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§ 29:7 —Sample independent contractor agreement

CHAPTER 30. INTERNAL RECRUITMENT
I. OVERVIEW OF INTERNAL RECRUITMENT

§ 30:1 Introduction to internal recruiting

II. RECRUITMENT OF CURRENT EMPLOYEES

§ 30:2 Promotion or transfer
§ 30:3 Internal job posting programs
§ 30:4 Employee referral program

III. INTERNAL RECRUITMENT SAMPLE POLICIES

§ 30:5 Sample job posting policy
§ 30:6 Sample employee referral policy

CHAPTER 31. EXTERNAL RECRUITMENT
I. OVERVIEW OF EXTERNAL RECRUITMENT

§ 31:1 Introduction to external recruitment

II. SOURCES FOR EXTERNAL RECRUITMENT

§ 31:2 Digital recruitment

§ 31:3 Private recruitment agencies
§ 31:4 State employment agencies
§ 31:5 Campus recruitment

§ 31:6  Union hiring halls

CHAPTER 32. RECRUITMENT ADVERTISING
I. OVERVIEW OF RECRUITMENT ADVERTISING

§ 32:1 Introduction to recruitment advertising
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§ 32:2 What to include in recruitment advertising
§ 32:3 Designing recruitment advertising

§ 32:4 —Open ads vs. blind ads

§ 32:5 Use of a recruitment advertising agency

II. PLACEMENT OF RECRUITMENT ADVERTISING

§ 32:6 Recruitment on corporate websites

§ 32:7 Recruitment on social media

§ 32:8  Recruitment on online job platforms

§ 32:9 —Industry-focused platforms

§ 32:10 Recruitment at job fairs

§ 32:11 Recruitment at universities, colleges, and trade schools
§ 32:12 Recruitment through print media—Newspapers

§ 32:13 —Industry-specific or trade publications

§ 32:14 Recruitment through broadcast media

CHAPTER 33. RECRUITING YOUNGER AND OLDER WORKERS
I. OVERVIEW OF RECRUITMENT OF YOUNGER AND OLDER WORKERS

§ 33:1 Introduction to recruiting younger and older workers

II. RECRUITING OLDER WORKERS AND RETIREES

§ 33:2 Why recruit older workers and retirees

§ 33:3 What will bring retirees back to the workplace
§ 33:4 Ways of offering flexibility to older workers

§ 33:5 Training retirees

§ 33:6 Concerns of older workers

§ 33:7 Which media to use to recruit older workers

III. GENERATIONAL CONSIDERATION

§ 33:8 Three (or maybe four) generations of workers

IV. RECRUITING MINORS

§ 33:9 Why employ minors

§ 33:10 Restrictions on employment of minors

§ 33:11 Certificates of age

§ 33:12 Regulations and resources for unpaid internships and apprenticeships

CHAPTER 34. RECRUITING UNDEREMPLOYED POPULATIONS
I. OVERVIEW OF RECRUITMENT OF UNDEREMPLOYED POPULATIONS

§ 34:1 Introduction to recruiting underemployed populations
§ 34:2  Work Opportunity Tax Credit (WOTC)

II. RECRUITING MEMBERS OF MINORITY GROUPS

§ 34:3 Why recruit members of minority groups
§ 34:4 Considerations for recruiting members of minority groups
§ 34:5 Resources and methods for recruiting members of minority groups

III. RECRUITING INDIVIDUALS WITH DISABILITIES
§ 34:6 Why recruit individuals with disabilities
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§ 34:7 Considerations for recruiting individuals with disabilities
§ 34:8 Resources and methods for recruiting individuals with disabilities

IV. RECRUITING FORMERLY INCARCERATED PERSONS

§ 34:9 Legal concerns regarding employees who were formerly incarcerated
§ 34:10 Resources for recruiting formerly incarcerated persons

CHAPTER 35. RECRUITING NON-U.S. CITIZENS
I. OVERVIEW OF RECRUITMENT OF NON-U.S. CITIZENS

§ 35:1 Introduction to recruiting and hiring non-U.S. citizens

II. CATEGORIES OF TEMPORARY (NONIMMIGRANT) WORKERS

§ 35:2 CW-1 visa
§ 35:3 E-1 visa

§ 35:4 E-2 visa

§ 35:5 E-3 visa

§ 35:6 H1-B visa
§ 35:7 H2-A visa
§ 35:8 H2-B visa
§ 35:9 H-3 visa
§ 35:10 1Ivisa

§ 35:11 L1-A visa
§ 35:12 L1-B visa
§ 35:13 O-1visa
§ 35:14 P1-Avisa
§ 35:15 P1-B visa
§ 35:16 P-2 visa

§ 35:17 P-3 visa
§35:18 Q visa

§ 35:19 R-1 visa

§ 35:20 TN visa

III. CATEGORIES OF PERMANENT WORKERS

§ 35:21 Employment-Based Immigration: First Preference EB-1 visa
§ 35:22 Employment-Based Immigration: Second Preference EB-2 visa
§ 35:23 Employment-Based Immigration: Third Preference EB-3 visa
§ 35:24 Employment-Based Immigration: Fourth Preference EB-4 visa
§ 35:25 Employment-Based Immigration: Fifth Preference EB-5 visa

CHAPTER 36. DESIGNING AND USING EMPLOYMENT
APPLICATIONS

I. OVERVIEW ON EMPLOYMENT APPLICATIONS

§ 36:1 Introduction to using employment applications

II. DESIGNING EMPLOYMENT APPLICATIONS

§ 36:2 Considerations for employment applications
§ 36:3 —One form for all jobs
§ 36:4 —Choosing the right format
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§ 36:5 —Limitations of predesigned forms
§ 36:6 —Disclaimers and notices

III. GETTING RELEVANT INFORMATION FROM APPLICANTS

§ 36:7 What to include on an employment application
§ 36:8 What not to include on an employment application

IV. REVIEWING EMPLOYMENT APPLICATIONS

§36:9  Reviewing employment applications
§ 36:10 Areas of employment applications to examine closely

V. SAMPLE EMPLOYMENT POLICIES

§ 36:11 Sample employment-at-will policies

§ 36:12 Sample reference check policies

§ 36:13 Sample notice of testing policies

§ 36:14 Sample notices of EEO policy

§ 36:15 Sample policies on falsified answers

§ 36:16 Sample combination policy statements

VI. SAMPLE EMPLOYMENT APPLICATIONS

§ 36:17 Sample employment application for bonded position at bank
§ 36:18 Sample employment application seeking general information
§ 36:19 Sample general employment application

§ 36:20 Sample employment record—Option 1

§ 36:21 Sample employment record—Option 2

§ 36:22 Sample applicant’s self-assessment of job qualifications

§ 36:23 Sample application referral form

CHAPTER 37. INTERVIEWING APPLICANTS
I. OVERVIEW OF INTERVIEWING

§ 37:1 Introduction to interviewing

II. INTERVIEWING AS A SELECTION TOOL

§ 37:2 Pros and cons of interviews
§ 37:3  Objectives of a hiring interview
§ 37:4 Training interviewers

III. DESIGNING INTERVIEW QUESTIONS

§ 37:5 Guidelines for interview questions
§ 37:6 —Avoiding discriminatory questions

IV. CONDUCTING AN EFFECTIVE INTERVIEW

§ 37:7 Need for a structured approach
§ 37:8 Interviewing tips and techniques
§ 37:9 Writing up the interview

V. INTERVIEWING APPLICANTS

§ 37:10 Sample form—Interviewer’s evaluation of candidate
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§ 37:11 — —Management candidate
§ 37:12 —Manager’s assessment of candidate
§ 37:13 —Interviewer’s self-rating sheet

CHAPTER 38. CONDUCTING BACKGROUND CHECKS

I. OVERVIEW OF BACKGROUND CHECKS BY EMPLOYERS
§ 38:1 Introduction to background checks on applicants

II. GUIDELINES FOR CONDUCTING BACKGROUND CHECKS

§ 38:2 Why conduct background checks
§ 38:3 Which applicants should have a background check completed
§ 38:4 Qualified privilege and negligent referral as related to background checks

III. CHECKING PERSONAL AND PROFESSIONAL REFERENCES

§ 38:5 Checking an applicant’s references

§ 38:6 Types of references to check

§ 38:7 Methods of contacting an applicant’s references

§ 38:8 Obtaining applicant’s release to contact references
§38:9  What to ask a reference

§ 38:10 Judging responses to a reference request

§ 38:11 Dealing with reluctant references

IV. REQUESTING CREDIT REPORTS

§ 38:12 When are credit checks appropriate?
§ 38:13 FCRA requirements

V. CHECKING OTHER RECORDS

§ 38:14  Verifying applicants’ credentials
§ 38:15 Investigating criminal records
§ 38:16  Using the Internet as a verification tool

VI. FORMS AND NOTICES FOR CONDUCTING BACKGROUND CHECKS

§ 38:17 Sample notice before ordering consumer report

§ 38:18 Sample authorization to procure consumer report

§ 38:19 Sample notice of investigative consumer report

§ 38:20 Sample rejection notice based on credit report

§ 38:21 Sample release authorizing check of applicant’s credentials

§ 38:22 Sample summary of HR background check

§ 38:23 Sample employment reference check

§ 38:24 Sample personal reference check

§ 38:25 Sample request for reference with rating of applicant’s abilities
§ 38:26 Sample authorization to secure consumer investigative report
§ 38:27 Sample request for Motor Vehicle Department record

§ 38:28 Sample verification of arrest record

§ 38:29 Sample request for school transcript

§ 38:30 Sample verification of military service

CHAPTER 39. STATE LAWS ON CREDIT CHECKS BY EMPLOYERS

I. STATE LAWS ON EMPLOYER ACCESS TO AND USE OF CRIMINAL RECORDS
§ 39:1 State laws credit checks by employer
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CHAPTER 40. STATE LAWS ON USE OF CRIMINAL RECORDS
I. STATE LAWS ON EMPLOYER ACCESS TO AND USE OF CRIMINAL RECORDS

§40:1 State laws on use of criminal records by employer

CHAPTER 41. SETTING UP A PRE-EMPLOYMENT TESTING
PROGRAM

I. OVERVIEW OF PRE-EMPLOYMENT TESTING

§41:1 Introduction to pre-employment testing programs

II. GENERAL PRE-EMPLOYMENT TESTING CONSIDERATIONS

§41:2 Pre-employment testing as a solution to selection problems
§41:3 Benefits of pre-employment tests

§ 41:4 Limitations of pre-employment tests

§ 41:5 Evaluating the need for pre-employment testing

§ 41:6 What does pre-employment test validity mean?

III. NONDISCRIMINATORY PRE-EMPLOYMENT TESTING

§ 41:7 Uniform Guidelines on Employee Selection Procedures

§41:8 Measuring the adverse impact of pre-employment testing

§41:9 Job-relatedness of pre-employment testing

§41:10 Americans with Disabilities Act considerations for pre-employment testing

§41:11 —General suggestions for pre-employment testing of applicants with disabilities

§41:12 —Pre-employment testing of persons with hearing or speech problems

§41:13 —Pre-employment testing of persons with vision problems

§41:14 —Pre-employment testing of persons with limited mobility or limited use of limbs

§41:15 —Pre-employment testing of persons with learning disabilities

§41:16 —Concerns around identification of persons with disabilities following pre-employment
testing

IV. PRE-EMPLOYMENT TEST ADMINISTRATION CONSIDERATIONS

§ 41:17 When to conduct pre-employment tests
§ 41:18 Designing a pre-employment testing program

CHAPTER 42. PRE-EMPLOYMENT NON-MEDICAL TESTS
I. OVERVIEW OF TESTS USED BY EMPLOYERS

§ 42:1 Introduction to pre-employment tests used by employers

II. ACHIEVEMENT TESTS

§ 42:2 Achievement tests
§42:3 —Work samples
§42:4 —Tests of job knowledge

III. APTITUDE TESTS

§ 42:5 Aptitude tests
§ 42:6 —Cognitive aptitude tests
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§ 42:7 —Personality inventories
§ 42:8 —ADA impact on use of achievement and aptitude tests

IV. PHYSICAL AGILITY TESTS

§ 42:9 The need for physical agility tests
§42:10 ADA impact on physical agility testing
§42:11 Consent and waiver for injuries during physical agility test

V. HONESTY TESTING

§ 42:12 Employee Polygraph Protection Act of 1988 (EPPA) and honest tests
§ 42:13 Paper-and-pencil integrity tests

CHAPTER 43. PRE-EMPLOYMENT MEDICAL EXAMINATIONS

I. OVERVIEW OF PRE-EMPLOYMENT MEDICAL EXAMINATIONS

§ 43:1 Introduction to pre-employment medical examinations

II. DRUG TESTING

§ 43:2 General considerations regarding drug testing

§ 43:3 Privacy and accuracy considerations around drug testing
§ 43:4 Americans with Disabilities Act impact on drug testing

§ 43:5 State laws on drug testing

§ 43:6 Medical and recreational marijuana

§43:7 Sample drug testing policy for applicants

III. PHYSICAL EXAMINATIONS

§ 43:8 Deciding whether to use physical exams
§43:9 Americans with Disabilities Act impact on physical examinations

IV. GENETIC SCREENING

§ 43:10 Predicting serious disease

§ 43:11 Americans with Disabilities Act impact on genetic testing

§ 43:12 Genetic testing and genetic information discrimination

§ 43:13  States that prohibit discrimination based on genetic testing

V. HIV TESTING

§ 43:14  Pitfalls of employer HIV testing

§ 43:15 Americans with Disabilities Act impact on HIV testing
§43:16  State laws on HIV testing

§43:17 Implementing HIV testing

CHAPTER 44. FINAL SELECTION AND JOB OFFERS
I. OVERVIEW TO SELECTION OF EMPLOYEES AND JOB OFFERS

§44:1 Introduction to selecting employees and offering jobs

II. FINAL INTERVIEWS

§ 44:2 Purposes of final interviews
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§ 44:3 Misrepresenting the job can result in liability
§ 44:4 Promises relied upon in the recruiting process

III. REALISTIC JOB PREVIEWS

§ 44:5 Why use realistic job previews

§44:6 When to conduct a realistic job preview

§ 44:7 Media used for realistic job previews

§ 44:8 What to include in a realistic job preview

IV. SPECIAL INCENTIVES FOR PROSPECTIVE HIRES

§ 44:9 Rationale for special incentives
§ 44:10 Types of special incentives

V. MAKING AND DOCUMENTING THE FINAL DECISION

§ 44:11 HR'’s role in the final hiring decision

§ 44:12 Informing candidates of the final hiring decision
§ 44:13  Job offers as job contracts

§ 44:14 Importance of documenting final hiring decisions
§ 44:15 Communicating final terms of employment

VI. EMPLOYMENT AGREEMENTS

§44:16 Agreements with executives and highly skilled employees
§44:17 —Noncompetition provisions

§ 44:18 —Rights to inventions and work products

§ 44:19 —Other contract terms

VII. RECORDKEEPING REQUIREMENTS AND RECOMMENDATIONS

§ 44:20 Immigration Reform and Control Act recordkeeping requirements
§ 44:21 Other records to keep on new hires

VIII. FINAL SELECTION AND JOB OFFER FORMS AND AGREEMENTS

§ 44:22 Rejection letter: Not giving reason

§ 44:23 Rejection letter: Giving reason

§ 44:24 Rejection letter: Encouraging candidate to reapply

§ 44:25 Letter to confirm job offer

§ 44:26  Record of telephoned job offer

§ 44:27 New-hire checklist

§ 44:28 New-hire form

§ 44:29  At-will employment agreement for salaried employee

§ 44:30 Employee noncompetition agreement

§ 44:31 Agreement not to disclose trade secrets

§ 44:32 Executive employment contract

§ 44:33 Sample confidential and proprietary information agreement
§ 44:34  Model employment/noncompetition agreement form

§ 44:35 Sample executive employment agreement (president of a national consulting company)
§ 44:36 IRCA notice for new hires

§ 44:37 Notice to correct IRCA compliance

§ 44:38 Notice to employee lacking proper IRCA documents

§ 44:39 Withdrawal of employment offer due to IRCA noncompliance
§ 44:40 Notice that IRCA authorization is due to expire
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CHAPTER 45. STATE LAWS ON NEW-HIRE REPORTING
I. OVERVIEW TO NEW HIRE REPORTING

§ 45:1 Introduction to new hire reporting requirements under state law
§ 45:2  State laws on employer new hire reporting

CHAPTER 46. HIRING RESOURCES
I. RECRUITMENT RESOURCES

§46:1 Resources for recruiting—Organizations
§ 46:2 —Online-only recruiting resources

PART V. TERMINATION
CHAPTER 47. BASIC TERMINATION POLICIES
I. OVERVIEW OF TERMINATION POLICIES

§47:1 Introduction to termination policies

II. TYPES OF TERMINATIONS

§ 47:2  Voluntary vs. involuntary terminations
§ 47:3 —Specific reasons for termination
§ 47:4 —Constructive discharge

III. DEVELOPING SOUND TERMINATION POLICIES

§47:5 Managing employee performance

§47:6 Reviewing discharge decisions

§ 47:7 Carrying out terminations

§ 47:8 Reducing the threat of termination violence

IV. SAMPLE TERMINATION POLICIES

§47:9 Sample termination policy
§47:10 Sample handbook statement on employee separations

CHAPTER 48. LEGAL LIMITS ON EMPLOYERS’ DISCHARGE
RIGHTS

I. OVERVIEW OF LIMITS ON RIGHTS OF EMPLOYERS TO DISCHARGE
EMPLOYEES

§ 48:1 Introduction to limits on discharge rights

II. EMPLOYMENT-AT-WILL AND WRONGFUL DISCHARGE

§ 48:2 Employment-at-will policies
§ 48:3 Limits on employment-at-will

III. BREACH OF CONTRACT

§ 48:4 Formal contracts
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Implied contracts

—Oral contracts

—Other types of implied contracts

Implied covenant of good faith and fair dealing

IV. PUBLIC POLICY EXCEPTIONS TO EMPLOYMENT-AT-WILL

§ 48:9

Public policy limits on discharges

V. DISCRIMINATORY DISCHARGES

§ 48:10
§ 48:11
§ 48:12

Discrimination based on protected status or activity
Retaliatory discharge
Federal laws limiting employment-at-will

VI. EMPLOYMENT PRACTICES LIABILITY INSURANCE

§ 48:13

What is employment practices liability insurance

CHAPTER 49. STATE LIMITS ON EMPLOYMENT AT WILL
I. OVERVIEW TO STATE LAW LIMITS TO EMPLOYMENT AT WILL

§49:1

Introduction to state law limits on employment at will

II. STATE LAWS LIMITING AT-WILL EMPLOYMENT

§ 49:2

§ 49:3

§49:4

§ 49:5

§ 49:6

§ 49:7

§ 49:8

§ 49:9

§ 49:10
§49:11
§ 49:12
§49:13
§ 49:14
§ 49:15
§ 49:16
§ 49:17
§ 49:18
§49:19
§ 49:20
§ 49:21
§ 49:22
§ 49:23
§ 49:24
§ 49:25
§ 49:26
§ 49:27
§ 49:28
§ 49:29
§ 49:30
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§49:31 New Hampshire
§ 49:32 New Jersey

§ 49:33 New Mexico

§ 49:34 New York

§ 49:35 North Carolina
§ 49:36 North Dakota
§ 49:37 Ohio

§ 49:38 Oklahoma
§49:39 Oregon
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§ 49:43 South Dakota
§ 49:44 Tennessee

§ 49:45 Texas

§ 49:46 Utah

§ 49:47 Vermont

§ 49:48 Virginia

§ 49:49 Washington

§ 49:50 West Virginia
§ 49:51 Wisconsin

§ 49:52 Wyoming

CHAPTER 50. DISCIPLINARY DISCHARGE

I. OVERVIEW OF DISCIPLINARY DISCHARGE
§ 50:1 Introduction to disciplinary discharge

II. IMMEDIATE DISCHARGE

§ 50:2 Purpose of immediate discharge policies
§ 50:3 Grounds for immediate discharge

III. DISCHARGE FOR JUST CAUSE
§ 50:4 Establishing just cause for discharge

§ 50:5 —Violation of basic conditions of employment
§ 50:6 —Poor job performance
§ 50:7 —Misconduct and unprofessional behavior

§ 50:8 Discharge in a unionized environment

IV. STEPS TO TAKE PRIOR TO DISCHARGE

§50:9  Considering alternatives to discharge
§50:10 Documenting reasons for discharge
§ 50:11 Gathering supportive records regarding discharge

CHAPTER 51. DISCIPLINARY DISCHARGE PROCEDURES
I. OVERVIEW OF DISCIPLINARY DISCHARGE PROCEDURES

§ 51:1 Introduction to disciplinary discharge procedures

II. REVIEWING A PROPOSED DISCHARGE
§ 51:2 Establishing a review policy for proposed discharges
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§51:3 Conducting the review of a proposed discharge

III. COMMUNICATING THE DECISION TO DISCHARGE

§ 51:4 Preparing for the discharge meeting
§ 51:5 Conducting the termination interview
§ 51:6 Laws requiring disclosure of discharge reasons

IV. FOLLOWING UP ON DISCHARGE DECISIONS

§ 51:7 Telling coworkers of an employee’s discharge
§ 51:8 Handling fired employees who refuse to leave

V. SAMPLE DISCIPLINARY DISCHARGE FORMS AND POLICIES

§51:9 Sample policy on dismissal (public employer)

§ 51:10 Sample handbook statement on appealing discharges

§ 51:11 Sample policy: discipline and discharge (private employer)
§ 51:12 Sample absenteeism policy (private company)

§ 51:13 Termination notice for unexplained absence

CHAPTER 52. LAYOFFS AND DOWNSIZINGS
I. OVERVIEW OF LAYOFFS AND DOWNSIZINGS

§ 52:1 Introduction to layoffs and downsizings

II. PLANNING LAYOFFS

§ 52:2 Exploring alternatives to layoffs
§ 52:3 Preparing a layoff plan

III. SELECTING EMPLOYEES FOR LAYOFF

§ 52:4 Options to consider in selecting employees to lay off

§ 52:5 —Selection based on type of employment

§ 52:6 —Selection based on merit

§ 52:7 —Selection based on seniority

§ 52:8 —Selection based on skills
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§ 52:10 —Selection based on discrimination and affirmative action considerations
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IV. CARRYING OUT A LAYOFF

§52:12  Steps to follow during a layoff

§ 52:13 —Giving advance notice

§ 52:14 —Termination and outplacement

§ 52:15 —Termination letters

§52:16 Impact of Older Workers Benefits Protection Act

§ 52:17 Handling recalls after a layoff

§ 52:18 Motivating retained employees retained after a layoff
§ 52:19 What the worker fearful of a layoff should do

V. EFFECT OF LAYOFFS ON EMPLOYEES
§ 52:20 Study: emotional impact of layoffs
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§ 52:21

Study: fear of layoffs leads to increased illness and injury

VI. SAMPLE FORMS AND POLICIES FOR LAYOFFS AND DOWNSIZINGS

§ 52:22
§ 52:23
§ 52:24
§ 52:25
§ 52:26

§ 52:27

Layoff planning checklist

Sample policies on layoffs and staffing reductions

Layoff or outplacement candidate profile

Model termination letter

Sample release of all claims under ADEA and all other federal and state antidiscrimination
laws

General release agreement

CHAPTER 53. FEDERAL LAWS AFFECTING LAYOFFS
I. OVERVIEW TO FEDERAL LAWS AFFECTING LAYOFFS

§53:1

Introduction to federal laws affecting layoffs

II. WORKER ADJUSTMENT AND RETRAINING NOTIFICATION ACT

§ 53:2
§ 53:3
§ 53:4
§ 53:5
§ 53:6
§ 53:7
§ 53:8
§ 53:9
§53:10

WARN Act and layoffs—Covered employers and employees
—Notice—Events triggering notice

— —Exceptions to notice requirements

— —Who must receive notice

— —Form and contents of notice

—Extended layoffs
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—Penalties
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III. AGE DISCRIMINATION IN EMPLOYMENT ACT

§ 53:11
§ 53:12
§ 53:13

ADEA and layoffs—Applicability to layoffs
—Practices that reduce the risk of ADEA claims
—Severance pay and ADEA

IV. NATIONAL LABOR RELATIONS ACT

§ 53:14

Extent of NLRA on bargaining obligations

V. EMPLOYEE RETIREMENT INCOME SECURITY ACT

§ 53:15

Impact of ERISA on layoffs

CHAPTER 54. STANDARD AND EARLY RETIREMENT
I. OVERVIEW OF RETIREMENT OPTIONS

§ 54:1

Introduction to retirement

II. TRADITIONAL FORMS OF RETIREMENT

§ 54:2 Mandatory retirement
§ 54:3  Disability retirement

III. DEVELOPING RETIREMENT PROGRAMS

§ 54:4 Defining retirement program purpose and participants

xlv



HR SEkries: PoLICIES AND PRACTICES

§ 54:5 Deciding on a format for the retirement program

§ 54:6 Selecting topics to address in retirement programs

§ 54:7 Covering financial issues during a retirement program
§ 54:8 Presenting the retirement program

§ 54:9  Avoiding liability for a retirement program

IV. EARLY RETIREMENT PROGRAMS

§ 54:10 Targeting early retirement incentives

§ 54:11 Funding early retirement programs

§ 54:12 Making an early retirement offer

§ 54:13 Early retirement programs and the ADEA
§ 54:14 Phased retirement as a workforce strategy
§ 54:15 Discouraging employees from retiring

V. SAMPLE RETIREMENT POLICIES

§ 54:16 Policies for early retirement

§ 54:17 Sample early retirement policy under collective bargaining agreement for university and
faculty union

§ 54:18 Sample retirement policy statement for public employer

VI. RETIREMENT RESOURCES

§ 54:19  Organizations for retirement program planning assistance

CHAPTER 55. RESIGNATION OR DEATH OF AN EMPLOYEE
I. OVERVIEW OF EMPLOYEE DEATH OR RESIGNATION

§ 55:1 Introduction to resignation or death of employees

II. RESIGNATION POLICIES

§ 55:2 Notice of resignation
§ 55:3 Procedures for handling resignations
§ 55:4 Continued absence and constructive discharge

III. DEALING WITH AN EMPLOYEE’S DEATH

§ 55:5 Providing for an employee’s survivors
§ 55:6 Allowing employees to acknowledge the loss of a coworker
§ 55:7  Other actions surrounding the death of an employee

IV. SAMPLE POLICIES AND FORMS REGARDING RESIGNATIONS OR DEATHS
OF EMPLOYEES

§ 55:8 Sample policy statements—Employee resignation
§ 55:9 —Employee death
§ 55:10 Letter of voluntary resignation

CHAPTER 56. RELEASES AND SEVERANCE PACKAGES
I. OVERVIEW OF RELEASES AND SEVERANCE PACKAGES

§ 56:1 Introduction to releases and severance packages

II. EMPLOYEE RELEASE OF LEGAL RIGHTS
§ 56:2 Why seek releases from employees
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§ 56:3 Requirements for all releases by employees
§ 56:4 Requirements for releasing ADEA rights

§ 56:5 Optional provisions in releases by employees
§ 56:6 Enforcing the employee’s release

III. SEVERANCE PAY PLANS

§ 56:7 Types of severance plans
§ 56:8 Designing a severance pay plan

IV. ERISA REQUIREMENTS AND SEVERANCE BENEFITS

§ 56:9 Severance benefits subject to ERISA
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V. SAMPLE SEVERANCE POLICIES AND FORMS

§ 56:11  Checklist for obtaining releases from employees
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§ 56:16 Sample handbook statement on severance pay

§ 56:17 Termination letter for executive

CHAPTER 57. STATE LAWS ON PAYMENTS TO TERMINATED
EMPLOYEES

§ 57:1 State laws on severance payments
§ 57:2 State laws on payment of final wages

CHAPTER 58. TERMINATION PROCEDURES
I. OVERVIEW OF TERMINATION PROCEDURES

§ 58:1 Introduction to termination procedures

II. EXIT INTERVIEWS
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§ 58:11 Example of an outplacement program

V. TERMINATION PROCEDURES
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§ 58:13 Termination checklist
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I. OVERVIEW OF REFERENCES, SERVICE LETTERS AND BLACKLIST ISSUES
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II. DEFAMATION

§ 59:2 Definition of defamation
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§ 59:4 Protections from defamation claims

III. REFERENCES
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CHAPTER 60. STATE LAWS ON BLACKLISTING, REFERENCES,
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