

For additional information, call these toll-free numbers:
Internal Revenue Service 1-800-829-1040.
lllinois Department of Revenue 1-800-732-8866.

This poster fulfills all posting requirements for the lllinois Department of Employment Security.
EMPLOYERS ARE REQUIRED TO POST THIS NOTICE IN A CONSPICUOUS PLACE FOR ALL EMPLOYEES.

Printed by the Authority of the State of lllinois  Stock Number 4427/ BEN-57 (rev. 8/12)



State of lllinois

Your Rights Under

Department of Lab - -
epartment of Labor lllinois Employment Laws

Minimum Wage $11.00 per hour
(Effective Jan. 1, 2021) and Overtime

® Coverage: Applies to employers with 4 or more employees.
Domestic workers are covered even if the employer only has 1
worker. Certain workers are not covered by the Minimum Wage Law
and some workers may be paid less than the minimum wage under
limited conditions. For more information, visit our website. (See
wage Increases schedule above).

e Tipped Employees: Must be paid at least 60% of the applicable
minimum wage. If an employee’s tips combined with the wages
from the employer do not equal the minimum wage, the employer
must make up the difference.

e Overtime: Most hourly employees and some salaried employees
are covered by the overtime law and must be compensated at time
and one-half of their reqular pay for hours worked over 40 in a
workweek.

Hotline: 1-800-478-3998
Unpaid Wages

Wage Payment and Collection Act

e Employees must receive their final compensation, including earned
wages, vacation pay, commissions and bonuses on their next
reqularly scheduled payday.

e Unauthorized deductions from paychecks are not allowed except as
specified by law.

e Employers must reimburse employees for all necessary
expenditures or losses incurred by an employee during the scope of
employment and related to services performed for the employer.
Employee must submit reimbursement request within 30 calendar
days unless an employer policy allows for additional time to submit.

Equal Pay Act

® Requires employers to pay equal wages to men and women
doing the same or substantially similar work, unless such wage
differences are based upon a seniority system, a merit system,
or factors other than gender.

e Employers and employment agencies are banned from asking
applicants past wage and compensation histories.

e Employees may disclose or discuss their own salaries,
benefits, and other compensation with their co-workers and
colleagues.

e Employers are not allowed to pay less to African American
employees versus a non-African American employees.

Hotline: 1-866-EPA-IDOL
Domestic or Sexual Violence Leave

Victims' Economic Security and Safety Act

Provides employees who are victims of domestic or sexual
violence, or who have family members who are victims, with up
to 12 weeks of unpaid leave during a 12-month period.

Phone: 312-793-6797

Meal and Rest Periods

One Day Rest in Seven Act

® Provides employees with 24 consecutive hours of rest each
calendar week.

e Employers may obtain permits from the Department allowing
employees to voluntarily work seven consecutive days.

e Employees working 71/2 continuous hours must be allowed a
meal period of at least 20 minutes no later than 5 hours after
the start of work.

Phone: 312-793-2804

Wage Increases Schedule
Effective Jan. 1, 2021 $11.00
Effective Jan. 1, 2022 $12.00
Effective Jan. 1, 2023 $13.00
Effective Jan. 1, 2024 $14.00
Effective Jan. 1, 2025 $15.00

Child Labor

Workers under Age 16

e Children under the age of 14 may not
work in most jobs, except under limited
conditions.

¢ 14 and 15-year-olds may work if the
following requirements are met:

e Employment certificates have been
issued by the school district and
filed with the Department of Labor
confirming that a minor is old
enough to work, physically capable
to perform the job, and that the job
will not interfere with the minor's
education;

e The work is not deemed a hazardous
occupation (a full listing can be
found on our website);

e Work is limited to 3 hours per day
on school days, 8 hours per day on
non-school days and no more than 6
days or 48 hours per week;

e Work is performed only between the
hours of 7 a.m. to 7 p.m. during the
school year (7 a.m. to 9 p.m. June
through September); and

e A 30-minute meal period is provided
no later than the fifth hour of work.

Hotline: 1-800-645-5784

This is a summary of laws that satisfies lllinois Department of Labor posting requirements. For a complete text of the laws, visit our website at: www.labor.illinois.gov

For more information or to file a complaint, contact us at:

524 South 2nd St, Suite 400, Springfield, IL 62701 ¢ Springfield 217-782-6206 ¢« 160 N. LaSalle, St, Suite C-1300, Chicago, IL 60601 ¢ Chicago 312-793-2800 ¢ Marion 618-993-7090
THIS POSTER MUST BE DISPLAYED WHERE EMPLOYEES CAN EASILY SEE IT.

Printed by the Authority of the State of lllinois. [L452-03/21 300 IOCI 21-0698
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State of Kentucky Labor
Laws

PPPPPPP



CHILD LABOR LAWS

KENTUCKY CHILD
LABOR LAWS

HOURS OF WORK PERMITTED FOR MINORS 14 TO 18 YEARS OF AGE

MAY NOT MAY NOT WORK MAXIMUM HOURS WHEN SCHOOL IS IN MAXIMUM HOURS
AGE WORK AFTER SESSION WHEN SCHOOL IS
BEFORE NOT IN SESSION
7:00 P.M. Three (3) hours per day on school day Eight (8) hours per day
14 & 15 years 7:00 A.M. (9:00 P.M. June 1 Eight (8) hours per day on non-school day Forty (40) hours per
through Labor Day) Eighteen (18) hours per week week
10:30 P.M. preceding Six (6) hours per day on school day NO
16 & 17 years 6:00 A.M. school day/1:00 A.M. Eight (8) hours per day on non-school day
A A RESTRICTIONS
preceding non-school day Thirty (30) hours per week
16 & 17 11:00 P.M. preceding Six arfd one-half (6.5) hours per day on school day
years with 6:00 A.M school day/1:00 A.M Eight (8) hours per day on non-school day NO
Parental ’ o R VIl Y Thirty-two and one-half (32.5) or forty (40) RESTRICTIONS
Permission 2 preceding non-school day hours per week*

"“School in session” means the time established by local school district authorities, pursuant to KRS 160.290.

2Parental or guardian permission must be in writing and shall remain at the employer’s place of business.

* A minor may work up to thirty-two and one-half (32.5) hours in any one (1) workweek if a parent or legal guardian gives permission in writing. A minor may work
up to forty (40) hours in any one (1) work week if a parent or legal guardian gives permission in writing and the principal or head of the school the minor attends
certifies in writing that the minor has maintained at least a 2.0 grade point average in the most recent grading period. School certification shall be valid for one (1)
year unless revoked sooner by the school authority. The parental permission and school certification shall remain at the employer’s place of business.

Lunch Break. Minors under 18 years of age shall not be permitted to work more than five (5) hours continuously without an interval of at least thirty (30) minutes
for a lunch period. The beginning and ending of the lunch period shall be documented by the employer.

OCCUPATIONS PROHIBITED FOR MINORS UNDER 18 YEARS OF AGE*

« Occupations in or about Plants or Establishments Manufacturing or Storing
Explosives or Articles Containing Explosive Components.

« Motor-vehicle Driver and outside helper on a motor vehicle.

« Coal Mine Occupations.

- Logging or Sawmill Operations.

« Operation of Power-Driven Woodworking machines.

« Exposure to Radioactive Substances.

« Power-driven hoisting apparatus, including forklifts.

« Operation of Power-Driven Metal Forming, punching, and shearing machines.

« Mining, other than coal mining.

« Operating power-driven meat processing equipment, including meat slicers
and other food slicers, in retail establishments (such as grocery stores,
restaurants, kitchens and Delis), wholesale establishments, and most
occupations in meat slaughtering, packing, processing, or rendering.

batter mixers.

- Power-driven paper products machines including scrap paper baler and

cardboard box compactors.

« Manufacturing bricks, tile, and kindred products.

- Power-driven circular saws, band saws, and Guillotine shears.

« Wrecking, demolition, and shipbreaking operations.

« Roofing operations and all work on or about a roof.

- Excavating Operations.

« In, about or in connection with any establishment where alcoholic liquors are

distilled, rectified, compounded, brewed, manufactured, bottled, sold for
consumption or dispensed unless permitted by the rules and regulations of
the Alcoholic Beverage Control Board (except they may be employed in places
where the sale of alcoholic beverages by the package is merely incidental to
the main business actually conducted).

« Operation of Power-driven bakery machines including vertical dough or - Pool or Billiard Room.

Limited exemptions for 16 and 17 year old apprentices and student-learners may apply. For questions, please call (502) 564-3534.

“Minors fourteen (14) but not yet sixteen (16) years of age may NOT be employed in: manufacturing, mining, or processing occupations, including occupations
requiring the performance of any duties in workrooms or workplaces where goods are manufactured, mined, or otherwise processed; occupations which involve
the operation or tending of hoisting apparatus or any power-driven machinery other than office machines; operation of motor vehicles or service as helpers on such
vehicles; public messenger service; occupations in connection with: (1)transportation of persons or property by rail, highway, air, water, pipeline, or other means,
(2) warehousing and storage, (3) communications and public utilities, or (4) construction (including demolition and repair).

PROOF OF AGE REQUIRED FOR MINORS 14 BUT NOT YET 18 YEARS OF AGE

Driver’s License, Birth Certificate, Government Document with Date of Birth

Kentucky Labor Cabinet
Division of Wages and Hours
Mayo-Underwood Building
500 Mero Street, 3rd Floor
Frankfort, Kentucky 40601
Phone (502) 564-3534 :
www.labor.ky.gov —

“No individual in the United States shall, on the grounds of race,
color, religion, sex, national origin, age, disability, political affiliation
or belief, be excluded from participation in, or denied the benefits
of, or be subjected to discrimination under any program or activity
under the jurisdiction of the Kentucky Labor Cabinet.”

UPDATED FEBRUARY 2020

POST THIS ORDER WHERE ALL EMPLOYEES MAY READ
PAID FOR WITH STATE FUNDS
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DISCRIMINATION IN PUBLIC ACCOMMODATIONS

WELCOME!
KENTUCKY LAW REQUIRES

THAT EVERY PERSON SHALL RECEIVE FULL AND EQUAL SERVICE
IN A BUSINESS ESTABLISHMENT

THIS KENTUCKY CIVIL RIGHTS ACT PROHIBITS DISCRIMINATION IN PUBLIC ACCOMMODATIONS BASED ON RACE,
COLOR, DISABILITY, RELIGION, ORNATIONAL ORIGIN.SEXISAPROTECTED CLASS IFTHEPUBLICACCOMMODATION
IS ARESTAURANT, HOTEL, MOTEL, ORIS SUPPORTED DIRECTLY OR INDIRECTLY BY GOVERNMENT FUNDS. A PLACE
OF PUBLICACCOMMODATION, RESORTORAMUSEMENTINCLUDES ANY PLACE, STOREOROTHERESTABLISHMENT
EITHER LICENSED OR UNLICENSED, WHICH SUPPLIES GOODS OR SERVICES TO THE GENERAL PUBLIC OR WHICH
SOLICITS OR ACCEPTS THE PATRONAGE OR TRADE OF THE GENERAL PUBLIC ORWHICH IS SUPPORTED DIRECTLY
OR INDIRECTLY BY GOVERNMENT FUNDS.

ITISOURPOLICY TO FULLY COMPLY WITH THE KENTUCKY CIVIL RIGHTS ACT
FOR HELP WITH DISCRIMINATION, CONTACT THE:

Kentucky Cor
onH

332 W. Broadway, Suite 700, Louisville, Kentucky 40202 . Phone: 502.595.4024 Toll-free: 800.292.5566 .
TDD: 502.595.4084 . Fax: 502.595.4801
E-mail: kchr.mail@ky.gov . Website: kchr.ky.govFacebook: Kentucky Commission on Human Rights .

Twitter: KyHumanRights

PUBLIC POSTING OF THIS NOTICE WHERE IT MAY BE READILY OBSERVED IS REQUIRED BY LAW
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DISCRIMINATION

KENTUCKY LAW REQUIRES
EQUAL EMPLOYMENT OPPORTUNITY

THE KENTUCKY CIVIL RIGHTS ACT PROHIBITS EMPLOYMENT DISCRIMINATION REGARDING:
« RECRUITMENT - ADVERTISING « HIRING « PLACEMENT « PROMOTION - TRANSFER « TRAINING AND APPRENTICESHIP
+ COMPENSATION « TERMINATION OR LAYOFF « PHYSICAL FACILITIES « ANY OTHERTERMS, CONDITIONS OR PRIVILEGES OF EMPLOYMENT

THE KENTUCKY CIVIL RIGHTS ACT PROHIBITS EMPLOYMENT DISCRIMINATION BASED ON:
+ DISABILITY « RACE « COLOR « RELIGION - NATIONAL ORIGIN - SEX « AGE (40 YEARS OLD AND OVER)
« TOBACCO-SMOKING STATUS -« Pregnancy

THE KENTUCKY CIVIL RIGHTS ACT PROHIBITS EMPLOYMENT DISCRIMINATION BY:
« EMPLOYERS - LABOR ORGANIZATIONS « EMPLOYMENT AGENCIES - LICENSING AGENCIES

Kentucky Pregnant Workers Act, (eff. 6/27/2019)

The Kentucky Pregnant Workers Act, (KPWA), (KRS 344.030 to 344.110), expressly prohibits employment discrimination in relation
to an employee’s pregnancy, childbirth, and related medical conditions.

In addition, under the KPWA it is unlawful for an employer to fail to make reasonable accommodations for any employee with
limitations related to pregnancy, childbirth, or a related medical conditions who requests an accommodation, including but not
limited to: (1) the need for more frequent or longer breaks; (2) time off to recover from childbirth; (3) acquisition or modification of
equipment; (4) appropriate seating; (5) temporary transfer to a less strenuous or less hazardous position; (6) job restructuring; (7)
light duty; modified work schedule; and (8) private space that is not a bathroom for expressing breast milk.

FOR HELP WITH DISCRIMINATION,
CONTACT THE KENTUCKY COMMISSION ON HUMAN RIGHTS

332 W. BROADWAY, SUITE 1400, LOUISVILLE, KENTUCKY 40202. PHONE: 502.595.4024
TOLL-FREE: 800.292.5566. FAX: 502.595.4801
E-MAIL: KCHR.MAIL@KY.GOV WEBSITE: KCHR.KY.GOV
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KENTUCKY MINIMUM WAGE

KENTUCKY WAGE AND
HOUR LAWS

MINIMUM WAGE' = $7.25 per hour
(Effective July 1,2009)

PAYMENT OF WAGES:
Any employee who leaves or is discharged from employment shall be paid in full all wages or salary earned not later than the next normal pay period following the date
of dismissal or voluntary leaving or fourteen (14) days following such date of dismissal or voluntary leaving whichever last occurs.

UNLAWFUL FOR EMPLOYER TO WITHHOLD WAGES

No employer shall withhold from any employee’s wages any part of the agreed
wage rate; unless
a) the employer is required to do so by local, state, or federal law; or
b) when a deduction is expressly authorized in writing by the employee to
cover insurance premiums, hospital, or medical dues; or
¢) when a deduction is expressly authorized in writing by the employee
for other deductions not amounting to a rebate or deduction from the
standard wage arrived at by collective bargaining or pursuant to wage
agreement or statute; or
d) Deductions for union dues where such deductions are authorized by joint
wage agreements or collective bargaining contracts negotiated between
employers and employees or their representatives.

OVERTIME'
No employer shall employ any employee for a workweek longer than forty
hours unless such employee receives compensation for employment in excess
of forty hours in a workweek. The rate of pay for time in excess of forty hours
shall be not less than one and one-half the hourly rate employed.

No employer shall deduct the following from the wages of employees:

a) Fines

b) Cash shortages in a common money till, cash box or register used by two
(2) or more persons;

c) Breakage;

d) Lossesduetoacceptance byanemployee of checkswhichare subsequently
dishonored if such employee is given discretion to accept or reject any
check; or

e) Losses due to defective or faulty workmanship, lost or stolen property,
damage to property, default of customer credit or nonpayment for goods
or services received by the customer if such losses are not attributable to
employee’s willful or intentional disregard of employer’s interest.

TIME AND ONE HALF FOR WORK DONE ON SEVENTH
DAY OF WEEK'
Any employer who permits any employee to work seven days in any one
workweek shall pay the rate of time and a half for the time worked on the
seventh day. This shall not apply where an employee is not permitted to work
more than forty (40) hours during the workweek.

TIPPED EMPLOYEES
Any employee engaged in an occupation in which more than $30 dollars per month is customarily and regularly received in tips, the employer may pay a minimum
of $2.13 per hour if the employer’ records can establish for each week where credit is taken, when adding the tips received to wages paid, not less than the minimum

wage is received by the employee. No employer shall:

« Use all or part of any tips or gratuities received by employees toward the payment of the minimum wage.
+ Require an employee to remit to the employer any gratuity, or any portion thereof, except for the purpose of withholding amounts required by federal or state

law.

+ Require an employee to participate in a tip pool whereby the employee is required to remit to the pool any gratuity, or any portion thereof, for distribution
among employees of the employer. Employees may voluntarily enter into an agreement to divide gratuities among themselves. The employer may inform
the employees of the existence of a voluntary pool and the customary tipping arrangements of the employees at the establishment. Upon petition by the
participants in the voluntary pool, and at the employer’s own option and expense, an employer may provide custodial services for the safekeeping of funds
placed in the pool if the account is properly identified and segregated from the other business records and open to examination by pool participants

PERFORMANCE BONDS: Performance Bonds must be kept on file for employers in the construction and mining industries (including the transportation of minerals)
who have conducted business within the Commonwealth for less than five (5) consecutive years. For more information, see KRS 337.200.

Certain exemptions from minimum wage and overtime apply. For questions, please call (502)564-3534.

BREAKS

REST PERIODS: No employer shall require any employee to work without a
rest period of at least ten (10) minutes during each four (4) hours worked. This
shall be in addition to the regularly scheduled lunch period. No reduction in
compensation shall be made for hourly or salaried employees.

LUNCH PERIODS: Employers shall grant their employees a reasonable period for
lunch, and such time shall be as close to the middle of the employee’s scheduled
work shift as possible. In no case shall an employee be required to take a lunch
period sooner than three (3) hours after the work shift commences, nor more
than five (5) hours from the time the work shift commences. This section shall
not be construed to negate any provision of a collective bargaining agreement
or mutual agreement between the employee and employer.

RECORDS

RECORD RETENTION: ONE (1) YEAR AFTER ENTRY
Every employer subject to the provisions of the Kentucky Minimum Wage Law
shall make and preserve records containing the following information:
(a) Name, address, and Social Security Number of each employee;
(b) Hours worked each day and each week by each employee;
(c) Regular hourly rate of pay;
(d) Overtime hourly rate of pay for hours in excess of forty hours in a workweek;
(e) Additions to cash wages at cost, or deductions (meals, board, lodging, etc.)
from stipulated wages in the amount deducted, or at cost of the item for which
deductions are made;
(f) Total wages paid for each workweek and date of payment.

POST THIS ORDER WHERE ALL EMPLOYEES MAY READ

Kentucky Labor Cabinet
Division of Wages and Hours
Mayo-Underwood Building
500 Mero Street, 3rd Floor
Frankfort, Kentucky 40601
Phone (502) 564-3534

“No individual in the United States shall, on the grounds of race,
color, religion, sex, national origin, age, disability, political affiliation
or belief, be excluded from participation in, or denied the benefits
of, or be subjected to discrimination under any program or activity
under the jurisdiction of the Kentucky Labor Cabinet”

www.labor.ky.gov PAID FOR WITH STATE FUNDS UPDATED FEBRUARY 2020
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OCCUPATIONAL SAFETY AND HEALTH PROTECTION

Safety and Health
on the Job

Kentucky Revised Statute (KRS) Chapter 338 establishes a program for protecting occupational safety and health. This
notice details the safety and health protections for public and private sector employees working in the Commonwealth
of Kentucky and must be prominently displayed in the workplace.

Occupational Safety and Health

Employer Responsibilities: Employers shall furnish employment and places of employment which are free from
recognized hazards that are causing, or are likely to cause, death or serious physical harm to employees; and comply
with the occupational safety and health regulations, standards, and rules issued pursuant to KRS 338. Employers must
provide information and training on hazards in the workplace including all hazardous substances. Required training
must be provided to all employees in a language and vocabulary they understand. It is illegal to retaliate against an
employee for exercising any of their rights under the law, including raising a safety and health concern or reporting a
work-related injury or illness.

Employee Responsibilities: Employees shall comply with the occupational safety and health regulations, standards,
and rules issued pursuant to KRS 338 which are applicable to their own actions and conduct.

Records: Employees may request from their employer copies of their medical records, tests that measure hazards in
the workplace, as well as the injury and illness log.

Standards: Kentucky’s occupational safety and health standards are adopted by the Kentucky Occupational Safety
and Health Standards Board. The Board consists of 13 members, comprised of the Secretary of Labor who serves as
Chair, and 12 other members equally representing agriculture, industry, labor, and the safety and health profession.
The Board meets annually and additionally as needed. All meetings are open to the public.

Inspections: The Division of Occupational Safety and Health Compliance conducts workplace inspections to
determine the cause or prevent the occurrence of occupational injuries and illnesses. During an inspection a
representative of the employer and a representative authorized by the employees are given an opportunity to
accompany the Compliance Officer for the purpose of aiding the inspection. Where there is no authorized employee
representative, the Compliance Officer must consult with a reasonable number of employees regarding safety and
health at the workplace.

Complaints: Employees or their authorized representative have the right to file a complaint with the Division of
Occupational Safety and Health Compliance requesting an inspection if they believe a hazardous condition(s) exists in
their workplace. The name of the complainant will be kept confidential upon request.

Discrimination Protections: Employees are protected against discharge and other discriminatory actions for having
filed complaints and exercising any other right provided by the occupational safety and health laws. Employees who
feel they have been so discriminated against may file a complaint with the Kentucky Labor Cabinet within 120 days of
the alleged discrimination. Private sector employees also have the option of filing discrimination complaints with the
U.S. Department of Labor within 30 days of the alleged discrimination. Complaint forms are available at www.labor.

ky.gov.
Citations: A citation(s) alleging violation of a Kentucky occupational safety and health law(s) or regulation(s) may be

issued to an employer following an inspection. The citation(s) is provided to the employer and specifies an abatement
date by which the alleged violation must be corrected. To inform employees, the employer must post each citation at
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OCCUPATIONAL SAFETY AND HEALTH PROTECTION (Continued)

or near the location of the alleged violation for three (3) days or until the violation is corrected, whichever is longer.

Proposed Penalties: An employer may be assessed a penalty up to $7,000 for each serious violation and up to $7,000
for each other-than-serious violation. Failure to correct a violation within the specified time period may result in
penalties up to $7,000 per day. An employer who commits a willful or repeat violation(s) may be assessed a penalty up
to $70,000 for each violation and not less than $5,000 for each willful violation.

Contesting Procedures: An employer who has been cited may contest the action before the Kentucky Occupational
Safety and Health Review Commission. Equally, any employee or employee representative of an employer who

has been cited may also contest the action. Any party wishing to contest a citation(s) must notify the Division of
Occupational Safety and Health Compliance in writing of its intent to do so. Notices of contest must be postmarked
within 15 working days of receipt by the employer of the citation(s). Notices of contest will be transmitted to the
Review Commission in accordance with its rules.

Recordkeeping: Employers are required to maintain records of occupational fatalities, injuries, and illnesses
experienced by their employees. Records must be kept using OSHA 300, 300-A, 301, or equivalent forms. Unless
requested to do so by the U.S. Bureau of Labor Statistics, employers with 10 or fewer employees, or whose
establishment(s) fall within an exempted North American Industry Classification System code are exempt from
recordkeeping requirements.

Reporting: Employers must report to the Division of Occupational Safety and Health Compliance the work-related
death of an employee, including death resulting from a heart attack, within 8 hours from when the incident is
reported to the employer, the employer’s agent, or another employee. Work-related incidents resulting in the loss of
an eye, an amputation, or the in-patient hospitalization of an employee, including hospitalization resulting from a
heart attack, must be reported to the Division of Occupational Safety and Health Compliance within 72 hours from
when the incident is reported to the employer, the employer’s agent, or another employee. Mechanical power press
point-of-operation injuries must be reported to the Division of Occupational Safety and Health Compliance within 30
days of the occurrence. Employees have a right to report a safety and health concern or report a work-related injury or
illness without being retaliated against.

Education and Training Services: The Division of Occupational Safety and Health Education and Training assists
employers who are interested in preventing workplace injuries and illnesses by developing and improving their
workplace safety management programs. All assistance, such as on-site audits, consultation, and training, is provided
cost-free upon request.

Kentucky provides occupational safety and health protections under a plan approved in 1973 by the U.S. Department
of Labor. Questions and concerns regarding Kentucky’s program may be addressed to the Kentucky Labor Cabinet,
Office of Federal-State Coordinator. The U.S. Department of Labor monitors Kentucky’s program. Any person who has
a complaint regarding the administration of the Kentucky program may contact the U.S. Department of Labor, OSHA,
Atlanta Federal Center, 61 Forsyth Street SW, Atlanta, Georgia, 30303; (678) 237-0400.

No individual in the United States shall, on the grounds of race, color,
religion, sex, national origin, age, disability, political affiliation or belief,
be excluded from participation in, or denied the benefits of, or be
subjected to discrimination under any program or activity under the
jurisdiction of the Labor Cabinet.

Kentucky Labor Cabinet
Mayo-Underwood Building, 3rd Floor
500 Mero Street

Frankfort, KY 40601

(502) 564-3070

www.labor.ky.gov

Paid with Federal and State Funds
Updated September 2021
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UNEMPLOYMENT COMPENSATION

INFORMATION ABOUT
UNEMPLOYMENT INSURANCE BENEFITS

EMPLOYERS ARE SUBJECT TO KENTUCKY UNEMPLOYMENT INSURANCE
LAW. YOU MAY BE ELIGIBLE FOR UNEMPLOYMENT BENEFITS IF YOU LOSE
YOUR JOB, ARE LAID OFF OR YOUR HOURS ARE REDUCED.

TO QUALIFY FOR BENEFITS, YOU MUST
* Be unemployed through no fault of your own;
* Be able and available to work and making a reasonable
effort to obtain new work; and
* Register for work when you file your claim.

You must also meet monetary eligibility requirements based
on your earnings in the “base period,” the first four of the five
completed calendar quarters preceding your claim. These
earnings also determine the amount of benefits you may be
entitled to draw. Generally, if you have worked for more than a
year and earned at least $1500 during your base period, you
may meet the monetary requirements for a claim.

IF YOU LOSE YOUR JOB OR ARE LAID OFF:

1. File your claim within the first week after you become
unemployed, by filing on the internet at www.oet.ky.gov,
or by telephone at 502-875-0442 Monday through Friday,
7:30am-5:30pm ET (this is not a toll-free number).

2. After filing your claim, file continuing claims bi-weekly
while you are unemployed, through the web site or by
tollfree telephone at 877-369-5984 or 877-3MY-KYUI

IF YOUR HOURS ARE REDUCED
1. You may be eligible for partial benefits if you are still
employed by your regular employer but are working less
than your normal full-time hours due to lack of available
work. Benefits are not paid in the case of reduction in

hours due to total disability, vacation or personal reasons.

WORKERS’ COMPENSATION RECIPIENTS

If you missed at least seven weeks of earnings due to injury
in any quarter during your base period, and were eligible for
Workers’ Compensation (whether or not you drew it), you may
be able to use wages earned before your injury to qualify for
unemployment benefits. To qualify, you must file your claim
within the first four weeks that you are unemployed following
the period covered by Workers’ Compensation. Contact your
nearest Unemployment Insurance office for more information.

CONTRIBUTIONS TO THE UNEMPLOYMENT BENEFIT FUND ARE
PAID BY EMPLOYERS. NO DEDUCTIONS ARE MADE FROM
EMPLOYEE WAGES FOR THAT PURPOSE!

—DO NOT COMMIT FRAUD—

If you make a false statement in claiming benefits, you can
be disqualified for up to 52 weeks. You could face other
penalties as well including felony charges, fines and possible
imprisonment. Also, all benefits fraudulently received must be
repaid to the Division of Unemployment Insurance. Interest
will accrue and there may be a lien filing fee as well as a lien
release fee.

Education and Workforce Development Cabinet
Department for Workforce Investment

Office of Employment and Training

Division of Unemployment Insurance

275 East Main Street, Frankfort, KY 40621

‘;Y/‘
entucky >
(REV. 11.12)
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WAGE DISCRIMINATION BECAUSE OF SEX

WAGE DISCRIMINATION BECAUSE OF SEX

DEFINITIONS (KRS 337.420 to 337.433 and KRS 337.990 (11))

EMPLOYEE Any individual employed by any employer, including
but not limited to individuals employed by the State or any of its
political subdivisions, instrumentalities, or instrumentalities of
political subdivisions.

EMPLOYER A person who has two or more employees within the
State in each of twenty or more calendar weeks in the current or
preceding calendar year and an agent of such a person.

WAGE RATE All compensation for employment, including
payment in kind and amounts paid by employers for employee
benefits, as defined by the Commissioner in regulations issued
under KRS 337.425.

PROHIBITION OF THE PAYMENT OF WAGES BASED ON SEX: The
employer is prohibited from discriminating between employees of
opposite sexes in the same establishment by paying different
wage rates for comparable work on jobs which have comparable
requirements. This prohibition covers any employee in any
occupation in Kentucky. Any employer in violation shall not
reduce the wages of any employee in order to comply with KRS
337.420 -337.433. No employer can discharge or discriminate
against any employee for the reason that the employee sought to
invoke or assist in the enforcement of KRS 337.423.

EXEMPTIONS FROM COVERAGE: A differential paid through an
established seniority system or merit increase system is permitted by
KRS 337.423 if it does not discriminate on the basis of sex. Employers
subject to the Fair Labor Standards Act of 1938, as amended, are
excluded”whenthatactimposes comparable orgreater requirements
than contained” in KRS 337.420 - 337.433. However, to be excluded,
the employer must file with the Commissioner of the Kentucky
Office of Workplace Standards a statement that he is covered by the
Fair Labor Standards Act of 1938, as amended.

ENFORCEMENT OF LAW AND POWER TO INSPECT: The
Commissioner or his authorized agent has the power to enter the
employer’s premises to inspect records, compare character of
work and operations of employees, question employees, and to
obtain any information necessary to administer and enforce KRS
337.420 - 337.433. The Commissioner or his authorized
representative may examine witnesses under oath, and require by
subpoena the attendance and testimony of witnesses and the
production of any documentary evidence relating to the subject
matter of any investigation undertaken pursuant to KRS 337.425.
If a person fails to obey a subpoena, the Circuit Court of the
Judicial District wherein the hearing is being held may issue an

—

/ A\
Kentucky

order requiring the subpoena to be obeyed. Failure to obey the
court order may be punished as contempt of that court.

COLLECTION OF UNPAID WAGES: Any employer who discriminates
based on sex is liable to the employee or employees affected in the
amount of the unpaid wages. If the employer is in willful violation,
he is liable for an additional equal amount as liquidated damages.
The court may order other appropriate action, including
reinstatement of employees discharged in violation of KRS 337.420
- 337.433. The employee or employees affected may maintain an
action to collect the amount due. At the written request of any
employee, the Commissioner may bring any legal action necessary
to collect the claim for unpaid wages in behalf of the employee. An
agreement between an employer and employee to work for less
than the wage to which such employee is entitled will not bar any
legal action or voluntary wage restitution.

STATUTE OF LIMITATIONS: Court action may be commenced no
later than six months after the cause of action occurs.

POSTING OF LAW: All employers shall post this abstract in a
conspicuous place in or about the premises wherein any employee
is employed.

PENALTIES: Any person who discharges or in any other manner

discriminates against an employee because such employee has:

(@) made any complaint to his employer, the Commissioner or any
other person, or

(b) instituted or caused to be instituted any proceeding under or
related to KRS 337.420 — 337.433, or

(c) testified or is about to testify in any such proceedings, shall be
assessed a civil penalty of not less than $100 nor more than
$1,000.

FOR FURTHER INFORMATION CONTACT:
Kentucky Labor Cabinet
Division of Wages and Hours
Mayo-Underwood Building
500 Mero Street, 3rd Floor
Frankfort, Kentucky 40601
Phone: (502) 564-3534
www.labor.ky.gov

“No individual in the United States shall, on the grounds
of race, color, religion, sex, national origin, age, disability,
political affiliation or belief, be excluded from participation
in, or denied the benefits of, or be subjected to
discrimination under any program or activity under the
jurisdiction of the Kentucky Labor Cabinet”

POST THIS ORDER WHERE ALL EMPLOYEES MAY READ

PAID FOR WITH STATE FUNDS UPDATED FEBRUARY 2020
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WORKERS’ COMPENSATION

COMMONWEALTH OF KENTUCKY
WORKERS’ COMPENSATION NOTICE

EMPLOYEES OF THIS BUSINESS ARE COVERED BY THE KENTUCKY
WORKERS COMPENSATION ACT (KRS CHAPTER 342).
CONSPICUOUS POSTING OF THIS NOTICE IS REQUIRED BY LAW.

Employer Name:

Address:

Workers’ Compensation Carrier (or third party administrator):

Policy #: Effective to

Address:

Telephone:

Contact Person:

EMPLOYEES: If INJURED - NOTIFY your supervisor IMMEDIATELY; when possible Notice should be in writing. FAILURE to
notify your supervisor could result in denial of benefits. OBTAIN MEDICAL CARE. Your employer must pay for ALL NECESSARY
MEDICAL CARE to treat a workplace injury. The employee may select the physician or medical facility to render care. If the
employer is enrolled in an approved Managed Care Plan employee selection of physicians is LIMITED to the Approved Provider
Network, except in certain emergencies. FOR INJURIES REQUIRING CONTINUING CARE the EMPLOYEE MUST DESIGNATE A
TREATING PHYSICIAN, a form to do so will be furnished by your employer or its insurance carrier.

This employer IS |:| IS NOT |:| participating in a Managed Care Plan for medical
care. The name of the Managed Care Plan is

Its representative is

Phone number

DISABILITY BENEFITS to replace wages lost due to a workplace injury are payable under the Workers Compensation Act after
seven (7) days of disability. A CLAIM MUST BE filed with the Department of Workers' Claims WITHIN TWO YEARS of the date of
injury, or last payment of temporary total disability benefits.

NEED ASSISTANCE? Contact your employer’s claim representative. If your questions about workers’ compensation rights are not
promptly answered call THE KENTUCKY DEPARTMENT OF WORKERS CLAIMS at 1-800-554-8601 to speak to an Ombudsman or
Workers’ Compensation Specialist.

EMPLOYER SUPERVISORS - NOTIFY MANAGEMENT IMMEDIATELY OF ALL INJURIES SO THAT TIMELY REPORT CAN BE MADE

AS REQUIRED BY LAW. 04/09/09
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FOR DATES OF INJURY ON AND AFTER JANUARY 1, 2013

WORKERS’

OMPENSATION

WORKERS’
COMPENSATION
BOARD REGIONAL
OFFICES

AUGUSTA
24 Stone Street, Suite 102
Augusta, ME 04330
207-287-2308
1-800-400-6854

LEWISTON
36 Mollison Way
Lewiston, ME 04240-5811
207-753-7700
1-800-400-6857

BANGOR
106 Hogan Road, Suite 1
Bangor, ME 04401
207-941-4550
1-800-400-6856

PORTLAND
62 Elm Street
Portland, ME 04101
207-822-0840
1-800-400-6858

CARIBOU
43 Hatch Drive, Suite 110
Caribou, ME 04736-2347
207-498-6428
1-800-400-6855

Visit our website at:
www.maine.gov/wcb
Statewide TTY: Maine Relay 711

Notice to
Employees:

State law requires your employer to provide
workers’compensation insurance for its employ-
ees. Workers’compensation insurance provides
benefits to employees who are injured at work.

If you are injured at work, NOTIFY YOUR
EMPLOYER AT ONCE. You may lose your right
to receive benefits unless your employer is notified
within 30 days of your injury. Your claim is also
subject to a two year statute of limitations. Worker
advocates are available at the Workers’ Compen-
sation Board to help injured workers.

It is against the law for employers to mis-
classify employees as independent contractors
for the purposes of avoiding workers’ compen-
sation insurance, unemployment coverage, or
other employer paid taxes and withholdings.
For more information on laws pertaining to the
hiring of independent contractors, visit the
Worker Misclassification Task Force website at
www.maine.gov/labor/misclass.

If you have any questions about your rights,
please contact one of the regional offices.

A Pintention
desEmployes:

D’apres les lois de I’Etat du Maine, votre employ-
eur est tenu de souscrire a une assurance indemnisant
ses employés victimes d’un accident du travail.

Si vous €étes victime d’un accident du travail,
PREVENEZ VOTRE EMPLOYEUR IMMEDI-
ATEMENT. Passé un délai de 30 jours, vous
risquez de perdre vos droits a I’indemnisation.
Au-dela de deux ans, votre déclaration n’est plus
recevable. Pour aider les victimes d’un accident du
travail, le Workers’Compensation Board met des
conseillers juridiques a leur disposition.

La loi interdit aux employeurs de classifier
fallacieusement leurs salariés comme étant des
contractants privés aux fins d échapper a
I"assurance compensatrice-employé,  aux

indemnités de chomage, ou aux autres charges
et retenues dues par employeur. Pour plus de
détails sur la législation relative a I utilisation
des services privés, visitez le site internet de
Worker Misclassification Task Force (Unité
anti-fraude en matiere de classification des
salariés) : www.maine.gov/labor/misclass.

Si vous n’étes pas slr de vos droits, veuillez
contacter I’un des bureaux régionaux.

Aviso a los
Trabajadores:

La ley del estado de Maine requiere que su
empresario proporcione el seguro de compensa-
ciones para el trabajador a todos los trabajadores.
El seguro de compensaciones para el trabajador
proporciona beneficios a los trabajadores acciden-
tados en el trabajo.

En caso de sufrir accidente o dafio laboral,
NOTIFIQUELO INMEDIATAMENTE A SU
EMPRESARIO. Podria perder el derecho a
recibir compensacion a menos que su empresa-
rio sea notificado de este accidente o dano en el
plazo de 30 dias. Asi mismo esta reclamacién
debe hacer referencia a unaccidente o dafio que
no haya ocurrido hace mds de dos afos. Los
defensores del trabajador estdn disponibles para
proporcionar ayuda a los trabajadores acciden-
tados en el Consejo de Administracion de Com-
pensaciones para el Trabajador (Workers’ Com-
pensation Board).

El hecho de no clasificar a los empleados como
contratistas independientes, con el propdsito de
evitar el seguro por compensacion al trabajador,
cobertura para desempleados, U otros impuestos
pagados y retenidos por el empleador; estd en
contra de la ley del empleador. Para mayor infor-
macion acerca de las leyes pertenecientes a la
contratacioén de contratistas independientes, visite
el Worker Misclassification Task Force en la
pagina web de www .maine.gov/labor/misclass.

En caso de tener cualquier pregunta sobre sus
derechos, favor de dirigirse a una de las oficinas
regionales de compensaciones para el trabajador.

ITALIAN PORTUGUESE SPANISH ENGLISH

FRENCH

Interpreters Available

When calling for assistance, please say the name
of your language in English and an interpreter will
be called for you. Please stay on the line.

Tenemos intérpretes a su disposicion

Si necesita que le atiendan en espaiol por favor diga
“Spanish” y le conectaremos con un intérprete. Por

favor manténgase en la linea.

Temos intérpretes a sua disposicio

Se precisar de atendimento em Portugués, por favor
diga “Portuguese” e um intérprete serd prontamente

chamado. Por favor, aguarde na linha.

Abbiamo intérpreti disponibili

Se avete bisogno di assistenza in Italiano, Vi preghiamo
di dire “Italian” e un intérprete sard messo a Vostra

disposizione. Vi preghiamo di rimanere in linea.

Des interpretes sont a votre disposition

Lorsque vous appelez pour demander de l'aide,
prononcez le mot “French” et nous mettrons un

interprete a votre disposition. Priere de rester en ligne.

Ttumacze dostepni na zyczenie.
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SOMALI

To the employer: This notice must be posted in a conspicuous place upon your premises accessible to employees. 39-A MRSA §406. The State of Maine does not discriminate on the
basis of disability in admission to, access to, or operation of its programs, services or activities.
This poster is available in alternative format. For further assistance, contact the Maine Workers’ Compensation Board, ADA Coordinator, telephone: (888) 801-9087 or TTY (877) 832-5525.

WCB-90 (1/13)




Whistleblower’s Protection Act

MAINE Protection of Employees
Who Report or Refuse to

LLABOR Commit lllegal Acts

Bureau of Labor Standards
This poster describes some important parts of the law. A
copy of the actual law or formal interpretations may be
obtained from the Department of Labor, Bureau of Labor the workplace where

Standards by calling 207-623-7900. (The laws are also on the . .
Bureau’s web site.) workers can ea5|ly see It.

Maine Law (Title 26
M.R.S.A. § 839) requires

every employer to

place this poster in

This poster is available online at no charge and may be copied: https://www.maine.gov/labor/posters/

It is illegal for your boss to fire you, threaten you, retaliate against you or treat you differently because:
1. You reported a violation of the law;
2. You are a healthcare worker and you reported a medical error;
3. You reported something that risks someone’s health or safety;
4. You have refused to do something that will endanger your life or someone else’s life and you have asked your
employer to correct it; or
5. You have been involved in an investigation or hearing held by the government.

You are protected by this law ONLY if:
1. You tell your boss about the problem and allow a reasonable time for it to be corrected; or
2. You have good reason to believe that your boss will not correct the problem.

To report a violation, unsafe condition or practice or an illegal act in your workplace, contact:
(This information should be filled in by the employer)

(Name) (Title) (Location or Phone)

For more information or to file a complaint under this law, contact:

The Maine Human Rights Commission
51 State House Station
Augusta, Maine 04333

Tel: 207-624-6290
TTY users call Maine Relay 711
www.Maine.gov/mhrc

The following agencies may provide useful information on workplace safety and labor laws:

U.S.Department of Labor Maine Department of Labor
Wage and Hour Division Bureau of Labor Standards
P.O.Box 554 45 State House Station
Portland, Maine 04112 Augusta, Maine 04333-0045
Tel: 207-780-3344 Tel: 207-623-7900
www. dol.gov TTY users call Maine Relay 711.
Web site: www.maine.gov/labor/bls
U.S. Department of Labor/OSHA Email: bls.mdol@maine.gov

40 Western Avenue
Augusta, Maine 04330
Tel: 207-626-9160
www. osha.gov

The Maine Department of Labor provides equal opportunity in employment and programs. Auxiliary aids and services are available to people with disabilities upon request.

rev.11/19




MAINE This poster is designed to notify individuals of their rights

regarding the filing of claims for unemployment benefits.

LABOR It does not have the force or effect of law. For more

Bureau of Unemployment Compensationinformation, call 1-800-593-7660 toll free.

Maine Employment Security Law

Rules Governing The
Administration of the
Employment Security Law
states every employer shall
post and maintain such
notices to its workers.

This poster is available online at no charge and may be copied: https://www.maine.gov/labor/posters/

Full- and Part-Time Workers

How to file a claim for unemployment benefits

All new and reactivated claims for unemployment benefits
are filed either online, telephone or by mail. Do not delay
in filing your claim once you are out of work.

Claims cannot be backdated.

When filing, you will need to know your Social Security
Number. Also, you should have the names and addresses
of all employers for whom you worked, and your dates of
employment in the last 18 months.

To file online: www.maine.gov/reemployme
This is the fastest, easiest way to file.

To file by phone: 1-800-593-7660
TTY Users Call Maine Relay 711.

All individuals filing for Unemployment Insurance
benefits are required by law to be registered with the
Maine JobLink.Visit www.mainecareercenter.gov
to access Maine JobLink.

We provide language interpreter services in
approximately 140 commonly spoken languages.
Arrangements will be made to have an interpreter

assist you when you call the Unemployment Claims Center.

To claim by mail: In some cases, your employer will
give you a claim form. Mail your initial claim form to
the Unemployment Claims Center listed below.

Maine Department of Labor
Bureau of Unemployment Compensation

97 State House Station, Augusta, ME 04333-0097

Basic eligibility requirements

Earnings during the base period: The “base period”is

a one-year period that includes four calendar quarters.

To establish a claim, an individual must have earned two
times the annual average weekly wage in Maine in each of
two different calendar quarters, and a total of six times the
annual, average, weekly wage in Maine in the whole base
period.In most cases, the Department of Labor has your
wage information on file. If it is not on file, the Department
will take steps to obtain it.

Separation: If you were laid off from your last job due to a
lack of work, no additional investigation is required. If you
separated from your last job for reasons other than lack of
work, you will be scheduled for a fact-finding interview. A
determination will then be made regarding your eligibility
for benefits.

Weekly requirements: Weekly eligibility requirements
include being able to work and being available for work,
making an active search for work (unless your work
search has been “waived”), not refusing offers of suitable
work or referral to suitable job opportunities from the
CareerCenters.

Aliens: If you are not a U.S. Citizen, your Social Security
Number and/or your Alien Permit number will be checked
with the United States Citizenship and Immigration
Services.

Unemployment benefits are taxable: Unemployment
benefits are taxable and have to be reported when you file
your income tax forms.

Child support: If you owe child support that you pay to
the Department of Health and Human Services (DHHS), up
to fifty percent (50%) of your unemployment check may be
withheld and sent to DHHS.

Benefits for partial unemployment: An employer shall
issue a properly completed partial unemployment claim
form to each employee who is customarily employed
full-time and who is given less than full-time hours during
a week due to lack of work, and who is not separated from
that employer.

The Maine Department of Labor provides equal opportunity in employment and programs.

Auxiliary aids and services are available to people with disabilities upon request.

Me. I-1 (rev. 11/2019)
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Minimum Wage

Labor Laws of the State of Maine provide protection for

MAINE people who work in Maine.The Maine Department of Labor

DEPARTMENT OF administers the laws, which all employers must follow.
IJABOR Department representatives inspect workplaces to ensure place this poster in

Bureau of Labor Standards  compliance. Citations and penalties may be issued to the workplace where

employers who do not comply. workers can easily see it.

Maine Law (Title 26
M.R.S.A. § 42-B) requires
every employer to

This poster is available online at no charge and may be copied: https://www.maine.gov/labor/posters/

Minimum Wage is $12.75 per hour effective January 1,2022

Minimum Wage Exemptions from Overtime
Under Maine labor laws, any business operating in the Maine statutes incorporate by reference the salary
state with one employee is automatically covered by requirements under the Fair Labor Standards Act (FLSA).
state law. This includes all public and private employers The new minimum salary requirement will be $735.59
regardless of profit or size. Effective January 1, 2022, the per week as of January 1, 2022. Salary is only one factor in
minimum wage in Maine is $12.75 per hour. determining whether a worker is exempt from overtime
under federal or state law. The duties of each worker must
Municipal Minimum Wage Ordinances be considered as part of this analysis. Failure to adhere to
Employers with employees who work in Bangor both requirements—meeting the duties test and the
and/or Portland or any other municipality that passes weekly salary threshold—uwiill result in violations of both
a local minimum wage ordinance, may be subject to federal or state law or of one jurisdiction or the other
additional regulations and should check with municipal depending on the discrepancies in the laws.
officials.
Statements to Employees
Service Employee Every employer shall give to each employee with the
A service employee is someone who regularly receives payment of wages a statement clearly showing the date
more than $100 a month in tips. As of January 1, 2022, of the pay period, hours worked, total earnings and
employers must pay a direct wage of at least $6.38 per itemized deductions.
hour to service employees. If the employee’s direct wage
combined with earned tips do not average, on a weekly Recordkeeping
basis, the state required minimum wage, the employer Employers shall keep, for three years, accurate records of
must pay the difference. hours worked and wages paid to all employees.
Overtime The Department of Labor enforces state wage and hour
Unless specifically exempted, employees must receive laws. Employers with questions about the law may call
overtime pay for hours worked in excess of 40 in a 207-623-7900 or may visit the department’s webpage.
workweek at a rate not less than time and one-half their
regular rates of pay. Employers have the right to allow or Minimum Wage Guidance
deny overtime, but if overtime is worked, it must be paid www.maine.gov/labor/labor_laws/minimum_wage_fag.html

in accordance with state requirements. Compensatory or
“comp”time cannot be used by private-sector employers,
although private-sector employers can allow employees
to flex their time within the workweek (but not the pay
period if the pay period is longer than a seven day cycle
in the workweek). legislature.maine.gov/statutes/26/title26sec664.html

legislature.maine.gov/statutes/26/title26sec664.html

Overtime Guidance
www.maine.gov/labor/labor laws/overtime.html

For more information, contact:

Maine Department of Labor *Note: Maine employers may also be covered under the

Bureau of Labor Standards federal Fair Labor Standards Act. For more information,

45 State I-!ouse Station contact the U.S. Department of Labor Wage and Hour Office
Augusta, Maine 04333-0045 at 603-666-7716.

Telephone: 207-623-7900
TTY users call Maine Relay 711.
Web site: www.maine.gov/labor/bls

Email: bIs.mdoI@maine.gov The Maine Department of Labor provides equal opportunity in employment and programs.
Auxiliary aids and services are available to people with disabilities upon request. rev.09/21
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MAINE

DEPARTMENT OF

LLABOR

Bureau of Labor Standards

Labor Laws of the State of Maine provide protection for people
who workin Maine. The Maine Department of Labor administers
the laws, which all employers must follow. Department
representatives inspect workplaces to ensure compliance.
Citations and penalties may be issued to employers who do
not comply.

This poster describes some important parts of the laws. A copy of
the actual laws or formal interpretations may be obtained from
the Department of Labor, Bureau of Labor Standards, by calling
(207) 623-7900. (The laws are also on the Bureau’s web site.)

This poster is provided at no cost by the Maine Department of Labor and may be copied.

Regulation of Employment

Maine Law (Title 26
M.R.S.A. § 42-B) requires
every employer to

place this poster in

the workplace where

workers can easily see it.

Time of Payment

Employees must be paid in full at least every 16 days. Employees
must be notified of any decrease in wages or salary at least one day
prior to the change.

Payment of Wages

Employees who leave a job must be paid in full on the next payday or
within two weeks, whichever is earlier. Any vacation pay earned is due
at the same time.

Severance Pay

Businesses that have 100 or more employees at a single location may
have to provide severance pay to employees if that business location
closes or has a mass layoff.

Unfair Agreement

Employers cannot require that an employee pay for losses such as
broken merchandise, bad checks, or bills not paid by customers, nor
for special uniforms and certain tools of the trade.

Rest Breaks

Most employees must be offered a 30-minute paid or unpaid rest
break after 6 hours of work.

Nursing mothers must be provided with unpaid break time or be
permitted to use their paid break or meal time to express milk.The
employer must make reasonable efforts to provide a clean room or
location, other than a bathroom, where the milk can be expressed.

Family Medical Leave

An employee who has worked for the last 12 months at a workplace
with 15 or more employees can have leave for up to 10 paid or unpaid
weeks in 2 years for:

@ Birth or adoption of a child or domestic partner’s child;

# Serious iliness of the employee or immediate family member,
including domestic partner;

@ Organ donation;

@ Death or serious health condition of the employee’s spouse,
domestic partner, parent or child if it occurs while the spouse,
domestic partner, parent or child is on active duty;

# Serious illness or death of a sibling who shares joint living and
financial arrangements with the worker.

At-Will Employment - Under Maine law, an at-will employee
may be terminated for any reason not specifically prohibited
by law. In most instances, you are an at-will employee unless
you are covered by a collective bargaining agreement or other
contract that limits termination. If you have questions about at-
will employment, contact your human resources department or

the Bureau of Labor Standards.

(Federal family medical leave is different. Call 603-666-7716 for more
information.)

Leave for Victims of Violence, Assault, Sexual Assault or Stalking

Must be allowed upon request if an employee (or a child, parent or
spouse of an employee) is a victim of violence, assault, sexual assault
or stalking or any act that would support an order for protection
under Title 19-A M.R.S.A.,c. 101 and the employee needs the time to:

@ Prepare for and attend court proceedings; or
@ Receive medical treatment; or
@ Obtain necessary services to remedy crisis.

Leave to Care for Family

If the employer’s policy provides for paid time off, the employee must
be allowed to use up to 40 hours in a 12-month period to care for an
immediate family member whois ill.

Mandatory Overtime

Most employers may not require employees to work more than 80
hours of overtime in any consecutive 2-week period. A nurse who has
worked 12 consecutive hours may not be disciplined for refusing to
work additional hours and must be allowed at least 10 hours off after
working 12 hours. (There are exceptions to this law.)

Note: Maine employers may also be covered under the Federal Fair
Labor Standards Act. For more information, contact the U.S. Department
of Labor Wage and Hour Office at 603-666-7716.

For more information, contact:
Maine Department of Labor
Bureau of Labor Standards
45 State House Station
Augusta, Maine 04333-0045
located at: 45 Commerce Drive
Telephone: 207-623-7900
TTY users call Maine Relay 711.
Web site: www.maine.gov/labor/bls
Email: mdol@maine.gov

rev. 11/15




Equal Employment Opportunity is

THE LAW

Private Employers, State and Local Governments, Educational Institutions, Employment Agencies and Labor Organizations

The Maine Human Rights Act prohibits discrimination because of race, color, sex, sexual orientation, age, physical or mental
disability, genetic information, religion, ancestry or national origin.

The Maine Human Rights Act also prohibits discrimination because of filing a claim or asserting a right against a prior
employer under the Workers’ Compensation Act or retaliation under the Whistleblowers’ Protection Act.

EQUAL EMPLOYMENT RIGHTS
The opportunity for an individual to secure employment without discrimination because of race, color, sex, sexual
orientation, physical or mental disability, religion, age, ancestry or national origin is a civil right.

UNLAWFUL EMPLOYMENT DISCRIMINATION

It is unlawful employment discrimination for any employer, because of race, color, sex, sexual orientation, age, physical or
mental disability, genetic information, religion, ancestry or national origin, or because of an individual’s previous assertion of
a claim or right against a prior employer under the Workers’ Compensation Act, or because of previous actions taken that are
protected under the Whistleblowers’ Protection Act, to:

e Fail or refuse to hire or otherwise discriminate against an applicant for employment.

e Discharge an employee or discriminate with the respect to hire, tenure, promotion, transfer, compensation, terms,
conditions or privileges of employment.

e Retaliate against a person who has filed a charge of discrimination, participated in a discrimination proceeding, or
opposed a violation of the Maine Human Rights Act.

IF YOU FEEL YOU HAVE BEEN DISCRIMINATED AGAINST, CONTACT:

MAINE HUMAN RIGHTS COMMISSION
51 STATE HOUSE STATION, AUGUSTA, MAINE 04333-0051
PHONE (207) 624-6290 FAX (207) 624-8729 TTY: MAINE RELAY 711

www.maine.gov/mhrc
Printed under appropriation: 01094H1010012 (10 2012 REV)



THE MAINE HUMAN RIGHTS ACT
PROHIBITS SEX DISCRIMINATION

SEXUAL HARASSMENT ON THE JOB IS ILLEGAL

x UNWELCOME SEXUAL ADVANCES

X SUGGESTIVE OR LEWD REMARKS

X UNWANTED HUGS, TOUCHES, KISSES

x REQUESTS FOR SEXUAL FAVORS

x RETALIATION FOR COMPLAINING
ABOUT SEXUAL HARASSMENT

IF YOU FEEL YOU HAVE BEEN DISCRIMINATED AGAINST, CONTACT:

MAINE HUMAN RIGHTS COMMISSION
51 STATE HOUSE STATION, AUGUSTA, MAINE 04333-0051
PHONE (207) 624-6290 FAX (207) 624-8729 TTY: MAINE RELAY 711
www.maine.gov/mhrc

OR CONTACT YOUR PERSONNEL DEPARMENT:

DEPARTMENT / AGENCY CONTACT


http://www.maine.gov/mhrc
http://www.maine.gov/mhrc

State of Maryland
Labor Laws




TO EMPLOYEES

YOUR EMPLOYER IS SUBJECT TO the Maryland Unemployment Insurance Law and pays taxes under this law. No deduction is made from
your wages for this purpose.

IF YOU ARE LAID OFF or otherwise become unemployed, immediately file a claim by callling the telephone number for the area in which you
reside or you may file a claim on the internet at the web site address indicated below.

IF YOU ARE ELIGIBLE, you may be entitled to unemployment insurance benefits for as many as 26 weeks.

IF YOU ARE WORKING LESS THAN FULL TIME, you may be eligible for partial benefits. If your regular hours of work have been reduced,
promptly file a claim as instructed above, to determine your benefit rights.

IF YOU HAVE BEEN FILING FOR BENEFITS AND RETURN TO WORK, you must report your gross wages before deductions during the week
you return to work regardless of whether or not you have been paid.

YOU ARE ENTITLED TO BENEFITS IF:

1. You are unemployed through no fault of your own.

2. You have sufficient earnings in your Base Period.

3. You have registered for work and filed a claim for benefits with a Department of Labor, Licensing and Regulation Claim Center listed below.
4. You are able to work, available for work, and actively seeking work.

NOTE: To insure prompt handing of your claim, it is necessary to have your Social Security number available. If you claim dependents under
sixteen (16) years of age, you must know the Social Security number of each dependent when you file. If you do not know the Social
Security numbers, you will be provided with instructions on how to provide a copy of the dependent’s birth certificate or other forms of

proof of dependency.
IF YOU ARE TOTALLY OR PARTIALLY UNEMPLOYED CALL:
Phone Number Phone Number Phone Number
To File A Claim Area Served To File A Claim Area Served To File A Claim Area Served
410-368-5300 Baltimore City 301-723-2000 Allegany 410-334-6800 Caroline
1-877-293-4125 Anne Arundel 1-877-293-4125 Frederick 1-877-293-4125 Dorchester
(toll free) Howard (toll free) Garrett (toll free) Kent
301-313-8000 Calvert Washington Queen Anne
1-877-293-4125 Charles 410-853-1600 Baltimore Talbot
(toll free) Montgomery 1-877-293-4125 Carroll Wicomico
Prince George's (toll free) Cecill Worcester
St. Mary’s Harford
SOLICITUD DE BENEFICIOS DEL TTY FROM BALTIMORE AREA OUTSIDEER TR o
DESEMPLEO PARA LA POBLACION AND OUT-OF-STATE (but within Maryland)
DE HABLE HISPANA 410-767-2727 1-800-827-4%00
301-313-8000
Para Relevos en Maryland presione 711 For Maryland Relay Dial 711 For Maryland Relay Dial 711

TO FILE A CLAIM VIA THE INTERNET:

www.mdunemployment.com

IMPORTANT NOTICE

Unemployment Insurance is intended for persons who are unemployed through no fault of their own and who are ready, willing and
able to work. Persons who receive benefits through false statements or fail to report ALL earnings will be disqualified and will be
subject to criminal prosecution.

The Civil Rights Act of 1964 states that no person shall be discriminated against on the basis of race, color, religion, age, sex, or
national origin. If you feel you have been discriminated against in the Unemployment Insurance process because of any of these
factors, you may file a complaint with the Office of Fair Practices, 1100 North Eutaw Street, Room 613, Baltimore, Maryland 21201.

MARYLAND DEPARTMENT OF LABOR, LICENSING AND REGULATION
OFFICE OF UNEMPLOYMENT INSURANCE

THIS CARD MUST BE POSTED IN A CONSPICUOUS PLACE

DLLR/DUI 328 (Revised 12-10) Maryland Labor and Employment Article, Title 8, Sec. 8-603
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DEPARTMENT OF LABOR

MARYLAND EARNED SICK AND SAFE LEAVE

EMPLOYEE NOTICE

The Maryland Healthy Working Families Act requires employers with 15 or more employees to provide paid
sick and safe leave for certain employees. It also requires that employers who employ 14 or fewer employees
provide unpaid sick and safe leave for certain employees.

Accrual

Earned sick and safe leave begins to accrue on February 11, 2018, or the date on which an employee begins
employment with the employer, whichever is later. An employee accrues earned sick and safe leave at a rate of
at least one hour for every 30 hours the employee works; however, an employee is not entitled to earn more
than 40 hours of earned sick and safe leave in a year or accrue more than 64 hours of earned sick and safe leave
at any time.

Leave Usage

An employee is allowed to use earned sick and safe leave under the following conditions:

To care for or treat the employee’s mental or physical illness, injury, or condition;

To obtain preventative medical care for the employee or the employee’s family member;

To care for a family member with a mental or physical illness, injury, or condition;

For maternity or paternity leave; or

The absence from work is necessary due to domestic violence, sexual assault, or stalking committed
against the employee or the employee’s family member and the leave is being used: (1) to obtain
medical or mental health attention; (2) to obtain services from a victim services organization; (3) for
legal services or proceedings; or (4) because the employee has temporarily relocated as a result of the
domestic violence, sexual assault, or stalking.

A family member includes a spouse, child, parent, grandparent, grandchild, or sibling.

Employees are permitted to use earned sick and safe leave in increments in certain amounts established by
their employer. Employees are required to give notice of the need to use earned sick and safe leave when it is
foreseeable. An employer may deny leave in certain circumstances.

Reporting

Employers are required to provide employees with a written statement of the employee’s available earned sick
and safe leave.

Prohibitions

An employer is prohibited under the law from taking adverse action against an employee who exercises a right
under the Maryland Healthy Working Families Act and an employee is prohibited from making a complaint,
bringing an action, or testifying in an action in bad faith.

How to File a Complaint or Obtain Additional Information

If you feel your rights have been violated under this law or you would like additional information, you may
contact:
Commissioner of Labor and Industry
1100 North Eutaw Street, Room 607 | Baltimore, MD 21201
ssl.assistance@maryland.gov



mailto:ssl.assistance@maryland.gov
mailto:ssl.assistance@maryland.gov

STATE OF MARYLAND

WEDLL

Maryland Division of Labor and Ir:jdustry

R Maryland Minimum Wage | *vux

DEPARTMENT OF LABOR, LICENSING AND REGULATION and Ove rtime L a-W

Minimum
Wage Rates

$8.75

Effective 7/1/16

$9.25

Effective 7/1/17

$10.10

Effective 7/1/18

Effective
July 1, 2016
Montgomery Co.
and
Effective
Oct. 1, 2016

Prince George’s Co.
NEW minimum wage
rates take effect.
Employers in these
counties are required
to post the applicable
rate information.

(Labor and Employment Article, Title 3, Subtitle 4, Annotated Code of Maryland)
Minimum Wage
Most employees must be paid the Maryland State Minimum Wage Rate.

Tipped Employees (earning more than $30 per month in tips): must earn the State Minimum
Wage Rate per hour. Employers must pay at least $3.63 per hour. This amount plus tips
must equal at least the State Minimum Wage Rate.

Amusement and Recreational Establishments (who meet certain requirements): must pay
employees at least 85% of the State Minimum Wage Rate or $7.25, whichever is higher.

Employees under 20 years of age: must earn at least 85% of the State Minimum Wage Rate
for the first 6 months of employment.

Overtime

Most employees must be paid 1.5 times their usual hourly rate for all work over 40 hrs. per
week. Exceptions:

¢ Bowling establishments, and institutions providing on-premise care (other than hospitals)
to the sick, the aged, or individuals with disabilities for all work over 48 hrs. per week

o Agricultural workers for all work over 60 hrs. per week

Exemptions
Minimum Wage and Overtime Exemptions:
e Immediate family member of the employer e Establishments engaged in the first

e Certain agricultural employees canning, packing or freezing of fruits,
e Executives, administrative, and vegetables, poultry, or seafood
professional employees
e Volunteers for educational, charitable, Overtime Only Exemptions
religious, and non-profit organizations (must earn the State Minimum Wage Rate):
e Employees under 16 working less than 20 e Taxicab drivers
hours per week o Certain employees selling/servicing
e Outside salesman automobiles, farm equipment, trailers, or
e Commissioned employees trucks
¢ Employees enrolled as a trainee as part of a e Non-profit concert promoter, theater,
public school special education program music festival, music pavilion, or theatrical
¢ Non-administrative employees of show
organized camps e Employers subject to certain railroad
¢ Certain establishments selling food and requirements of the U.S. Dept. of
drink for consumption on the premises Transportation, the Federal Motor Carrier
grossing less than $400,000 annually Act, and the Interstate Commerce
e Drive-in theaters Commission

FOR MORE INFORMATION OR TO FILE A COMPLAINT CONTACT:

Department of Labor, Licensing and Regulation
Division of Labor and Industry—Employment Standards Service
1100 North Eutaw Street, Room 607
Baltimore, MD 21201
Telephone Number: (410) 767-2357 » Fax Number: (410) 333-7303
E-mail: dldliemploymentstandards-dllr@maryland.gov

EMPILOYERS ARE REQUIRED BY LAW TO POST THIS INFORMATION.
PAY RECORDS MUST BE KEPT FOR 3 YEARS ON OR ABOUT THE PLACE OF WORK.
PENALTIES ARE PRESCRIBED FOR VIOLATIONS OF THE LAW.

Rev. 8/2016


mailto:dldliemploymentstandards-dllr@maryland.gov
mailto:dldliemploymentstandards-dllr@maryland.gov

TO BE POSTED

HEALTH INSURANCE COVERAGE

You and other members of your family may be eligible under Maryland
law to continue to be covered by your former employer’'s health
insurance policy if:

< You quit your job or you were terminated from your employment
for a reason other than for cause; and

<& You are covered by your employer under a group hospital-medical
policy or a health maintenance organization (HMO) for at least
three (3) months prior to being separated from your employment;
and

< You do not have other similar insurance.

If you wish to continue your health insurance, you MUST give your
employer written notice no later than forty-five (45) days after your
last day of work.

IMPORTANT:

You will be responsible for paying the entire cost of the health insurance
policy.

For further information about the program, you should contact your
employer, or if necessary, telephone the Insurance Administration in
Baltimore at (410) 468-2244 or 1-800-492-6116 (Ext. 2244).

State of Maryland
Department of Labor, Licensing and Regulation

THIS NOTICE APPLIES TO STATE LAW.
YOU MAY HAVE BROADER BENEFITS UNDER FEDERAL LAW.

TO BE POSTED

DLLR PUB/DUI 6116 (02-11)



WORKERS' COMPENSATION
LA COMPENSACION DEL TRABAJADOR

Job Related Accidental Personal Injury or Occupational Disease?

If you are disabled and unable to work for more than three (3) days, your employer's
workers' compensation insurance company may pay your medical bills and other
expenses and replace two-thirds (2/3) of your salary (limited to the maximum set by law).

If you are injured on the job:

1. Notify your employer or supervisor af once. You cannof receive full benefits unless your employer
knows you are injured.

2. Tell the doctor who treats you that you were hurt on the job.

3. Complete an Employee's Claim Form C-1 (available by phone or on the Commission's website) and
send it to us as soon as possible.

or return to work could prevent you from receiving henefits and mayisubject you
to fines, imprisonment or both.

'" Maryland

¢Accidentes por lesion/dafio corporal relacionados con

el Empleo o Enfermedad Profesional?

Si usted se encuentra incapacitado o inhabilitado para
trabajar por més de tres dias, el seguro de trabajudores
que tienen las compaiiias pudiera cubrir las facturas
médicas y otros gastos relacionados. También le comp-
ensarian 2/3 de sus ingresos (Hasta un monto maximo
estipulado por la ley).

Si usted sufre una lesion en el trabajo, debe:
1. Informarle a su empleador o supervisor de inmediato.
No podria recibir todos sus beneficios a menos que su
empleador fuere notificado que sufrié una lesion.
2. Informarle al médico quien le administre fratamiento
que usted se lesiond en su trabajo.
3. Llenar el formulario Employee’s Claim Form (-1 (disponible

Note: Withholding information or giving false information about any work-related activity consultando la pégina del Internet para el Workers' Compensation o solicitdndo uno por

teléfono). Diligenciarlo para que las oficinas del Workers' Compensation lo reciban lo antes posible.

Aviso: El suministrar informacion falsa u ocultar informacion sobre cualquier actividad relacionada
con su trabajo o relacionada con su regreso al trabajo, pudiera afectar los beneficios que
recibiera o pudiera acarrearle multas, encarcelamiento o ambas.

Employer/Empleador

Business Address/Direccion

City/State/Zip Marvl ' : . .
Ciudad/Estado/Cédigo Postl S— aryland Workers' Compensation Commission

Federal Employer ID (FEIN) _ 10 East Baltimore Street, Baltimore, Maryland 21202-1641
it deordullgrioy (410) 864-5100 / Outside Baltimore (800) 492-0479

Telephone Number/Numero Telefonico
Insurance Company Name

Webpage - http://www.wcc.state.md.us / TTY Users - 711 in Maryland or (800) 735-2258

La Compahia de Seguro This notice must be printed on 8.5 "X 14" gold or yellow paper, display complete employer information and he
Insurance Company Telephone - posted in a conspicuous location at each work site or location in accordance with COMAR 14.09.01.02 and 14.09.01.10.

Telefénico de la Compania de Seguro
MD WCC Form C-24 05/2017



Employment State of Maryland
Commission on Civil Rights

Dis Crimination 6 Saint Paul Street, Suigte 900
iS Unlanul Baltimore, MD 21202-1631

How Does The Law Protect Me?

State Government Article, §20-602 of the Annotated Code of Maryland provides every Marylander equal protection
in employment regardless of:

Race Ancestry or National Origin Marital Status
Sex Religion Sexual Orientation
Age Physical or Mental Disability Gender Identity

Ethnicity Color Genetic Information

What Am I Protected From?

You are protected from unlawful discrimination from the following employment-related practices:

« Employers cannot discriminate in recruiting, interviewing, hiring, upgrading/promoting, setting work
conditions, and discharging an employee.

« Labororganizations cannot deny membership to qualified persons or discriminate in apprenticeship programs.

« Employment agencies cannot discriminate in job referrals, ask discriminatory pre-employment questions, or
circulate information that unlawfully limits employment.

« Newspapers and other media cannot publish job advertisements that discriminate.

What If My Employer Retaliates?

Retaliation is also prohibited under the law when you exercise your rights to seek relief and redress. If an
employee decides to file an employment discrimination complaint, an employer may not:

o Interfere with;

e Restrain;

« Deny the exercise; or

o Deny the attempt to exercise the right.

Any form of retaliation is grounds to file a Complaint of Discrimination with the Maryland Commission on Civil

Rights (MCCR).
What If I Am A Victim Of Discrimination?

If you believe your rights under the law have been violated, you must file a complaint with MCCR within 6
months of the alleged act of discrimination. A trained Civil Rights Officer will work with you to discuss what
happened and determine if there is reason to believe a discriminatory violation occurred. You can reach MCCR
by phone, email, fax, letter, or walk-in. All procedures by MCCR are confidential until your case is certified
for public hearing or trial.

Main: (410) 767-8600 | Toll Free: 1 (800) 637-6247 | TTY: (410) 333-1737 | Fax: (410) 333-1841
mccr@maryland.gov | www.mccr.maryland.gov
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3-301. Definitions.
(a) In general. - In this subtitle the following words have the meanings indicated.
(b) Employer. —
(1) "Employer" means:
(1) a person engaged in a business, industry, profession, trade, or other enterprise in the State;
(i1) the State and its units;
(i) a county and its units; and
(iv) a municipal government in the State.
(2) "Employer" includes a person who acts directly or indirectly in the interest of another employer with
an employee.
(c) “Gender Identity” has the meaning stated in § 20-101 of the State Government Article. (“Gender identity”
means the gender—related identity, appearance, expression, or behavior of a person, regardless of the person’s
assigned sex at birth, which may be demonstrated by consistent and uniform assertion of the person’s gender
identity; or any other evidence that the gender identity is sincerely held as part of the person’s core identity.)
(d) Wage. —
(1) "Wage" means all compensation for employment.
(2) "Wage" includes board, lodging, or other advantage provided to an employee for the convenience of
the employer.

3-302. Scope of subtitle.
This subtitle applies to an employer of both men and women in a lawful enterprise.

3-303. Miscellaneous powers of Commissioner.
In addition to any powers set forth elsewhere, the Commissioner may:
(1) use informal methods of conference, conciliation, and persuasion to eliminate pay practices that are
unlawful under this subtitle; and
(2) supervise the payment of a wage owing to an employee under this subtitle.

3-304. Equal pay for equal work.
(a) In this section, “providing less favorable employment opportunities” means:
(1) Assigning or directing the employee into a less favorable career track, if career tracks are offered, or
position;
(2) Failing to provide information about promotions or advancement in the full range of career tracks
offered by the employer; or
(3) Limiting or depriving an employee of employment opportunities that would otherwise be available to
the employee but for the employee’s sex or gender identity.
(b) (1) Ingeneral. - An employer may not discriminate between employees in any occupation by
(1) paying a wage to employees of one sex or gender identity at a rate less than the rate paid to
employees of another sex or gender identity if both employees work in the same establishment and
perform work of comparable character or work on the same operation, in the same business, or of the
same type, or
(i1) providing less favorable employment opportunities based on sex or gender identity.
(2) For purposes of paragraph (1)(i) of this subsection, an employee shall be deemed to work at the same
establishment as another employee if the employees work for the same employer at workplaces located in
the same county of the state.
(¢c) Effect of requirement. — Except as provided in subsection (d) of this section, subsection (b) of this section does
not prohibit a variation in a wage that is based on:
(1) a seniority system that does not discriminate on the basis of sex or gender identity;
(2) a merit increase system that does not discriminate on the basis of sex or gender identity;
(3) jobs that require different abilities or skills;
(4) jobs that require the regular performance of different duties or services;
(5) work that is performed on different shifts or at different times of day;
(6) a system that measures performance based on a quality or quantity or production; or
(7) a bona fide factor other than sex or gender identity, including education, training, or experience in
which the factor:



3-304.1

3-305.

(1) is not based on or derived from a gender-based differential in compensation;
(i1) is job related with respect to the position and consistent with a business necessity; and
(iii) accounts for the entire differential.

(d) This section does not preclude an employee from demonstrating that an employer’s reliance on an
exception listed in subsection (c) of this section is a pretext for discrimination on the basis or sex or gender
identity.

(e) Reduction in wages. - An employer who is paying a wage in violation of this subtitle may not reduce another
wage to comply with this subtitle.

(a) An employer may not:
(1) prohibit an employee from:
(i) inquiring about, discussing, or disclosing the wages of the employee or another employee; or
(ii) requesting that the employer provide a reason for why the employee’s wages are a condition of
employment;
(2) require an employee to sign a waiver or any other document that purports to deny the employee the right
to disclose or discuss the employee’s wages; or
(3) take any adverse employment action against an employee for:
(1) inquiring about another employee’s wages;
(i1) disclosing the employee’s own wages;
(iif) discussing another employee’s wages if those wages have been disclosed voluntarily;
(iv) asking the employer to provide a reason for the employee’s wages; or
(v) aiding or encouraging another employee’s exercise of rights under this section.

(b) (1) subject to paragraph (2) of this subsection, an employer may, in a written policy provided to each
employee, establish reasonable workday limitations on the time, place, and manner for inquiries about or
the discussion or disclosure of employee wages.

(2) a limitation established under paragraph (1) of this subsection shall be consistent with standards
adopted by the commissioner and all other state and federal laws.

(3) subject to subsection (d) of this section, limitations established under paragraph (1) of this subsection
may include prohibiting an employee from discussing or disclosing the wages of another employee without
that employee’s prior permission.

(c) except as provided in subsection (d) of this section, the failure of an employee to adhere to a reasonable

limitation included in a written policy under subsection (b) of this section shall be an affirmative defense to a

claim made against an employer by the employee under this section if the adverse employment action taken by

the employer was for a failure to adhere to the reasonable limitation and not for an inquiry, a discussion, or a

disclosure of wages in accordance with the limitation.

(d) (1) a prohibition established in accordance with subsection (b)(3) of this section against the discussion or

disclosure of the wages of another employee without that employee’s prior permission may not apply to

instances in which an employee who has access to the wage information of other employees as a part of the
employee’s essential job functions if the discussion or disclosure is in response to a complaint or charge or in
furtherance of an investigation, a proceeding, a hearing, or an action under this subtitle, including an
investigation conducted by the employer.
(2) if an employee who has access to wage information as part of the essential functions of the employee’s
job discloses the employee’s own wages or wage information about another employee obtained outside the
performance of the essential functions of the employee’s job, the employee shall be entitled to all the
protections afforded under this subtitle.

(e) Nothing in this section shall be construed to:

(1) require an employee to disclose the employee’s wages;

(2) diminish employees’ rights to negotiate the terms and conditions of employment under federal, state, or
local law;

(3) limit the rights of an employee provided under any other provision of law or collective bargaining
agreement;

(4) create an obligation on any employer or employee to disclose wages;

(5) permit an employee, without the written consent of an employer, to disclose proprietary information,
trade secret information, or information that is otherwise subject to a legal privilege or protected by law; or
(6) permit an employee to disclose wage information to a competitor of the employer.

Records and reports.



3-306.

(a) (1) Each employer shall keep each record that the Commissioner requires on:
(i) wages of employees;
(i) job classifications of employees; and
(iii) other conditions of employment.
(2) An employer shall keep the records required under this subsection for the period of time that the
Commissioner requires.
(b) On the basis of the records required under this section, an employer shall make each report that the
Commissioner requires.

Copies and posting of subtitle.

(a) Copies. - On request of an employer, the Commissioner shall provide without charge a copy of this subtitle
to the employer.

(b) Posting. - Each employer shall keep posted conspicuously in each place of employment a copy of this
subtitle.

(c) The Commissioner, in consultation with the Maryland Commission on Civil Rights, shall develop
educational materials and make training available to assist employers in adopting training, policies, and
procedures that comply with the requirements of this subtitle.

3-306.1. Enforcement

3-307.

3-308.

(a) Whenever the Commissioner determines that this subtitle has been violated, the Commissioner
shall:

(1) try to resolve any issue involved in the violation informally by mediation; or

(2) ask the Attorney General to bring an action on behalf of the applicant or employee.
(b) The Attorney General may bring an action under this section in the county where the violation
allegedly occurred for injunctive relief, damages, or other relief.

Action against employer by or for employee.
(a) Action by employee.

(1) If an employer knew or reasonably should have known that the employer’s action violates § 3-304 of
this subtitle, an affected employee may bring an action against the employer for injunctive relief and to
recover the difference between the wages paid to employees of one sex or gender identity and the wages
paid to employees of another sex or gender identity who do the same type work and an additional equal
amount as liquidated damages.

(2) Ifan employer knew or reasonably should have known that the employer’s action violates § 3-304.1

of this subtitle, an affected employee may bring an action against the employer for injunctive relief and

to recover actual damages and an additional equal amount as liquidated damages.
(3) An employee may bring an action on behalf of the employee and other employees similarly affected.
(b) Assignment of claims. - On the written request of an employee who is entitled to bring an action under this
section, the Commissioner may:
(1) take an assignment of the claim in trust for the employee;
(2) ask the Attorney General to bring an action in accordance with this section on behalf of the
employee; and
(3) consolidate 2 or more claims against an employer.
(c) Limitations period. - An action under this section shall be filed within 3 years after the employee receives
from the employer the wages paid on the termination of employment under § 3-505(a) of this title.
(d) Defense. - The agreement of an employee to work for less than the wage to which the employee is entitled
under this subtitle is not a defense to an action under this section.
(e) Costs. - If a court determines that an employee is entitled to judgment in an action under this section, the
court shall allow against the employer reasonable counsel fees and other costs of the action, as well as
prejudgment interest in accordance with the Maryland Rules.

Prohibited acts; penalties.

(a) Prohibited acts of employer. - An employer may not:
(1) willfully violate any provision of this subtitle;
(2) hinder, delay, or otherwise interfere with the Commissioner or an authorized representative of the
Commissioner in the enforcement of this subtitle;
(3) refuse entry to the Commissioner or an authorized representative of the Commissioner into a place of
employment that the Commissioner is authorized under this subtitle to inspect; or



(4) discharge or otherwise discriminate against an employee because the employee:
(1) makes a complaint to the employer, the Commissioner, or another person;
(ii) brings an action under this subtitle or a proceeding that relates to the subject of this subtitle or
causes the action or proceeding to be brought; or
(ii1) has testified or will testify in an action under this subtitle or a proceeding that relates to the
subject of this subtitle.
(b) Prohibited acts of employee. - An employee may not:
(1) make a groundless or malicious complaint to the Commissioner or an authorized representative of
the Commissioner;
(2) in bad faith, bring an action under this subtitle;
(3) in bad faith, bring a proceeding that relates to the subject of this subtitle; or
(4) in bad faith, testify in an action under this subtitle or a proceeding that relates to the subject of this
subtitle.
(c) Action by Commissioner. - The Commissioner may bring an action for injunctive relief and damages against a
person who violates subsection (a)(1) or (4) or subsection (b)(1), (3), or (4) of this section.
(d) Penalties. - An employer who violates any provision of subsection (a)(2) or (3) of this section is guilty of a
misdemeanor and on conviction is subject to a fine not exceeding $300.

For additional information or to file a complaint, please contact:

FOR MORE INFORMATION CONTACT:
Department of Labor, Licensing and Regulation
Division of Labor and Industry
Employment Standards Service
1100 N. Eutaw St. Rm. 607, Baltimore, MD 21201
Phone: 410-767-2357
Rev: 9/2016



Pregnant

& Working

State of Maryland

Commission on Civil Rights
6 Saint Paul Street, Suite 900
Baltimore, MD 21202-1631

Know Your Rights!

If you are pregnant, you have a legal
right to a reasonable accommodation
ifyour pregnancy causes or contributes
to a disability and the accommodation
does not impose an undue hardship
on your employer. State Government
Article, §$20-609(b)

What Does That Mean?

If you have a disability that is contributed to or caused by
pregnancy, you may request a reasonable accommodation
at work. Your employer must explore “all possible means
of providing the reasonable accommodation”  State
Government Article, $20-609(d)

The law lists an assortment of options for both you and
your employer to consider in order to comply with a
request for reasonable accommodation. These include,
but are not limited to:

« Changing job duties

« Changing work hours

« Relocation

o Providing mechanical or electrical aids

o Transfers to less strenuous or less hazardous positions
o Providing leave

Every situation is different.
available option with your employer
accommodation best suits your needs.

You must explore every
to decide what

Do I Need A Doctor’s Note?

It depends on what your employer requests. The law
allows an employer, at his or her discretion, to require
certification from your health care provider regarding the
medical advisability of a reasonable accommodation, but
only to the same extent certification is required for other
temporary disabilities. State Government Article, §20-

609(f)
If required, the certification must include:

o Date a reasonable accommodation is medically
advisable.

+ Probable duration of the accommodation should be
provided.

o Explanation as to the medical advisability of the
reasonable accommodation.

Can I Still Get In Trouble?

Retaliation is prohibited under State Government
Article, §20-609(h) when exercising your rights. If
an employee seeks to exercise her right to request a
reasonable accommodation for a temporary disability
due to pregnancy, an employer may not:

o Interfere with;

o Restrain;

« Deny the exercise; or

« Deny the attempt to exercise the right.

Any form of retaliation is grounds to file a Complaint of
Discrimination with the Maryland Commission on Civil
Rights (MCCR).

What If I Am A Victim Of Discrimination?

If you believe your rights under the law have been violated, you must file a complaint with MCCR within 6
months of the alleged act of discrimination. A trained Civil Rights Officer will work with you to discuss what
happened and determine if there is reason to believe a discriminatory violation occurred. You can reach MCCR
by phone, email, fax, letter, or walk-in. All procedures by MCCR are confidential until your case is certified for

public hearing or trial.

Main: (410) 767-8600 | Toll Free: 1 (800) 637-6247 | TTY: (410) 333-1737 | Fax: (410) 333-1841
mccr@maryland.gov | www.mccr.maryland.gov
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Nevada Division of Public and Behavioral Health
Pregnancy Fairness Act

Senate Bill (SB) 253 of the 79" Session of the Nevada Legislature
(https://www.leq.state.nv.us/Session/79th2017/Bills/SB/SB253 EN.pdf)

The Nevada Pregnant Workers’ Fairness Act (SB 253 of the 79" Session of the Nevada

Legislature) provides protections to female employees and applicants for employment who are
affected by a condition of the employee or applicant relating to pregnancy, childbirth, or a related
medical condition. SB 253 had an effective date upon approval, in part (employer providing
written notice to existing employees), and in full on October 1, 2017, and aligns Nevada law with
federal requirements.

The Nevada Pregnant Workers’ Fairness Act applies to employers with more than 15 employees.
This includes state and local governments, but may not include some employers, such as those
on Indian reservations and employers who prove undue hardship as defined by SB 253.

Employers are required to provide reasonable accommodations to employees (and applicants for
employment) for a condition relating to pregnancy, childbirth, or a related medical condition,
unless the accommodation would impose an undue hardship on the business of the employer.
Lactation, or the need to express breast milk for a nursing child, is defined as a related medical
condition.

Pregnant women are protected from termination due to refusal of their employer to provide a
reasonable accommodation.

To prove undue hardship, the employer must demonstrate the accommodation is significantly
difficult to provide or expensive considering without limitation the nature and cost of the
accommodation; overall financial resources of the employer, the overall size of the business with
respect to the number of employees, type and location of the available facilities, and the effect
of the accommodation on the operations of the employer.

The Nevada Pregnant Workers’ Fairness Act makes it unlawful to refuse a reasonable
accommodation request from an employee or applicant for employment.

Employers may not take adverse employment action because of a request for or use of a
reasonable accommodation, including refusing to promote or reinstate, or forcing employee to
transfer, or other undesired actions relating to employment terms or condition.

For informational purposes only. Project supported by the Health Resources and Services Administration (HRSA) and the U.S.
Department of Health and Human Services (HHS) under Grant No. BO4MC29352/B04MC30626, Title V Maternal Child Health
Program. This information or content and conclusions are those of the author and should not be construed as the official
position or policy of, nor should any endorsements be inferred by HRSA, HHS or the U.S. Government.
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Employers many not deny employment to an otherwise qualified employee or applicant based
on their need for a reasonable accommodation or require an employee to either accept an
accommodation they did not request or choose not to accept or to take employment leave if a
reasonable accommodation is available allowing the employee to continue to work.

A reasonable accommodation is described as an action relating to an employee (or applicant)
request for accommodation for a condition relating to pregnancy, childbirth, or a related medical
condition. A timely, good faith, and interactive process to determine an effective and reasonable
accommodation is required. This may consist of changes in work environment, or the customary
way things are carried out, and requires equal employment opportunities, along with benefits
and privileges.

Examples of accommodations or customary way in which things are carried out may include:
modifying equipment, seating, or break schedules (frequency and duration); provision of non-
bathroom space for expressing breastmilk; assistance with manual labor if manual labor is
incidental to the primary work duties of the employee; light duty; temporary transfer; or
restructuring a position or providing a modified work schedule.

Employers do not have to create a new position, discharge, or transfer another employee, or
promote an unqualified employee.

An employer may require an employee to provide an explanatory statement from their physician
concerning the specific accommodation recommended by the physician for the employee.

Written notice must be provided by the employer relating to the employee right to reasonable
accommodation for a condition relating to pregnancy, childbirth, or a related medical condition.
Written notice shall be given to a new employee upon commencement of employment, within
10 days of employer notification of pregnancy, and employer shall post notice in a conspicuous,
employee-accessible place.

For informational purposes only. Project supported by the Health Resources and Services Administration (HRSA) and the U.S.
Department of Health and Human Services (HHS) under Grant No. BO4M(C29352/B04MC30626, Title V Maternal Child Health
Program. This information or content and conclusions are those of the author and should not be construed as the official
position or policy of, nor should any endorsements be inferred by HRSA, HHS or the U.S. Government.



DOMESTIC WORKER’S BILL OF RIGHTS AND APPLICABLE STATE
AND FEDERAL LAWS

NRS 608.009 “Domestic service employee” defined
“Domestic service employee” means an employee who performs any household service in or about a private residence or any other location at which a person resides. The
term includes, without limitation:

1. Caregivers and other persons who are employed at a residential facility for groups, as defined in NRS 449.017; and

2. Companions, babysitters, cooks, waiters, valets, housekeepers, nannies, nurses, janitors, persons employed to launder clothes and linens, caretakers, persons who
perform minor repairs, gardeners, home health aides, personal care aides and chauffeurs of automobiles for family use.

NRS 608.018 Compensation for overtime: Requirement; exceptions

An employer shall pay 1 1/2 times an employee’s regular wage rate whenever an employee whose wage rate is less than 1 1/2 times the minimum rate prescribed pursuant
to the Constitution of the State of Nevada: (a) Works more than 40 hours in any scheduled week of work; or (b) Works more than 8 hours in any workday unless by mutual
agreement the employee works a scheduled 10 hours per day for 4 calendar days within any scheduled week of work.

An employer shall pay 1 1/2 times an employee’s regular wage rate whenever an employee whose wage rate is 1 1/2 times or more than the minimum rate prescribed
pursuant to the Constitution, works more than 40 hours in any scheduled week of work.

The above provisions do not apply to: (a) Employees who are not covered by the minimum wage provisions of the Constitution (b) Outside buyers; (c) Employees in a
retail or service business if their regular rate is more than 1 % times the minimum wage, and more than half their compensation for a representative period comes from
commissions on goods or services, with the representative period being, to the extent allowed pursuant to federal law, not less than one month; (d) Employees who are
employed in bona fide executive, administrative or professional capacities; () Employees covered by collective bargaining agreements which provide otherwise for
overtime; (f) Drivers, drivers’ helpers, loaders and mechanics for motor carriers subject to the Motor Carrier Act of 1935, as amended; (g) Employees of a railroad; (h)
Employees of a carrier by air; (i) Drivers or drivers’ helpers making local deliveries and paid on a trip-rate basis or other delivery payment plan; (j) Drivers of taxicabs or
limousines; (k) Agricultural employees; (I) Employees of business enterprises having a gross sales volume of less than $250,000 per year; (m) Any salesman or mechanic
primarily engaged in selling or servicing automobiles, trucks or farm equipment; and (n) A mechanic or workman for any hours to which the provisions of subsection 3 or
4 of NRS 338.020 apply. (O) A domestic worker who resides in the household where he or she works if the domestic worker and his or her employer agree in
writing to exempt the domestic worker from the requirements of subsections 1 and 2. 4. As used in this section, “‘domestic worker” has the meaning ascribed to
it in section 6 of this act.

NRS 608.0195 Periods for sleep

1. If an employee specified in paragraph (a) of subsection 3 is required to be on duty for 24 hours or more, the employer and employee may agree in writing to exclude
from the employee’s wages a regularly scheduled sleeping period not to exceed 8 hours if adequate sleeping facilities are furnished: (a) By the employer of an employee
described in subparagraph (1) of paragraph (a) of subsection 3; or (b) In the home in which an employee described in subparagraph (2) of paragraph (a) of subsection 3
provides personal care services, as applicable. 2. If the sleeping period is interrupted by any call for service by the employer or for service to a person to whom the
employee provides personal care services, the interruption must be counted as hours worked. If the sleeping period is interrupted by any call for service by the employer
or for service to a person to whom the employee provides personal care services to such an extent that the sleeping period is less than 5 hours, the employee must be paid
for the entire sleeping period. 3. The provisions of subsections 1 and 2: (a) Apply only to: (1) An employee who is on duty at a residential facility for a group of
similarly situated persons who require supervision, care or other assistance from employees at the residential facility; and (2) An employee of an agency to provide
personal care services in the home who is on duty. (b) Do not apply to a firefighter, a member of a rescue or emergency services crew or a peace officer, including,
without limitation, a correctional officer. 4. As used in this section: (a) “A group of similarly situated persons” includes, without limitation, a group of: (1) Persons
with a mental illness; (2) Persons with a physical disability; (3) Persons with an intellectual disability; (4) Persons who are elderly; (5) Persons recovering from alcohol
or drug abuse; (6) Children in foster care; and (7) Children in a program to address emotional or behavioral problems. (b) “Agency to provide personal care services in
the home” has the meaning ascribed to it in NRS 449.0021. (c) “On duty” means any period during which an employee is working or is required to remain on the
premises of: (1) In the case of an employee described in subparagraph (1) of paragraph (a) of subsection 3, the employer; or (2) In the case of an employee described in
subparagraph (2) of paragraph (a) of subsection 3, the home of a person to whom the employee provides personal care services. (d) “Personal care services” means the
services described in NRS 449.1935. (e) “Residential facility” means: (1) A dormitory, any structure similar to a dormitory or any structure similar to a private
residence in which a group of similarly situated persons reside for the purpose of receiving supervision, care or other assistance from employees on duty at the residential
facility. Any such dormitory or structure similar to a dormitory may include a studio apartment for the use of the employees. (2) In the case of a program for children to
address emotional or behavioral problems, any structure which provides for residential living for the children and employees.

NRS 608.154 Lodging as part of wages or compensation; exception

A part of wages or compensation may, if mutually agreed upon by an employee and employer in the contract of employment, consist of lodging. In no case may the value
of the lodging be computed at more than five times the statutory minimum hourly wage for each week that lodging is provided to the employee. 2. The monetary limitations
on the value of lodging specified in subsection 1 do not apply to agricultural employees.

NRS 608.155 Meals as part of wages or compensation; exception

1. A part of wages or compensation may, if mutually agreed upon by an employee and employer in the contract of employment, consist of meals. In no case shall the value
of the meals be computed at more than 100 percent of the statutory minimum hourly wage per day. In no case shall the value of the meals consumed by such employee be
computed or valued at more than 25 percent of the statutory minimum hourly wage for each breakfast actually consumed, 25 percent of the statutory minimum hourly wage
for each lunch actually consumed, and 50 percent of the statutory minimum hourly wage for each dinner actually consumed. 2. The monetary limitations on the value of
meals, contained in subsection 1, do not apply to agricultural employees.

NRS 608.215 Domestic service employees; agreements to exclude certain periods from wages; calls to duty; maintenance of records

1. If adomestic service employee resides in the household where he or she works, the employer and domestic service employee may agree in writing to exclude from the
wages of the domestic service employee: (a) Periods for meals if the period for meals is at least one-half hour for each meal; (b) Periods for sleep if the period for sleep
excluded from the wages of the domestic service employee does not exceed 8 hours; and (c) Any other period of complete freedom from all duties during which the
domestic service employee may either leave the premises or stay on the premises for purely personal pursuits. To be excluded from the wages of the domestic service
employee pursuant to this paragraph, a period must be of sufficient duration to enable the domestic service employee to make effective use of the time.

2. If a period excluded from the wages of the domestic service employee pursuant to this section is interrupted by a call to duty by the employer, the interruption must be
counted as hours worked for which compensation must be paid. 3. An agreement pursuant to this section may be used to establish the total hours of employment of a
domestic service employee in a pay period in lieu of maintaining precise records of the number of hours worked per day. The employer shall keep a copy of the agreement
and indicate in the record of wages pursuant to NRS 608.115 that the work time of the domestic service employee generally coincides with the agreement. If it is found by
the parties that there is a significant deviation from the initial agreement, a separate record must be kept for the period in which the deviation occurs or a new agreement
must be reached that reflects the actual facts.

NRS 613.620 Legislative declaration; wages and benefits not limited; regulations

1. The Legislature hereby declares that a domestic worker must be afforded the following rights and protections:

(a) An employer shall provide to a domestic worker, when the domestic worker begins his or her employment, a written employment agreement outlining the conditions
of his or her employment. If the domestic worker is not able to understand the provisions of the written agreement, the employer shall ensure that those provisions are
explained to the domestic worker in a language that the domestic worker understands. The employment agreement must include, without limitation: (1)The full name
and address of the employer; (2) The name of the domestic worker and a description of the duties for which he or she is being employed; (3) Each place where the
domestic worker is required to work; (4) The date on which the employment will begin; (5)The period of notice required for either party to terminate the employment or,
if the employment is for a specified period, the date on which the employment will end; (6) The ordinary workdays and hours of work required of the domestic worker,
including any breaks; (7)The rate of pay, rate and conditions of overtime pay and any other payment or benefits, including, without limitation, health insurance,
workers’ compensation insurance or paid leave, which the domestic worker is entitled to receive; (8)The frequency and method of pay; (9)Any deductions to be made
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from the domestic worker’s wages; (10) If the domestic worker is to reside in the employer’s household, the conditions under which the employer may enter the domestic
worker’s designated living space; and (11) A notice of all applicable state and federal laws pertaining to the employment of domestic workers. A copy of the notice
provided in subsection 3 will satisfy the requirement to comply with this subparagraph. (b) Except as otherwise provided in this section and subject to the provisions of
chapter 608 of NRS, a domestic worker must, for all of his or her working time, be paid at least the minimum hourly wage published pursuant to Section 16 of Article 15
of the Nevada Constitution. (c) Except as otherwise provided in NRS 608.018, a domestic worker who is paid less than one and one-half times the minimum hourly wage
must be paid not less than one and one-half times the domestic worker’s regular rate of wages for all working time in excess of 8 hours in a workday or 40 hours in a
week of work in accordance with the provisions of NRS 608.018. (d) Except as otherwise provided in NRS 608.0195, if a domestic worker is required to be on duty,
he or she must be paid for all working time, including, without limitation, sleeping time and meal breaks. (e) If a domestic worker is hired to work for 40 hours per week
or more, his or her employer must provide a period of rest of at least 24 consecutive hours in each calendar week and at least 48 consecutive hours during each calendar
month. The domestic worker may agree in writing to work on a scheduled day of rest but must be compensated for such time pursuant to this section. (f) An employer
may deduct from the wages of a domestic worker an amount for food and beverages supplied by the employer if the domestic worker freely and voluntarily accepts such
food and beverages and provides written consent for such a deduction. An employer must not make a deduction for food and beverages supplied by the employer if a
domestic worker cannot easily bring or prepare meals on the premises. Any deduction for food and beverages pursuant to this paragraph must not exceed the limits set
forth in NRS 608.155. (g) An employer may deduct from the wages of a domestic worker an amount for lodging if the domestic worker freely and voluntarily accepts
such lodging and provides written consent for such a deduction. An employer may not make a deduction for lodging if the domestic worker is required to reside on the
employer’s premises as a condition of his or her employment. Any deduction for lodging pursuant to this paragraph must not exceed the limits set forth in section 1 of
this act. (h) If a domestic worker is required to wear a uniform, the employer may not deduct from his or her wages the cost of the uniform or its care. (i) An employer
shall not restrict, interfere with or monitor a domestic worker’s private communications or take any of the domestic worker’s documents or other personal effects. (j) A
domestic worker may request a written evaluation of his or her work performance from the employer 3 months after his or her employment begins and annually
thereafter. (k) If a domestic worker resides in the employer’s household and the employer terminates his or her employment without cause, the employer shall provide
written notice and at least 30 days of lodging to the domestic worker, either on-site or in comparable off-site conditions. (I) An employer shall keep a record of the wages
and hours of the domestic worker as required by NRS 608.115. 2. The provisions of this section are not intended to prevent an employer from providing greater wages
and benefits than those required by this section. 3. The Labor Commissioner shall adopt regulations to carry out the provisions of this section and shall post on his or her
Internet website, if any, a multilingual notice of employment rights provided under this section and any applicable state and federal laws pertaining to the employment of
domestic workers. 4. As used in this section, unless the context otherwise requires: (a) “Domestic worker” means a natural person who is paid by an employer to perform
work of a domestic nature for the employer’s household, including, without limitation, housekeeping, housecleaning, cooking, laundering, nanny services, caretaking of
sick, convalescing or elderly persons, gardening or chauffeuring. The term: (1) Includes a natural person who is employed by a third party service or agency; and (2)
Does not include a natural person who provides services on a casual, irregular or intermittent basis. (b) “Employer” means a person who employs a domestic worker to
work for the employer’s household. (c) “Household” means the premises of an employer’s residence and includes any living quarters on the employer’s property. (d) “On
duty” means any period during which a domestic worker is working or is required to remain on the employer’s property. (e) “Period of rest” means a period during which
the domestic worker has complete freedom from all duties and is free to leave the employer’s household or stay within the household solely for personal pursuits. (f)
Working time” means all compensable time, other than periods of rest, during which a domestic worker is on duty, regardless of whether the domestic worker is actually
working.

For Information on Federal Laws
www.dol.gov/whd/homecare/fag.htm

For additional information or exceptions, contact the Nevada State Labor Commissioner: Carson City 775-684-1890 or Las Vegas 702-486-2650
TOLL FREE: 1-800-992-0900 Ext. 4850 Internet: www.labor.nv.gov

REVISED 8-03-2018
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STATE OF NEVADA
Office of the Labor Commissioner

Notice to Employer that Employee is Sick or Sustained Injury
Nevada Revised Statutes
(NRS) § 613

Effective May 15, 2019, as set forth in Assembly Bill (AB) 181 approved during the 2019
Leqgislative Session, Nevada Revised Statutes (NRS) section 613 is hereby amended with
a new section as follows:

1. An employer:

(a) Shall not require an employee to be physically present at his or her place of work in
order to notify his or her employer that he or she is sick or has sustained an injury that is
not work-related and cannot work.

(b) May require an employee to notify the employer that he or she is sick or injured and
cannot report for work.

Except as otherwise provided in NRS 608.0165, the Labor Commissioner may impose an administrative penalty of not more than $5,000 for
each violation of NRS 608.005 to 608.195 inclusive, in addition to other remedies or penalties as authorized by law.

Copies of this notice may be obtained from our website at: www.labor.nv.qov

For a copy of the AB 181: https://www.leg.state.nv.us/Session/80th2019/Bills/AB/AB181 EN.pdf

*This document is for posting and information purposes and should not be considered legal advice. Please refer to AB
181 and NRS section 613.

For more information contact the Office of the Labor Commissioner
Carson City 775-684-1890 or Las Vegas 702-486-265
Toll Free: 1-800-992-0900 Ext. 48

0 Internet: www.labor.nv.gov

REVISED 6/11/2019
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Department of Business & Industry
OFFICE OF THE LABOR COMMISSIONER

www.labot.nv.gov

STATE OF NEVADA
DAILY OVERTIME
2021 ANNUAL BULLETIN

POSTED APRIL 1, 2021

EMPLOYERS MUST PAY 1-1/2 TIMES AN EMPLOYEE'S REGULAR WAGE RATE WHENEVER AN
EMPLOYEE WHO IS PAID LESS THAN 1-1/2 TIMES THE APPLICABLE MINIMUM WAGE RATE
WORKS MORE THAN 40 HOURS IN ANY WORKWEEK OR MORE THAN 8 HOURS IN ANY
WORKDAY, UNLESS OTHERWISE EXEMPTED. EMPLOYERS SHOULD REFER TO NRS 608.018
FOR FURTHER DETAILS ON OVERTIME REQUIREMENTS.

THE FOLLOWING AMOUNTS ARE THE WAGE RATES BELOW FOR WHICH DAILY OVERTIME
MAY BE APPLICABLE. THESE RATES ARE EFFECTIVE AS OF JULY 1, 2021.

EMPLOYEES WHO EARN LESS THAN $13.125 PER HOUR (OFFERED QUALIFIED HEALTH
BENEFITS) OR LESS THAN $14.625 PER HOUR (NOT OFFERED QUALIFIED HEALTH
BENEFITS) ARE ELIGIBLE FOR OVERTIME AT ONE AND A HALF TIMES THE EMPLOYEE’S
REGULAR RATE OF PAY FOR:

»> OVER 8 HOURS OF WORK IN A 24-HOUR PERIOD; OR
» OVER 40 HOURS OF WORK IN A WORK WEEK.

EMPLOYEES THAT MAKE MORE THAN THE HOURLY RATES ABOVE ARE ELIGIBLE FOR
OVERTIME AT ONE AND A HALF TIMES THE EMPLOYEE'S REGULAR RATE OF PAY FOR
OVER 40 HOURS OF WORK IN A WORK WEEK. THE EMPLOYER MUST VERIFY THE RATES
ABOVE $13.125 PER HOUR AND $14.625 PER HOUR BASED ON QUALIFIED HEALTH
BENEFITS BEING OFFERED OR NOT OFFERED TO EMPLOYEES TO PAY OVERTIME FOR
OVER 40 HOURS OF WORK IN A WORK WEEK.

Copies may be obtained at www.labor.nv.gov or from the Labor Commissioner’s Offices at:

1818 East College Parkway, Suite 102
Carson City, Nevada 89706
(775) 684-1890
or
3300 West Sahara Avenue, Suite 225
Las Vegas, Nevada 89102
(702) 486-2650
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STATE OF NEVADA

OFFICE OF THE LABOR COMMISSIONER
3300 WEST SAHARA AVENUE, SUITE 225
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FAX (702) 486-2660

BRIAN SANDOVAL
GOVERNOR
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DIRECTOR
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STATE OF NEVADA NURSING MOTHER’S ACCOMMODATION ACT

Effective July 1, 2017, as set forth in Assembly Bill 113 approved during the 2017 Leqgislative Session,
Nevada Revised Statutes (NRS) section 608 governing Private Employers
is hereby amended with a new section as follows:

https://www.leqg.state.nv.us/Session/79th2017/Bills/AB/AB113 EN.pdf

Requirements of Assembly Bill 113:

1. Except as otherwise provided in subsections 3, 5 and 6 (see below),
each employer shall provide an employee who is the mother of a child under 1 year of age with:

(a) Reasonable break time, with or without compensation, for the employee to express breast milk as
needed; and

(b) A place, other than a bathroom, that is reasonably free from dirt or pollution, which is protected
from the view of others and free from intrusion by others where the employee may express breast
milk.

2. If break time is required to be compensated pursuant to a collective bargaining agreement entered
into by an employer and an employee organization, any break time taken pursuant to subsection 1 by
an employee which is covered by the collective bargaining agreement must be compensated.

4. An employer shall not retaliate, or direct or encourage another person to retaliate, against any
employee because that employee has:

(a) Taken break time or used the space provided pursuant to
subsection 1 or 3 to express breast milk; or
(b) Taken any action to require the employer to comply with the requirements of this section,
including, without limitation, filing a complaint, testifying, assisting or participating in any manner in an
investigation, proceeding or hearing to enforce the provisions of this section.

Exceptions (set forth in subsections 3, 5, and 6 of Assembly Bill 113):

3. If an employer determines that complying with the provisions of subsection 1 will cause an undue
hardship considering the size, financial resources, nature and structure of the business of the
employer, the employer may meet with the employee to agree upon a reasonable alternative. If the
parties are not able to reach an agreement, the employer may require the employee to accept a
reasonable alternative selected by the employer.

5. An employer who employs fewer than 50 employees is not subject to the requirements of this
section if these requirements would impose an undue hardship on the employer, considering the size,
financial resources, nature and structure of the business of

the employer.

6. An employer who is a contractor licensed pursuant to chapter 624 of NRS is not subject to the
requirements of this section with regard to an employee who is performing work at a

construction jobsite that is located at least 3 miles from the regular place of business of the employer.

Pursuant to NRS 608.195 (except as otherwise provided in NRS 608.0165) any person who violates
provisions of NRS 608.005 to 608.195 inclusive is guilty of a misdemeanor. In addition to any other
remedy or penalty, the Labor Commissioner may impose against the person an administrative penalty
of not more than $5,000 for each violation.

Copies of this notice may also be obtained from the Office of the Labor Commissioner at:

1818 College Parkway, Suite 102 or 3300 W. W Sahara Avenue, Suite 225
Carson City, Nevada 89706 Las Vegas, Nevada 89102
(775) 684-1890 (702) 486-2650

Or by going to our website at http://labor.nv.gov
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STATE OF NEVADA
Office of the Labor Commissioner

_.Z':VA':.';
NOTICE OF LIMITATIONS AFFECTING
THE APPLICATION OF LIE DETECTOR TESTS

NRS 613.460(2) requires that each employer shall post and maintain this noticein
aconspicuous location at the place of employment where notices to employees
and applicants for employment are customarily posted and read.

Pursuant to NRS 613.440(2), Lie detector means polygraph, voice stress analyzers,
psychological stress evaluator or any other similar device, whether mechanical or
electrical, which are designed to determine the honesty or dishonesty of an individual.

NRS 613.480(1) prohibits employers or anyone acting in the employer’s behalf from
requiring or requesting that an employee or prospective employee take or submit to any
lie detector test except as provided in NRS 613.510.

NRS 613.510 contains several exceptions which permit an employer to request polygraph
examinations. An employer may request that an employee or prospective employee take
a polygraph examination administered by a qualified person as part of an investigation of
theft or similar wrongdoing affecting the employer’s business which appears to involve the
employee.

The employer may also request a polygraph examination administered by a qualified
person with regard to prospective employees who would be employed to protect certain
kinds of sensitive or valuable property or facilities. The use of a polygraph examination is
also permitted to employers in businesses that handle controlled substances.

Such permission exists only in situations where job applicants or employees have direct
access to the controlled substances or where suspected abuse or theft is involved.

NRS 613.480(3&4) prohibit an employer from taking adverse action against any
employee or prospective employee based on the results of any lie detector test or
refusal to take any lie detector test.

Employers who violate the provisions in NRS 613.440 to 613.510 are subject to civil
liability in court, as well as fines imposed by the Nevada Labor Commissioner.

For additional information contact our offices at 702-486-2650 in Las Vegas or 775-684-1890 in
Carson City or via Email at maill@laborcommissioner.com

OLC Revised Dec 2015
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STATE OF NEVADA

MINIMUM WAGE
2021 ANNUAL BULLETIN

POSTED APRIL 1, 2021

PURSUANT TO ARTICLE 15, SECTION 16(A) OF THE CONSTITUTION OF THE STATE OF
NEVADA AND ASSEMBLY BILL (AB) 456 PASSED DURING THE 80™ SESSION OF THE
NEVADA LEGISLATURE (2019), THE FOLLOWING MINIMUM WAGE RATES SHALL APPLY
TO ALL EMPLOYEES IN THE STATE OF NEVADA UNLESS OTHERWISE EXEMPTED. THESE
RATES ARE EFFECTIVE AS OF JULY 1, 2021 AND WILL INCREASE AS SET FORTH BELOW
UNTIL JULY 1, 2024.

FOR EMPLOYEES TO WHOM QUALIFYING HEALTH BENEFITS HAVE BEEN
OFFERED/MADE AVAILABLE BY THE EMPLOYER THE LOWER TIER RATE MAY BE
PAID. PLEASE SEE SENATE BILL 192 PASSED DURING THE 80™ SESSION OF THE
NEVADA LEGISLATURE (2019).

FOR ALL OTHER EMPLOYEES, EMPLOYERS MUST PAY THE HIGHER TIER RATE AS SET
FORTH BELOW:

Effective Date Higher Tier

July 1, 2021 $8.75 $9.75

July 1, 2022 $9.50 $10.50
July 1, 2023 $10.25 $11.25
July 1, 2024 $11.00 $12.00

Assembly Bill 456 https://www.leg.state.nv.us/App/NELIS/REL/80th2019/Bill/6870/Text

Senate Bill 192 https://www.leg.state.nv.us/App/NELIS/REL/80th2019/Bill/6334/Text

Copies of this notice may be obtained from our website at: www.labor.nv.gov or by contacting the
addresses and phone numbers listed above.
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NEVADA SAFETY AND
HEALTH PROTECTION

ON THE JOB

The Nevada Occupational Safety and Health Act, NRS Chapter 618, provides job safety and health
protection for workers through the promotion of safe and healthful working conditions throughout the
State of Nevada. Requirements of the Act include the following:

EMPLOYERS:

Each employer shall furnish to each of his employees
employment and a place of employment free from
recognized hazards that are causing or are likely to
cause death or serious physical harm to his
employees; and shall comply with occupational safety
and health standards adopted under the Act.

EMPLOYEES:

Each employee shall comply with all occupational
safety and health standards, rules, regulations and
orders issued under the Act that apply to his own
actions and conduct on the job.

The Nevada Occupational Safety and Health
Administration (Nevada OSHA) of the Division of
Industrial Relations, Department of Business and
Industry, has the primary responsibility for
administering the Act. Nevada OSHA enforces
occupational safety and health standards, and its
Safety and Health Representatives/ Industrial
Hygienists conduct jobsite inspections to ensure
compliance with the Act.

INSPECTION:

The Act requires that a representative of the employer
and a representative authorized by the employees be
given an opportunity to accompany the Nevada OSHA
inspector for the purpose of aiding the inspection.

Where there is no authorized employee
representative, the Nevada OSHA Safety and Health
Representative/ Industrial Hygienist must consult with
a reasonable number of employees concerning safety
and health conditions in the workplace.

COMPLAINT:

Employees, public or private, or their representatives
have the right to file a complaint with the nearest
Nevada OSHA office requesting an inspection if they
believe unsafe or unhealthful conditions exist in their
workplace.  Nevada OSHA will hold confidential
names of employees complaining.

The Act provides that employees may not be
discharged or discriminated against in any way for
filing safety and health complaints or otherwise
exercising their rights under the Act.

An employee, public or private, who believes he has
been discriminated against may file a complaint within
thirty (30) days of the alleged discrimination with the
nearest Nevada OSHA office or with Occupational
Safety and Health Administration, U.S. Department of
Labor, 90 7th Street, Suite 18100, San Francisco, CA
94103.

CITATIONS:

If upon inspection Nevada OSHA believes an
employer has violated the Act, a citation alleging such
violations will be issued to the employer. Each citation
will specify a time period within which the alleged
violation must be corrected.

The Nevada OSHA citation must be prominently
displayed at or near the place of alleged violation for
three days, or until it is corrected, whichever is later, to
warn employees of dangers that may exist there.

PROPOSED PENALTY:

The Act provides for mandatory penalties against
employers of up to $13,260 for each serious violation
and for optional penalties of up to $13,260 for each
nonserious violation. Penalties of up to $13,260 per
day may be proposed for failure to correct violations
within the proposed time period. Also, any employer
who willfully or repeatedly violates the Act may be
assessed penalties of up to $132,598 for each such
violation.

Criminal penalties are also provided for in the Act.
Any willful violation resulting in death of an employee,
upon conviction, is punishable by a fine of not more
than $50,000 or by imprisonment for not more than six
months, or by both. Conviction of any employer after
a first conviction doubles these maximum penalties.
Penalties may be proposed for public employers.

VOLUNTARY ACTIVITY:

While providing penalties for violations, the Act also
encourages efforts by labor and management, before
a Nevada OSHA inspection, to reduce injuries and
illnesses arising out of employment.

The Nevada Occupational Safety and Health
Administration of the Division of Industrial Relations,
Department of Business and Industry, encourages
employers and employees to reduce workplace
hazards voluntarily and to develop and improve safety
and health programs in all workplaces and industries.

Such cooperative action would initially focus on the
identification and elimination of hazards that could
cause death, injury, or illness to employees and
supervisors.

Further information and assistance will be provided by
Nevada OSHA to employees and employers upon
request.

MORE INFORMATION:
Additional information and copies of the Act, specific
Nevada OSHA safety and health standards, and other
applicable regulations may be obtained by calling or
writing the nearest Nevada OSHA district office in the
following locations:

Southern Nevada

3360 W. Sahara Avenue, Suite 200

Las Vegas, Nevada 89102

Telephone: (702) 486-9020

Fax: (702) 486-8714

Northern Nevada

4600 Kietzke Lane, Suite F-153
Reno, Nevada 89502
Telephone: (775) 688-3700
Fax: (775) 688-1378

NOTE:
Persons wishing to register a complaint alleging
inadequacy in the administration of the Nevada
Occupational Safety and Health Plan may do so at the
following address:

OSHA, U.S. Department of Labor

90 7th Street

Suite 18100

San Francisco, CA 94103

Telephone: (415) 625-2547

EMPLOYERS: This poster must be displayed prominently in the workplace.

(Rev. 9-19)



STATE OF NEVADA
Office of the Labor Commissioner

Paid Leave Effective January 1, 2020 — Nevada Revised Statutes
(NRS) § 608

Except as otherwise provided in Senate Bill (SB) 312, every employer in private employment with not less than 50
employees shall provide paid leave to each employee of the employer as follows:

A. Anemployee is entitled to at least 0.01923 hours of paid leave for each hour of work performed.

B. Paid leave accrued may carry over for each employee between his or her benefit years of employment, except an employer
may limit the amount of paid leave for each employee carried over to a maximum of 40 hours per benefit year.

C. Anemployer shall:
1. Compensate an employee for the paid leave available for use by that employee at the rate of pay at which the employee is
compensated at the time such leave is taken; and
2. Pay such compensation on the same payday as the hours taken are normally paid.

D. Anemployer may set a minimum increment of paid leave, not to exceed 4 hours that an employee may use at any one time.
1. An employer shall provide to each employee on each payday an accounting of the hours of paid leave available for use by
that employee. An employer may use the system that the employer uses to pay its employees to provide the accounting of the
hours of paid leave available for use by the employee.

2. An employer may, but is not required to, compensate an employee for any unused paid leave available for use by that
employee upon separation from employment, except if the employee is rehired by the employer within 90 days after separation
from that employer and the separation from employment was not due to the employee voluntarily leaving his or her employment,
any previously unused paid leave hours available for use by that employee must be reinstated.

E. Anemployee in private employment may use paid leave available for use by that employee as follows:
1. An employer shall allow an employee to use paid leave beginning on the 90™ calendar day of his or her employment.

2. An employee may use paid leave available for use by that employee without providing a reason to his or her employer for
such use.

3. An employee shall, as soon as practicable, give notice to his or her employer to use the paid leave available for use by that
employee.

4. An employer shall not: deny an employee the right to use paid leave available for use by that employee in accordance with
the conditions of this section; require an employee to find a replacement worker as a condition of using paid leave available for
use by that employee; or retaliate against an employee for using paid leave available for use by that employee.

F.  An employer shall maintain a record of the receipt or accrual and use of paid leave pursuant to this section for each employee
for a 1-year period following the entry of such information in the record and, upon request, shall make those records available
for inspection by the Labor Commissioner.

G. For the first 2 years of operation, an employer is not required to comply with the provisions of this section.

H.  This section does not apply to: (2) An employer who, pursuant to a contract, policy, collective bargaining agreement or other
agreement, provides employees with a policy for paid leave or a policy for paid time off to all scheduled employees at a rate of
at least 0.01923 hours of paid leave per hour of work performed; and (b) Temporary, seasonal or on-call employees.

Except as otherwise provided in NRS 608.0165, the Labor Commissioner may impose an administrative penalty of not more than $5,000 for
each violation of NRS 608.005 to 608.195 inclusive, in addition to other remedies or penalties as authorized by law.

Copies of this notice may be obtained from our website at: www.labor.nv.gov

For a copy of the SB 312:
https://www.leg.state.nv.us/App/NELIS/REL/80th2019/Bill/6553/Overview

*This bulletin is a summary of SB 312. It is for posting and information purposes and should not be considered legal advice. Please
refer to SB 312 and NRS section 608 for further details.

For more information contact the Office of the Labor Commissioner

Carson City 775-684-1890 or Las Vegas 702-486-265
Toll Free: 1-800-992-0900 Ext. 4850 Internet: www.labor.nv.gov

REVISED 6/11/2019
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RULES TO BE OBSERVED BY EMPLOYERS

EVERY EMPLOYER SHALL POST AND KEEP CONSPICUQUSLY POSTED IN OR ABOUT THE
PREMISES WHEREIN ANY EMPLOYEE IS EMPLOYED THIS ABSTRACT OF THE
NEVADA WAGE AND HOUR LAWS (NRS 608)

PLEASE NOTE: Every person, firm, association or corporation, or any agent, servant, employee or officer of any such firm, association or corporation,
violating any of these provisions is guilty of a misdemeanor.

The legislature hereby finds and declares that the health and welfare of workers and the employment of persons in private enterprises in this state
are of concern to the state and the health and welfare of persons required to earn their livings by their own endeavors require certain safeguards as
to hours of service, working conditions and compensation therefor.

1. Discharge of employee: Whenever an employer discharges an employee, the wages and compensation earned and unpaid at the time of such discharge shall
become due and payable immediately.

2. Quitting employee: Whenever an employee resigns or quits his employment, the wages and compensation earned and unpaid at the time of his resignation or
quitting must be paid no later than the day on which he would have regularly been paid or 7 days after he resigns or quits, whichever is earlier.

3. An employer shall not employ an employee for a continuous period of 8 hours without permitting the employee to have a meal period of at least one-half
hour. No period of less than 30 minutes interrupts a continuous period of work.

4. Every employer shall authorize and permit covered employees to take rest periods, which, insofar as practicable, shall be in the middle of each work period.
The duration of the rest periods shall be based on the total hours worked daily at the rate of 10 minutes for each 4 hours or major fraction thereof. Authorized rest
periods shall be counted as hours worked, for which there shall be no deduction from wages.

5. Effective July 1, 2010 each employer shall pay a wage to each employee of not less than $7.25 per hour worked if the employer provides health benefits,
or $8.25 per hour if the employer does not provide health benefits. Offering health benefits means making health insurance available to the employee for the
employee and the employee’s dependents at a total cost to the employee for premiums of not more than 10 percent of the employee’s gross taxable income
from the employer. Tips or gratuities received by employees shall not be credited as being any part of or offset against the minimum wage rates.

6. A part of wages or compensation may, if mutually agreed upon by an employee and employer in the contract of employment, consist of meals. In no case shall
the value of the meals consumed by such employee be computed or valued at more than 35 cents for each breakfast actually consumed, 45 cents for each lunch
actually consumed, and 70 cents for each dinner actually consumed.

7. An employer shall pay 1 1/2 times an employee’s regular wage rate whenever an employee whose wage rate is less than 1 1/2 times the minimum rate
prescribed pursuant to the Constitution of the State of Nevada: (a) Works more than 40 hours in any scheduled week of work; or (b) Works more than 8 hours
in any workday unless by mutual agreement the employee works a scheduled 10 hours per day for 4 calendar days within any scheduled week of work.

An employer shall pay 1 1/2 times an employee’s regular wage rate whenever an employee whose wage rate is 1 1/2 times or more than the minimum rate
prescribed pursuant to the Constitution, works more than 40 hours in any scheduled week of work.

The above provisions do not apply to: (a) Employees who are not covered by the minimum wage provisions of the Constitution (b) Outside buyers; (c)
Employees in a retail or service business if their regular rate is more than 1 % times the minimum wage, and more than half their compensation for a
representative period comes from commissions on goods or services, with the representative period being, to the extent allowed pursuant to federal law, not
less than one month; (d) Employees who are employed in bona fide executive, administrative or professional capacities; () Employees covered by collective
bargaining agreements which provide otherwise for overtime; (f) Drivers, drivers’ helpers, loaders and mechanics for motor carriers subject to the Motor
Carrier Act of 1935, as amended; (g) Employees of a railroad; (h) Employees of a carrier by air; (i) Drivers or drivers’ helpers making local deliveries and
paid on a trip-rate basis or other delivery payment plan; (j) Drivers of taxicabs or limousines; (k) Agricultural employees; (I) Employees of business
enterprises having a gross sales volume of less than $250,000 per year; (m) Any salesman or mechanic primarily engaged in selling or servicing automobiles,
trucks or farm equipment; and (n) A mechanic or workman for any hours to which the provisions of subsection 3 or 4 of NRS 338.020 apply.

8.  Every employer shall establish and maintain records of wages for the benefit of his employees, showing for each pay period the following information for
each employee: (a) Gross wage or salary; (b) Deductions; (c) Net cash wage or salary; (d) Total hours employed in the pay period by noting the number of hours
per day; (e) Date of payment.

9. Wages must be paid semimonthly or more often.

10. Every employer shall establish and maintain regular paydays and shall post a notice setting forth those regular paydays in 2 conspicuous places. After an
employer establishes regular paydays and the place of payment, the employer shall not change a regular payday or the place of payment unless, not fewer than
7 days before the change is made, the employer provides the employees affected by the change with written notice in a manner that is calculated to provide
actual notice of the change to each such employee.

11. Itis unlawful for any person to take all or part of any tips or gratuities bestowed upon his employees. Nothing contained in this section shall be construed to
prevent such employees from entering into an agreement to divide such tips or gratuities among themselves.

12.  An employer may not require an employee to rebate, refund or return any part of his or her wage, salary or compensation. Also, an employer may not
withhold or deduct any portion of such wages unless it is for the benefit of, and authorized by written order of the employee. Further, it is unlawful for any
employer who has the legal authority to decrease the wage, salary or compensation of an employee to implement such a decrease unless:

(a) Not less than 7 days before the employee performs any work at the decreased wage, salary or compensation, the employer provides the employee with
written notice of the decrease; or

(b) The employer complies with the requirements relating to the decrease that are imposed on the employer pursuant to the provisions of any collective
bargaining agreement or any contract between the employer and the employee.

13.  All uniforms or accessories distinctive as to style, color or material shall be furnished, without cost, to employees by their employer. If a uniform or accessory
requires a special cleaning process, and cannot be easily laundered by an employee, such employee's employer shall clean such uniform or accessory without cost
to such employee.

For additional information or exceptions, contact the Nevada State Labor Commissioner: Carson City 775-684-1890 or Las Vegas 702-486-2650
TOLL FREE: 1-800-992-0900 Ext. 4850 Internet: www.labor.nv.gov

[REVISED 3-18-2016|
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DOMESTIC VIOLENCE BULLETIN

EFFECTIVE January 1, 2018

NRS 608.0198

1. An employee who has been employed by an employer for at 90 days and who is a victim of an act which constitutes domestic
violence, or whose family or household member is a victim of an act which constitutes domestic violence, and the employee is not the
alleged perpetrator, is entitled to not more than 160 hours of leave in one 12-month period. Hours of leave provided pursuant to this
subsection:

(a) May be paid or unpaid by the employer;

(b) Must be used within the 12 months immediately following the date on which the act which constitutes domestic violence
occurred;

(c) May be used consecutively or intermittently; and

(d) If used for a reason for which leave may also be taken pursuant to the Family and Medical Leave Act of 1193, 29 U.S.C. §§
2601 et seq., must be deducted from the amount of leave the employee is entitled to take pursuant to this section and from the amount
of leave the employee is entitled to take pursuant to the Family and Medical Leave Act of 1993, 29 U.S.C. 8§88 2601 et. Seq.

2. An employee may use the hours of leave pursuant to subsection 1 as follows:

(a) An employee may use the hours of leave only:

(1) For the diagnosis, care o treatment of a health condition related to an act which constitutes domestic violence
committed against the employee or a family or household member of the employee;

(2) To obtain counseling or assistance related to an action which constitutes domestic violence committed against the
employee or a family or household member of the employee;

(3) To participate in court proceedings related to an act which constitutes domestic violence committed against the
employee or a family or household member of the employee;

(4) To establish a safety plan, including, without limitation, any action to increase the safety of the employee or the
family or household member of the employee from a future act which constitutes domestic violence.

(b) After taking any hours of leave upon the occurrence of the action which constitutes domestic violence, an employee shall
give not less than 48 hours advance notice to his or her employer of the need to use additional hours of leave for any purpose listed in
paragraph (a).

3. An employer shall not:

(a) Deny an employee the right to use hours of leave in accordance with the conditions of this section;

(b) Require an employee to find a replacement worker as a condition of using hours of leave; or

(c) Retaliate against and employee for using hours of leave.

4. The employer of an employee who takes hours of leave pursuant to this section may require the employee to provide to the employer
documentation that confirms or supports the reason the employee provided for requesting leave. Such documentation may include,
without limitation, a police report, a copy of an application for an order for protection, an affidavit from an organization which provides
services to victims of domestic violence or documentation from a physician. Any documentation provided to an employer pursuant to
this subsection is confidential and must be retained by the employer in a manner consistent with the requirements of the Family and
Medical Leave Act of 1993, 29 U.S.C. §§ 2601 et seq.

5. The Labor Commissioner shall prepare a bulletin which clearly sets forth the right to the benefits created by this section. The Labor
Commissioner shall post the bulletin on the Internet website maintained by the Office of Labor Commissioner, if any, and shall require
all employers to post the bulletin in a conspicuous location in each workplace maintained by the employer. The bulletin may be included
in any printed abstract posted by the employer pursuant to NRS 608.013.

6. An employer shall maintain a record of the hours of leave taken pursuant to this section for each employee for a 2-year period
following the entry of such information in the record and, upon request, shall make those records available for inspection by the Labor
Commissioner. The employer shall exclude the names of the employees from the records, unless a request for a record is

for the purpose of an investigation.

7. The provisions of this section do not:
(a) Limit or abridge any other rights, remedies or procedures available under the law.
(b) Negate any other rights, remedies or procedures available to an aggrieved party.
(c) Prohibit, preempt or discourage any contract or other agreement that provides a more generous leave benefit or paid leave
benefit.
8. As used in this section:
(a) “Domestic violence” has the meaning ascribed to it in NRS 33.018.
(b) “Family or household member” means a”
(1) Spouse;
(2) Domestic Partner;
(3) Minor child; or
(4) Parent or other adult person who is related within the first degree of consanguinity or affinity to the employee, or
other adult person who is or was actually residing with the employee at the time of the act which constitutes domestic
violence.

Pursuant to NRS 608.195 (except as otherwise provided in NRS 608.0165) any person who violates provisions of NRS 608.005 to 608.195
inclusive is guilty of a misdemeanor. In addition to any other remedy or penalty, the Labor Commissioner may impose against the person an
administrative penalty of not more than $5,000 for each violation.

OLC 2019
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FORM 17 Revised 11/2014

N.C. WORKERS' COMPENSATION NOTICE TO INJURED WORKERS AND EMPLOYERS

All employees of this business, except specifically excluded executive officers, suffering work-related
injuries may be entitled to Workers’ Compensation benefits from the employer or its insurance carrier.

IF YOU HAVE A WORK-RELATED INJURY OR AN OCCUPATIONAL DISEASE
The Employee Should:

e Report the injury or occupational disease to the Employer immediately.
e Give written notice to the Employer within 30 days.

e File a claim with the Industrial Commission on a Form 18 immediately, but no later than 2 years from injury date or occupational disease.
Give a copy to the Employer.

e If medical treatment and wage loss compensation are not promptly provided, call the insurance carrier/administrator or request a hearing
before the Industrial Commission using a Form 33 Request for Hearing. Commission forms are available at website www.ic.nc.gov or by
calling the Help Line.

e Your employer’s workers' compensation insurance carrier is
e Theinsurance policy number is
e Your employer’s workers’ compensation insurance policy is valid from until

For assistance: Call the Industrial Commission HELP LINE—(800) 688-8349.
The Employer Should:

e Provide all necessary medical services to the Employee.

e Report the injury to the carrier/administrator and file a Form 19 Report of Injury within 5 days with the Industrial Commission, if the
Employee misses more than 1 day from work or if cumulative medical costs exceed $2,000.00.

e Give a copy of your completed Form 19 to the Employee along with a copy of a blank Form 18 Notice of Accident.
e Ensure that compensation is promptly paid as required under the Workers’ Compensation Act.

For assistance with Safety Education Training contact:
Director of Safety Education at (919) 807-2602 or safety@ic.nc.gov

NORTH CAROLINA INDUSTRIAL COMMISSION

_ S .i 4335 MAIL SERVICE CENTER
T _— p;f;/ RALEIGH, NORTH CAROLINA 27699-4335
- Website: www.ic.nc.qov

TO EMPLOYER: THIS FORM MUST BE PROMINENTLY POSTED IF YOU HAVE WORKERS' COMPENSATION INSURANCE OR QUALIFY AS SELF-INSURED. (N.C. Gen. Stat. §97-93).



Certificate of Coverage
and Notice to Workers as to Benefit Rights

Employers covered by the Employment Security Law of North Carolina (Chapter 96 of the North Carolina General Statutes)
contribute to a special fund set aside for the payment of unemployment insurance benefits. No money is withheld from workers’
checks for unemployment insurance purposes.

If your work hours are substantially reduced or your job is eliminated due to lack of work you may qualify for unemployment insur-
ance benefits. If you work less than the equivalent of (3) customary scheduled full time days, during any payroll week because work
was not available, you may be eligible for unemployment insurance benefits. An employer may file claims for employees through
the use of automation in case of partial unemployment. An employer may file an attached claim for an employee only once during
a benefit year, and the period of partial unemployment for which the claim is filed may not exceed six consecutive weeks. You must
notify the employer of any wages earned from all sources during the payroll week. Unemployment insurance benefit payments are
processed in Raleigh, North Carolina. Please be sure that your employer has your correct mailing address.

If you lose your job with this employer, you may contact the Department of Commerce, Division of Workforce Solutions (DWS) at
www.nccommerce.com/workforce to assist you in securing suitable work. DWS provides a wide variety of services free of charge.
If suitable work is not readily available you may file a claim for unemployment insurance benefits with the Division of
Employment Security at des.nc.gov, or by phone at 877-841-9617.

By law, workers who become unemployed for other reasons or who refuse suitable work may be denied unemployment insurance
benefits.

If you have any questions about unemployment insurance benefits or need more information, contact the Division of Employment
Security at the address shown on the bottom of this poster.

During Labor Disputes [Section 96-14.7(b)]

An individual is disqualified for benefits if the Division determines the individual’s total or partial unemployment is caused by a
labor dispute at your place of employment or any location owned by the employer within the state of North Carolina. Once the
labor dispute has ended, such workers shall continue to be ineligible for unemployment insurance benefits for the period of time
that is reasonably necessary to resume operations in the workers’ place of employment

Instructions for Employers

1. Post this notice on your premises in such a place that all employees may see it. Additional
copies may be obtained on-line at des.nc.gov.

2. You must notify affected workers of a vacation period within a reasonable period of time before
it begins.

3. Benefit claims for attached workers may be filed on-line at des.nc.gov.

DES HIGHLY RECOMMENDS POSTING THIS INFORMATION.
For More Information, Contact:

North Carolina Department of Commerce
Division of Employment Security

P.O. Box 25903

Raleigh, N.C. 27611

Telephone: (919) 707-1237

des.nc.gov

Revised December 16, 2016
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N.C. Department of Labor

Wage and Hour Act
Minimum Wage: $7.25 per hour (effective 7/24/09).

Employers in North Carolina are required to pay the higher of the
minimum wage rate established by state or federal laws. The federal
minimum wage increased to $7.25 per hour effective July 24, 2009;
therefore, employers in North Carolina are required to pay their
employees at least $7.25 per hour.

An employer may pay as little as $2.13 per hour to tipped employees so
long as each employee receives enough in tips to make up the difference
between the wages paid and the minimum wage. Employees must be
allowed to keep all tips, except that pooling is permitted if no employee’s
tips are reduced more than 15%. The employer must keep an accurate and
complete record of tips as certified by each employee monthly or for each pay
period. Without these records, the employer may not be allowed the tip credit.

Certain full-time students may be paid 90% of the minimum wage, rounded
to the lowest nickel.

Overtime

Time and one-half must be paid to all employees after 40 hours of work in any one
workweek with some exceptions. The state overtime provisions specifically do
not apply to certain types of employees and do not apply to employees classified
as exempt under the FLSA. Exemptions may be found in NCGS § 95-25.14.

Youth Employment

Rules for all youths under 18 years old are: Youth employment
certificates are required. To obtain a YEC, please visit our website at
www.labor.nc.gov.

Hazardous or Detrimental Occupations: State and federal labor laws
protect youth workers by making it illegal for employers to hire them in
dangerous jobs. For example, non-agricultural workers under 18 years of age
may not operate a forklift; operate many types of power equipment such as
meat slicers, circular saws, band saws, bakery machinery or woodworking
machines; work as an electrician or electrician’s helper; or work from any
height above 10 feet, including the use of ladders and scaffolds. Certain
exemptions apply for Supervised Practice Youth Internships. For a complete
list of prohibited jobs, please visit our website at www.labor.nc.gov.

Additional rules for 16- and 17-year-olds are: No work between 11 p.m.
and 5 a.m. when there is school the next day. Exception: When the employer
gets written permission from the youth’s parents and principal.

Additional rules for 14- and 15-year-olds are:

Where work can be performed: Retail businesses, food service
establishments, service stations and offices of other businesses. Work is not
permitted in manufacturing, mining or construction, or with power-driven
machinery, or on the premises of a business holding an ABC permit for the
on-premises sale or consumption of alcoholic beverages; except that youths
at least 14 years of age can work on the outside grounds of the premises with
written consent from a parent or guardian as long as the youth is not involved
with the preparation, serving, dispensing or sale of alcoholic beverages.

N.C. Department of Labor

Maximum hours per day: Three on school days; eight if a non-school day.

Maximum hours per week: 18 when school is in session; 40 when school is
not in session.

Hours of the day: May work only between 7 a.m. and 7 p.m. (9 p.m. from
June 1 through Labor Day when school is not in session).

Breaks: 30-minute breaks are required after any period of five consecutive
hours of work.

Additional rules for youths under 14 years old are: Work is generally
not permitted except when working for the youth’s parents; in newspaper
distribution to consumers; modeling; or acting in movie, television, radio or
theater production.

These state youth employment provisions do not apply to farm, domestic or
government work.

Wage Payment

Wages are due on the regular payday. If requested in writing, final paychecks
must be sent by trackable mail. When the amount of wages is in dispute, the
employer’s payment of the undisputed portion cannot restrict the right of
the employee to continue a claim for the rest of the wages.

Employees must be notified in writing of paydays, pay rates, policies on
vacation and sick leave, and of commission, bonus and other pay matters.
Employers must notify employees in writing of any reduction in the rate of
promised wages at least one pay period prior to such change.

Deductions from paychecks are limited to those required by law and
those agreed to in writing on or before payday. If the written authorization
that the employee signs does not specify a dollar amount, the employee
must receive prior to payday (1) written notice of the actual amount to be
deducted, (2) written notice of their right to withdraw the authorization,
and (3) be given a reasonable opportunity to withdraw the authorization.
The written authorization or written notice may be given in an electronic
format, provided the requirements of the Uniform Electronic Transactions
Act (Chapter 66, Article 40 of the N.C. General Statutes) are met.

The withholding or diversion of wages owed for the employer’s benefit
may not be taken if they reduce wages below the minimum wage. No
reductions may be made to overtime wages owed.

Deductions for cash or inventory shortages or for loss or damage to an
employer’s property may not be taken unless the employee receives
seven days’ advance notice. This seven-day rule does not apply to these
deductions made at termination. An employer may not use fraud or duress
to require employees to pay back protected amounts.

If the employer provides vacation pay plans to employees, the employer shall
give vacation time off or payment in lieu of time off, as required by company
policy or practice. Employees must be notified in writing of any company
policy or practice that results in the loss or forfeiture of vacation time or pay.
Employees not so notified are not subject to such loss or forfeiture.

The wage payment provisions apply to all private-sector employers doing
business in North Carolina. The wage payment provisions do not apply to
any federal, state or local agency or instrumentality of government.

Wage and Hour Notice to Employees

Complaints

The department’s Wage and Hour Bureau investigates complaints and
may collect back wages plus interest if they are due to the employee.
The state of North Carolina may bring civil or criminal actions against
the employer for violations of the law. The employee may also sue the
employer for back wages. The court may award attorney’s fees, costs,
liquidated damages and interest.

Anyone having a question about the Wage and Hour Act may call:
1-800-NC-LABOR (1-800-625-2267)

Employee Classification

Any worker who is defined as an employee by the N.C. Wage and Hour Act
(N.C. Gen Stat. 95-25.2(4)), the N.C. Employee Fair Classification Act, the
Internal Revenue Code as adopted under N.C. Employment Security laws
(N.C. Gen. Stat. 96-1(b)(10)), the N.C. Workers” Compensation Act (N.C.
Gen. Stat. 97-2(2)), or the N.C. Revenue Act (N.C. Gen. Stat. 105-163.1(4))
shall be treated as an employee.

Any employee who believes that he or she has been misclassified as an
independent contractor by his or her employer may report the suspected
misclassification to the N.C. Industrial Commission’s Employee Classification
Section by phone, email or fax. When filing a complaint, please provide the
physical location, mailing address, and if available, the telephone number and
email address for the employer suspected of employee misclassification:

Employee Classification Section
N.C. Industrial Commission

1233 Mail Service Center

Raleigh, NC 27699-4333

Email: emp.classification@ic.nc.gov
Phone: 919-807-2582

Fax: 919-715-0282

Employment at Will

North Carolina is an employment-at-will state. The term “employment-at-
will” simply means that unless there is a specific law to protect employees or
an employment contract providing otherwise, then an employer can treat its
employees as it sees fit and the employer can discharge an employee at the
will of the employer for any reason or no reason at all.

Right-to-Work Laws

North Carolina is a “right-to-work” state. Right-to-work applies to collective
bargaining or labor unions. The right of persons to work cannot be denied
or reduced in any way because they are either members of a labor union
(including labor organization or labor association) or chose not to be a
member of any such labor union. An employer cannot require any person, as
a condition of employment or continuation of employment, to pay any dues
or other fees of any kind to a labor union. Also, an employer cannot enter into
an agreement with a labor union whereby (1) non-union members are denied
the right to work for the employer, (2) membership is made a condition of
employment or continuation of employment, or (3) the labor union acquires
an employment monopoly in any enterprise.

NCDOL has no enforcement authority regarding labor union laws. For employee
concerns regarding labor unions, contact the Regional Office of the National
Labor Relations Board. The NLRB is an independent federal agency that
protects the rights of private sector employees to join together, with or without a
union, to improve their wages and working conditions. Regional office contact:

NLRB—Region 11 Office
Republic Square

4035 University Parkway, Suite 200
Winston-Salem, NC 27106-3325
336-631-5201

Retaliatory Employment
Discrimination

The department’s Retaliatory Employment Discrimination Bureau investigates
complaints filed by employees against their employers for alleged violations of
the N.C. Retaliatory Employment Discrimination Act (REDA). Under REDA,
an employer may not retaliate against an employee for engaging in REDA-
protected activities, such as filing a claim or initiating an inquiry, related to
certain rights under the following:

* Workers” Compensation Claims

* Wage and Hour Complaints

* Occupational Safety and Health Complaints

* Mine Safety and Health Complaints

Genetic Testing Discrimination

Sickle Cell or Hemoglobin C Carriers Discrimination
+ N.C. National Guard Service Discrimination
Participation in the Juvenile Justice System
Exercising Rights Under Domestic Violence Laws
Pesticide Regulation Complaints

Drug Paraphernalia Complaints

Employees who believe they have been retaliated against in their employment
because of activities under the above statutes, or employers who have questions
about the application of REDA, may call:

1-800-NC-LABOR (1-800-625-2267)

A REDA complaint must be filed with the bureau within 180 days of the date of retaliation.

www.labor.nc.gov

Follow NCDOL on
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Wage and Hour Notice to Employees and OSH Notice to Employees must be posted together.

OSH Notice to Employees

Safety and Health

N.C. Department of Labor Responsibilities

The state of North Carolina has a federally approved program
to administer the Occupational Safety and Health Act in North
Carolina. This program is administered by the N.C. Department
of Labor, Occupational Safety and Health (OSH) Division.

The OSH Division has the following responsibilities and powers:

* Inspections—The OSH Division conducts workplace inspections
that can be triggered by complaints, accidents or because the
workplace has been randomly selected for an inspection.

 Citations—Following an inspection, the employer may be
cited for one or more violations of the OSHA standards. The
employer will be given a timetable to correct the violation to
avoid further action.

 Penalties—An employer can be fined up to $7,000 for each
“serious” violation. Serious violations that involve injury to
a person under 18 years of age could result in fines up to
$14,000 per violation. An additional maximum $7,000 penalty
can be assessed for each day an employer fails to correct or
abate a violation after the allotted time to do so has passed.

A penalty of up to $70,000 may be issued for each willful or
repeat violation of an OSHA standard.

Criminal penalties of up to $10,000 may apply against employers
who are found guilty of willfully violating any standard, rule
or regulation that has resulted in an employee’s death.

* OSHA Standards—The division adopts all federally mandated
OSHA standards verbatim or can rewrite them to meet state
conditions, as long as the new version is at least as strict as the
federal standard.

A copy of any specific standard adopted by the OSH Division
is available free of charge. The entire “General Industry” or
“Construction Industry” standards are available for a nominal
cost by calling 1-800-625-2267 or 919-707-7876.

Unemployment Insurance

NCDOL does not handle matters relating to unemployment
insurance. If you would like information about unemployment
insurance policies or procedures, please contact the Department
of Commerce, Division of Employment Security, P.O. Box 25903,
Raleigh, NC 27611-5903, 1-888-737-0259; www.ncesc.com.

Employer Rights and Responsibilities

Public and private sector employers have a “general duty” to
provide their employees with workplaces that are free of recog-
nized hazards likely to cause serious injury or death. Employers
must comply with the OSHA safety and health standards adopted
by the Labor Department.

 Inspections—An employer has the legal right to refuse to
allow an inspector to enter the workplace without an admin-
istrative inspection warrant. If this occurs, the inspector will
obtain a warrant to conduct the inspection. The employer
has the right to accompany the inspector during the physical
inspection.

* Discrimination—It is illegal to retaliate in any way against
an employee for raising a health or safety concern, filing
a complaint, reporting a work-related injury or illness, or
assisting an inspector. The department will investigate and
may prosecute employers who take such action.

* Citations—If an OSH inspection results in one or more citations,
the employer is required to promptly and prominently display
the citation(s) at or near the place where the violation allegedly
occurred. It must remain posted for three working days or until
the violation has been corrected or abated, whichever is longer.

* Contesting Penalties—Once an employer has been cited, he or
she may request an “informal conference” with OSH officials
to discuss the penalty, abatement or other issues related to the
citation. This request must be made within 15 working days after
the citation is received.

The employer may formally contest (by filing a “Notice of
Contest”) the citation(s) or proposed penalty to the N.C.
Occupational Safety and Health Review Commission. The
Review Commission is an independent body that hears and
decides contestments by employers and employees concerning
citations, abatement periods and penalties.

Employers wishing to know more about the procedures for
filing a “Notice of Contest” should contact the Review Commission.
Telephone: 919-733-3589. Website: www.oshrb.state.nc.us.

* Injury and Illness Records—Employers with 11 or more
employees, unless specifically exempted, are required to
maintain updated occupational injury and illness records of
their employees. Recordkeeping forms and information
concerning these requirements may be obtained from the
Education, Training and Technical Assistance Bureau, N.C.
Department of Labor. Call 1-800-625-2267 or 919-707-7876.

* Accident and Fatality Reporting—An employer must report
the following:

Within eight hours: Any work-related fatality.
Within 24 hours:

* Any work-related in-patient hospitalization of one or more
employees.

* Any work-related amputation.
* Any work-related loss of an eye.

To report an accident, call the OSH Division at 1-800-625-2267
or 919-779-8560.

Employee Rights and Responsibilities

Public and private sector employees must comply with occupational
safety and health standards, rules, regulations, and those orders issued
under OSHA that relate to their own actions and conduct.

* Complaints—An employee has a right to make a complaint
regarding workplace conditions he or she believes are unsafe,
unhealthy or in violation of OSHA standards. When an OSH
inspector is in an employee’s workplace, that employee has a
right to point out unsafe or unhealthy conditions and to freely
answer any questions asked by the inspector. When making
a complaint, the employee may request that his or her name
be kept confidential.

To make a complaint, call 1-800-625-2267 or 919-779-8560.
Complaints also can be made online at www.labor.nc.gov.

* Contesting Abatement—Employees may contest any abate-
ment period set as a result of an OSH inspection at their
workplace. An employee has the right to appear before the
Review Commission to contest the abatement period and
seek judicial review.

N.C. Workers’ Compensation Notice to Injured Workers and Employers (Form 17)

NCDOL does not handle matters relating to workers’ compensation. If you would like information about workers’ compensation policies or
procedures, please contact the N.C. Industrial Commission at N.C. Industrial Commission, 4340 Mail Service Center, Raleigh, NC 27699-4340;
919-807-2500; www.ic.nc.gov. Form 17 must be prominently posted and must be printed in the same colors and format that appear on the
Industrial Commission website. To download and print the current version of Form 17, visit www.ic.nc.gov.

Other OSHA Information

* Federal Monitoring—The OSH Division is monitored by
the U.S. Department of Labor. Federal authorities ensure that
continued state administration is merited. Any person who
has a complaint about the state’s administration of OSHA
may contact the Regional Office of the U.S. Department of
Labor, 61 Forsyth St. S.W., Suite 6T50, Atlanta, GA 30303.

* Additional Information or Questions—Anyone having a
question about any of the above information may write or call:

N.C. Department of Labor
Occupational Safety and Health Division
1101 Mail Service Center

Raleigh, NC 27699-1101

Phone: 1-800-625-2267

Fax: 919-707-7964

E-mail: ask.osh@labor.nc.gov
www.labor.nc.gov

é Josh Dobson

Commissioner of Labor

This notice must be posted conspicuously.
This poster is available free of charge to all
North Carolina workplaces.

Call 1-800-625-2267 or 919-707-7876
or order online.

1-800-NC-LABOR
(1-800-625-2267)
www.labor.nc.gov

Follow NCDOL on
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‘ DEPARTMENT OF LABOR & INDUSTRY
BUREAU OF WORKERS’ COMPENSATION

REMEMBER: IT IS IMPORTANT
TO TELL YOUR EMPLOYER
ABOUT YOUR INJURY

The name, address and telephone number of your employer’s workers’ compensation insurance company, third-party administrator
(TPA), or person handling workers’ compensation claims for your company, are shown below.

Employer Name:

IF INSURED:
(Complete all applicable spaces)

Name of Insurance Company:

Date Posted:

IF SOMEONE OTHER THAN INSURER IS
HANDLING CLAIMS:
(Complete all applicable spaces)

Name of TPA (Claims administrator):

Address:

Address:

Telephone Number:

Insurer Code:

Telephone Number:

IF SELF-INSURED
(Complete all applicable spaces)

Name of person handling claims at

the self-insured:

IF SOMEONE OTHER THAN SELF-INSURER IS
HANDLING CLAIMS:
(Complete all applicable spaces)

Name of TPA (Claims administrator):

Address:

Address:

Telephone Number:

Insurer Code:

Telephone Number:

Any individual filing misleading or incomplete information knowingly and with the intent to defraud is in violation of Section 1102 of the Pennsylvania Workers” Compensation Act,
77 P.S. §1039.2, and may also be subject to criminal and civil penalties under 18 Pa. C.S.A. §4117 (relating to insurance fraud).

Employer Information Claims Information Services
Services toll-free inside PA: 800.482.2383
717.772.3702 local & outside PA: 717.772.4447

Auxiliary aids and services are available upon request to individuals with disabilities
Equal Opportunity Employer/Program

LIBC-500 REV 01-15

Hearing Impaired Email
toll-free inside PA TTY: 800.362.4228 ra-li-bwc-helpline@pa.gov

local & outside PA TTY: 717.772.4991




pennsylvania PENNSYLVANIA UNEMPLOYMENT

DEPARTMENT OF LABOR & INDUSTRY
OFFICE OF UNEMPLOYMENT COMPENSATION BENEFITS POLICY CO M P E N SATIO N

Under the provisions of the Pennsylvania Unemployment Compensation (UC) Law, I am registered with the
Pennsylvania Department of Labor & Industry as:

NAME

ADDRESS

EMPLOYER ACCOUNT NUMBER

The UC Law can provide you with an income during periods when you are either partially or totally unemployed
through no fault of your own.

If you become UNEMPLOYED or your HOURS ARE REDUCED due to LACK OF WORK, the company, department,

agency, commission, or bureau where you worked may provide you with a completed Form UC-1609, How to
Apply for Unemployment Compensation (UC) Benefits.

IMPORTANT

Your UC application will be dated effective the week in which you actually file the application for benefits. You
should file a new claim or reopen an existing claim during the first week in which you are unemployed or that your
hours are reduced. You may risk losing some benefit eligibility if you file after the first week you are unemployed.

NOTE: To file an application for UC benefits, you will need to provide your: Scan with your
mobile phone
e Social Security Number
e Alien registration number (if not a U.S. citizen) E IE
e Complete mailing and home address =

e Name, address, and account number of employer(s) from Form UC-1609
e Dates of employment and reasons for leaving E
e Most recent pay stub (optional but helpful)

e Personal Identification Number (PIN) (if you have one from a prior claim)

You may file your new application, reopen an existing claim or get information about the UC Program online at
www.uc.pa.gov, or by calling the UC Service Center at 888-313-7284. TTY: (Hearing Impaired) at 888-334-4046.

When claiming UC benefits, you must report gross wages that you earned during any week for which you are
claiming UC benefits. Computer crossmatching is used to detect the illegal receipt of UC payments resulting from
unreported work and earnings, as well as unreported pensions.

REMEMBER: Whenever you have questions or any problem regarding your UC claim, contact your UC Service
Center. Do not take outside advice. Outside advice may be incorrect and could adversely affect your eligibility
to receive UC benefits.

A person who knowingly makes a false statement or knowingly withholds information to obtain UC benefits commits
a criminal offense under section 801 of the UC Law, 43 P.S. §871, and may be subject to a fine, imprisonment,
restitution and loss of future benefits.

Auxiliary aids and services are available upon request to individuals with disabilities.

UC-700 REV 09-16 Equal Opportunity Employer/Program
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— pennsylvania
DEPARTMENT OF LABOR & INDUSTRY
BUREAU OF LABOR LAW COMPLIANCE

Minimum Wage Law Summary

Must be Posted in a Conspicuous Place in Every Pennsylvania Business
Governed by the Minimum Wage Act

The Pennsylvania Minimum Wage Act
establishes a fixed Minimum Wage and
Overtime Rate for employees. It also sets forth
compliance-related duties for the Department
of Labor & Industry and for employers. In
addition, the Minimum Wage Act provides
penalties for noncompliance. This summary
is for general information only and is not
an official position formally adopted by the
Department of Labor & Industry.

Overtime Rate:

Minimum Wage
Rate:

COMMONWEALTH OF PENNSYLVANIA

Tipped Employees:

An employer may pay a minimum of $2.83
per hour to an employee who makes $30.00
per month in tips. The employer must make
up the difference if the tips and $2.83 do not
meet the regular Pennsylvania minimum
wage.

Keeping Records:

Every employer must maintain accurate
records of each employee’s earnings and
hours worked, and provide access to Labor
& Industry.

Penalties:

Failure to pay the legal minimum wage
or other violations may result in payment
of back wages and other civil or criminal
action where warranted.

Exemptions:

Overtime applies to certain employment
classifications. (see pages 2 and 3)

Special Allowances For:

Students, learners and people with disabilities,
upon application only.

DEPARTMENT OF LABOR & INDUSTRY

TOM WOLF | GOVERNOR

LLC-1 REV 09-16 (Page 1)

KATHY M. MANDERINO | SECRETARY




Exemptions from Both Minimum Wage and Overtime Rates

Labor on a farm

Domestic service in or about the private
home of the employer

Delivery of newspapers to the consumer

Publication of weekly, semi-weekly or
daily newspaper with a circulation of
less than 4,000 when the major portion
of circulation is in the county where
published or a bordering county

Bona fide executive, administrative or
professional capacity, (including academic
administrative personnel or teacher in
public schools) or in capacity of outside
salesman. However, an employee of a
retail or service establishment shall not be
excluded from the definition of employee
employed in a bona fide executive or
administrative capacity because of the
number of hours in the employee’s work
not directly or closely related to the
performance of executive, professional or
administrative activities, if less than 40%
of the employee’s hours worked in the
workweek are devoted to such activities.

Educational, charitable, religious, or
nonprofit organization where no employer-
employee relationship exists and service is
rendered gratuitously

® [n seasonal employment, if the employee

1s under 18 years of age or if a student
under 24 years of age is employed by a
nonprofit health or welfare agency engaged
in activities dealing with handicapped or
exceptional children or by a nonprofit day
or resident seasonal recreational camp for
campers under the age of 18 years, which
operates for a period of less than three
months in any one year

In employment by a public amusement

or recreational establishment, organized
camp, or religious or nonprofit educational
conference center, if (i) it does not operate
more than seven months a year or (i1)
during the preceding calendar year, the
average receipts for any 6 months were not
more than 33%4% of its average receipts for
the other 6 months of such year

Switchboard operator employed by an

independently-owned public telephone
company which has no more than 750

stations

Employees not subject to civil service
laws who hold elective office or are on the
personal staff of such an officeholder, are
immediate advisers to the officeholder, or
are appointed by the officeholder to serve
on a policy making level

® Golf caddy

Allowances

Wages paid to any employee may include reasonable cost of board, lodging and other facilities.
This may be considered as part of the minimum wage if the employee is notified of this
condition and accepts it as a usual condition of employment at the time of hire or change of
classification. The wages, including food credit plus tips, must equal the current minimum wage.

Board: Food furnished in the form of meals on an established schedule.
Lodging: Housing facility available for the personal use of the employee at all hours.

Reasonable Cost: Actual cost, exclusive of profit, to the employer or to anyone affiliated with
the employer.

LLC-1 REV 09-16 (Page 2)



Exceptions from Minimum Wage Rates

® [ carners and students (bona fide high ® Individuals with a physical or mental
school or college), after obtaining a deficiency or injury may be paid less
Special Certificate from the Bureau of than the applicable minimum wage if a
Labor Law Compliance, (651 Boas Street, license specifying a rate commensurate
Room 1301, Harrisburg, PA 17121-0750) with productive capacity is obtained from
may be paid 85% of the minimum wage as the Bureau of Labor Law Compliance,
follows: (651 Boas Street, Room 1301, Harrisburg,
PA 17121-0750), or a federal certificate
Learners: 40 hours a week. Maximum is obtained under Section 14(c) of the
eight weeks Fair Labor Standards Act from the U.S.
Department of Labor.

Students: Up to 20 hours a week. Up to
40 hours a week during school vacation

periods
Exemptions from Overtime Rates
® A seaman ® Announcer, news editor, chief engineer

of a radio or television station, the major

® Any salesman, partsman or mechanic NI Gy e 9 Moo ol e

primarily engaged in selling and servicing

automobiles, trailers, trucks, farm O City or town of 100,000
implements or aircraft, if employed by a population or less, if it is not
non-manufacturing establishment primarily part of a standard metropolitan
engaged in the selling of such vehicles to statistical area having a total
ultimate purchasers. (Example: 51% of population in excess of 100,000;
business is selling as opposed to 49% in g

servicing such vehicles) O City or town of 25,000 population

or less, which is part of such an

area but is at least 40 airline miles

® Any employee of a motor carrier the from the principal city in the area
Federal Secretary of Transportation
has power to establish qualifications
and maximum hours of service under
49 U.S.C. Section 3102 (b)(1) and (2)
(relating to requirements for qualifications, ® Employment by a motion picture theatre
hours of service, safety and equipment
standards)

® Taxicab driver

® Any employee engaged in the processing
of maple sap into sugar (other than refined
sugar) or syrup

LLC-1 REV 09-16 (Page 3)



For Questions/Complaints

Contact: Counties Served:

Armstrong Clinton Jefferson
Bureau of Labor Law Compliance Bedford Elk McKean
Altoona District Office Blair Fayette Mifflin
1130 12th Avenue Cambria Forest Potter
Suite 200 Cameron Fulton Somerset
Altoona, PA 16601-3486 Centre Huntingdon Warren
Phone: 814-940-6224 or 877-792-8198 Clarion Indiana Westmoreland
Clearfield
Adams Lebanon
Bureau of Labor Law Compliance Columbia Montour
Harrisburg District Office Cumberland  Northumberland
651 Boas Street, Room 1301 Dauphin Perry
Harrisburg, PA 17121-0750 Franklin Snyder
Phone: 717-787-4671 or 800-932-0665 Juniata Union
Lancaster York
Bureau of Labor Law Compliance Bucks
Philadelphia District Office Chester
110 North 8th St.
Suite 203 Delaware
. : Montgomery
Philadelphia, PA 19107 Philadelohi
Phone: 215-560-1858 or 877-817-9497 Hadelphia
Bureau of Labor Law Compliance Allegheny Greene
Pittsburgh District Office Beaver Lawrence
301 5th Avenue Butler Mercer
Suite 330 Crawford Venango
Pittsburgh, PA 15222 Erie Washington
Phone: 412-565-5300 or 877-504-8354
Bureau of Labor Law Compliance Berks Lycoming Sullivan
Scranton District Office Bradford Monroe Susquehanna
201-B State Office Bldg. Carbon Northampton Tioga
100 Lackawanna Avenue Lackawanna Pike Wayne
Scranton, PA 18503 Lehigh Schuylkill Wyoming
Phone: 570-963-4577 or 877-214-3962 Luzerne

More Information is Available Online

Additional information about the Minimum Wage Act is available online at: www.state.pa.us, PA
Keyword: Minimum Wage. From the Web site you can submit a complaint form, find answers
to frequently asked questions and read more about the Minimum Wage Act.

Auxiliary aids and services are available upon request to individuals with disabilities. Equal Opportunity Employer/Program
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COMMONWEALTH OF PENNSYLVANIA

HUMAN RELATIONS COMMISSION

EMPLOYMENT PROVISIONS OF THE
PENNSYLVANIA HUMAN RELATIONS ACT

(Act of October 27, 1955, P.L. 744, as Amended)
PURPOSE OF PROVISIONS

The purpose of the employment provisions of the Pennsylvania Human Relations Act is to prevent and eliminate
unlawful discriminatory practices in employment because of race, color, religion, ancestry, age (40 and above),
sex, national origin, non-job related disability, known association with a disabled individual, possession of a
diploma based on passing a general education development test, or willingness or refusal to participate in abortio

or sterilization. UNLAWFUL DISCRIMINATORY PRACTICES

It is unlawful — on the basis of the facts listed abow — for an employer, labor union or employment agency to:

1. Deny any person an equal opportunity to obtain employment, to be promoted and to be accorded all other
rights to compensation, tenure and other terms, conditions and privileges of employment.

2. Deny membership rights and privileges in any labor organization.

3. Deny any person equal opportunity to be referred for employment.

4. Refuse to contract or otherwise discriminate in contracting with any independent contractor who is licensed by
the Bureau of Professional and Occupational Affairs.

It is also unlawful for any person, emplor, labor union or employment agency to retaliate against an individual
because the individual has filed a complaint with the Commission, or has otherwise participated in any Commissig
proceeding, or for any person to aid or abet any unlawful discriminatory practice under the Human Relations Act.

PARTIES SUBJECT TO THE ACT
The employment provisions of the Pennsylvania Human Relations Act apply to: (1) Employers of 4 or more
persons, including units of state and local government, (2) Labor organizations, and (3) Employment agencies.
WHO MAY FILE A COMPLAINT

Complaints may be filed within 180 days of the alleged act of discrimination by any of the following: (1) Any
person who believes he or she has been discriminated against, (2) The Pennsylvania Human Relations Commissio
(3) The Attorney General of Pennsylvania, or (4) An employer whose employees hinder compliance with the

provisions of the Act. PARTIES EXEMPT FROM THE ACT

The employment provisions of the Pennsylvania Human Relations Act do not apply to: (1) Any individual employe
in agriculture or domestic service, (2) any individual who, as part of his or her employment, resides in the
personal residence of the employer, (3) Any individual employed by his or her parents, spouse or child.

WHO MUST POST THIS NOTICE

Every employer, labor organization and employment agencysubject to the employment provisions of this Act is
required by law to post this notice in a conspicuous, easily accessible and well-lighted location customarily
frequented by applicants, employees or members.

n

WARNING: Removing, defacing, covering up or destroying this notice is a violation of the Pennsylvania

Crimes Code and may subject you to fine or imprisonment.

For further information, write, phone or visit the Pennsylvania Human Relations Commission:
Executive Offices: 333 Market Street, 8th Floor - Harrisburg, PA 17126
(717) 787-4410 - (717) 787- 7279 (TTY) or visit us at www .phrc.state.pa.us

To file a complaint, contact the Regional Office nearest you:

Pittsburgh Harrisburg : :

301 5th Ave., Suite 390 333 Market Street,8th Floor  © iladelphia _
Piatt Place Harrisburg, PA 17104 110 N. 8th St., Suite
Pittsburgh, PA 15222 (717) 787-9780 501

(412) 565-5395 (717) 787-7279 (TTY) Philadelphia, PA 19107

(412) 565-5711 (TTY) (718 BAN-240A
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Department of Labor & Industry LABOR & iNDUSTRY Bureau of Labor Law Compliance

Abstract of the Equal Pay Law

Must be Posted in a Conspicuous Place in Every Pennsylvania Business
Governed by the Equal Pay Law

Discrimination on Basis of Sex
Prohibited:

Prohibits discrimination by any employer
in any place of employment between
employees on the basis of sex, by paying
wages to any employee at a rate less than
the rate paid to employees of the opposite
sex for work under equal conditions on
jobs which require equal skills. Provides
that variation in payment of wages is not
prohibited when based on a seniority,
training or merit increase system that does
not discriminate on the basis of sex.

Administration:

Empowers the Secretary of Labor &
Industry to administer the provisions of the
act, and to issue rules and regulations to make
effective the provisions of the act.

Collection of Unpaid Wages in Case of
Discrimination:

Provides for the collection of unpaid
wages due under the act and in addition,
an equal amount of liquidated damages
and reasonable attorney's fee and costs.
Authorizes the Secretary of Labor &
Industry and upon an employee's request,
to take assignment of such a wage claim for

collection. Limits the period for such action
to two years from the date upon which the
violation occurs.

Records Required:

Requires employer to keep and maintain
records of wages, wage rates, job
classifications and other terms and
conditions of employment of the persons
employed, as the Secretary of Labor &
Industry shall prescribe. Requires that
employers post an abstract of the law.

Penalties:

Provides for a fine of not less than $50 nor
more than $200, or imprisonment of not less
than 30 days nor more than 60 days, for:

(1) employer who wilfully and knowingly
violates provisions of the act, or discharges
or otherwise discriminates against an
employee who makes a complaint, institutes,
or testifies at, proceedings under the act;
and (2) employer who fails to keep required
records, falsifies such records, hinders,
delays, or otherwise interferes with the
Secretary or his authorized representative

in the performance of his duties in the
enforcement of the act. Each day a violation
continues shall constitute a separate offense.

More Information is Available Online

Additional information about the Equal Pay Law is available online at: www.state.pa.us, PA Key-
word: labor & industry. Click on “Labor Law Compliance” under Quick Links.

Auxiliary aids and services are available upon request to individuals with disabilities. Equal Opportunity Employer/Program
LLC-8 REV 2-07



COVID-19 Safety Procedures for Businesses

PROTECTING CUSTOMERS AND EMPLOYEES WORKING IN THE COMMONWEALTH

Requirements for Businesses Authorized

Additional Safety Guidance for Any

to Continue In-Person Operations:

Health and Cleaning

* Provide masks for employees to wear at all times.

+ Clean and disinfect the building frequently, especially high-
touch areas.

+ Make sure employees have access to soap and water, hand
sanitizer, and disinfectant wipes.

+ Tell employees they should notify their supervisor if they are
sick and stay home.

+ Employees that are asymptomatic and positive should not
return to work.

Social Distancing

* Prevent large groups from entering or leaving the building at
the same time.

+ Limit the number of employees in common areas.

+ Conduct meetings virtually. For in-person meetings, limit the
number of employees and maintain a distance of six feet.

+ Don't allow non-essential visitors.

If there is a COVID-19 exposure in your building
+ Establish a plan for employee COVID-19 exposure, that
includes building cleaning and notifying affected employees.

See COVID-19 Safety Guidance at pa.gov for more details.

o Wait at least 24 hours (or for as long as practical) before
cleaning and disinfecting the area visited or used by the sick
person. Do the same for all shared areas and equipment
used by the sick person.

o Ensure each employee’s temperature is taken before they
enter the building, either at the workplace or at home. Do
not allow those who have a temperature of 100.4°F or higher
to enter the worksite.

o Employees should notify their supervisor if they have
symptoms and go or stay home.

> Open windows and doors to let air in. Use ventilation fans to
help circulate air.

+ Advise sick employees to follow CDC recommended guidance
on home isolation.

Retail Operations at Your Location

+ Conduct business with the public by appointment only, when
possible.

+ Limit the number of people inside the building according to PA
Department of Health guidance.

* Modify business hours so there is enough time to clean and
restock.

+ Install shields at check-out areas to separate cashiers and
customers.

* Provide delivery or pick-up options and encourage online
ordering.

+ Designate a specific time for people at high risk to use the
business at least once a week.

* Require customers to wear masks or face coverings.

+ Limit check-out lanes to every other register and rotate every
hour to allow for disinfection.

+ Schedule handwashing breaks for employees at least every
hour.

+ Assign an employee to wipe down carts and handbaskets
before the customer uses it.

Questions or Concerns?
Businesses @
"/

Contact the Department of Health at

1-877-PA-HEALTH (1-877-724-3258). .
pennsylvania

DEPARTMENT OF HEALTH

Employees or Customers

If you feel unsafe at your workplace relative to COVID-19

concerns, file a complaint with:

* Alocal health department or law enforcement agency.

+ The Occupational Safety and Health Administration at
OSHA.gov.

+ The PA Department of Health at health.pa.gov.

Remember These Important Steps to Stop the Spread of COVID-19

Maintain a distance of at least 6 feet from other individuals.
Wash hands with soap and water for at least 20 seconds as
frequently as possible, or use hand sanitizer if soap and water
are not available.

+ Cover coughs or sneezes with a sleeve or elbow.
* Do not shake hands.

* Regularly clean high-contact surface areas.

+ When sick, stay at home.

od—)he

e
Keep
6’ Apart

NOTICE

All businesses in the Commonwealth that elect to maintain in-person operations, if permitted to operate under the Orders of the
Governor and Secretary of Health, must strictly adhere to the guidance published by the Pennsylvania Department of Health, and must
prominently display this Notice and COVID-19 SAFETY PROCEDURES FOR BUSINESSES at each work location (building or worksite).

In addition, each business must, for each work location (building or worksite), identify a Pandemic Safety Officer to respond to employee
and subcontractor questions regarding these requirements. This business’s or work site’s Pandemic Safety Officer is:

Name Number Email

As business owner/operator/site foreperson/manager, | acknowledge and understand the foregoing, and confirm that my business/
worksite will adhere to these requirements, as may be amended by orders of the Governor or Secretary of Health.

Signature Date

08/06/20, 8:17 AM


https://www.osha.gov/
https://www.health.pa.gov

State of Rhode Island

Labor Laws




NOTICE OF RIGHT TO BE FREE FROM DISCRIMINATION
BECAUSE OF PREGNANCY, CHILDBIRTH AND RELATED CONDITIONS

State law protects employees and applicants from discrimination based on pregnancy, childbirth and related
conditions. Federal law provides similar protections.

Employees and applicants have the right under state law to request a reasonable accommodation for conditions
related to pregnancy, childbirth and related conditions such as the need to express breast milk for a nursing
child. This workplace may not: : DT

srefuse to grant you the reasonable accommodation unless it would create an undue hardship on
this employer's enterprise, business or program;

srequire you to take a leave if another reasonable accommodation can be granted; or

edeny you employment opportunities based on a refusal to provide a reasonable accommodation.

If you want to request. a reasonable accommodation, or if you have been discriminated against based on
pregnancy, childbirth or related condition, please contact one of the following staff members:

Name Name

Phone Number Phone Number
Email address - - - - Email address
Address Address

If you have been the victim of discrimination based on pregnancy, childbirth or related conditions and/or
denial of a reasonable accommodation, contact:

Rhode Island Commission for Human Rights
180 Westminster Street, 3" Floor
Providence, Rl 02903
(401) 222-2661
TTY: 401-222-2664

www.richr.ri.gov
RICHR/July 2015




STATE OF RHODE ISLAND
DEPARTMENT OF LABOR & TRAINING

This employer is subject to the provisions of the

WORKERS’ COMPENSATION ACT
of the State of Rhode Island

Workers” Compensation Insurance Company:

Adjusting Company:

Telephone: Policy Effective Date:

In accordance with Rhode Island General Law §28-32-1, the employer must report to
the Director of Labor and Training every personal injury sustained by an employee if
the injury incapacitates the employee from earning full wages for at least three (3)
days or requires medical treatment, regardless of the period of incapacity. If the
injury proves fatal, the report must be filed within forty-eight (48) hours. If not fatal, the
report shall be made within ten (10) days of the injury.

An injured employee shall have the freedom to choose medical treatment initially.
The employee’s first visit to any facility under contract or agreement with the employer
or insurer to provide priority care shall not be considered the employee’s initial choice.

For more information about Workers’ Compensation procedures and benefits, call the
Education Unit at (401) 462-8100 and press option #1 or TDD (401) 462-8006. If you
suspect fraud, contact the Fraud Prevention Unit at (401) 462-8100 and press option #7.

In accordance with Rhode Island General Law §28-29-13, this notice must be posted
and maintained in conspicuous places where workers are employed.
Fines may be imposed for noncompliance.

DWC-8 (1/2013)




Unemployment Insurance Benefits

If you become totally/partially unemployed:

1. File your claim for benefits with the RI Dept. of Labor and Training (DLT)
within seven days of your layoff date.

2. You may file your claim online at www.dlt.ri.gov/ui or by telephone at (401)
243-9100. Please visit www.dlt.ri.gov/ui for hours of operation. For additional
information, visit www.dlt.ri.gov/ui or call (401) 243-9100.

3. Monday is a high-volume telephone day; you may prefer to file your claim
later in the week. You will need your Social Security number and name,
address and telephone numbers of your employers for the last two years.
If you are not a U.S. citizen, your alien registration number is required.

4. To collect unemployment benefits, the law requires that:

a. You must be unemployed through no fault of your own,

b. You must have earned minimum qualifying wages while you were
working,

c. You must be physically able to work, available for work and actively
seeking work, and

d. You must register for work with the RI Dept. of Labor and Training.

You are protected under provisions of the Rhode Island
Employment Security Act and the Temporary Disability Insurance Act.

Employment and Training Services

If you need help finding a job:
The RI Dept. of Labor and Training offers free employment and training
related services including:
1. Job referral and placement services.
2. Resource rooms with a wide range of employment and training resources.
3. Career counseling and testing to help assess aptitudes and interests.
4. Internet access for employment and training information.
5. Job Search workshops to help you develop interviewing skills.
6. Résumé writing seminars to help you create an effective résumé and cover
letter.
Visit www.networkri.org for a location near you. You can also access many
services on the Internet at www.employri.org.

L=Z RIDepartment of Labor and Training * 1511 Pontiac Avenue * Cranston, Rl 02920

Notice to All Employees

Temporary Disability Insurance Benefits

Who is Eligible for TDI Benefits?
If you have become ill or injured and meet all of the following requirements,
you may be entitled to receive benefits:
1. You are unemployed due to illness, surgery, or injury for a minimum of
seven consecutive days or more, and
2. You are under the care of an approved Qualified Health Care Provider and
3. You have a timely exam: an in-office physical exam the week within the
calendar week in which the first day of unemployment due to sickness
occurs or within the calendar week prior or subsequent thereto.
4. You earned enough qualifying wages during the base period to be
monetarily eligible.

Who is Eligible for Temporary Caregiver Insurance Benefits?
If you are caring for a seriously ill: child, spouse, parent, parent in-law,
grandparent, domestic partner, or you are bonding with a newborn child,
adopted child or foster child within the first 12 months of parenting; you may
be eligible to receive benefits if you meet the following requirements:
1. You are unemployed because you are caring for a seriously ill family
member or bonding with a child and
2. You provide the department with the required medical evidence of the
seriously ill family member and your need to care for him/her or the
required proof of parent child relationship for bonding claims and
3. You earned enough in qualifying wages to be monetarily eligible.

How to Apply:
You can apply for benefits by completing a TDI application. The application
form may be obtained from one of the following sources:

1. Visit www.dlt.ri.gov/tdi to file online.

2. Visit the web site to download a TDI application.

3. Call (401) 462-8420, Option #1 to request that an application be mailed to you.
For additional information, visit www.dlt.ri.gov/tdi or call (401) 462-8420.

NOTE: You may be entitled to a refund of a portion of your contributions if
during the calendar year TDI contributions were deducted from your pay by
more than one employer. Information may be obtained regarding a refund by
calling (401) 574-8700 or writing to the RI Division of Taxation, Employer
Tax Section, One Capitol Hill, Suite 36, Providence, RI 02908-5829.

Equal Opportunity Employer/Program, auxiliary aids and services are available uponrequest to individuals with disabilities. TTY via Rl Relay 711



SEXUAL HARASSMENT
1S AGAINST THE LAW

Sexual harassment occurs when
submission to or rejection of this
conduct explicitly or
implicitly affects an individual’s
employment, unreasonably
interferes with an individual’s
work performance or creates an
Intimidating, hostile, or offensive
work environment.

Sexual harassment is a violation
of state and federal laws.

Report incidents of harassment to:

Name:

Sexual harassment is a form of
discrimination that occurs when an
individual makes unwelcome sexual
advances, requests for sexual favors and/or
other verbal or physical conduct of a sexual
nature against his or her wishes.

The harasser can be

e asupervisor

e an agent of the employer

e asupervisor in another area
o a co-worker

e anon-employee

o the same sex as the victim

The prohibition against sexual
harassment does not only apply to
employers . It also applies to labor
organizations, employment agencies,
and to individuals who aid and abet
an unlawful employment practice.

Address:

Phone:

E-mail:

If you believe you are or have been
the victim of sexual harassment,
contact:

RHODE ISLAND COMMISSION
FOR HUMAN RIGHTS
180 Westminster Street, Third Floor
Providence, RI1 02903
401-222-2661
TDD: 401-222-2664
Fax: 401-222-2616
WwWw.richr.ri.qgov




Attention
Employees

MINIMUM WAGE - RHODE ISLAND
Effective January 1, 2022

THIS LAW PROVIDES.....

HOURLY MINIMUM WAGE FOR ALL EMPLOYEES

EXCEPT: Full time students under 19 years of age working in
a non-profit religious, educational, librarial or

community services organization.

Minors 14 and 15 years of age working

not more than 24 hours in a week

Employees receiving gratuities (as of Jan. 1, 2017):

OVERTIME PAY - At least 1 1/2 times your
regular rate of pay for all hours worked over
40 in any one work week. Note: The law
contains exemptions from the minimum wage
and/or overtime pay requirements for certain
occupations or establishments.

*Learners and Handicapped workers may be
paid less than the applicable minimum but only
under certificate issued at the discretion of the
Director of Labor and Training.

MANDATORY NURSE OVERTIME -
Pursuant to RI Law §23-17.20-1 et. seq., a hospital
may not require certain nurses and certified

nurse assistants to work overtime except in an
unforeseeable emergent circumstance

MINIMUM SHIFT HOURS - Employees
requested or permitted to report for duty at the
beginning of a work shift must be provided with 3
hours work or 3 hours wages. Retail establishment
employees must be provided with 4 hours work on
Sundays and Holidays.

CHILD LABOR - Employees must be at least 16
years old to work in most nonfarm jobs and 18 to
work in nonfarm jobs declared hazardous by the
U.S. Secretary of Labor. Youths 14 and 15 may
work, with a special permit i1ssued by local school
officials, in various jobs outside school hours
under certain conditions. Different rules apply to
agriculture employment.

$12.25
as of 1/1/22

$11.03
(90% of Minimum
Wage)

$9.19
(75% of Minimum
Wage)

$3.89

ENFORCEMENT - The Rhode Island Dept.
of Labor and Training (DLT) may bring
criminal action against any employer who

pays substandard wages to an employee and
seek, upon conviction, a penalty up to $500.00
and/or imprisonment of up to 90 days. Each
week an employer fails to pay the applicable
minimum wage constitutes a separate violation.

Any employer who hinders or delays the DLT
Director or authorized representative in the
performance of duties in the enforcement of
the law; refuses to admit the Director or said
representative to any place of employment;
fails to make, keep, and preserve, any records
as required; falsifies any such record; refuses
to make such record accessible to the Director
or said representative upon demand; or refuses
to furnish a sworn statement of such record or
any other information needed for the proper
enforcement of this law, shall be deemed in
violation and subject to a fine of up to $500.
Each day such violation occurs constitutes a
separate offense.

THE LAW REQUIRES EMPLOYERS
TO DISPLAY THIS POSTER WHERE
EMPLOYEES CAN READILY SEE IT.

For more information on the Rhode Island Minimum Wage Law
Call (401) 462-WAGE (9243) or visit www.dlt.ri.gov/ls
Labor Standards Unit
Rhode Island Department of Labor and Training

DLT is an equal opportunity employer/program, auxiliary aids and services are available on request to individuals with disabilities. TTY via Rl Relay 711

DLT - L - 58 (Rev.1/19)



Ignoring This Poster
Can Be Hazardous To Your Health

Under the Rhode Island Right-To-Know Law, your employer
must tell you about the dangers of any hazardous substances in your workplace.

You have a right to know :
the common name or trade names of the substance,
including the chemical name;
the level at which exposure to the substance is
hazardous, if known;
the effects and symptoms of exposure at hazardous
levels;
the potential for flammability, explosion, and
reactivity of the substance;
appropriate emergency treatment;
proper procedures for the safe use of and exposure to
the substance;
proper protective equipment for safe use; and
procedures for clean-up of leaks and spills.

Your employer must provide you with the above information. If
he or she has not, make sure you ask about it. Your company
representative is:

The Right-To-Know Law was created to protect you. For more
information about your rights under the Hazardous Substances
Right-to-Know Law, contact the R.I. Department of Labor and
Training at (401) 462-8570 .

"Because not knowing about the hazardous substances you
work with is the greatest hazard of all.”

THIS POSTER MUST BE DISPLAYED IN A CONSPICUOUS LOCATION IN THE
WORKPLACE. DLT-L-47 (Rev. 4/2008)

The Rhode Island

RIGHT-TO-KNOW
LAW




DISCRIMINATION IS ILLEGAL

State and Federal laws prohibit harassment and discrimination in hiring, terms and conditions, promotion, discharge,
salary, benefits, and other aspects of employment based on race, color, religion, ancestral origin, sex, sexual

orientation®, gender identity or expression *, physical or mental disability or age (over 40).

*State only

State law also prohibits employers from asking applicants about arrest records,
and makes it unlawful to ask about convictions until at or after a first interview

(with certain exceptions).

You have the right to a workplace free of harassment and discrimination.

Report incidents of harassment and discrimination to the
Commission for Human Rights and the company representative named below:

Name:

Title:

Location:

Phone:

Email:
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Rhode Island

Commission for Human Rights

180 Westminster Street
Third Floor
Providence, RI 02903
401-222-2661
TDD: 401-222-2664
www.richr.ri.gov

WE ARE AN EQUAL OPPORTUNITY EMPLOYER
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NOTICE TO EMPLOYEES CONCERNING
WORKERS’ COMPENSATION IN TEXAS

COVERAGE: [Name of employer] does not
have workers’ compensation insurance coverage. As an employee of a non-covered employer, you
are not eligible to receive workers’ compensation benefits under the Texas Workers’ Compensation
Act. However, a non-covered (non-subscribing) employer can and may provide other benefits to
injured employees. You should contact your employer regarding the availability of other benefits for

a work-related injury or occupational disease. In addition, you may have rights under the common
law of Texas should you have an on the job injury or occupational disease. Your employer is required
to provide you with coverage information, in writing, when you are hired or whenever the employer
becomes, or ceases to be, covered by workers’ compensation insurance.

SAFETY VIOLATIONS HOTLINE: The Division has a 24 hour toll-free telephone number
for reporting unsafe conditions in the workplace that may violate occupational health and safety
laws. Employers are prohibited by law from suspending, terminating, or discriminating against any

employee because he or she in good faith reports an alleged occupational health or safety violation.
Contact the Division at 1-800-452-9595.

Notice 5 (01/13) TEXAS DEPARTMENT OF INSURANCE, DIVISION OF WORKERS’ COMPENSATION Rule 110.101(e)(4)



NOTICE TO EMPLOYEES CONCERNING

WORKERS’ COMPENSATION IN TEXAS

COVERAGE: [Name of employer]
has workers’ compensation insurance coverage from [name of commercial insurance company]

in the event of
work-related injury or occupational disease. This coverage is effective from [effective date of workers’
compensation insurance policy] . Any injuries or occupational diseases which occur on or after
that date will be handled by [name of commercial insurance company]
. An employee or a person acting on the employee’s behalf,
must notify the employer of an injury or occupational disease not later than the 30th day after the date
on which the injury occurs or the date the employee knew or should have known of an occupational
disease, unless the Texas Department of Insurance, Division of Workers’ Compensation (Division)
determines that good cause existed for failure to provide timely notice. Your employer is required
to provide you with coverage information, in writing, when you are hired or whenever the employer
becomes, or ceases to be, covered by workers’ compensation insurance.

EMPLOYEE ASSISTANCE: The Division provides free information about how to file a workers'’
compensation claim. Division staff will answer any questions you may have about workers’
compensation and process any requests for dispute resolution of a claim. You can obtain this assistance
by contacting your local Division field office or by calling 1-800-252-7031. The Office of Injured
Employee Counsel (OIEC) also provides free assistance to injured employees and will explain your
rights and responsibilities under the Workers’ Compensation Act. You can obtain OIEC’s assistance

by contacting an OIEC customer service representative in your local Division field office or by calling
1-866-EZE-OIEC (1-866-393-6432).

SAFETY VIOLATIONS HOTLINE: The Division has a 24 hour toll-free telephone number for
reporting unsafe conditions in the workplace that may violate occupational health and safety laws.
Employers are prohibited by law from suspending, terminating, or discriminating against any employee
because he or she in good faith reports an alleged occupational health or safety violation. Contact the
Division at 1-800-452-9595.

Notice 6 (01/13) TEXAS DEPARTMENT OF INSURANCE, DIVISION OF WORKERS’ COMPENSATION Rule 110.101(e)(1)




NOTICE TO EMPLOYEES CONCERNING
WORKERS’ COMPENSATION IN TEXAS

COVERAGE: Effective on [effective date of certificate] [name of employer]

provides workers’ compensation insurance coverage

as a member of a self-insurance group under Labor Code Chapter 407A in the event of work-related
injury or occupational disease. Claims for injuries or occupational diseases which occur on or after that
date will be handled by [name of third party administrator]
. An employee or a person acting on the employee’s behalf, must notify the employer of an injury or
occupational disease not later than the 30th day after the date on which the injury occurs or the date
the employee knew or should have known of an occupational disease, unless the Texas Department
of Insurance, Division of Workers’ Compensation (Division) determines that good cause existed for
failure to provide timely notice. Your employer is required to provide you with coverage information, in
writing, when you are hired or whenever the employer becomes, or ceases to be, covered by workers’
compensation insurance.

EMPLOYEE ASSISTANCE: The Division provides free information about how to file a workers’
compensation claim. Division staff will answer any questions you may have about workers’
compensation and process any requests for dispute resolution of a claim. You can obtain this
assistance by contacting your local Division field office or by calling 1-800-252-7031. The Office

of Injured Employee Counsel (OIEC) also provides free assistance to injured employees and will
explain your rights and responsibilities under the Workers’ Compensation Act. You can obtain OIEC’s

assistance by contacting an OIEC customer service representative in your local Division field office or
by calling 1-866-EZE-OIEC (1-866-393-6432).

SAFETY VIOLATIONS HOTLINE: The Division has a 24 hour toll-free telephone number for
reporting unsafe conditions in the workplace that may violate occupational health and safety laws.
Employers are prohibited by law from suspending, terminating, or discriminating against any employee

because he or she in good faith reports an alleged occupational health or safety violation. Contact the
Division at 1-800-452-9595.

Notice 10 (01/13) TEXAS DEPARTMENT OF INSURANCE, DIVISION OF WORKERS’ COMPENSATION Rule 110.101(e)(3)




NOTICE TO EMPLOYEES CONCERNING
WORKERS’ COMPENSATION IN TEXAS

COVERAGE: Effective on [effective date of certificate] [name of employer]

has been certified by the Texas Department of Insurance,
Division of Workers’ Compensation (Division) as a self-insured employer providing workers’
compensation insurance in the event of work-related injury or occupational disease. Claims for
injuries or occupational diseases which occur on or after that date will be handled by [name of third
party administrator] . An employee or a person
acting on the employee's behalf, must notify the employer of an injury or occupational disease not
later than the 30th day after the date on which the injury occurs or the date the employee knew or
should have known of an occupational disease, unless the Division determines that good cause
existed for failure to provide timely notice. Your employer is required to provide you with coverage
information, in writing, when you are hired or whenever the employer becomes, or ceases to be,
covered by workers’ compensation insurance.

EMPLOYEE ASSISTANCE: The Division provides free information about how to file a workers’
compensation claim. Division staff will answer any questions you may have about workers’
compensation and process any requests for dispute resolution of a claim. You can obtain this
assistance by contacting your local Division field office or by calling 1-800-252-7031. The Office

of Injured Employee Counsel (OIEC) also provides free assistance to injured employees and will
explain your rights and responsibilities under the Workers’ Compensation Act. You can obtain OIEC'’s
assistance by contacting an OIEC customer service representative in your local Division field office or
by calling 1-866-EZE-OIEC (1-866-393-6432).

SAFETY VIOLATIONS HOTLINE: The Division has a 24 hour toll-free telephone number
for reporting unsafe conditions in the workplace that may violate occupational health and safety
laws. Employers are prohibited by law from suspending, terminating, or discriminating against any

employee because he or she in good faith reports an alleged occupational health or safety violation.
Contact the Division at 1-800-452-9595.

Notice 7 (01/13) TEXAS DEPARTMENT OF INSURANCE, DIVISION OF WORKERS' COMPENSATION Rule 110.101(e)(2)




NOTICE TO EMPLOYEES CONCERNING
ASSISTANCE AVAILABLE IN THE WORKERS® COMPENSATION SYSTEM
FROM THE OFFICE OF INJURED EMPLOYEE COUNSEL

Have you been injured on the job? As an injured employee in Texas, you have the right to free assistance from the Office of
Injured Employee Counsel (OIEC). OIEC is the state agency that assists unrepresented injured employees with their claim
in the workers’ compensation system.

You can contact OIEC by calling its toll-free telephone number: 1-866-393-6432. More information about OIEC and its
Ombudsman Program is available at the agency’s website (www.oiec.texas.gov).

OMBUDSMAN PROGRAM

WHAT IS AN OMBUDSMAN? An Ombudsman is an employee of OIEC who can assist you if you have a dispute with

your employer’s insurance carrier. An Ombudsman’s assistance is free of charge. Each Ombudsman has a workers’
compensation adjuster’s license and has completed a comprehensive training program designed specifically to assist you
with your dispute.

An Ombudsman can help you identify and develop the disputed issues in your case and attempt to resolve them. If the
issues cannot be resolved, the Ombudsman can help you request a dispute resolution proceeding at the Texas Department
of Insurance, Division of Workers’” Compensation. Once a proceeding is scheduled an Ombudsman can:

e Help you prepare for the proceeding (Benefit Review Conference and/or Contested Case Hearing);
e Attend the proceeding with you and communicate on your behalf; and

e Assist you with an appeal or a response to an insurance carrier’s appeal, if necessary. %

CONNECT Y @OIEC @OIECTexas @OIECtube @oiec.texas.gov
Figure 28 TAC §276.5(c) - April 2018
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Form VWCl1

WORKERS'
COMPENSATION NOTICE

The employees of this business are covered by the Virginia Workers' Compensation Act. In case of injury by accident or
notice of an occupational disease:

THE EMPLOYEE SHOULD:

1. Immediately give notice to the employer, in writing, of the injury or occupational disease and the date of
accident or notice of the occupational disease.

2. Promptly give to the employer and to the Virginia Workers' Compensation Commission notice of any
claim for compensation for the period of disability beyond the seventh day after the accident. In case of fatal
injuries, notice must be given by one or more dependents of the deceased or by a person in their behalf.

3. In case of failure to reach an agreement with the employer in regard to compensation under the act, file
application with the Commission for a hearing within two years of the date of accidental injury or first
communication of the diagnosis of an occupational disease.

4. If medical treatment is anticipated for more than two years from the date of the accident and no award has
been entered, the employee should file a claim with the Commission within two years from the date of the
accident.

NOTE: The employer's report of accident is not the filing of a claim for the employee. The voluntary
payment of wages or compensation during disability, or of medical expenses, does not affect the running of
the time limitation for filing claims. An award based on a voluntary agreement must be entered or a claim
filed within two years; one year in death cases.

THE EMPLOYER SHOULD:

1. At the time of the accident, give the employee the names of at least three physicians from which the
employee may select the treating physician.

2. Report the injury to the Commission through your carrier or directly to the Commission.

3. Accurately determine the employee's average weekly wage, including overtime, meals, uniforms, etc.

Questions may be answered by contacting the Commission. A booklet explaining the Workers' Compensation Act is
available without cost from:

THE VIRGINIA WORKERS' COMPENSATION COMMISSION
333 E. Franklin St
Richmond, Virginia 23219

1-877-664-2566
www.workcomp.virginia.gov

Every employer within the operation of the Virginia Workers' Compensation Act MUST POST THIS NOTICE IN A
CONSPICUOUS PLACE in his place of business.



Virginia
Commission

NOTICE TO WORKERS

Every day many unemployed workers tell us that unemployment insurance is due them "because
they have paid for it." This is not true in Virginia. There are no deductions from your paycheck for
unemployment insurance. Employers' taxes are deposited in a trust fund from which
unemployment insurance benefits are paid. Do not confuse unemployment insurance with Old Age
and Survivors Insurance to which both you and your employer contribute.

YOU MAY APPLY FOR UNEMPLOYMENT INSURANCE BENEFITS IF:
* You are totally unemployed, or
* You are working at reduced wages and hours,

IF TOTALLY UNEMPLOYED, ON A TEMPORARY LAYOFF, OR IF WORKING REDUCED HOURS:
The first week you are unemployed, register for work, and file a claim for benefits. You can file your
claim online at www.vec.virginia.gov or by calling our Customer Contact Center at 1-866-832-2363.
If you are totally unemployed, you must register for work online at www.vawc.virginia.gov .

TO BE ELIGIBLE FOR BENEFITS, THE LAW REQUIRES THAT YOU:
* File a claim with the Virginia Employment Commission.
* Have earned sufficient wages from employers who are subject to the Virginia
Unemployment Compensation Act or any other State within your Base Period.
*  Must be unemployed through no fault of your own.
* Must be able and available for work and making an active search for work.
+ Continue to report as instructed by the Virginia Employment Commission.

You cannot be paid unemployment benefits until you have filed your claim and have met all of the
eligibility requirements. To speed payment of benefits, you should file your claim as soon as you
become unemployed or your hours are reduced. If you have any questions about your rights and
responsibilities under the Virginia Unemployment Compensation Act, visit our website,

or call our Customer Contact Center at 1-866-832-2363.

THE LAW REQUIRES EMPLOYERS TO POST THIS NOTICE IN A PLACE VISIBLE TO All WORKERS.

An Equal Opportunity Employer/Program
Auxiliary services are available upon to individuals with disabilities.
Please call 804-584-9841 or 866-373-6915 for Language Access/Assistance.

This notice is available in Spanish.
Direct requests to: Employer Accounts
P.O.Box 26441
Richmond, VA 23261-6441


http://www.vec.virginia.gov/
http://www.vec.virginia.gov/
http://www.vawc.virginia.gov/
http://www.vawc.virginia.gov/

WIRL A ABOR AMD |IMDUSTRY

Job Safety and
Health Protection

THE VIRGINIA OCCUPATIONAL SAFETY AND HEALTH (VOSH) LAW, BY AUTHORITY OF TITLE 40.1 OF THE LABOR LAWS OF VIR-
GINIA, PROVIDES JOB SAFETY AND HEALTH PROTECTION FOR WORKERS. THE PURPOSE OF THE LAW IS TO ASSURE SAFE
AND HEALTHFUL WORKING CONDITIONS THROUGHOUT THE STATE. THE VIRGINIA SAFETY AND HEALTH CODES BOARD
PROMULGATES AND ADOPTS JOB SAFETY AND HEALTH STANDARDS, AND EMPLOYERS AND EMPLOYEES ARE REQUIRED
TO COMPLY WITH THESE STANDARDS. THESE STANDARDS MAY BE FOUND AT THE FOLLOWING WEB ADDRESS:

http://www.doli.virginia.gov/doli requlations/doli requlations.html.

YOU MAY ALSO CONTACT THE DEPARTMENT OF LABOR AND

INDUSTRY OFFICES LISTED BELOW TO RECEIVE PRINTED COPIES OF THE VIRGINIA UNIQUE STANDARDS AND OBTAIN THE
NAMES OF PUBLISHERS OF THE FEDERAL IDENTICAL STANDARDS.

Employers

Each employer shall furnish to each of his employees employment and a place
of employment free from recognized hazards that are causing or are likely to
cause death or serious harm to his employees, and shall comply with occupa-
tional safety and health standards issued under the law.

Employees

Each employee shall comply with all occupational safety and health stan-
dards, rules, regulations and orders issued under the Law that apply to his
own actions and conduct on the job.

Inspection

The Law requires that a representative of the employer and a representa-
tive authorized by the employees be given an opportunity to accompany the
VOSH inspector for the purpose of aiding the inspection.

Where there is no authorized employee representative, the VOSH inspector
must consult with a reasonable number of employees concerning safety and
health conditions in the workplace.

Citation

If upon inspection VOSH believes an employer has violated the Law, a cita-
tion alleging such violations will be issued to the employer. Each citation will
specify a time period within which the alleged violation must be corrected.

The VOSH citation must be prominently displayed at or near the place of al-
leged violation for three days or until the violation is corrected, whichever is
later, to warn employees of dangers that may exist there.

Proposed Penalty

The Law provides for mandatory penalties against private sector employers
of up to $13,434 for each serious violation and for optional penalties of up to
$13,434 for each other—than—serious violation. Penalties of up to $13,434 per
day may be proposed for failure to correct violations within the proposed time
period. Also, any employer who willfully or repeatedly violates the Law may be
assessed penalties of up to $134,333 for each such violation.

Public Sector employers, all departments, agencies, institutions or other politi-
cal subdivisions of the Commonwealth, are subject to the penalty provisions of
16VAC 25-60-260.

Criminal penalties are also provided for in the Law. Any willful violation result-
ing in the death of an employee is punishable, upon conviction, by a fine of
not more than $70,000 or by imprisonment for not more than six months, or
by both. Subsequent conviction of an employer after a first conviction doubles
these maximum penalties.

Complaint

Employees or their representatives have the right to file a complaint with the
nearest VOSH office requesting an inspection if they believe unsafe or un-

healthy conditions exist in their workplace. VOSH will withhold, on request,
names of employees filing complaints. Complaints may be made at the De-
partment of Labor and Industry addresses shown below.

Discrimination

Itis illegal to retaliate against an employee for using any of their right under
the law, including raising a safety or health concern with the employer or
VOSH, or reporting a work-related injury or ilness.

An employee who believes they have been discriminated against for exercis-
ing their rights under the Law, may file a complaint with the Commissioner of
the Virginia Department of Labor and Industry within 60 days of the alleged
discrimination.

CASPA

Complaints About State Plan Administration: Any person may complain
to the Regional Administrator of OSHA (address below) concerning the
Administration of the State Safety and Health Program.

State Coverage

The VOSH program shall apply to all public and private sector businesses
in the State except for Federal agencies, businesses under the Atomic
Energy Act, railroad rolling stock and tracks, certain Federal enclaves, and
businesses covered by the Federal Maritime jurisdiction.

Voluntary Activity

Voluntary efforts by the employer to assure its workplace is in compliance
with the Law are encouraged. Voluntary Safety and Health Consultation
and Training Programs exist to assist employers. These services may be
obtained by contacting the Virginia Department of Labor and Industry ad-
dresses

Recordkeeping

Employers now have a new system for tracking workplace injuries and ill-
nesses. OSHA's new recordkeeping log (Form 300) is simpler to understand
and use. Using a question and answer format, the revised recordkeeping
rule provides guidance for recording occupational injuries and ilinesses and
explains how to classify specific cases. Smaller employers (10 or fewer
employees) are exempt from most requirements. To see if your industry is
partially exempt, visit the OSHA Website at www.osha.gov/recordkeeping/

pub3169text.html.

Accident Reporting

All fatalities must be reported to VOSH within eight (8) hours. All injuries or ill-
nesses that result in an in-patient hospitalization, amputation or loss of an eye
must be reported to VOSH within twenty-four (24) hours. Failure to report may
result in significant monetary penalties.

VIRGINIA DEPARTMENT OF
LABOR AND INDUSTRY

Main Street Centre

600 East Main Street, Suite 207
Richmond, Virginia 23219.
VOICE (804) 371-2327

FAX (804) 371-6524

Headquarters
Main Street Centre

Richmond, Virginia 23219.
(804) 371-2327

Central Virginia/Richmond
North Run Business Park
1570 East Parham Road
Richmond, VA 23228
(804) 371-3104

http://www.doli.virginia.gov
|

U.S. Department of Labor
OSHA Regional Administrator
The Curtis Center, STE 740 West
170 South Independence Mall West
Philadelphia, PA 19106-3309
(215) 861-4900

OCCUPATIONAL SAFETY AND HEALTH OFFICE LOCATIONS

Northern Virginia/Manassas
9400 Innovation Drive, Suite 120, The Johnson Center
600 East Main Street, Suite 207, Manassas, VA 20110.
(703) 392-0900

Tidewater/Norfolk
6363 Center Drive
Building 6, Suite 101
Norfolk, VA 23502
(757) 455-0891

Southwest/Roanoke
Brammer Village

3013 Peters Creek Road
Roanoke, VA 24019
(540) 562-3580

Abingdon

468 East Main Street, Suite 114,
Abingdon, VA 24210
(276) 676-5465

Lynchburg VIRGINIA DEPARTMENT OF
3704 Old Forest Road LABOR AND INDUSTRY
Suite B

Lynchburg, VA 24501

(434) 385-0806 C. Ray Davenport

Commissioner

Verona

P.O. Box 772

201 Lee Highway
Verona, VA 24482
(540) 248-9280

VIRGINIA SAFETY AND
HEALTH CODES BOARD

EMPLOYERS: THIS POSTER MUST BE DISPLAYED IN A PROMINENT PLACE IN THE ESTABLISHMENT TO WHICH YOUR EMPLOYEES NORMALLY REPORT TO WORK.

August, 2021



Did you know Virginia has an
income tax credit for low-income,
working individuals and families?
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FIND OUT IF YOU QUALIFY
for the Commonwealth of Virginia
Income tax credit today! Visit the
Low Income Individuals Credit
I Dage on the Virginia Tax site:
your income: www.tax.virginia.gov/low-

VARG iIncome-individuals-credit
Income Tax Credit

‘/ The Virginia Credit Call the Virginia Department of Taxation at:
(804) 367-8031, PAY-VTAX at: (804) 339-1307

} or visit: www.tax.virginia.gov

for Low Income
Individuals
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DISCRIMINATION

Washington State Law Prohibits
Discrimination in Employment

Protected Classes:

« Race » Pregnancy or maternity

« Color « Sexual Orientation or Gender Identity

« National Origin « Use of a service animal by a person with a disability

« Sex « Honorably discharged Veteran or Military status

« Creed « Retaliation for filing a whistleblower complaint with the

« Disability—Sensory, Mental or Physical state auditor

- HIV, AIDS, and Hepatitis C « Retaliation for filing a nursing home abuse complaint

. Age (40 yrs old and older) « Retaliation for opposing an unfair practice

» Marital Status

PROHIBITED UNFAIR EMPLOYMENT PRACTICES:
AN EMPLOYER OF EIGHT (8) OR MORE EMPLOYEES MAY NOT DISCRIMINATE ON THE BASIS OF A PROTECTED CLASS:
FOR EXAMPLE, AN EMPLOYER CANNOT:
« Refuse to hire you or discharge you from employment
« Discriminate in compensation or other terms or conditions of employment
« Print, circulate, or use any discriminatory statement, advertisement, publication, or job application form
- Make any discriminatory inquiries in connection with prospective employment

LABOR UNIONS MAY NOT DISCRIMINATE ON THE BASIS OF A PROTECTED CLASS.
FOR EXAMPLE, A LABOR UNION CANNOT:
« Deny membership or membership rights and privileges
« Expel from membership
« Fail to represent a person in the collective bargaining unit.

EMPLOYMENT AGENCIES MAY NOT DISCRIMINATE ON THE BASIS OF A PROTECTED CLASS.
FOR EXAMPLE, AN EMPLOYMENT AGENCY MAY NOT:
« Discriminate in classification or referrals for employment
« Print or circulate any discriminatory statement, advertisement, or publication
« Use discriminatory employment application forms, or make discriminatory inquiries in connection with prospective employment.

If you have been discriminated against, please call or go to:
1-800-233-3247 or www.hum.wa.gov

Washington State Human Rights Commission
April 2015

PRINT

3 Washington Labor Laws . .
Official Print Size - 8.5” x 11”
€ LaborLawCenter.com  questions? Learn more by calling 1-800-745-9970 Compliance Ready - Do Not Scale




DOMESTIC VIOLENCE RESOURCES

Everyone No one ever deserves to be mistreated.
Abuse is a pattern of behavior that one person uses to

deserves a gain power and control over another. These behaviors
can include isolation, emotional abuse, monitoring,

hea Ithy controlling finances, or physical and sexual assault.

. . Everyone should be free to make their own choices in
rEIatlonSh I p relationships. If you are experiencing harm or need advice,
call the National Domestic Violence Hotline. You can reach
their advocates 24/7/365 to get the support you deserve.
No names, no fees, and no judgement. Just help. 800-799-
SAFE (7233) or 800-787-3224 (TTY).

www.thehotline.org

You can also find a program in your area that can help.
Find out more about what kind of help is available at
wscadv.org/get-help-now.

The Employment Security Department is an equal opportunity
employer/program.

Auxiliary aids and services are available upon request to individuals
with disabilities. Language assistance services for limited English
proficient individuals are available free of charge. Washington
Relay Service: 711

Employment Security Department
WASHINGTON STATE
Workplace posters available at esd.wa.gov

=
-

EMS 10427 . CC 7540-032-981. Rev 07/19 . Ul-biz-poster-EN
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OCCUPATIONAL SAFETY AND HEALTH PROTECTION

It's the law! Employers must post this notice where employees can read it.
(Chapter 49.17 RCW)
All workers have the right to a safe and healthy workplace.

Employees — Your employer must protect you from hazards you
encounter on the job, tell you about them and provide training.

You have the right to:

B Notify your employer or L&l about workplace hazards. You
may ask L&I to keep your name confidential.

B Request an L&l inspection of the place you work if you believe
unsafe or unhealthy conditions exist. You or your employee
representative may participate in an inspection, without loss
of wages or benefits.

B Get copies of your medical records, including records of
exposures to toxic and harmful substances or conditions.

B File a complaint with L&l within 90 days if you believe your
employer fired you, or retaliated or discriminated against you
because you filed a safety complaint, participated in an
inspection or any other safety-related activity.

Employers — You have a legal obligation to protect employees
on the job.

Employers must provide workplaces free from recognized
hazards that could cause employees serious harm or death.

Actions you must take:

B Comply with all workplace safety and health rules that apply
to your business, including developing and implementing a
written accident prevention plan (also called an APP or safety
program).

B Post this notice to inform your employees of their rights and
responsibilities.

B Prior to job assignments, train employees how to prevent
hazardous exposures and provide required personal
protective equipment at no cost.

B Allow an employee representative to participate in an L&I
safety/health inspection, without loss of wages or benefits.
The L&l inspector may talk confidentially with a number of

11 Washington Labor Laws
% LaborLawCenter.com aquestions? Learn more by calling 1-800-745-9970
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OCCUPATIONAL SAFETY AND HEALTH PROTECTION

B Appeal a violation correction date if you believe the time
allowed on the citation is not reasonable.

The law requires you to follow workplace safety and health rules
that apply to your own actions and conduct on the job.

&

Employers must report all deaths,
in-patient hospitalizations,
amputations or loss of an eye.

Report any work-related death or in-patient hospitalization to
L&I’s Division of Occupational Safety and Health (DOSH) within
8 hours.

Report any work-related non-hospitalized amputation or loss of
an eye to DOSH within 24 hours.

For any work-related death, in-patient hospitalization,
amputation or loss of an eye, you must report the following
information to DOSH:

m Employer contact person and phone number.
m Name of business.

m Address and location where the work-related incident
occurred.

m Date and time of the incident.

m Number of employees and Where to report:

their names.
m Brief description of what m Any local L& office or
happened. m 1-800-423-7233, press

1 (available 24/7)

employees.

If you are cited for safety and/or health violations, you must
prominently display the citation at or near the place of the
violation for a minimum of seven working days, excluding
weekends and holidays. It must remain posted until all
violations have been corrected.

Firing or discriminating against any employee for filing a
complaint or participating in an inspection, investigation, or
opening or closing conference is illegal.

This poster is available free from L&l at
www.Lni.wa.gov/RequiredPosters.

Free assistance from the Division of Occupational
Safety and Health (DOSH)

B Training and resources to promote safe workplaces.

B On-site consultations to help employers identify and
fix hazards, and risk management help to lower your
workers’ compensation costs.

IE:-_-:- 10

. Division of Occupational Safety and Health

www.Lni.wa.gov/go/F416-081-909 | 1-800-423-7233

=]

Upon request, foreign language support and formats for persons with
disabilities are available. Call 1-800-547-8367. TDD users, call 711. L&l
is an equal opportunity employer.

PUBLICATION F416-081-909 [07-2022]
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Paid time off.
Peace of mind.

Paid Family and Medical Leave provides paid time off when a serious health condition prevents you from working, when you need
to care for a family member or a new child, or for certain military-related events. It's here for you when you need it most, so you can
focus on what matters.

How it works Nearly every Washington worker—whether you work full time or part time in a small to large
business—is eligible for up to 12 weeks of Paid Family and Medical Leave. You need to work 820
hours in Washington, or about 16 hours per week, over the course of about a year. You can get up to 16
weeks if you have family and medical events in the same year, or up to 18 weeks in some cases. Leave
doesn't have to be taken all at once. You can use these weeks within your “claim year,” which starts when
you apply and then runs for the next 52 weeks. When that claim year expires you can then be eligible for
leave again.

You apply for leave with the Employment Security Department and will get partial wage replacement, up
to 90 percent of your typical pay, capped at $1,327 per week.

If you meet the requirements, you have the right to take paid time off using Paid Family and Medical
Leave.

Your rights

If you qualify for Paid Family and Medical Leave, your employer cannot prevent you from taking it. Your
employer also cannot require you to use other types of leave, such as sick or vacation days, before or
after taking Paid Family and Medical Leave. The program is funded by premiums shared between workers
and many employers. The premium is 0.6% of your wage. You may pay about 73% of that total, and your
employer (if they have 50 or more employees) pays the rest. A calculator to estimate premiums is available
‘ on our website.

[\ ) To file a complaint against your employer about Paid Family and Medical Leave, email or call our Customer
Care Team at paidleave@esd.wa.gov or (833) 717-2273.

You may also contact the Office of the Paid Family and Medical Leave Ombuds. The Ombuds is appointed
by the governor and serves as a neutral, independent third party to help workers and employers in
their dealings with the Department. The Office of the Ombuds investigates, reports on and helps settle
complaints about service deficiencies and concerns with the Paid Family and Medical Leave program.
Learn more at www.paidleaveombuds.wa.gov or call the Ombuds’ office at 844-395-6697.

- Emplo-yment
Learn more and apply at paidleave.wa.gov E—

WASHINGTON STATE

Updated 12/2021
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SELF-INSURED WORKERS’ COMPENSATION

Washington State Department of

Labor & Industries

Notice to Employees

It’s the law!

)

If a job injury occurs

Your employer is self-insured. You are entitled to all of the
benefits required by the state of Washington’s workers’
compensation (industrial insurance) laws. These benefits
include medical treatment and partial wage replacement if
your work-related injury or disease requires you to miss work.
Compliance with these laws is regulated by the Department of
Labor & Industries (L&l).

What you should do
Report your injury. If you are injured, no matter how minor
the injury seems, contact the person listed on this poster.

Revised Code of Washington 51.14.100).

Get medical care. The first time you see a doctor, you may
choose any health-care provider who is qualified to treat your
injury. For ongoing care, you must be treated by a doctor in
the L&l medical network. (Find network providers at
www.FindADoc.Lni.wa.gov.) Qualified health-care
providers include: medical, osteopathic, chiropractic,
naturopathic and podiatric physicians; dentists; optometrists;
ophthalmologists; physician assistants; and advanced
registered nurse practitioners.

Employers must post this notice where employees can read it.

File your claim as soon as possible. For an on-the-job injury,
you must file a claim with your employer within one year after
the day the injury occurred. For an occupational disease,

you must file a claim within two years following the date you
are advised by a health-care provider in writing that your
condition is work related.

TO REPORT YOUR INJURY:

If you should become injured on the job or develop an
occupational disease, immediately report your injury or
condition to the person designated below:

Name:

Phone:

For additional information or help with a workers’ compensation issue you can
contact the Ombudsman for Self-Insured Injured Workers at 1-888-317-0493.

Other formats for person with disabilities
are available on request.

Call 1-800-547-8367. TDD users, call
360-902-5797.

L&l is an equal opportunity employer.

About required workplace posters
Go to www.Posters.Lni.wa.gov to learn more
about workplace posters from L&l and
other government agencies.
On the Web: www.Lni.wa.gov

Self-Insurance Section
Department of Labor & Industries
PO Box 44890
Olympia, WA 98504-4890

PUBLICATION F207-037-909 [12-2012]
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WASHINGTON SUMMARY OF WORKPLACE RIGHTS

Washington State Department of
Labor & Industries

It's the law!

Employers must post this notice where employees
can read it.

Wage and Overtime Laws

Workers must be paid the Washington minimum wage

® Most workers who are 16 years of age or older must be paid
at least the minimum wage for all hours worked.
See www.Lni.wa.gov/MinWage.

® Workers who are 14 or 15 may be paid 85% of the minimum
wage.

= Tips cannot be counted as part of the minimum wage.
Employers must pay all tips to employees.

Overtime pay is due when working more than 40 hours

Most workers must be paid one and one-half times their regular
rate of pay for all hours worked over 40 in a fixed seven-day
workweek.

Workers Need Meal and Rest Breaks

Meal period

Most workers are entitled to a 30-minute unpaid meal period

if working more than five hours in a day. If you must remain

on duty during your meal period, you must be paid for the 30

minutes. Agricultural workers are entitled to a second 30-minute

unpaid meal period if they work more than 11 hours in a day.

Learn more at www.Lni.wa.gov/workers-rights/workplace-

policies/rest-breaks-meal-periods-and-schedules.

Breaks

= Most workers are entitled to a 10-minute paid rest break for
each four hours worked and must not work more than three
hours without a break.

m Agricultural workers must have a 10-minute paid rest break
within each four-hour period of work.

® |f you are under 18, see “Teen Corner” at right.

Pay Requirements
Regular Payday

Workers must be paid at least once a month on a regularly
scheduled payday. Your employer must give you a pay
statement showing the number of hours worked, rate of pay,
number of piece work units (if piece work), gross pay, the pay
period and all deductions taken.

Your Rights as a Worker

Leave Laws
Paid sick leave

Most workers earn a minimum of one hour of paid sick leave for
every 40 hours worked. This leave may be used beginning on
the 90th calendar day of employment. Employers must provide
employees with a statement that includes their accrued, used
and available hours of this leave at least once per month. This
information may be provided on your regular pay statement

or as a separate notification. Workers must be allowed to carry
over a minimum of 40 hours of any unused paid sick leave to
the following year. For details on authorized use, accrual details,
and eligibility, see www.Lni.wa.gov/SickLeave.

Washington Family Care Act: Use of paid leave to care for sick

family

Employees are entitled to use their choice of any employer

provided paid leave (sick, vacation, certain short-term disability

plans, or other paid time off) to care for:

®m A child with a health condition requiring treatment or
supervision;

® A spouse, parent, parent-in-law, or grandparent with a serious
health condition or an emergency health condition; and

® Children 18 years and older with disabilities that make them
incapable of self-care.

® For more information, see www.Lni.wa.gov/workers-rights/
leave/family-care-act.

Leave for victims of domestic violence, sexual assault or

stalking

Victims and their family members are allowed to take
reasonable leave from work for legal or law enforcement
assistance, medical treatment, counseling, relocation, meetings
with their crime victim advocate, or to protect their safety.
Employers are also required to provide reasonable safety
accommodations to victims. For more information, see www.
Lni.wa.gov/DVLeave.

Leave for military spouses during deployment

Spouses or registered domestic partners of military personnel
who receive notice to deploy or who are on leave from
deployment during times of military conflict may take a total of
15 days unpaid leave per deployment.

Your employer may not fire or retaliate against you for

exercising your rights or filing a complaint related to minimum
wage, overtime, paid sick leave or protected leave.

4 Washington Labor Laws
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WASHINGTON SUMMARY OF WORKPLACE RIGHTS (Continued)

For more information regarding authorized deductions, go to
www.Lni.wa.gov/workers-rights/wages/getting-paid and
click on “Paycheck deductions.”

Equal Pay and Opportunities Act

Under this law, your employer is prohibited from providing
unequal pay or career advancement opportunities based on
gender. You also have the right to disclose, compare, or discuss
your wages or the wages of other employees. Your employer
cannot take any adverse action against you for discussing wages,
filing a complaint, or exercising other protected rights under the
Equal Pay and Opportunities Act. Employers also are prohibited
from requesting a job applicant’s wage or salary history, except
under certain circumstances, and cannot require an applicant’s
wage or salary history meet certain criteria. Job applicants also
have the right to certain salary information if the employer has 15
or more employees. For more information or to file a complaint,
go to www.Lni.wa.gov/EqualPay.

Teen Corner - Information for Workers Ages 14-17

® The minimum age for work is generally 14, with different
rules for ages 14-15 and for ages 16-17.

= Employers must have a minor work permit to employ
teens. This requirement applies to family members except
on family farms. Teens do not need a work permit.

m Teens are required to have authorization forms signed
before they begin working. For summer employment,
parents must sign the Parent Authorization for Summer
Work form. If you work during the school year, a parent and
a school official must sign the Parent/School Authorization
form.

= Many jobs are not allowed for anyone under 18 because
they are not safe.

® Work hours are limited for teens, with more restrictions on
work hours during school weeks.

Meal and rest breaks for teens

= |n agricultural work, teens of any age get a meal period of
30 minutes if working more than five hours, and a
10-minute paid break for each four hours worked.

® |n all other industries, teens who are 16 or 17 must have a
30-minute meal period if working more than five hours,
and a 10-minute paid break for each four hours worked.
They must have the rest break at least every three hours.

® Teens who are 14 or 15 must have a 30-minute meal
period no later than the end of the fourth hour, and a
10-minute paid break for every two hours worked.

To find out more about teens in the workplace: www.Lni.wa.
gov/ TeenWorkers, 1-866-219-7321, TeenSafety@Lni.wa.gov.

Administered by other agencies

Paid Family and Medical Leave: Administered by
Washington Employment Security Department. Washington
offers paid family and medical leave benefits to workers.

This insurance program is funded by premiums paid by both
employees and many employers. Workers are allowed to take
up to 12 weeks, as needed, when they welcome a new child
into their family, are struck by a serious illness or injury, need
to take care of an ill or ailing relative, and for certain military
connected events. As directed by the Legislature, premium
assessment started on Jan. 1, 2019. For more information, see
www.paidleave.wa.gov.

Pregnancy disability leave: Enforced by the Washington
State Human Rights Commission under the Washington State
Law Against Discrimination (WLAD). www.hum.wa.gov or
1-800-233-3247

Family and Medical Leave Act: Administered by the U.S.
Department of Labor. Eligible employees can enforce their
right to protected family and medical leave under the FMLA
by contacting the Department of Labor at www.dol.gov/
whd/fmla or 1-866-487-9243.

Contact L&I

Need more information?
Questions about filing a worker rights complaint?

Online: www.Lni.wa.gov/workers-rights
Call: 1-866-219-7321, toll-free
Visit: www.Lni.wa.gov/Offices
Email: ESgeneral@Lni.wa.gov

About required workplace posters

Go to www.Lni.wa.gov/RequiredPosters to learn more about
workplace posters from L&l and other government agencies.

Human trafficking is against the law

For victim assistance, call the National Human Trafficking
Resource Center at 1-888-373-7888, or the Washington State
Office of Crime Victims Advocacy at 1-800-822-1067.

Upon request, foreign language support and formats for persons
with disabilities are available. Call 1-800-547-8367. TDD users, call
711. L&l is an equal opportunity employer.
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UNEMPLOYMENT INSURANCE

To apply for unemployment, you will need
Your Social Security number.

You may be eligible for

Names and addresses of everyone you worked for in the last 18 months.

U N EM P LOYM E NT Dates you started and stopped working for each employer.
Reasons you left each job.

Your alien registration number if you are not a U.S. citizen.
BENEFITS Your SF8 and SF50 (if you worked for the Federal Government in the last

if you lose your job 18 months).

Your Washington State ID or License, if applicable.

Visit www.esd.wa.gov to apply If you were in the military within the last 18 months, we will also ask you to fax or

and click “Sign in or create an
account”

your local library.

partial unemployment benefits.

at ESD.WA.GOV.

mail us a copy of your discharge papers (Form DD214 member 4 or higher).

The fastest way to apply is online at esd.wa.gov
If you don't have a home computer, you can access one at a WorkSource center or

If you can’t apply online, try contacting us over the phone

Call 800-318-6022. Persons with hearing or speaking impairments can call
Washington Relay Service 711. We are available to help you Monday through Friday
8 a.m. to 4 p.m., except on state holidays. You may experience long wait times.

You must look for work each week that you claim benefits

Visit WorkSource to find all the FREE resources you need to find a job.
These include workshops, computers, copiers, phones, fax machines, Internet
access, and job listings. Log onto WorkSourceWA.com to find the nearest office.

If your work hours have been reduced to part-time, you may qualify for

If you have been unemployed due to a work-related injury or non-work-
related illness or injury and are now able to work again, you may be eligible
for Temporary Total Disability (TTD) unemployment benefits.

For more information, please refer to the Handbook for Unemployed Workers

:P Employment (see RCW 50.20.140).

Secu ril'y The Employment Security Department is an equal opportunity employer/program. Auxiliary aids and
awr Depa rtment services are available upon request to individuals with disabilities. Language assistance services for
limited English proficient individuals are available free of charge. Washington Relay Service: 711

EMS 9874 . CC 7540-032-407. Rev 10/17 . Ul-biz-poster-EN

WASHINGTON STATE

Employers are legally required to post this notice in a place convenient for employees to read

ESD.WA.GOV
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WORKERS’ COMPENSATION

Washington State Department of
Labor & Industries

Notice to Employees

It’s the law!
Employers must post this notice where employees can read it.

Every worker is entitled to workers’ compensation
benefits. You cannot be penalized or discriminated
against for filing a claim. For more information, call
toll-free 1-800-547-8367.

If a job injury occurs

Your employer is insured through the Department of Labor & Industries’
workers’ compensation program. If you are injured on the job or develop an
occupational disease, you are entitled to workers’ compensation benefits.

Benefits include:
Medical care. Medical expenses resulting from your workplace injury or
disease will be paid by the workers’ compensation program.

Disability income. If your work-related medical condition prevents you from
working, you may be eligible for benefits to partially replace your wages.

Vocational assistance. Under certain conditions, you may be eligible for
help in returning to work.

Partial disability benefits. You may be eligible for a monetary award to
compensate for the loss of body functions.

Pensions. Injuries that permanently keep you from returning to work may
qualify you for a disability pension.

Death benefits for survivors. If a worker dies, the surviving spouse or
registered domestic partner and/or dependents may receive a pension.

About required workplace posters

Go to www.Posters.Lni.wa.gov to learn more about workplace posters from
L&! and other government agencies.

On the Web: www.Lni.wa.gov

Other formats for persons with disabilities are available on request.

Call 1-800-547-8367. TDD users, call 360-902-5797. L&l is an equal
opportunity employer.

PUBLICATION F242-191-909 [12-2012]

What you should do

Report your injury. If you are injured, no matter how minor the injury
seems, contact the person listed on this poster.

Get medical care. The first time you see a doctor, you may choose any
health-care provider who is qualified to treat your injury. For ongoing care,
you must be treated by a doctor in the L&l medical network. (Find network
providers at www.FindADoc.Lni.wa.gov.) Qualified health-care providers
include: medical, osteopathic, chiropractic, naturopathic and podiatric
physicians; dentists; optometrists; ophthalmologists; physician assistants;
and advanced registered nurse practitioners.

Tell your health-care provider and your employer about your
work-related injury or condition. The first step in filing a workers’
compensation (industrial insurance) claim is to fill out a Report of Accident
(ROA). You can do this online with FastFast (www.FileFast.Lni.wa.gov), by
phone at 1-877-561-FILE, or on paper in your doctor’s office. Filing online or by
phone speeds the claim and reduces hassle.

File your claim as soon as possible. For an on-the-job injury, you must
file a claim and the Department of Labor & Industries (L&I) must receive it
within one year after the day the injury occurred. For an occupational disease,
you must file a claim and L& must receive it within two years following the
date you are advised by a health-care provider in writing that your condition is
work related.

REPORT YOUR INJURY TO:

(Your employer fills in this space.)

HELPFUL PHONE NUMBERS

Ambulance:

Fire:

Police:
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