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V¥V EEOC U.S. Equal Employment Opportunity Commission

Equal Employment Opportunity 1s

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 VIl 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

practices where the accommodation does not impose undue hardship.

DISABILITY

Title | 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,

. RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN

+ Executive Order | 1246, 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

discrimination includes failing to reasonably accommodate an employee’s religious . with disabilities at all levels of employment, including the executive level.

. DISABLED, RECENTLY SEPARATED, OTHER PROTECTED,

: AND ARMED FORCES SERVICE MEDAL VETERANS

- TheVietnam EraVeterans' Readjustment Assistance Act of 1974, as amended,
. 38 US.C.4212, prohibits job discrimination and requires affirmative action to
. employ and advance in employment disabled veterans, recently separated

referral, and other aspects of employment. Disability discrimination includes not |

making reasonable accommodation to the known physical or mental limitations -
* 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.

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 VIl 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 Il 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 IFYOU 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

1o 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 -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
US. Government or Federal Government section. Additional information about
EEOC, including information about charge filing, is available at www.eeoc.gov.

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:

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

- 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), US.
* Department of Labor, 200 Constitution Avenue, N.W.,, Washington, D.C. 20210,

-800-397-625 1 (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 VIl of the Civil Rights Act of 1964, as amended,
- TitleVI 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.

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

EEOC

U.S. Equal Employment Opportunity Commission

EEOC-P/E-1 (Revised 11/09)

ERWEEOC ° 11/09




V¥ OSHA Occupational Safety and Health Act of 1970

Job Safety
And Health

It’s the Iaw!

EMPLOYEES:

* You have the right to notify your employer or OSHA
about workplace hazards. You may ask OSHA to keep
your name confidential.

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

* You can file a complaint with OSHA within 30 days
of retaliation or discrimination by your employer for
making safety and health complaints or for exercising
your rights under the OSH Act

* You have a right to see OSHA citations issued to your
employer. Your employer must post the citations at or
near the place of the alleged violations.

* 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
and records of your exposure to toxic and harmful
substances or conditions.

* Your employer must post this notice in your workplace.

* You must comply with all occupational safety and health
standards issued under the OSH Act that apply to your

own actions and conduct on the job. : .
Free assistance in identifying and
correcting hazards or complying with

EMPLOYERS: standards is available to employers,

* You must furnish your employees a place of employment without citation or penalty, through

free from recognized hazards. OSHA suppoitediconsultation
programs in each state.

*You must comply with the occupational safety and health

standards issued under the OSH Act. 1-800-321-OSHA (6742)

www.osha.gov

OSHA 3165-02 2012R
This free poster available from OSHA -
The Best Resource for Safety and Health

ERWOSHA « 03/08




V EMPLOYEE POLYGRAPH PROTECTION ACT

(04N (8 Dm EMPLOYEE POLYGRAPH PROTECTION 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

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.

EXEMPTIONS*

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.

V DRUG-FREE WORKPLACE

* THE LAW REQUIRES EMPLOYERS
* TO DISPLAY THIS POSTER WHERE

. CAN READILY SEE IT.

EXAMINEE RIGHTS

. 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.

ENFORCEMENT

* The Secretary of Labor may bring court actions to restrain violations
. and assess civil penalties up to $10,000 against violators. Employees or
+ job applicants may also bring their own court actions.

Eﬁ:‘ﬁ m Scan your QR

7L phone reader to

i Ii learn more about
the Employee
Polygraph
Protection Act.

EMPLOYEES AND JOB APPLICANTS

For additional information:

1-866-4-USWAGE m“
(1-866-487-9243) TTY: 1-877-889-5627 s o R
WWW.WAGEHOUR.DOL.GOYV ‘

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

WHD 1462 Rev. Jan 2012

Applicant & Employee Notice

Drug-Free Workplace

This company strictly prohibits the illicit use, possession, dispensation, distribution, or

manufacture of controlled substances in the workplace. Any violation of this policy shall

result in adverse employment action up to and including termination#

Screening tests for illegal drug use may be required before hiring and during your employment.**

*The Drug-Free Workplace Act of 1988 (codified in 41 USCS 701 (a)(1)(A)) requires covered employers to publish this information.

**Additional state laws may apply.

V¥V REPORTING OCCUPATIONAL INJURIES AND ILLNESSES

Immediately report all work-related
injuries and illnesses to your supervisor.

@® You may not be discriminated against for reporting a work-related fatality, injury or illness.

@ Employees, their personal representatives, and their authorized employee representatives have the right to access

the OSHA injury and illness records.

Your employer may not charge for copies the first time they are provided. If additional copies are requested your
employer may assess a reasonable charge for retrieving and copying the records.

When an employee, former employee, personal representative, or authorized employee representative requests
copies of OSHA injury and illness records, the employer must provide copies of the relevant information by the

end of the next business day.

Your employer may be required to post the annual summary of workplace injuries and illnesses no later than
February ISt of the year following the year covered by the records and keep the posting in place until April 30th,

ERWEPPA « 06/03




V¥ USERRA Uniformed Services Employment and Reemployment Rights Act

% YOUR RIGHTS UNDER USERRA %

THE UNIFORMED SERVICGES EMPLOYMENT AND REEMPLOYMENT RIGHTS ACT

USERRA protects the job rights of individuals who veluntarily or inveluntarily 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
job to perform service in the uniformed service and:

% you ensure that your employer receives advance written or verbal

notice of your service;

% you have five years or less of cumulative service in the uniformed

services while with that particular employer;

you return to work or apply for reemployment in a timely manner
after conclusion of service; and

% you have not been separated from service with a disqualifying

discharge or under other than honorable conditions.

If you are eligible to be reemployed, you must be restored to the job
and benefits you would have attained if you had not been absent due to
military service or, in some cases, a comparable job.

RIGHT TO BE FREE FROM DISCRIMINATION AND RETALIATION
If you:

% are a past or present member of the uniformed service;
% have applied for membership in the uniformed service; or
% are obligated to serve in the uniformed service;

then an employer may not deny you:

% initial employment;
reemployment;

retention in employment;
promotion; or

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.

U.S. Department of Labor  U.S. Department

Publication Date — October 2008

V¥V FLSA Fair Labor Standards Act

EMPLOYEE RIGHTS

UNDER THE FAIR LABOR STANDARDS ACT

THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

OVERTIME PAY
At least 12 times your 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 under the following conditions:
No more than
* 3 hours on a school day or 18 hours in a school week;
» 8 hours on a non-school day or 40 hours in a non-school week.

Also, work may not begin before 7 a.m. or end after 7 p.m., except from
June | through Labor Day, when evening hours are extended to 9 p.m.
Different rules apply in agricultural employment.

TIP CREDIT
Employers of “tipped employees” must pay 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.
Certain other conditions must also be met.

ENFORCEMENT
The Department of Labor may recover back wages either administratively or
through court action, for the employees that have been underpaid in violation of
the law.Violations may result in civil or criminal action.

Employers may be assessed civil money penalties of up to $1,100 for each willful
or repeated violation of the minimum wage or overtime pay provisions of the
law and up to $11,000 for each employee who is the subject of a violation of the

FEDERAL MINIMUM WAGE $7.2

BEGINNING JULY 24, 2009

* If you leave your job to perform military service, you have the right to
elect to continue your existing employer-based health plan coverage
for you and your dependents for up to 24 months while in the military.

Even if you don't elect to continue coverage during your military
service, you have the right to be reinstated in your employer's health
plan when you are reemployed, generally without any waiting periods
or exclusions (e.g., pre-existing condition exclusions) except for
service-connected illnesses or injuries.

ENFORCEMENT

% The U.S. Department of Labor, Veterans Employment and Training
Service (VETS) is authorized to investigate and resolve complaints
of USERRA violations.

For assistance in filing a complaint, or for any other information on
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
be viewed at http://www.dol.gov/elaws/userra.htm.

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 of
Justice or the Office of Special Counsel, as applicable,

for representation.

You may also bypass the VETS process and bring a civil action
against an employer for violations of USERRA.

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.htm.
Federal law requires employers to notify employees of their rights under
USERRA, and employers may meet this requirement by displaying this
notice where they customarily place notices for employees.

A - Employer Support of
the Guard and Reserve

1-800-336-4590

Dffice of

1-866-487-2365 Special Counsel

of Justice

PER
HOUR

Act’s child labor provisions. In addition, a civil money penalty of up to $50,000
may be assessed for each child labor violation that causes the death or serious
injury of any minor employee, and such assessments may be doubled, up to
$100,000, when the violations are determined to be willful or repeated. The law
also prohibits discriminating against or discharging workers who file a complaint
or participate in any proceeding under the Act.

ADDITIONAL INFORMATION
Certain occupations and establishments are exempt from the minimum wage
and/or overtime pay provisions.

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

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

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

Employees under 20 years of age may be paid $4.25 per hour during their first
90 consecutive calendar days of employment with an employer.

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
FHD

U.S. Wage and Hour Division

For additional information:

1-866-4-USWAGE

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

WWW.WAGEHOUR.DOL.GOV

U.S. Department of Labor | Wage and Hour Division
WHD Publication 1088

ERWFLSA « 03/08




V¥ FMLA Family and Medical Leave Act of 1993

EMPLOYEE RIGHTS AND RESPONSIBILITIES UNDER THE FAMILY AND MEDICAL LEAVE ACT

Basic Leave Entitlement
FMLA requires covered employers to provide up to 12 weeks
of unpaid, job-protected leave to eligible employees for the
following reasons:

for incapacity due to pregnancy, prenatal medical care

or child birth;

to care for the employee’s child after birth, or placement

for adoption or foster care;

to care for the employee’s spouse, son, daughter, or parent,

who has a serious health condition; or

for a serious health condition that makes the employee

unable to perform the employee’s job.
Military Family Leave Entitlements
Eligible employees whose spouse, son, daughter or parent is on
covered active duty or call to covered active duty status may use
their 12-week leave entitlement to address certain qualifying
exigencies. Qualifying exigencies may include attending certain
military events, arranging for alternative childcare, addressing
certain financial and legal arrangements, attending certain
counseling sessions, and attending post-deployment
reintegration briefings.

FMLA also includes a special leave entitlement that permits

eligible employees to take up to 26 weeks of leave to care for
a covered servicemember during a single 12-month period.
A covered servicemember is: (1) a current member of the
Armed Forces, including a member of the National Guard or
Reserves, who is undergoing medical treatment, recuperation
or therapy, is otherwise in outpatient status, or is otherwise
on the temporary disability retired list, for a serious injury or
illness*; or (2) a veteran who was discharged or released under
conditions other than dishonorable at any time during the
five-year period prior to the first date the eligible employee
takes FMLA leave to care for the covered veteran, and who is
undergoing medical treatment, recuperation, or therapy for

a serious injury or illness.*

*The FMLA definitions of “serious injury or illness” for current
servicemembers and veterans are distinct from the FMLA definition
of “serious health condition”.

Benefits and Protections
During FMLA leave, the employer must maintain the employee’s
health coverage under any “group health plan” on the same
terms as if the employee had continued to work. Upon return
from FMLA leave, most employees must be restored to their
original or equivalent positions with equivalent pay, benefits,
and other employment terms.

Use of FMLA leave cannot result in the loss of any employment
benefit that accrued prior to the start of an employee’s leave.

Eligibility Requirements

Employees are eligible if they have worked for a covered

employer for at least 12 months, have 1,250 hours of service

in the previous 12 months*, and if at least 50 employees are

employed by the employer within 75 miles.

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

Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or

physical or mental condition that involves either an overnight

stay in a medical care facility, or continuing treatment by a

health care provider for a condition that either prevents the

employee from performing the functions of the employee’s job,

or prevents the qualified family member from participating in

school or other daily activities.

Subject to certain conditions, the continuing treatment
requirement may be met by a period of incapacity of more than
3 consecutive calendar days combined with at least two visits to
a health care provider or one visit and a regimen of continuing
treatment, or incapacity due to pregnancy, or incapacity due to
a chronic condition. Other conditions may meet the definition
of continuing treatment.

Use of Leave

An employee does not need to use this leave entitlement in
one block. Leave can be taken intermittently or on a reduced
leave schedule when medically necessary. Employees must
make reasonable efforts to schedule leave for planned medical

treatment so as not to unduly disrupt the employer’s operations.

Leave due to qualifying exigencies may also be taken on an
intermittent basis.

Substitution of Paid Leave for Unpaid Leave

Employees may choose or employers may require use of
accrued paid leave while taking FMLA leave. In order to use
paid leave for FMLA leave, employees must comply with the
employer’s normal paid leave policies.

Employee Responsibilities

Employees must provide 30 days advance notice of the need to
take FMLA leave when the need is foreseeable. When 30 days
notice is not possible, the employee must provide notice as
soon as practicable and generally must comply with an
employer’s normal call-in procedures.

Employees must provide sufficient information for the
employer to determine if the leave may qualify for FMLA
protection and the anticipated timing and duration of the
leave. Sufficient information may include that the employee is
unable to perform job functions, the family member is unable
to perform daily activities, the need for hospitalization or

V EMPLOYMENT ELIGIBILITY

Important Notice To Applicants and Employees

continuing treatment by a health care provider, or
circumstances supporting the need for military family leave.
Employees also must inform the employer if the requested
leave is for a reason for which FMLA leave was previously
taken or certified. Employees also may be required to provide
a certification and periodic recertification supporting the need
for leave.
Employer Responsibilities
Covered employers must inform employees requesting leave
whether they are eligible under FMLA. If they are, the notice
must specify any additional information required as well as the
employees’ rights and responsibilities. If they are not eligible,
the employer must provide a reason for the ineligibility.
Covered employers must inform employees if leave will be
designated as FMLA-protected and the amount of leave counted
against the employee’s leave entitlement. If the employer
determines that the leave is not FMLA-protected, the employer
must notify the employee.
Unlawful Acts by Employers
FMLA makes it unlawful for any employer to:
« interfere with, restrain, or deny the exercise of any right
provided under FMLA; and
« discharge or discriminate against any person for opposing
any practice made unlawful by FMLA or for involvement
in any proceeding under or relating to FMLA.
Enforcement
An employee may file a complaint with the U.S. Department
of Labor or may bring a private lawsuit against an employer.
FMLA does not affect any Federal or State law prohibiting
discrimination, or supersede any State or local law or collective
bargaining agreement which provides greater family or medical
leave rights.

FMLA section 109 (29 U.S.C. § 2619) requires FMLA
covered employers to post the text of this notice. Regulation
29 C.ER. § 825.300(a) may require additional disclosures.

For additional information:
1-866-4US-WAGE (1-866-487-9243)
TTY: 1-877-889-5627
WWW.WAGEHOUR.DOL.GOV

WHD

WHD Publication 1420 « Revised February 2013

U.S. Department of Labor
Wage and Hour Division

We comply with U.S. Immigration laws and hire only those legally authorized to work in the U.S.

What do you have to do?

All new hires must produce proof of identity and employment eligibility within 3 business days of the date employment begins.
You must also complete a DHS Form I-9. You can choose which document(s) you want to present from the lists of acceptable
documents in accordance with instructions on the back of the Form I-9.

It is unlawful for anyone knowingly to engage in any of the following activities for the
purpose of satisfying the requirements of employment eligibility verification:

To forge, counterfeit, alter or falsely make any document.

To use, attempt to use, possess, obtain, accept or receive any forged, counterfeit, altered, or falsely made document.

To accept or receive, use or attempt to use, any document lawfully issued to a person other than the possessor, including a
deceased individual, for the purpose of complying with the employment eligibility verification requirements.

Re-verification:

Special note for those working pursuant to temporary
employment authorization documents.You are subject to
re-verification of your eligibility status.You are responsible for
maintaining a lawful status and current work authorization.

ERWFMLA « 02/13

IT’S THE LAW!

We comply with all applicable laws governing employment
practices and do not discriminate on the basis of national
origin, citizenship or other unlawful criteria.




V FAIR EMPLOYMENT
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VY MINIMUM WAGE

DOL-75
0024-075-01

Sec. 31-60-1. Piece rates in relation to time
rates or incentive pay plans, including
commissions and bonuses.

(a) Definitions. For the purpose of this regulation,
“piece rates” means an established rate per unit of
work performed without regard to time required for
such accomplishment. “Commissions” means any
premium or incentive compensation for business
transacted whether based on per centum of total
valuation or specific rate per unit of accomplishment.
“Incentive plan” means any method of compensation,
including, without limitation thereto, commissions,
piece rate, bonuses, etc., based upon the amount of
results produced, where the payment is in accordance
with a fixed plan by which the employee becomes
entitled to the compensation upon fulfillment of
the conditions established as part of the working
agreement, but shall be subject to the limitation
hereinafter set forth.

(b) Record of wages. Each employer shall maintain
records of wages paid to each employee who is
compensated for his services in accordance with
an incentive plan in such form as to enable such
compensation to be translated readily into terms of
average hourly rate on a weekly basis for each work
week or part thereof of employment.

(c) Piece rates in relation to time rates:

(1) When an employee is compensated solely at
piece rates he shall be paid a sufficient amount
at piece rates to yield an average rate of at least
the minimum wage for each hour worked in any
week, and the wage paid to such employee shall
be not less than the minimum wage for each hour
worked.

(2) When an employee is compensated at piece
rates for certain hours of work in a week and at an
hourly rate for other hours, the employee’s hourly
rate shall be at least the minimum wage and his
earnings from piece rates shall average at least
the minimum wage for each hour worked on piece
rate for that work week, and the wage paid to such
employee shall not be less than the minimum wage
for each hour worked.

(3)When ploy ployedata i !
of hourly rate and piece rate for the same hours of
work (i.e., an incentive pay plan superimposed
upon an hourly rate or a piece rate coupled with
a minimum hourly guarantee), the employee shall
receive an average rate of at least the minimum
wage an hour for each hour worked in any week and
the wage paid to such employee shall be not less
than the minimum wage for each hour worked.

(d)Commission.
(1) When an employee is compensated solely on
a commission basis, he shall be paid weekly an
average of at least the minimum wage per hour
for each hour worked.

(2) When an employee is paid in accordance with
a plan providing for a base rate plus commission,
the wage paid weekly to the employee from these
combined sources shall equal at least an average
of the minimum wage an hour for each hour worked
inany work week. All commissions shall be settled
at least once in each month in full. When earnings
are derived in whole or in part on the basis of an
incentive plan other than these defined herein, the
employee shall receive weekly at least the minimum
wage per hour for each hour worked in the work
week, and the balance eamed shall be settled at
least once monthly.

Sec. 31-60-2. Gratuities as part of the minimum
fair wage.

For the purposes of this regulation, “gratuity” means
a voluntary monetary contribution received by the
employee from a guest, patron or customer for service
rendered.

(a) Unless otherwise prohibited by statutory provision
or by a wage order, gratuities may be recognized as
constituting a part of the minimum fair wage when all
of the following provisions are complied with:

(1) The employee shall be engaged in an
employment in which gratuities have customarily
and usually constituted and have been recognized
as part of his remuneration for hiring purposes
and

(2) The amount received in gratuities claimed as

credit for part of the minimum fair wage shall be
recorded on a weekly basis as a separate item in
the wage record, even though payment is made
more frequently, and

(3) Each employer claiming credit for gratuities
as part of the minimum fair wage paid to any
employee shall provide substantial evidence that
the amount claimed, which shall not exceed the
allowance hereinafter provided, was received by the
employee. Forexample, a statement signed by the
employee attesting that wages received, including
gratuities not to exceed the amount specified
herein, together with other authorized allowances,
represents a payment of not less than the minimum
wage per hour for each hour worked during the pay
period, will be accepted by the commissioner as
“substantial evidence” for purposes of this section,
provided all other requirements of this and other
applicable regulations shall be complied with.

(b) Allowances for gratuities as part of the minimum
wage shall not exceed 34.6% on January 1, 2014 and
36.8% on January 1, 2015 for employees employed
in the hotel and restaurant industry, who customarily
receive gratuities, and 15.6% on January 1, 2014
and 18.5% on January 1, 2015 for bartenders who
customarily and regularly receive gratuities or not
more than 35 cents per hour for employees in any
other industry in which it can be established that
gratuities have, prior to July 1, 1967, customarily
and usually constituted and been recognized as part
of the employee’s remuneration for hiring purposes
for the particular employment. Gratuities received in
excess of the amount specified herein as allowable
need not be reported or recorded for the purposes of
this regulation. The wage paid to each employee shall
be at least the minimum wage per hour for each hour
worked, which may include gratuities not to exceed
the limitation herein set forth, provided all conditions
herein set forth shall be met.

*(See P.A.13-117 for precise language.)

These Administrative Regulations must be posted and maintained wherever workers covered by this Act are employed.

CONNECTICUT DEPARTMENT OF LABOR

WAGE AND WORKPLACE STANDARDS DIVISION

Sec. 31-60-3. Deductions and allowances for
reasonable value of board and lodging was
repealed.

Sec. 31-60-4. Physically or mentally handicapped
employees.

[This regulation defines a “physically or mentally
handicapped person” as a person whose earning
capacity is impaired by age or physical or mental
deficiency or injury and provides guidelines for a
modification of the minimum wage.]

Sec. 31-60-6. Minors under the age of 18.

(a) For the purposes of this regulation, “minor”
means a person at least 16 years of age but not
over 18 years of age. To prevent curtailment
of employment opportunities for minors, and to
provide a reasonable period during which training
for adjustment to employment conditions may be
accomplished, a minor may be employed at a
modification of the minimum fair wage established
by subsection (j) of section 31-58 of the general
statutes, but at not less than 85% of the minimum
wage, for the first 200 hours of employment. Whena
minor has had an aggregate of two hundred hours of
employment, he may not be employed by the same
or any other employer at less than the minimum fair
wage.

(b) In addition to the records required by section
31-66 of the 1969 supplement to the general
statutes, each employer shall obtain from each minor
to be employed at a modification of the minimum
fair wage rate as herein provided, a statement
of his employment prior to his date of accession
with his present employer. Such statement of
prior employment, supplemented by the present
employer’s record of hours worked by the minor
while in his employ, will be deemed satisfactory
evidence of good faith on the part of the employer
with respect to his adherence to the provisions of this
regulation, provided such record shall be in complete
compliance with the requirements of section 31-66
of the general statutes and section 31-60-12.

(c) Deviation from the provisions of this regulation
will cancel the modification of the minimum fair
wage herein provided for all hours during which the
violation prevailed and for such time the minimum
wage shall be paid.

Sec. 31-60-7. Learners.

[This regulation contains the requirements to apply
to the Labor Commissioner for a subminimum rate
inan ion which is not { ]

Sec. 31-60-8. Apprentices.

[Under this regulation, apprentices duly registered
by the Connecticut State Apprenticeship Council of
the Labor Department may not be employed at less
than the minimum wage unless permission has been
received from the Labor Commissioner through an
application process.]

Sec. 31-60-9. Apparel.

For the purpose of this regulation, “apparel”
means uniforms or other clothing supplied by the
employer for use in the course of employment but
does not include articles of clothing purchased
by the employee or clothing usually required for
health, comfort or convenience of the employee.
An allowance (deduction) not to exceed $1.50 per
week or the actual cost, whichever is lower, may
be permitted to apply as part of the minimum fair
wage for the maintenance of wearing apparel or for
the laundering and cleaning of such apparel when
the service has been performed. When protective
garments such as gloves, boots or aprons are
necessary to safeguard the worker or prevent injury
to an employee or are required in the interest of
sanitation, such garments shall be provided and
paid for and maintained by the employer without
charge upon the employee.

Sec. 31-60-10. Travel time.

(a) For the purpose of this regulation, “travel time”
means that time during which a worker is required
or permitted to travel for purposes incidental to “a
performance of his employment but does not include
time spent traveling from home to his usual place of
employment or return to home, except as hereinafter
provided in this regulation.

(b) When an employee, in the course of his
employment, is required or permitted to travel for
purposes which inure to the benefit of the employer,
such travel time shall be considered to be working
time and shall be paid for as such. Expenses directly
incidental to and resulting from such travel shall be
paid for by the employer when payment made by
the employee would bring the employee’s earnings
below the minimum fair wage.

(c) When an employee is required to report to other
than his usual place of employment at the beginning
of his work day, if such an assignment involves
travel time on the part of the employee in excess
of that ordinarily required to travel from his home
to his usual place of employment, such additional
travel time shall be considered to be working time
and shall be paid for as such.

(d) When at the end of a work day a work assignment

(b) All time during which an employee is required
to be on call for emergency service at a location
designated by the employer shall be considered
to be working time and shall be paid for as such,
whether or not the employee is actually called upon
to work.

(c) When an employee is subject to call for
emergency service but is not required to be at a
location designated by the employer but is simply
required to keep the employer informed as to the
location at which he may be contacted, or when
an employee is not specifically required by his
employer to be subject to call but is contacted by
his employer or on the employer’s authorization
directly or indirectly and assigned to duty, working
time shall begin when the employee is notified of his
assignment and shall end when the employee has
completed his assignment.

Sec. 31-60-12. Records.

(a) For the purpose of this regulation, “true and
accurate records” means accurate legible records
for each employee showing:

(1) His name;

(2) his home address;v (3) the occupation in
which he is employed;

(4) the total daily and total weekly hours worked,
showing the beginning and ending time of
each work period, computed to the nearest
unit of 15 minutes;

(5) his total hourly, daily or weekly basic wage;

(6) his overtime wage as a separate item from

his basic wage;

(7) additions to or deductions from his wages
each pay period;

(8) his total wages paid each pay period;

(9) such other records as are stipulated in
accordance with sections 31-60-1 through
31-60-16;

(10)  working certificates for minor employees
(sixteen to eighteen years). True and
accurate records shall be maintained and
retained at the place of employment for a
period of 3 years for each employee.

(b) The labor commissioner may authorize the
maintenance of wage records and the
retention of both wage and hour records as
outlined either in whole or in part at a place
other than the place of employment when it
is demonstrated that the retention of such
records at the place of employment either

(1) works an undue hardship on the employer
without materially benefiting the inspection
procedures of the labor department, or

(2) is not practical for enforcement purposes.
Where permission is granted to maintain
wage records at other than the place of
employment, a record of total daily and
weekly hours worked by each employee
shall also be available for inspection in
connection with such wage records.

(c) In the case of an employee who spends 75% or
more of his working time away from his employer’s
place of business and the maintaining of time
records showing the beginning and ending time of
each work period for such employee either imposes
an undue hardship upon the employer or exposes
him to jeopardy because of his inability to control
the accuracy of such entries, a record of total daily
and total weekly hours will be approved as fulfilling
the record keeping requirements of this section.
However, in such cases, the original time entries
shall be made by the employee in his own behalf
and the time entries made by the employee shall
be used as the basis for payroll records.

(d) The employer shall maintain and retain for a
period of 3 years the following information and
data on each individual employed in a bona fide
executive, administrative or professional capacity.

(1) His name;

(2) his home address;

(3) the occupation in which he is employed;

(4) his total wages paid each work period;

(5) the date of payment and the pay period covered
by payment.

Sec. 31-60-14. Employee in a bona fide Executive
capacity.

(a) For the purposes of section 31-58 (f) of the
general statutes, as amended, “employee employed
in a bona fide executive capacity” means any
employee (1) whose primary duty consists of
the management of the enterprise in which he is
employed or of a customarily recognized department
or subdivision thereof; and (2) who customarily
and regularly directs the work of two or more other
employees therein; and (3) who has the authority to
hire or fire other employees or whose suggestions
and recommendations as to the hiring or firing and
as to the advancement and promotion or any other
change of status of other employees will be given
particular weight; and (4) who customarily and
regularly exercise discretionary powers; and (5)
who does not devote more than twenty percent,
or, in the case of an employee of a retail or service
establishment who does not devote as much as
forty percent, of his hours of work in the workweek
to activities which are not directly and closely
related to the performance of the work described

atotherthan his usual place of empl involves,
on the part of the employee, travel time in excess
of that ordinarily required to travel from his usual
place of employment to his home, such additional
travel time shall be considered to be working time
and shall be paid for as such.

Sec. 31-60-11. Hours worked.

(a) For the purpose of this regulation, “hours
worked” include all time during which an employee
is required by the employer to be on the employer's
premises or to be on duty, or to be at the prescribed
work place, and all time during which an employee
is employed or permitted to work, whether or not
required to do so, provided time allowed for meals
shall be excluded unless the employee is required or
permitted to work. Such time includes, but shall not
be limited to, the time when an employee is required
to wait on the premises while no work is provided by
the employer. Working time in every instance shall
be computed to the nearest unit of 15 minutes.

in ivisions (1) to (4), inclusive, of this section;
provided this subdivision shall not apply in the case
of an employee who owns at least twenty percent
interest in the enterprise in which he is employed;
and (6) who is compensated for his services on a
salary basis at a rate of not less than four hundred
dollars per week exclusive of board, lodging, or
other facilities, except that this subdivision shall
not apply in the case of an employee in training
for a bona fide executive position as defined in this
section if (A) the training period does not exceed
six months; and (B) the I is

time by the labor commissioner upon proper
notice, if he finds that the intent of the program as
approved has not been carried out. An employee
who is compensated on a salary basis at a rate of
not less than four hundred seventy-five dollars
per week, exclusive of board, lodging, or other
facilities, and whose primary duty consists of
the management of the enterprise in which he is
employed or of a customarily recognized department
or subdivision thereof, and includes the customary
and regular direction of the work of two or more other
employees therein, shall be deemed to meet all of
the requirements of this section.

(b) “Salary basis” means a predetermined amount
paid for each pay period on a weekly or less frequent
basis, regardless of the number of days or hours
worked, which amount is not subject to reduction
because of variations in the quality or quantity of
the work performed, and which amount has been
the subject of an employer advisement as required
by section 31-71f of the Connecticut General
Statutes.

(1) Although the employee need not be paid for
any workweek in which he performed no work,
deductions may only be made in the following five
(5) instances:

(A) During the initial and terminal weeks
of employment, an employer may pay a
proportionate part of an employee’s salary for
the time actually worked;

(B) Deductions may be made for one or more
full days if the employee is absent for personal
reasons other than sickness or accident;

(C) Deductions may be made for one or more
full days of sickness or disability provided the
deduction is made pursuant to a bona fide

facilities, or (B) who, in the case of academic
I personnel, is for
his services as required by subparagraph (A) of
this subdivision or on a salary basis which is at
least equal to the entrance salary for teachers in
the school system or educational establishment
orinstitution by which he is employed; provided
an employee who is compensated on a salary
or fee basis at a rate of not less than four
hundred seventy-five dollars per week,
exclusive of board, lodging, or other facilities,
and whose primary duty consists of the
performance of work described in subdivision
(1) of this section, which includes work requiring
the exercise of discretion and independent
judgement, shall be deemed to meet all of the
requirements of this section.

(b) “Salary basis” [refer to Section 31-60-14.]

(c) “Fee basis” means the payment of an
agreed sum for the accomplishment of a
single task regardless of the time required for
its completion. A fee basis payment shall be
permitted only for jobs which are unique in
nature rather than for a series of jobs which are
repeated an indefinite number of times and for
which payment on an identical basis is made
over and over again. Payment on a fee basis
shall amount to a rate of not less than the rate
set forth in subsection (a) of this section.

Sec. 31-60-16. Employee in bona fide
Professional Capacity.

(a) For the purposes of said section 31-58 (f)
“employ ployed in a bona fide p i

capacity” means any employee (1) whose
primary duty consists of the performance
of: (A) work requiring knowledge of an
advanced type in a field of science or learning
customarily acquired by a prolonged course of

plan, policy or practice of making

intellectual and study,

from an employee’s salary after sickness or
disability leave has been exhausted which has
been disclosed to the employee in accordance
with section 31-71f of the Connecticut General
Statutes;

(D) Deductions may be made for absences of
less than one full day taken pursuant to the
federal family medical leave act, 29 USC 2601
et seq., or the Connecticut family and medical
leave act, section 31-51kk et seq., of the
Connecticut General Statutes, as permitted by
29 CFR 825.206 or by section 31-51qg-17 of the
regulations of Connecticut state agencies; or

(E) Deductions may be made for one or more
full days if the employee is absent as a result of
a disciplinary suspension for violating a safety
rule of major significance. Safety rules of major
significance include only those relating to the
prevention of serious danger to the employer’s
premises, or to other employees.

(2)(A) No deduction of any kind shall be made for

as distinguished from a general academic
education and from an apprenticeship, and
from training in the performance of routine
mental, manual, or physical processes, or (B)
work that is original and creative in character
in a recognized field of artistic endeavor, as
opposed to work which can be produced by
a person endowed with general manual or
intellectual ability and training, and the result
of which depends primarily on the invention,
imagination or talent of the employee or (C)
teaching, tutoring, instructing or lecturing in the
activity of imparting knowledge while employed
and engaged in this activity as a teacher certified
or recognized as such in the school system or
educational establishment or institution by
which he is employed; and (2) whose work
requires the consistent exercise of discretion
and judgement in its performance; and (3)
whose work is predominantly intellectual and
varied in character, as opposed to routine
mental, manual, mechanical or physical
work, and is of such character that the output
produced or the result accomplished cannot

any partofa absence that is

to:
(i) lack of work occasioned by the operating
requirements of the employer;
(ii) jury duty, or attendance at a judicial
proceeding in the capacity of a witness; or
(i) temporary military leave.

(B)An employer is permitted to offset payments
an employee receives for any of the services
described in this subdivision against the
employee’s regular salary during the week of
such absence.

(3) No deduction shall be made for an absence of
less than one full day from work unless:

(A) The absence is taken pursuant to the federal
family and medical leave act, 29 USC 2601 et
seq., or the Connecticut family and medical
leave act, section 31-51kk et seq., of the
Connecticut General Statutes, as permitted by
29 CFR 825.206 or by section 31-51qq-17 of the
regulations of Connecticut state agencies; or

(B) The absence is taken pursuant to a bona
fide paid time off benefits plan that specifically
authorizes the substitution or reduction from
accrued benefits for the time that an employee
is absent from work, provided the employee
receives payment in an amount equal to his
guaranteed salary.

(4) No deduction of any kind shall be made for an
absence of less than one week which results from
adisciplinary suspension for violating ordinary rules
of employee conduct.

Sec. 31-60-15. Employee in bona fide
Administrative Capacity.

(a) For the purposes of said section 31-58 (f),
“employee employed in a bona fide i

be ized in relation to a given period
of time; and (4) who does not devote more
than twenty percent of his hours worked in
the workweek to activities which are not an
essential part of and necessarily incident
to the work described in subdivision (1) to
(3), inclusive, of this section; and (5) who is
compensated for his services on a salary or fee
basis at a rate of not less than four hundred
dollars per week exclusive of board, lodging,
or other facilities; provided this subdivision
shall not apply in the case of an employee who
is the holder of a valid license or certificate
permitting the practice of law or medicine or any
of their branches and who is actually engaged
in the practice thereof, or in the case of an
employee who is the holder of the requisite
academic degree for the general practice of
medicine and is engaged in an internship or
resident program pursuant to the practice of
medicine or any of its branches, or in the case
of an employee employed and engaged as a
teacher as provided in subdivision (1) (C) of
this section, and provided an employee who is
compensated on a salary or fee basis at a rate
of not less than four hundred seventy-five
dollars per week exclusive of board, lodging or
other facilities, and whose primary duty consists
of the performance either of work described
in subdivision (1) (A) or (C) of this section
which includes work requiring the consistent
exercise of discretion and judgement, or of
work requiring invention, imagination or talent
in a recognized field of artistic endeavor, shall
be deemed to meet all of the requirements of
this section.

(b) “Salary basis” [refer to Section 31-60-14.]

(c) “Fee basis” means the payment of an
agreed sum for the accomplishment of a
single task regardless of the time required for
its ion. A fee basis payment shall be

capacity” means any employee (1) whose primary
duty consists of either: (A) the performance of office
or nonmanual work directly related to management
policies or general business operations of his
employer or his employer’s customers, or (B) the
performance of functions in the administration of
a school system or educational establishment or
institution, or of a department or subdivision thereof,
inwork directly related to the academic instruction or
training carried on therein; and (2) who customarily
and regularly exercises discretion and independent
judgement; and (3) (A) who regularly and directly
assists a proprietor, or an employee employed in
a bona fide executive or administrative capacity,
as such terms are defined in section 31-60-14 and
31-60-15, or (B) who performs under only general
supervision work along specialized or technical lines
requiring special training, experience or knowledge,
or (C) who executes under only general supervision

for his services on a salary basis at a rate not less
than three hundred seventy-five dollars per week
exclusive of board, lodging, or other facilities during
the training period; (C ) a tentative outline of the
training program has been approved by the labor
commissioner; and (D) the employer shall pay
tuition costs, and fees, if any, for such instruction
and reimburse the employee for travel expenses to
and from each destination other than local, where
such instruction or training is provided. Any trainee
program so approved may be terminated at any

special 1ts and tasks; and (4) who does
not devote more than twenty percent, or, in the case
of an employee of a retail or service establishment
who does not devote as much as forty percent,
of his hours worked in the workweek to activities
which are not directly and closely related to the
performance of the work described in subdivisions
(1)to (3), inclusive, of this section; and (5)(A) who is
compensated for his services on a salary or fee basis
at arate of not less than four hundred dollars per
week exclusive of board, lodging, or other
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permitted only for jobs which are unique in
nature rather than for a series of jobs which are
repeated an indefinite number of times and for
which payment on an identical basis is made
over and over again. Payment on a fee basis
shall amount to a rate of not less than the rate
set forth in subsection (a) of this section.

Gary K. Pechie, Director
Wage and Workplace Standards

CONNECTICUT
DEPARTMENT
OF LABOR

Partner of the American
Job Center Network

Minimum Wage:

$8.70 per hour effective 1-1-14
$9.15 per hour effective 1-1-15
$9.60 per hour effective 1-1-16
$10.10 per hour effective 1-1-17
(P.A. 14-1)

OVERTIME - ONE AND
ONE-HALF TIMES THE
EMPLOYEES REGULAR RATE OF
PAY AFTER 40 HOURS PER WEEK.
FOR EXCEPTIONS - SEE SECTION
31-76i OF THE CONNECTICUT

GENERAL STATUTES.

MINORS UNDER 18 YEARS OF AGE
EMPLOYED BY THE STATE OR POLITICAL
SUBDIVISION THEREOF MAY BE PAID 85%
OF THE APPLICABLE MINIMUM WAGE.

MINORS UNDER 18 YEARS OF AGE
EMPLOYED IN AGRICULTURE MAY BE PAID
85% OF THE APPLICABLE MINIMUM WAGE.
MINORS EMPLOYED BY AGRICULTURAL
EMPLOYERS WHO DID NOT, DURING THE
PRECEDING CALENDAR YEAR, EMPLOY
EIGHT OR MORE WORKERS AT THE SAME
TIME SHALL BE PAID A MINIMUM WAGE

OF NOT LESS THAN 70% OF THE MINIMUM
WAGE AS DEFINED IN SECTION 31-58.
MINORS IN OTHER EMPLOYMENT - SEE
SECTION 31-60-6.




V WORKERS’ COMPENSATION

State of Connecticut Workers’ Compensation Commission

Notice To Employees

Workers’ Compensation Act

Chapter 568 of the Connecticut General Statutes (the Workers’ Compensation Act) requires your employer,

to provide benefits to you in case of injury or occupational disease in the course of employment.

Section 31-294b of the Workers’ Compensation Act states: “Any employee who has sustained an injury
in the course of his employment shall immediately report the injury to his employer, or some person
representing his employer. If the employee fails to report the injury immediately, the commissioner may
reduce the award of compensation proportionately to any prejudice that he finds the employer has
sustained by reason of the failure, provided the burden of proof with respect to such prejudice shall
rest upon the employer.” Such an injury report by the employee is NOT an official written notice of
claim for workers’ compensation benefits. (The Form 30C is necessary to satisfy this requirement.)

The INSURANCE COMPANY or SELF-INSURANCE ADMINISTRATOR is:

Name

Address Telephone

City/Town State Zip Code

Approved Medical Care Plan ] Yes [ No

The State of Connecticut Workers’ Compensation Commission office for this workplace is located at:

Address Telephone
City/Town State Zip Code

Any questions as to your rights under the law or the obligations of the employer or insurance company
should be addressed to the employer, the insurance company or the Workers’ Compensation Commission
(1-800-223-9675).

THIS NOTICE MUST BE IN TYPE OF NOT LESS THAN TEN POINT BOLD-FACE AND POSTED IN A
CONSPICUOUS PLACE IN EACH PLACE OF EMPLOYMENT. FAILURE TO POST THIS NOTICE WILL
SUBJECT THE EMPLOYER TO STATUTORY PENALTY (Section 31-279 C.G.S.)

Date Posted
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V SEXUAL HARASSMENT

SEXUAL HARASSMENT IS ILLEGAL
AND IS PROHIBITED BY
THE CONNECTICUT DISCRIMINATION EMPLOYMENT
PRACTICES ACT
(Section 46a-60(a)(8) of the Connecticut General Statutes
AND
TITLE VII OF THE CIVIL RIGHTS ACT OF 1964
(Title 42 United States Code Section 2000e ef seq.)

SEXUAL HARASSMENT MEANS “ANY UNWELCOME SEXUAL ADVANCES OR
REQUESTS FOR SEXUAL FAVORS OR ANY CONDUCT OF A SEXUAL NATURE
WHEN:

(1) SUBMISSION TO SUCH CONDUCT IS MADE EITHER EXPLICITLY OR
IMPLICITLY A TERM OR CONDITION OF AN INDIVIDUAL’S EMPLOYMENT;

(2) SUBMISSION TO OR REJECTION OF SUCH CONDUCT BY ANY INDIVIDUAL
IS USED AS THE BASIS FOR EMPLOYMENT DECISIONS AFFECTING SUCH
INDIVIDUAL; OR

SUCH CONDUCT HAS THE PURPOSE OR EFFECT OF SUBSTANTIALLY
INTERFERING WITH AN INDIVIDUAL’S WORK PERFORMANCE OR
CREATING AN INTIMIDATING, HOSTILE OR OFFENSIVE WORKING
ENVIRONMENT.”

Examples of SEXUAL HARASSMENT include
UNWELCOME SEXUAL ADVANCES
SUGGESTIVE OR LEWD REMARKS
UNWANTED HUGS, TOUCHES, KISSES
REQUESTS FOR SEXUAL FAVORS
RETALIATION FOR COMPLAINING ABOUT SEXUAL HARASSMENT
DEROGATORY OR PORNOGRAPHIC POSTERS, CARTOONS
OR DRAWINGS

Remedies for SEXUAL HARASSMENT include
CEASE AND DESIST ORDERS
BACK PAY
COMPENSATORY DAMAGES
HIRING, PROMOTION OR REINSTATEMENT

INDIVIDUALS WHO ENGAGE IN ACTS OF SEXUAL HARASSMENT MAYALSO BE SUBJECT
TO CIVIL AND CRIMINAL PENALTIES.

IF YOU FEEL THAT YOU HAVE BEEN DISCRIMINATED AGAINST, CONTACT THE CONNECTICUT
COMMISSION ON HUMAN RIGHTS AND OPPORTUNITIES, 25 Sigourney Street, Hartford, Connecticut 06106
(TELEPHONE NUMBER (860) 541-3400; TDD NUMBER (860) 541-3459, and Connecticut Toll Free 1(800)
477-5737. Connecticut law requires that a formal written complaint be filed with the Commission within 180

days of the date when the alleged harassment occurred.
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V ELECTRONIC MONITORING

NOTICE

TO THE EMPLOYEES OF

In accordance with §31-48d of the Connecticut General Statutes,
this will serve as notice that this employer may engage in the
following types of Electronic Monitoring of employees’
activities or communications;

____Telephone

___Camera (including hidden cameras)
___Computer

____Radio

____Wire

____Electromagnetic
____Photoelectronic

____Photo-optical

____Other

If you have any questions regarding this notice,

contact

(Company Representative)
for additional information.

The Connecticut Department of Labor provides this sample poster as a public service,
Wage & Workplace Standards Division 200 Folly Brook Boulevard Wethersfield, CT 06109-1114
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V¥V MANAGED CARE

pulling
all-nighters
with

health
Insurance

questions?

T

|
of -

Nothing is more important than your health. Under Connecticut law you
have rights in health insurance — it's important to know what they are.

The Office of the Healthcare Advocate can help you understand your
rights and assist with appeals.

Learn more by contacting us: 866.HMO.4446 or ct.gov/oha.

There's help. Call 1.866.HMQO.4446

ERWCTM7  03/08

Office of the
Healthcare

Advocate
STATE OF CONNECTICUT

ct.gov/oha

A free service of the State of Connecticut.




V PAID SICK LEAVE

NOTICE
Connecticut General Statutes §§ 31-57r - 31-57w — Paid Sick Leave

Each employer with 50 or more employees based on the number of employees on its payroll for the week containing October
1, shall provide paid sick leave annually to each of its service workers in the state. The paid sick leave shall accrue beginning
January 1, 2012 for current employees, or for a service worker hired after January 1, 2012, beginning on the service worker's

date of employment.

Accrual
The accrual is at a rate of one hour of paid sick leave for each 40
hours worked by a service worker up to a maximum of 40 hours per
year (the employer shall choose any 365 day period used to calculate
employee benefits in order to administer paid sick leave).
® No service worker shall be entitled to use more than the
maximum number of accrued hours.

Carry Over

Each service worker shall be entitled to carry over up to 40 unused
accrued hours of paid sick leave from the current year period to the
following year period

Use of Paid Sick Leave
A service worker shall be entitled to the use of accrued paid sick
leave upon the completion of the service worker's 680" hour of
employment
° from January 1, 2012, for current service workers, or
e  if hired after January 1, 2012, upon the completion of the
service worker's 680" hour of employment from the date
of hire, unless the employer agrees to an earlier date.

A service worker shall not be entitled to the use of accrued paid sick
leave if such service worker did not work an average of 10 or more
hours a week for the employer in the most recent complete calendar
quarter.

Pay
Each employer shall pay each service worker for paid sick leave at a
pay rate equal to the greater of either
®  the normal hourly wage for that service worker, or
e the minimum fair wage rate under section 31-58 of the
general statutes in effect for the pay period during which
the employee used paid sick leave.

Reasons for Use of Leave
A service worker may use paid sick leave for his or her own:

® llness, injury or health condition;

e the medical diagnosis, care or treatment of his or her
mental illness or physical iliness, injury or health condition;
or
preventative medical care.

A service worker may use paid sick leave for a child's or spouse's:
® llness, injury or health condition; the medical diagnosis,
® care or treatment of a mental or physical illness, injury or
health condition; or
e preventative medical care

A service worker may use paid sick leave if the service worker is a
victim of family violence or sexual assault:
® for medical care or psychological or other counseling for
physical or psychological injury or disability;

Notice

to obtain services from a victim services organization;

to relocate due to such family violence or sexual assault;

to participate in any civil or criminal proceedings related to or
resulting from such family violence or sexual assault.

If leave is foreseeable, the employer may require advance notice.
If leave is unforeseeable, the employer may require notice as soon as
practicable.

Reasonable Documentation
Documentation for paid sick leave of 3 or more consecutive work days
may be required

documentation signed by a health care provider who is
treating the service worker or the service worker's child or
spouse indicating the need for the number of days of such
leave shall be considered reasonable documentation.

a court record or documentation signed by a service worker
or volunteer working for a victim services organization, an
attorney, a police officer or other counselor involved with the
service worker shall be considered reasonable documentation
for a victim of family violence or sexual assault.

Prohibition of Retaliation or Discrimination
No employer shall take retaliatory personnel action or discriminate
against an employee because the employee:

requests or uses paid sick leave either in accordance with the
act; or

in accordance with the employer's own paid sick leave policy,
as the case may be; or

files a complaint with the Labor Commissioner alleging the
employer's violation of the act

Collective Bargaining
Nothing in the act shall diminish any rights provided to any employee or
service worker under a collective bargaining agreement, or preempt or
override the terms of any collective bargaining agreement effective
prior to January 1, 2012.

Complaint Process

Any employee aggrieved by a violation of the provisions of the act may
file a complaint with the Labor Commissioner. Upon receipt of any such
complaint, said Commissioner may hold a hearing. After a hearing, the
Commissioner may assess a civil penalty or award other relief.

This is not the complete Paid Sick Leave law. Please contact
your Human Resources office for additional information.

Effective 1/1/15
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V PAID SICK LEAVE SPANISH

AVISO
Leyes Generales del Estado de Connecticut 88§ 31-57r - 31-57w - Licencia por enfermedad con goce de
sueldo
Los empleadores con 50 6 mas empleados, con base en el numero de empleados que existan en la ndmina de la semana que tenga el 1 de
octubre, proporcionaran licencia por enfermedad con goce de sueldo anualmente a cada uno de sus trabajadores de servicios en el estado.
La licencia por enfermedad con goce de sueldo se acumulard a partir del 1° de enero de 2012 para empleados actuales, o para un
trabajador de servicios contratado después del 1° de enero de 2012, comenzando en la fecha de contratacion del empleado.

Acumulacion
La acumulacion es a razén de una hora de licencia por enfermedad
con goce de sueldo por cada cuarenta horas trabajadas por un
trabajador de servicios hasta un maximo de cuarenta horas por afio
del calendario (el empleador debera elegir el periodo de 365 dias a
usarse para calcular los beneficios del trabajador a pagarse por la
licencia por enfermedad).

® Ningun trabajador de servicios tendra derecho a usar mas

del nimero méaximo de horas acumuladas.

Remanente

Cada trabajador de servicios tendra derecho a transferir hasta
cuarenta horas no usadas de licencia por enfermedad con goce de
sueldo del periodo del afio del calendario actual al siguiente periodo
del afio del calendario.

Uso de licencia por enfermedad con goce de sueldo
Un trabajador de servicios tendra derecho al uso de la licencia por
enfermedad acumulada al cumplir el trabajador de servicios
seiscientos ochenta horas de empleo.
® a partir del 1° de enero de 2012, para trabajadores de
servicios actuales, o
si es contratado después del 1° de enero de 2012, al
cumplimiento de seiscientos ochenta horas de empleo por
el trabajador de servicios desde la fecha de contratacion, a
menos que el empleador conceda una fecha mas temprana.

Un trabajador de servicios no tendra derecho al uso de licencia por
enfermedad con goce de sueldo si dicho trabajador no hubiese trabajado
un promedio de diez 0 mas horas por semana para el empleador durante
el mas reciente trimestre completo del calendario.

Remuneracion
Cada empleador pagara a cada trabajador de servicios la licencia por
enfermedad a una tasa salarial igual al mayor de, ya sea:
e ¢l salario normal por hora de dicho trabajador de servicios, o
® Ja tasa del salario minimo justo bajo la seccion 31-58 de
las leyes generales vigentes para el periodo de pago
durante el cual el empleado utiliz6 la licencia por
enfermedad con goce de sueldo.

Razones para el uso de licencia
Un trabajador de servicios puede usar licencia por enfermedad con
goce de sueldo para las siguientes circunstancias personales:
® enfermedad, lesion o condicion de salud;
® ¢l diagnostico, atencion o tratamiento de su enfermedad
mental o fisica, lesion o condicion de salud; o
atencion médica preventiva.

Un trabajador de servicios puede usar licencia por enfermedad con goce
de sueldo para las siguientes circunstancias de un hijo o conyuge:
® enfermedad, lesion o condicion de salud;
® ¢l diagndstico, atencion o tratamiento de una enfermedad
mental o fisica, lesion o condicion de salud; o
atencion médica preventiva.

Un trabajador de servicios puede usar licencia por enfermedad con
goce de sueldo si el trabajador de servicios es victima de violencia
familiar o agresion sexual:
® para atencion médica o consejeria psicologica o de otro
tipo por heridas fisicas o psicoldgicas o discapacidad.

para obtener servicios de una organizacion de servicios a
victimas;

para mudarse debido a tal violencia familiar o agresion
sexual;

para participar en cualesquier procedimientos civiles o
criminales relacionados con, o resultantes de tal violencia
familiar o agresion sexual.

Notificacion

Si la licencia es previsible, el empleador puede exigir notificacion
previa.

Si la licencia es imprevisible, el empleador puede exigir notificacion lo
mas pronto practicable.

Documentacion razonable

Documentacion para licencia por enfermedad con goce de sueldo de

tres o mas dias laborales consecutivos puede ser requerida.

® Documentacién firmada por un proveedor de servicios de salud

que esté tratando al trabajador de servicios o al hijo o conyuge
del trabajador de servicios indicando la necesidad para el
nimero de dias de dicha licencia se considerard
documentacion razonable.
Un acta de tribunal o documentacién firmada por un trabajador
de servicios o voluntario trabajando para una organizacién de
servicios a victimas, un abogado, un agente de policia u otro
consejero que esté interviniendo con el trabajador de servicios
se considerara documentacion razonable para una victima de
violencia familiar o agresion sexual.

Prohibicion de represalia o discriminacion

Ningin empleador tomara accion de personal en represalia ni

discriminara contra un empleado debido a que el empleado:

e  hubiese solicitado o usado licencia por enfermedad con goce

de sueldo en conformidad con la ley; o
en conformidad con las propias normas del empleador sobre
licencia por enfermedad con goce de sueldo, segun sea el
caso; o
hubiese registrado una queja con el Comisionado de Trabajo
alegando una violacion de la ley de parte del empleador.

Negociacion colectiva

Nada en la Ley disminuird ningin derecho concedido a cualquier
empleado o trabajador de servicios bajo un acuerdo de negociacion
colectiva, ni reemplazara ni invalidard los términos de cualquier acuerdo
de negociacion colectiva vigente antes del 1° de enero de 2012.

Proceso de queja

Cualquier empleado con motivo de queja por una violacion de las
provisiones de la ley puede registrar una queja con el Comisionado de
Trabajo. Al recibo de cualquier tal queja, dicho comisionado podra
celebrar una audiencia. Después de una audiencia, el Comisionado
podra imponer una multa civil o conceder otro alivio.

Esta no es la Ley de Licencia por Enfermedad con Goce
de Sueldo completa. Por favor comuniquese con
Recursos Humanos para informacion adicional.

Fecha de vigencia: 1/1/15
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