

2026 Employee Handbook Updates


How to Apply Policy Updates to Your Employee Handbook

Policy updates and additions are categorized as either mandatory or non-mandatory.

· Mandatory updates must be incorporated into your Employee Handbook, where applicable.
· Non-mandatory updates are optional and may be included at your discretion.

In addition, one new optional policy is available this year.

When reviewing these updates, please consider your organization’s location, size, industry, and any other factors or thresholds outlined in the accompanying Policy Notes to determine which updates apply.


Below is a summary of changes to the Employee Handbook, along with a list of new policies available for 2026.
[bookmark: _Hlk58827993]
	Mandatory Policy Updates

	Pay Practices (Federal Contractors/Subcontractors)
This policy has been updated to remove the pay transparency statement from this policy. This requirement was revoked under Executive Order 14173, which rescinded the prior Executive Orders on pay transparency and affirmative action for women and minorities.

	Non-Mandatory (Optional) Policy Updates

	Workplace Culture & Inclusion Policy (formerly Diversity and Inclusion Mission Statement)
This policy replaces the prior Diversity and Inclusion Mission Statement with a streamlined Workplace Culture & Inclusion Policy that emphasizes merit-based opportunity, equal employment practices, and compliance with applicable laws, while maintaining the organization’s commitment to an inclusive and respectful workplace.

	Equal Employment Opportunity (Federal & New York)
The policy has been revised for greater clarity and readability. Updates include the use of “covered individuals” to encompass employees, applicants, and interns, as well as refreshed headings and cross-references. No substantive legal changes were made.

	Disability Accommodation (formerly Individuals with Disabilities)
The policy title has been updated from “Individuals with Disabilities” to “Disability Accommodation” to better reflect its purpose and scope. The policy has been expanded and reformatted for clarity, adding guidance on the interactive process, documentation, and confidentiality, as well as a new non-retaliation section.

	Standards of Conduct
The policy has been updated for clarity and improved readability, including refined language in the conduct examples and corrective action section. A new provision was added requiring employees to follow reasonable job-related instructions unless doing so conflicts with policy or law.

	Family & Medical Leave Act (Federal and New York)
The policy was revised for clarity and consistency with current FMLA regulations, including improved organization and updated language throughout. Additions include clearer explanations of benefit payment responsibilities, concurrent leave coordination, non-retaliation protections, and other practical procedural guidance.

	New York Paid Family Leave Benefits
Policy revised to reflect current New York State Paid Family Leave regulations and improve procedural guidance. Changes enhance clarity around eligibility, notice and documentation requirements, benefit payments, and concurrent leave coordination.

	Voting Leave (New York)
The policy has been revised for clarity and compliance with current New York voting leave requirements. Updates clarify eligibility criteria (less than four consecutive nonworking hours), outline scheduling at the start or end of the shift and clarifies employee notice requirements.

	Use of Artificial Intelligence (AI)
The policy has been expanded and refined to strengthen guidance on responsible and ethical AI use. Updates include added principles of fairness, transparency, and accountability; new prohibitions related to digital likeness and intellectual property; and enhanced requirements for authorization, data privacy, and bias mitigation.

	New Optional Policies

	Compensation Philosophy
New policy statement to inform employees about the organization’s commitment to fair, competitive, and transparent compensation practices that support recruitment, performance, and retention






Instructions for Incorporating Policy Updates into the Employee Handbook


To update or include the new policies, copy and paste the updated sections directly into your existing Employee Handbook.*

*Note: If both New York (NY) and Federal versions of a policy are provided, select the version that corresponds to your handbook type (i.e., Combined Fed/NY or Federal with State Addendums).

· Clients with a Combined Fed/NY Employee Handbook should use the NY policy version.
· Clients with a Federal Employee Handbook and state-specific addendums should use the Federal version, adding any applicable NY policies to the NY Addendum.


When Incorporating the Updated or New Policies:

· Review and tailor each policy to reflect your organization’s specific practices. Policies are written broadly to accommodate various options; remove or revise content that does not apply.
· [Optional:] sections indicate content that can be customized or omitted based on your organization’s choices.
· Bold text and/or [bracketed text] requires review and customization to match your organization’s benefits, structure, or terminology.

Note: In the Harassment & Prevention Policy for New York, certain phrases in the “Complaint Investigation,” “Management Responsibilities,” and “New York State Division of Human Rights” sections are intentionally bolded and should remain bolded:
· Hostile Work Environment.
· Quid Pro Quo.
· “Harassers can be anyone in the workplace.”
· “All” (bolded and italicized)
· “required” to report (bolded)
· “within three years” (bolded)
· “1-800-HARASS3”

· After finalizing your customizations, review and update formatting as needed, such as policy numbers, cross-references, and the Table of Contents.

Additional Information or Questions
If you have additional questions, please contact the HR Works Virtual Helpline at 1-888-668-1271 or hrhelp@hrworks-inc.com.

[image: A black and red logo

Description automatically generated]

2

VHL/Handbook Only Clients– 2026 Employee Handbook Updates
[bookmark: _Toc499906630][bookmark: _Toc535568387][bookmark: _Toc24377107]






MANDATORY POLICY UPDATES



[bookmark: _Toc499906673][bookmark: Pay_Practices][bookmark: _Toc154040026][bookmark: _Toc213685888]PAY PRACTICES [NEW YORK]

[bookmark: _Hlk505250357]Company Name is committed to a policy of fair and equitable compensation for all employees.


WAGE AND SALARY PROGRAM
[bookmark: _Hlk505259979]Wage rates are assigned to each job based on job requirements and the economic conditions of the Company and the marketplace, as well as each employee’s qualifications, skills and abilities. The Company endeavors to comply with all federal, state and local laws with respect to the payment of wages.

MERIT INCREASES
Pay increases may be provided when an employee demonstrates improvement or outstanding performance in their job. When deciding on pay increases, the Company considers how well the business is doing financially, how well the employee is performing and other economic factors. All decisions about pay increases are made solely by the Company at its own discretion.

PAYDAY
Employees are paid how often on what day of the week. If payday falls on a holiday, employees will ordinarily be paid on the day before the holiday.

PAYROLL
Employees have the option of being compensated by check or direct deposit. WHO answers questions regarding compensation options.

GARNISHMENTS
A court may order the Company to garnish amounts directly from an employee’s paycheck. The Company is required to withhold the amount indicated in the garnishment from the employee’s paycheck in accordance with federal, state and local law.

OVERTIME
When operating requirements cannot be met during regular work hours, employees may be scheduled to work overtime hours. When possible, advance notification of these mandatory assignments will be provided.

Non-exempt employees will be paid one and one-half times their regular rate of pay for all hours worked, over 40 hours in a workweek.

[bookmark: _Hlk505243763]For the purpose of calculating overtime, the Company’s seven-day workweek begins on day of the week and ends on day of the week.

[Optional: Non-exempt employees are paid what times their regular hourly rate of pay for hours worked on a Saturday, Sunday or holiday.]

Paid time off, including holidays, PTO/vacation, sick leave or personal leave are/are not counted as hours worked when calculating overtime.

All overtime work must receive the supervisor’s/manager’s prior authorization.

Failure to work assigned overtime, or working unauthorized overtime may result in disciplinary action, up to and including termination.

[bookmark: _Hlk505243810]OUTSIDE WORK ACTIVITIES
Unless pre-approved by WHO non-exempt employees are prohibited from performing work activities during non-working hours. This includes but is not limited to, accessing electronic communication through cell phones, text messages and emails for work-related purposes and performing preparatory work outside of regular work hours. Time spent accessing work-related electronic communication outside of regular work hours or performing any other work during non-working hours must be pre-approved by the supervisor/manager. Any such time, regardless of whether it has been approved or not, must be recorded and reported as time worked [in the Company’s time system] or [on the employee’s timesheet/timecard].

[Insert statement if shift premiums are offered:
SHIFT PREMIUM 
Which employees receive a shift premium on their straight-time hourly rate. The selection of those to work on premium pay shifts is at the sole discretion of management and is dictated by operational requirements.]

[Insert statements if any employees are on-call:
ON CALL PAY
Non-exempt employees will be compensated for their on-call time [at their normal rate of pay or insert pay rate that is not less than minimum wage] for any time actually worked while on-call. Non-exempt employees will also be paid any applicable overtime rate if the time actually spent carrying out assigned duties during the call-in time qualifies as overtime hours. Exempt employees are not eligible for on-call pay.

[Insert if employees are compensated for "uncontrolled" on-call time that an employee can spend primarily for their own benefit: Employees who are not required to perform any work during their on-call shift will be paid [insert rate]. Because this premium payment is not for work actually performed, the on-call hours will not count as hours worked for the purpose of determining overtime pay.]]

During the on-call period, employees who are not required to remain on premises are free and encouraged to engage in personal activities. However, the Company asks that the employee refrain from the use of alcohol or other substances that may cause impairment to ensure soundness of judgment. On-call employees are expected to keep their [cell phone and laptop] accessible during all on-call hours and are also expected to respond to a message or call within [insert applicable timeframe (i.e., 15 minutes)] of receipt.

Failure to respond to a call or message during the employee's designated on-call time may result in disciplinary action up to and including termination of employment.

TRAVEL/EXPENSE REIMBURSEMENT
Employees will be reimbursed for pre-authorized expenses, such as: Company-related travel mileage, lodging expenses, airfare, meals or other business expenses incurred on behalf of Company Name. Reimbursement of non-standard expenses (including the purchase of alcoholic beverages) incurred on business trips is within the sole discretion of the Company.

Employees will be reimbursed for their mileage at the Company’s current reimbursement rate. In addition to obtaining pre-approval, the employee must complete a travel/expense reimbursement form, attach any receipts and submit it to WHO.

Employees should ask their supervisor/manager or WHO for guidance and assistance on procedures related to travel arrangements, expense reports, reimbursement for specific expenses or any other business travel issues.

Abuse of this policy, including falsifying expense reports to reflect costs not incurred by the employee, may result in disciplinary action, up to and including termination of employment.

OVERPAYMENTS
If an employee is overpaid because of a clerical or calculation error, Company Name will recover the overpayment through wage deductions as permitted under New York State Labor Law. Employees who notice a possible overpayment should report it to WHO immediately. For questions, contact WHO.

POLICY FOR DEDUCTIONS FROM WAGES
Employee pay stubs itemize deductions made from gross earnings. The Company is required by law to make deductions for Social Security, federal income tax and any other appropriate taxes. These required deductions may also include any court-ordered garnishments. Pay stubs also itemize any voluntary deductions such as an employee’s portion of health, dental or life insurance premiums and/or voluntary contributions to a 401(k) or pension plan, to the extent applicable. If applicable, pay stubs will also differentiate between regular and overtime pay received.

It is our policy to comply with the salary basis requirements of the Fair Labor Standards Act (FLSA) and applicable state law. In turn, supervisors/managers are prohibited from making any improper deductions from the salaries of exempt employees or from the wages of any employee that are not consistent with federal and state wage and hour laws.

PERMITTED DEDUCTIONS FROM EXEMPT EMPLOYEE’S PAY
Employees who are classified as exempt must record absences from work for reasons such as PTO/vacation, sick leave or personal leave.

Exempt employees are paid on a salary basis. This means the employee regularly receives a predetermined amount of compensation each pay period, which cannot be reduced because of variations in the quality or quantity of the employee's work. In general, an exempt employee will receive their salary for any week in which the employee performs any work, regardless of the number of days or hours worked. 

Under federal and state law, an exempt employee’s salary may be subject to certain deductions. For example, absent contrary state law requirements, an exempt employee’s salary can be reduced as either partial-day or full-day deductions for the following reasons:

· Full-day absences for personal reasons other than sickness or disability.
· Full-day absences for sickness or disability, if the employee has exhausted or is not yet eligible for paid time under a bona fide policy or plan that provides compensation for salary lost due to illness. 
· Full-day disciplinary suspensions for infractions of written policies and procedures. 
· Penalties imposed in good faith for infractions of safety rules of major significance.
· Unpaid leave taken under the Family and Medical Leave Act (if applicable).
· To offset amounts received as jury and witness fees or military pay. 
· The first or last week of employment when an employee works less than a full week. 
· Any full workweek in which an employee does not perform any work.

In a workweek in which an exempt employee performs any work, the employee’s salary will not be reduced for any of the following reasons:

· Partial day absences. 
· Absence on a scheduled workday in which the Company has decided to close the facility at which an employee is scheduled to work and has not designated an alternate work site. 
· Absences for jury duty, attendance as a witness or military leave, except that the Company may offset the employee’s salary based on the received as jury or witness fees or military pay.
· Any other deductions prohibited by federal or state law. 

Please note: It is not an improper deduction to reduce an employee’s accrued PTO/vacation, sick leave or personal leave or other forms of paid time off for full- or partial-day absences.

It is Company policy to comply with the salary basis requirements of the Fair Labor Standards Act (FLSA) and applicable state law. The Company prohibits any deductions from pay that violates the FLSA or applicable state law.

REPORTING IMPROPER DEDUCTIONS OR OTHER ERRORS
[bookmark: _Hlk505261830][bookmark: _Hlk505250788]Employees should immediately contact their supervisor/manager or WHO with questions about deductions or to report improper deductions and/or errors. Employees will not be retaliated against for making a complaint.

Reports of improper deductions or other errors will be promptly investigated. If it is determined that an improper deduction or other error has occurred, the employee will be promptly reimbursed.

It is our policy and practice to accurately compensate employees and to do so in compliance with all applicable federal and state laws. To ensure accurate pay and proper deductions for all time worked, employees must correctly record all work time. Additionally, employees should promptly review their paychecks to identify and report all errors.

[Insert for private employers: DISCUSSION OF WAGES
No employee is prohibited from inquiring about, discussing or disclosing their wages or the wages of another employee if voluntarily disclosed by that employee. Employees are not required to disclose their wages to anyone.

This policy does not apply to disclosure of other employees' wage information by employees who have access to such information solely as part of their essential job functions and who, while acting on behalf of the Company, make unauthorized disclosure of that information. Company representatives may disclose employees' wages in response to a complaint or charge, or in furtherance of an investigation, proceeding, hearing or action under state law.]


Policy Notes
Mandating Direct Deposit. Under New York State law, without the advance written consent of an employee, an employer is prohibited from directly paying or depositing the net wage or salary of the employee in a bank or other financial institution. This limitation does not apply to any person employed in an executive, administrative or professional capacity whose earnings are more than $1300 a week, or to employees working on a farm not connected with a factory. NY CLS Labor § 192.

Exempt Executives, Administrators and Professionals and Wage Payment Timing.
Employees who are exempt from the federal Fair Labor Standards Act, such as executives, administrators and professionals, who earn more than $1300 a week may be paid less frequently than semimonthly, but an employer is permitted to pay these individuals more frequently.

For employers outside of NY, check state-specific requirements.

Discussion of Wages. Do not include this statement for public employers e.g., federal, state or municipalities. 

Policy Notes for NYS Public Employers

NYS Wage Payment Frequency. Federal, state and local government employers are not covered. Charter schools, private schools, and not-for-profit corporations are covered, as they are private entities within the meaning of this provision.

Compensatory Time. Federal law prescribes that under certain prescribed conditions, employees of State or local government agencies may receive compensatory time off, at a rate of not less than one and one-half hours for each overtime hour worked, instead of cash overtime pay.

Law enforcement, fire protection, and emergency response personnel and employees engaged in seasonal activities may accrue up to 480 hours of comp time; all other state and local government employees may accrue up to 240 hours. An employee must be permitted to use compensatory time on the date requested unless doing so would “unduly disrupt” the operations of the agency.

In locations with concurrent state wage laws, some states may not recognize or permit the application of some or all the federal exemptions. New York employers who are state and local governments are not covered under Section 191, and compensatory time instead of overtime is not per se prohibited by the New York State Labor Law, its use is limited by Articles 6 and 19 to the situations in which an individual is neither an employee as defined by Article 6 of the Labor Law nor works in a bona fide executive, administrative or professional capacity making more than $1300 per week under Article 6, nor falls within the definition of "employee" under Article 19 of the Labor Law. Refer to the state opinion letter on Comp Time. Additional information is contained in the opinion of the State Comptroller for public employees under General Municipal law and Civil Service law.

National Labor Relations Act. The NLRA does not apply to federal, state or local governments including public schools, libraries, and parks, Federal Reserve banks, and wholly-owned government corporations. See this Jurisdictional Standards page for more information.


PAY PRACTICES [FEDERAL]

Company Name is committed to a policy of fair and equitable compensation for all employees.


WAGE AND SALARY PROGRAM
Wage rates are assigned to each job based on job requirements and the economic conditions of the Company and the marketplace, as well as each employee’s qualifications, skills and abilities. The Company endeavors to comply with all federal, state and local laws with respect to the payment of wages.

MERIT INCREASES
Pay increases may be provided when an employee demonstrates improvement or outstanding performance in their job. When deciding on  pay increases, the Company considers how well the business is doing financially, how well the employee is performing and other economic factors. All decisions about pay increases are made solely by the Company at its own discretion.

PAYDAY
Employees are paid how often on what day of the week. If payday falls on a holiday, employees will ordinarily be paid on the day before the holiday.

PAYROLL
Employees have the option of being compensated by check or direct deposit. WHO answers questions regarding compensation options.

GARNISHMENTS
A court may order the Company to garnish amounts directly from an employee’s paycheck. The Company is required to withhold the amount indicated in the garnishment from the employee’s paycheck in accordance with federal, state and local law.

OVERTIME
When operating requirements cannot be met during regular work hours, employees may be scheduled to work overtime hours. When possible, advance notification of these mandatory assignments will be provided.

Non-exempt employees will be paid one and one-half times their regular straight-time rate for all hours worked over 40 hours in a workweek. Non-exempt employees who are entitled to greater overtime protections may find additional information regarding overtime in the state-specific Handbook Addendum, if applicable.

For the purpose of calculating overtime, the Company’s seven-day workweek begins on day of the week and ends on day of the week.

[Optional: Non-exempt employees are paid what times their regular hourly rate of pay for hours worked on a Saturday, Sunday or holiday.]

Paid time off, including holidays, PTO/vacation, sick leave or personal leave time are/are not counted as hours worked when calculating overtime.

All overtime work must receive the supervisor’s/manager’s prior authorization.

Failure to work assigned overtime, or working unauthorized overtime may result in disciplinary action, up to and including termination.

OUTSIDE WORK ACTIVITIES
Unless pre-approved by WHO non-exempt employees are prohibited from performing work activities during non-working hours. This includes but is not limited to, accessing electronic communication through cell phones, text messages and emails for work-related purposes and performing preparatory work outside of regular work hours. Time spent accessing work-related electronic communication outside of regular work hours or performing any other work during non-working hours must be pre-approved by the supervisor/manager. Any such time, regardless of whether it has been approved or not, must be recorded and reported as time worked [in the Company’s time system] or [on the employee’s timesheet/timecard].

[Insert statement if shift premiums are offered:
SHIFT PREMIUM
Which employees receive a shift premium on their straight-time hourly rate. The selection of those to work on premium pay shifts is at the sole discretion of management and is dictated by operational requirements.]

[Insert statements if any employees are on-call:
ON CALL PAY
Non-exempt employees will be compensated for their on-call time [at their normal rate of pay or insert pay rate that is not less than minimum wage] for any time actually worked while on-call. Non-exempt employees will also be paid any applicable overtime rate if the time actually spent carrying out assigned duties during the call-in time qualifies as overtime hours. Exempt employees are not eligible for on-call pay.

[Insert if employees are compensated for "uncontrolled" on-call time that an employee can spend primarily for their own benefit: Employees who are not required to perform any work during their on-call shift will be paid [insert rate]. Because this premium payment is not for work actually performed, the on-call hours will not count as hours worked for the purpose of determining overtime pay.].

During the on-call period, employees who are not required to remain on premises are free and encouraged to engage in personal activities. However, the Company asks that the employee refrain from the use of alcohol or other substances that may cause impairment to ensure soundness of judgment. On-call employees are expected to keep their [cell phone and laptop] accessible during all on-call hours and are also expected to respond to a message or call within [insert applicable timeframe (i.e., 15 minutes)] of receipt.

Failure to respond to a call or message during the employee's designated on-call time may result in disciplinary action up to and including termination of employment.]

TRAVEL/EXPENSE REIMBURSEMENT
Employees will be reimbursed for pre-authorized expenses, such as: Company-related travel mileage, lodging expenses, airfare, meals or other business expenses incurred on behalf of Company Name. Reimbursement of non-standard expenses (including the purchase of alcoholic beverages) incurred on business trips is within the sole discretion of the Company.

Employees will be reimbursed for their mileage at the Company’s current reimbursement rate. In addition to obtaining pre-approval, the employee must complete a travel/expense reimbursement form, attach any receipts and submit to WHO. The Company will also comply with business expense reimbursement based on state law.

Employees should ask their supervisor/manager or WHO for guidance and assistance on procedures related to travel arrangements, expense reports, reimbursement for specific expenses or any other business travel issues.

Abuse of this policy, including falsifying expense reports to reflect costs not incurred by the employee, may result in disciplinary action, up to and including termination of employment.

OVERPAYMENTS
If an employee is overpaid because of a clerical or calculation error, Company Name will recover the overpayment through wage deductions as permitted under federal and state wage and hour laws. Employees who notice a possible overpayment should report it to WHO immediately. For questions, contact WHO.

POLICY FOR DEDUCTIONS FROM WAGES
Employee pay stubs itemize deductions made from gross earnings. The Company is required by law to make deductions for Social Security, federal income tax and any other appropriate taxes. These required deductions may also include any court-ordered garnishments. Pay stubs also itemize any voluntary deductions such as an employee’s portion of health, dental, or life insurance premiums and/or voluntary contributions to a 401(k) or pension plan, to the extent applicable. If applicable, pay stubs will also differentiate between regular and overtime pay received.

It is our policy to comply with the salary basis requirements of the Fair Labor Standards Act (FLSA) and applicable state law. In turn, supervisors/managers are prohibited from making any improper deductions from the salaries of exempt employees or from the wages of any employee that are not consistent with federal and state wage and hour laws.

PERMITTED DEDUCTIONS FROM EXEMPT EMPLOYEE’S PAY
Employees who are classified as exempt must record absences from work for reasons such as PTO/vacation, sick leave or personal leave.

Exempt employees are paid on a salary basis. This means the employee regularly receives a predetermined amount of compensation each pay period, which cannot be reduced because of variations in the quality or quantity of the employee's work. In general, an exempt employee will receive their salary for any week in which the employee performs any work, regardless of the number of days or hours worked. 

Under federal and state law, an exempt employee’s salary may be subject to certain deductions. For example, absent contrary state law requirements, an exempt employee’s salary can be reduced as either partial-day or full-day deductions for the following reasons:

· Full-day absences for personal reasons other than sickness or disability 
· Full-day absences for sickness or disability, if the employee has exhausted or is not yet eligible for paid time under a bona fide policy or plan that provides compensation for salary lost due to illness. 
· Full-day disciplinary suspensions for infractions of written policies and procedures. 
· Penalties imposed in good faith for infractions of safety rules of major significance.
· Unpaid leave taken under the Family and Medical Leave Act (if applicable).
· To offset amounts received as jury and witness fees or military pay. 
· The first or last week of employment when an employee works less than a full week. 
· Any full workweek in which an employee does not perform any work.

In a workweek in which an exempt employee performs any work, the employee’s salary will not be reduced for any of the following reasons:

· Partial day absences. 
· Absence on a scheduled workday in which the Company has decided to close the facility at which an employee is scheduled to work and has not designated an alternate work site. 
· Absences for jury duty, attendance as a witness or military leave, except that the Company may offset the employee’s salary based on the received as jury or witness fees or military pay. 
· Any other deductions prohibited by federal or state law. 

Please note: It is not an improper deduction to reduce an employee’s accrued PTO/vacation, sick leave or personal leave or other forms of paid time off for full or partial-day absences. 

It is Company policy to comply with the salary basis requirements of the Fair Labor Standards Act (FLSA) and applicable state law. The Company prohibits any deductions from pay that violates the FLSA or applicable state law.

REPORTING IMPROPER DEDUCTIONS OR OTHER ERRORS
Employees should immediately contact their supervisor/manager or WHO with questions about deductions or to report improper deductions and/or errors. Employees will not be retaliated against for making a complaint.

Reports of improper deductions or other errors will be promptly investigated. If it is determined that an improper deduction or other error has occurred, the employee will be promptly reimbursed.

It is our policy and practice to accurately compensate employees and to do so in compliance with all applicable federal and state laws. To ensure accurate pay and proper deductions for all time worked, employees must correctly record all work time. Additionally, employees should promptly review their paychecks to identify and report all errors.

[Insert for private employers: DISCUSSION OF WAGES
No employee is prohibited from inquiring about, discussing or disclosing their wages or the wages of another employee if voluntarily disclosed by that employee. Employees are not required to disclose their wages to anyone.

This policy does not apply to disclosure of other employees' wage information by employees who have access to such information solely as part of their essential job functions and who, while acting on behalf of the Company, make unauthorized disclosure of that information. Company representatives may disclose employees' wages in response to a complaint or charge, or in furtherance of an investigation, proceeding, hearing or action under state law.]


Policy Notes
Discussion of Wages. Do not include this statement for public employers e.g., federal, state or municipalities.

Policy Notes for Public Employers

Compensatory Time. Federal law prescribes that under certain prescribed conditions, employees of State or local government agencies may receive compensatory time off, at a rate of not less than one and one-half hours for each overtime hour worked, instead of cash overtime pay.

Law enforcement, fire protection, and emergency response personnel and employees engaged in seasonal activities may accrue up to 480 hours of comp time; all other state and local government employees may accrue up to 240 hours. An employee must be permitted to use compensatory time on the date requested unless doing so would “unduly disrupt” the operations of the agency.

In locations with concurrent state wage laws, some states may not recognize or permit the application of some or all the federal exemptions.

National Labor Relations Act. The NLRA does not apply to federal, state or local governments including public schools, libraries, and parks, Federal Reserve banks, and wholly-owned government corporations. See this Jurisdictional Standards page for more information.









NON-MANDATORY POLICY UPDATES


[bookmark: Equal_Employment_Opportunity][bookmark: _Toc213685863][bookmark: _Toc189730668]WORKPLACE CULTURE & INCLUSION POLICY

At Company Name, we are committed to providing equal employment opportunities to all employees and fostering an environment where every individual is respected, valued, and provided opportunities to grow and contribute based on their job-related skills, qualifications, experience, and performance. Discrimination based on protected characteristics is prohibited, and employment opportunities are available without regard to race, color, religion, sex, sexual orientation, gender identity or expression, national origin, age, marital status, disability, veteran status, or any other characteristic protected under federal, state, or local law. This policy applies to all terms and conditions of employment including, but not limited to, recruiting, hiring, training, promotion, termination, layoff, transfer, and compensation. 

We are committed to supporting a culture where employees can contribute meaningfully and grow with the Company. Our objectives are to:

· Maintain a high-performing workforce through broad outreach, fair opportunity, and development of talent.
· Foster a culture of collaboration, flexibility, and fairness where every employee feels valued, supported, and able to reach their full potential.

We encourage every employee to play a role in building a culture where individuals can reach their professional goals, contribute their skills and performance, and help advance the Company’s goals.

Policy Note
Employment policies and programs related to equal opportunity and anti-discrimination measures must align with Title VII of the Civil Rights Act and other applicable laws. Federal contractors have additional requirements under VEVRAA and Section 503 of the Rehabilitation Act, and related regulations, to meet certain affirmative action-based obligations related to veterans and individuals with disabilities.


[bookmark: _Toc213685864]EQUAL EMPLOYMENT OPPORTUNITY [NEW YORK]

Company Name is committed to a policy of Equal Employment Opportunity with respect to all employees, interns and applicants for employment (collectively referred to as “covered individuals”). Consistent with this commitment, our policy is to comply with all applicable federal, state and local laws concerning employment discrimination. 

Accordingly, the Company prohibits discrimination against qualified covered individuals in all aspects of employment including, but not limited to: recruitment, interviewing, hiring (or failure or refusal to hire), evaluation, compensation, promotion, job assignment, transfer, demotion, training, leaves of absence, layoff, benefits, use of facilities, working conditions, termination and employer-sponsored activities and programs, including wellness, social and recreational programs. 


EQUAL OPPORTUNITY
[Insert if 15 or more employees: Employment decisions will be made without regard to a covered individual’s actual or perceived: race, color, religion, sex (including gender identity, and sexual orientation), pregnancy (including childbirth, lactation and related medical conditions), national origin, disability, genetic information (including testing and characteristics)] [insert if 20 or more employees: age (40 or older)], or any other status protected by applicable federal, state or local law.]

MANAGEMENT RESPONSIBILITIES
All members of management are responsible for understanding the Company’s commitment to this policy and ensuring this policy is carried out. According to the Company’s Harassment & Discrimination Prevention Policy, supervisors/managers are responsible for immediately reporting and responding to a discrimination complaint, even if the reporting party does not want any action taken. It is critical that any observation of, or any formal or informal reference to discrimination is taken seriously and addressed promptly.

REASONABLE ACCOMMODATIONS
Consistent with our Disability Accommodation and Religious Accommodation Policies, the Company will work to make reasonable accommodations for a qualified covered individual with a known physical or mental limitation or arising out of an individual’s sincerely held religious beliefs or practices, unless doing so would result in an undue hardship to the Company. Covered individuals who require a reasonable accommodation  should refer to the applicable Company policies.

QUESTIONS AND COMPLAINTS
Questions regarding the administration of this policy or  complaints regarding Equal Employment Opportunity should be directed to the covered individual’s supervisor/manager or to WHO. Consistent with our policy on Harassment & Discrimination Prevention, the Company will promptly and thoroughly investigate all complaints. Confidentiality will be maintained to the greatest degree possible, consistent with the Company’s obligation to thoroughly investigate the complaint.

Any covered individual at any time, even after separation of employment, who feels this policy has been violated should immediately contact their supervisor/manager or WHO.

If they are not satisfied with the resolution, they may pursue an appeal. Appeals will generally follow the steps outlined in the Open Communication Policy.

NON-RETALIATION
It is the policy of Company Name that any covered individual who makes or participates in the investigation of a discrimination complaint will not be retaliated against in any way. Covered individuals who feel they have been retaliated against for such activity should immediately report any retaliation to WHO.

Anyone found to be engaging in any type of inappropriate conduct under this policy may be subject to disciplinary action, up to and including termination of employment.

ADDITIONAL INFORMATION
Additional information regarding equal employment opportunities may also be found in the state-specific Handbook Addendum, if applicable.


Policy Note
Federal Contractors & Recipients of Federal Funds. Federal Contractors & Recipients of Federal Funds. The U.S. Supreme Court has held that Title VII’s prohibition against discrimination “because of sex” extends to discrimination based on sexual orientation and gender identity. However, considering Executive Orders and other actions from the Trump administration, employers that receive federal funding or hold federal contracts should consult legal counsel if they are concerned about including gender identity in their non-discrimination and harassment related policies.

While such language is not prohibited for private employers, federal contractors, subcontractors, and grant recipients may face increased scrutiny for adopting or maintaining it, which could jeopardize funding or contract compliance. At the same time, many state and local laws explicitly protect individuals from discrimination based on these characteristics.

Federal Contractor EEO Policy Statement. Federal contractors must maintain an affirmative action policy that states the employer will recruit, hire, train, and promote without regard to protected characteristics and that employees and applicants are protected from harassment or discrimination when engaging in legally protected activities.

However, this general EEO or affirmative action policy does not satisfy the separate requirement under 41 CFR 60-741.44(a) and 60-300.44(a). These regulations require covered contractors to include a distinct “Equal Opportunity Policy Statement” in their AAP and to post that statement on company bulletin boards.

Employers must update this AAP-specific statement to reflect the revocation of E.O. 11246 and ensure it no longer references AAPs for women and minorities. It should focus on non-discrimination, equal opportunity, and merit-based employment rather than underutilization or placement goals. The statement must also be signed by the CEO or another top executive (outside HR) and include the required language regarding “auditing the plan.



[bookmark: _Toc213685875]EQUAL EMPLOYMENT OPPORTUNITY [FEDERAL]

[bookmark: _Hlk5365987]Company Name is committed to a policy of Equal Employment Opportunity with respect to all employees, interns and applicants for employment (collectively referred to as “covered individuals”). Consistent with this commitment, our policy is to comply with all applicable federal, state and local laws concerning employment discrimination. 

Accordingly, the Company prohibits discrimination against qualified covered individuals in all aspects of employment including, but not limited to: recruitment, interviewing, hiring (or failure or refusal to hire), evaluation, compensation, promotion, job assignment, transfer, demotion, training, leaves of absence, layoff, benefits, use of facilities, working conditions, termination and employer-sponsored activities and programs, including wellness, social and recreational programs.


EQUAL OPPORTUNITY
[Insert if 15 or more employees: Employment decisions will be made without regard to a covered individual’s actual or perceived: race, color, religion, sex (including gender identity, and sexual orientation), pregnancy (including childbirth, lactation and related medical conditions), national origin, disability, genetic information (including testing and characteristics)] [insert if 20 or more employees: age (40 or older)], or any other status protected by applicable federal, state or local law.]

MANAGEMENT RESPONSIBILITIES
All members of management are responsible for understanding the Company’s commitment to this policy and ensuring this policy is carried out. According to the Company’s Harassment & Discrimination Prevention Policy, managers/supervisors are responsible for immediately reporting and responding to a discrimination complaint, even if the reporting party does not want any action taken. It is critical that any observation of, or any formal or informal reference to discrimination is taken seriously and addressed promptly.

REASONABLE ACCOMMODATIONS
Consistent with our Disability Accommodation and Religious Accommodation Policies, the Company will work to make reasonable accommodations for a qualified covered individual with a known physical or mental limitation or arising out of an individual’s sincerely held religious beliefs or practices, unless doing so would result in undue hardship to the Company. Covered individuals who require a reasonable accommodation should refer to the applicable Company policies.

QUESTIONS AND COMPLAINTS
Questions regarding the administration of this policy or complaints regarding Equal Employment Opportunity should be directed to the covered individual’s manager/supervisor or to WHO. Consistent with our policy on Harassment & Discrimination Prevention, the Company will promptly and thoroughly investigate all complaints. Confidentiality will be maintained to the greatest degree possible, consistent with the Company’s obligation to thoroughly investigate the complaint.

Any covered individual at any time, even after separation of employment, who feels this policy has been violated should immediately contact their manager/supervisor or WHO.

If they are not satisfied with the resolution, they may pursue an appeal. Appeals will generally follow the steps outlined in the Open Communication Policy.

NON-RETALIATION
It is the policy of Company Name that any covered individual who makes or participates in the investigation of a discrimination complaint will not be retaliated against in any way. Covered individuals who feel they have been retaliated against for such activity should immediately report any retaliation to WHO.

Anyone found to be engaging in any type of inappropriate conduct under this policy may be subject to disciplinary action, up to and including termination of employment.

ADDITIONAL INFORMATION
Additional information regarding equal employment opportunities may also be found in the state-specific Handbook Addendum, if applicable.


Policy Note
Federal Contractors & Recipients of Federal Funds. Federal Contractors & Recipients of Federal Funds. The U.S. Supreme Court has held that Title VII’s prohibition against discrimination “because of sex” extends to discrimination based on sexual orientation and gender identity. However, considering Executive Orders and other actions from the Trump administration, employers that receive federal funding or hold federal contracts should consult legal counsel if they are concerned about including gender identity in their non-discrimination and harassment related policies.

While such language is not prohibited for private employers, federal contractors, subcontractors, and grant recipients may face increased scrutiny for adopting or maintaining it, which could jeopardize funding or contract compliance. At the same time, many state and local laws explicitly protect individuals from discrimination based on these characteristics.

Federal Contractor EEO Policy Statement. Federal contractors must maintain an affirmative action policy that states the employer will recruit, hire, train, and promote without regard to protected characteristics and that employees and applicants are protected from harassment or discrimination when engaging in legally protected activities.

However, this general EEO or affirmative action policy does not satisfy the separate requirement under 41 CFR 60-741.44(a) and 60-300.44(a). These regulations require covered contractors to include a distinct “Equal Opportunity Policy Statement” in their AAP and to post that statement on company bulletin boards.

Employers must update this AAP-specific statement to reflect the revocation of E.O. 11246 and ensure it no longer references AAPs for women and minorities. It should focus on non-discrimination, equal opportunity, and merit-based employment rather than underutilization or placement goals. The statement must also be signed by the CEO or another top executive (outside HR) and include the required language regarding “auditing the plan.



[bookmark: _Toc183589575][bookmark: _Toc189730686]DISABILITY ACCOMMODATION [NEW YORK]

[bookmark: _Toc499906644]Company Name ensures equal employment opportunities for individuals with disabilities and complies with [include if 15 or more employees: the Americans with Disabilities Act (ADA) and] New York State Human Rights Laws which make it unlawful to discriminate in employment against a qualified individual with a disability. The Company prohibits discrimination against employees and applicants with disabilities in all aspects of employment. Our Company’s commitment to this policy includes making reasonable accommodations for the known physical or mental limitations of otherwise qualified individuals with disabilities to enable them to perform the essential functions of their jobs, unless doing so would pose an undue hardship on our business, would pose a direct threat of substantial harm to the employee or others, or is otherwise not required by applicable law.


OUR COMMITMENT
An employee or applicant in need of a reasonable accommodation should make the Company aware of their request by notifying WHO. The Company will work with each individual to define their job-related or application-related needs and to try to accommodate those needs.

[bookmark: _Toc499906645]QUALIFIED INDIVIDUALS WITH DISABILITIES
Qualified individuals with disabilities are defined as individuals with disabilities who can perform the essential functions of the job in question with or without reasonable accommodation. The term disability is defined by applicable law.

[bookmark: _Toc499906646]REASONABLE ACCOMMODATION
A reasonable accommodation is any change or adjustment to a job, the work environment or the way things usually are done that enables a qualified individual with a disability to perform the essential functions of the job and that does not pose an undue hardship for the Company or create a direct threat to health or safety.

Employees who need an accommodation to perform the essential functions of their job, access equal employment opportunities, or receive equal job benefits should contact WHO to request an accommodation. WHO will work with the employee in an interactive process to understand the situation and determine whether and what type of reasonable accommodation is appropriate.  

DOCUMENTATION
Employees who believe they need an accommodation should specify, preferably in writing, what barriers or limitations prompted the request. The Company will evaluate information obtained from the employee, and possibly their health care provider, regarding any reported or apparent barriers or limitations and work with the employee to identify possible accommodation, if any, that will help to eliminate or address the barrier(s) or limitation(s).

If the Company asks for medical documentation to support the need for an accommodation, employees must provide the requested information by the specific date to avoid delays in the interactive process. Unless there are extenuating circumstances, failure to provide the required documentation or otherwise respond to the Company’s requests may be interpreted as a withdrawal of the accommodation request. 
CONFIDENTIALITY
Requests for a reasonable accommodation for medical conditions and any supporting documentation will be treated as confidential, maintained in a file separate from an employee’s other personnel documents and disclosed only as permitted by applicable law.
[bookmark: _Toc499906647]
DETERMINING APPROPRIATE ACCOMMODATIONS
If an identified accommodation is reasonable and will not impose an undue hardship on the Company and/or a direct threat to the health and/or safety of the individual or others, the Company will generally provide the accommodation, or it may propose another reasonable accommodation. Employees are required to cooperate with this process by providing all necessary documentation supporting the need for accommodation and consider alternative accommodations when applicable. The final decision about whether a specific accommodation will be provided is up to the Company. When the appropriate accommodation is not obvious, the Company may assist the individual in identifying one. If more than one accommodation will enable the individual to perform the job, the Company reserves the right to decide which accommodation will be made.

NON-RETALIATION AND NON-DISCRIMINATION
The Company will not retaliate or otherwise discriminate against an employee or applicant who requests an accommodation in accordance with this policy.

Employees who have questions concerning this policy should contact WHO.


Policy Note
New York City Employers. The New York City Human Rights Law requires employers to engage in a “cooperative dialogue” with employees or applicants who may be entitled to a reasonable accommodation. Employers are required to provide the individual requesting an accommodation a written final determination identifying any accommodation granted or denied. See the NYC Addendum for Cooperative Dialogue about Accommodation Needs Policy.


DISABILITY ACCOMMODATION [FEDERAL]

Company Name ensures equal employment opportunities for individuals with disabilities and complies with [include if 15 or more employees: the Americans with Disabilities Act (ADA) and] state-specific human rights laws which make it unlawful to discriminate in employment against a qualified individual with a disability. The Company prohibits discrimination against employees and applicants with disabilities in all aspects of employment. Our Company’s commitment to this policy includes making reasonable accommodations for the known physical or mental limitations of otherwise qualified individuals with disabilities to enable them to perform the essential functions of their jobs, unless doing so would pose an undue hardship on our business, would pose a direct threat of substantial harm to the employee or others, or is otherwise not required by applicable law.


OUR COMMITMENT
An employee or applicant in need of a reasonable accommodation should make the Company aware of their request by notifying WHO. The Company will work with each individual to define their job-related or application-related needs and to try to accommodate those needs.

QUALIFIED INDIVIDUALS WITH DISABILITIES
Qualified individuals with disabilities are defined as individuals with disabilities who can perform the essential functions of the job in question with or without reasonable accommodation. The term disability is defined by applicable law.

REASONABLE ACCOMMODATION
A reasonable accommodation is any change or adjustment to a job, the work environment or the way things usually are done that enables a qualified individual with a disability to perform the essential functions of the job and that does not pose an undue hardship for the Company or create a direct threat to health or safety.

Employees who need an accommodation to perform the essential functions of their job, access equal employment opportunities, or receive equal job benefits should contact WHO to request an accommodation. WHO will work with the employee in an interactive process to understand the situation and determine whether and what type of reasonable accommodation is appropriate.  

DOCUMENTATION
Employees who believe they need an accommodation should specify, preferably in writing, what barriers or limitations prompted the request. The Company will evaluate information obtained from the employee, and possibly their health care provider, regarding any reported or apparent barriers or limitations and work with the employee to identify possible accommodation, if any, that will help to eliminate or address the barrier(s) or limitation(s).

If the Company asks for medical documentation to support the need for an accommodation, employees must provide the requested information by the specific date to avoid delays in the interactive process. Unless there are extenuating circumstances, failure to provide the required documentation or otherwise respond to the Company’s requests may be interpreted as a withdrawal of the accommodation request. 

CONFIDENTIALITY
Requests for a reasonable accommodation for medical conditions and any supporting documentation will be treated as confidential, maintained in a file separate from an employee’s other personnel documents and disclosed only as permitted by applicable law.

DETERMINING APPROPRIATE ACCOMMODATIONS
If an identified accommodation is reasonable and will not impose an undue hardship on the Company and/or a direct threat to the health and/or safety of the individual or others, the Company will generally provide the accommodation, or it may propose another reasonable accommodation. Employees are required to cooperate with this process by providing all necessary documentation supporting the need for accommodation and consider alternative accommodations when applicable. The final decision about whether a specific accommodation will be provided is up to the Company. When the appropriate accommodation is not obvious, the Company may assist the individual in identifying one. If more than one accommodation will enable the individual to perform the job, the Company reserves the right to decide which accommodation will be made.

NON-RETALIATION AND NON-DISCRIMINATION
The Company will not retaliate or otherwise discriminate against an employee or applicant who requests an accommodation in accordance with this policy.

Employees who have questions concerning this policy should contact WHO.




[bookmark: _Toc213685896][bookmark: _Hlk535387122][bookmark: _Hlk535323731]STANDARDS OF CONDUCT

[bookmark: _Hlk30517054]The Company expects all employees to follow basic, common-sense rules of conduct that protect the safety, security, and well-being of everyone.


FORMS OF UNACCEPTABLE BEHAVIOR
While it is not possible to list all forms of behavior that are considered unacceptable in the workplace, the following examples illustrate behaviors that may lead to disciplinary action, including suspension, demotion or termination of employment:

· Falsification of employment records, employment information or other records or work-related information of the Company;
· [bookmark: _Hlk33765993]Recording the work time of another employee, allowing any employee to record another employee's work time, or allowing falsification of any timesheet/time record/time report, whether the employee’s or another employee's;
· Theft or damage of any Company property or the property of any employee or customer/client, contractor or visitor;
· Use of Company materials, resources, supplies, tools or products for personal reasons without advance permission from WHO;
· Violation of the Company's Business Equipment and Information Systems in a manner that interferes with the employee's work performance or violates a Company policy;
· Possessing, distributing, selling, transferring, using or being under the influence of alcohol or illegal drugs in the workplace;
· Provoking a physical fight or engaging in physical fighting in the work environment, during working hours, at a work event or on premises owned or occupied by the Company;
· Carrying firearms, weapons or dangerous substances at any time, on premises owned or occupied by the Company, unless state law provides otherwise; 
· Using violent, threatening or unlawfully harassing language at any time in the work environment, during working hours or while on premises owned or occupied by the Company;
· Making knowingly false statements concerning the Company or any employee, client, contractor or visitor;
· Failing to comply with reasonable job-related instructions from a manager/supervisor, unless the employee has a good-faith belief that compliance would conflict with Company policy or violate a law. In such cases, the employee must immediately contact WHO for guidance.
· Leaving work or being offline during schedule working time without permission (not including unpaid meal and rest breaks) unless the reason is legally protected;
· Working overtime without authorization or refusing to work assigned hours;
· Violating any policy, rule or procedure of the Company;
· Failure to demonstrate immediate and consistent improvement in poor work performance; 
· Committing a fraudulent act or intentional breach of trust under any circumstances; and
· Discrimination or harassment in violation of the Company's Equal Employment Opportunity (EEO) or Harassment & Discrimination Prevention Policies [or insert name of applicable policy or policies] against any employee, client, contractor, visitor or other individual involved in the operations of the Company based upon race, religion, age, sex, national origin, disability or any other protected characteristic under applicable federal, state or local law.

CORRECTIVE ACTION
Before taking corrective action, the manager/supervisor may meet with the employee to explain the reason for the action.

Depending upon the severity of the issue, disciplinary measures may include counseling, verbal warning, written warning, suspension, demotion, transfer or termination. The Company will determine the appropriate corrective action and disciplinary steps may be applied in any order as circumstances require. 

[Insert, except for Montana:
AT-WILL EMPLOYMENT
This statement of prohibited conduct does not alter or limit the policy of at-will employment, where applicable. Either the employee or the Company may terminate the employment relationship at any time for any reason, with or without cause, and with or without notice.]

[Include for covered employers: 
NATIONAL LABOR RELATIONS ACT DISCLAIMER
As more fully described in the Company’s Statement of Rights Under the NLRA, this policy in no way prohibits employee affiliations or activities that are protected under applicable local, state and federal laws, including but not limited to any activity that is protected under Section 7 of the National Labor Relations Act (NLRA), which includes the right of employees to organize collectively and to speak with others about their terms and conditions of employment.]


Policy Notes
EAW and Montana. In Montana, there is no presumption of at-will employment after employees have completed a required probationary period. Employers must demonstrate "good cause" to substantiate a decision to terminate an employee. Montana's Wrongful Discharge From Employment Act (WDEA) is the primary remedy for individuals who claim they were wrongfully discharged from employment. 

If the client is in other states, in addition to Montana, they can indicate the exception in Montana. For example, they can add a footnote to the at-will policy and direct Montana employees to look at the Montana Supplement on this issue or note in their handbook that the at-will policy applies "to the extent not inconsistent with state law" and then cover at-will status in the Montana Supplement and employee orientation and training.

National Labor Relations Act. The NLRA does not apply to federal, state or local governments including public schools, libraries, and parks, Federal Reserve banks, and wholly-owned government corporations. See this Jurisdictional Standards page for more information.



[bookmark: _Toc535568436][bookmark: _Toc24377156][bookmark: _Toc536427254][bookmark: _Toc213685917][bookmark: _Toc183589615]FAMILY & MEDICAL LEAVE ACT [NEW YORK]

[bookmark: _Toc499906886]Company Name provides eligible employees with leave when qualifying family or medical needs arise.


ELIGIBILITY
Employees must meet three criteria to be eligible for FMLA leave. The employee must:

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

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

· The birth of a child or placement of a child for adoption or foster care;
· To bond with a child (leave must be taken within one year of the child’s birth or placement);
· To care for the employee’s spouse, child or parent who has a qualifying serious health condition;
· For the employee’s own qualifying serious health condition that makes the employee unable to perform the employee’s job; or
· For qualifying exigencies related to the foreign deployment of a military member who is the employee’s spouse, child or parent.

An eligible employee who is a covered service member’s spouse, child, parent, or next of kin may also take up to 26 weeks of FMLA leave in a single 12-month period to care for the service member with a serious injury or illness. 
[bookmark: _Toc499906887]
LENGTH OF LEAVE
For leaves other than the care of a covered service member, eligible employees may take up to 12 weeks of leave in a 12-month period for the reasons defined above. 

· The "12-month period" utilized by the Company is the [insert one of the methods for determining the 12-month period, e.g., a calendar year; any fixed 12-month leave year, such as a fiscal year or a year starting on an employee's anniversary date; the 12-month period measured forward from the date the employee's first FMLA leave; a rolling 12-month period measured backward from the date an employee first takes FMLA leave]. Under this method [insert this language if using the rolling backward method: the 12-month period is measured backward from the day the employee uses any FMLA leave]; [insert this language if using the rolling forward method: the 12-month period is measured from the date the employee first uses any FMLA leave]; [insert this language if using the calendar year method: the 12-month period begins each January and ends each December]; [insert this language if using the fixed year method: the 12-month period begins each [insert fiscal year start date or the employee's anniversary date, etc.]. 
· Absences due to an employee's serious health condition that are also covered by short-term disability insurance or workers' compensation are counted as part of the leave time available to eligible employees under the Family and Medical Leave Act.
· Leaves taken for the birth or the placement of a child with the employee for adoption or foster care must be completed within 12 months of that birth or placement.

[bookmark: _Toc499906888]COVERED SERVICE MEMBERS LEAVE
[bookmark: _Toc499906889]A “covered service member” is 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 on the temporary retired list for a serious injury or illness. Covered service members also include a veteran who is discharged or released from military services under conditions other than dishonorable at any time during the five years preceding the 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. These individuals are “covered veterans.”
[bookmark: _Toc499906890]
The FMLA definition of a “serious injury or illness” for current Armed Forces members and covered veterans is distinct from the FMLA definition of “serious health condition” applicable to FMLA leave to care for a covered family member.

Eligible employees may take up to 26 weeks of leave during “a single 12-month period” to care for the service member. The “single 12-month period” begins on the date the employee’s first FMLA leave to care for the service member begins. During this single 12-month period, the employee’s combined total FMLA qualifying leave for all types of FMLA leave may not exceed 26 weeks.

INTERMITTENT OR REDUCED SCHEDULE LEAVE
Under certain circumstances, leaves may be taken intermittently or on a "reduced leave schedule,” e.g., in periods of days or blocks of time smaller than a day:

· Employees may take leave intermittently or on a reduced leave schedule:
· When medically necessary for their own serious health condition; to care for a family member with a serious health condition; or to care for a covered service member with a serious injury or illness.
· When necessary for “qualifying exigency” leave.
· Intermittent or reduced leave for family reasons (leave to care for a newborn or newly adopted child or a child placed in foster care) may be taken only if the Company and employee agree to the arrangement.
· If intermittent or reduced scheduled leave is taken for planned medical treatment or, if agreed to by the Company, for family reasons, the Company may require the employee to transfer temporarily, during the period in which intermittent or reduced scheduled leave is required, to an available alternative position for which the employee is qualified and which better accommodates recurring periods of leave than the employee’s regular position. The employee will receive the same rate of pay and equivalent benefits in the alternate position.
[bookmark: _Toc499906891][bookmark: _Hlk22219851]
SPOUSES COMBINED LEAVE
When both spouses are employed by the Company, their combined FMLA leave may not exceed 12 weeks in a 12-month period if the leave is taken for the birth or placement of a child, or to care for a parent with a serious health condition. If both spouses wish to take leave to care for a covered service member with a serious injury or illness or take a combination of service member leave and leave to bond with a newly arrived child or care for their own parent with a serious health condition, their aggregate leave is limited to 26 weeks during a single 12-month period.

[bookmark: _Toc499906892]PROCEDURE FOR REQUESTING LEAVE
In the case of foreseeable FMLA leaves for birth, adoption or placement of a child or for planned medical treatment of the employee, a covered family member or a covered service member, an employee must provide WHO with 30 days’ advance notice in writing before the date on which the leave would begin. If the employee is unable to provide 30 days’ notice, they must provide notice as soon as it is practicable under the circumstances.

In the case of qualifying exigency leave or when the approximate timing of any FMLA leave is not foreseeable, the employee must provide WHO with as much notice as soon as it is practicable under the circumstances.

In requesting FMLA leave, the employee must provide sufficient information to allow the Company to determine if the leave may qualify for FMLA protection and the anticipated timing and duration of the leave.

In the case of leave for planned medical treatment, employees are required to make a reasonable effort to schedule the treatment so as not to unduly disrupt the Company’s operations.

Employees are expected to consult with their manager/supervisor before the scheduling of treatment to attempt to work out a treatment schedule that best suits the needs of both the employer and the employee.

[bookmark: _Toc499906893]MEDICAL/SUPPORTING CERTIFICATION
Employees are required to provide medical certification from a healthcare provider for their own serious health condition or that of a family member or covered service member. Employees who request qualifying exigency leave also are required to provide certification supporting the need for leave and, when the leave is requested for the first time, a copy of the covered military member’s active-duty orders. If employees provide at least 30 days’ notice of medical leave, they should submit the medical certification before the leave begins.

Initial Certification
The employee must submit a complete and sufficient certification to WHO within 15 calendar days after the Company requests the certification. If the certification is returned incomplete or insufficient, the employee will have seven calendar days to cure the deficiency. Failure to provide a complete and sufficient certification may result in denial of FMLA leave.

If there is reason to doubt an initial medical certification, an employee may be required to obtain a second opinion at the Company’s expense. If the opinions differ, a third, final and binding certification from a healthcare provider designated or approved jointly by the Company and the employee may be obtained at the Company’s expense.

Periodic Certification 
The Company may also require employees on FMLA leave to submit periodic re-certification throughout the leave, but generally not more often than every 30 days unless a change in circumstances warrants earlier recertification. A new initial medical certification will be required on an annual basis for serious medical conditions lasting beyond a single leave year.

Return to Work
Before returning to work, employees who have taken a leave for their own serious health condition are required to present documentation from their healthcare provider certifying that they can return to work and perform the essential functions of their positions with or without reasonable accommodation. Job restoration may be delayed or denied pending receipt of a return-to-work/fitness for duty certification.
[bookmark: _Toc499906894]
OTHER REQUIREMENTS
While on leave, employees may be required to periodically report on their leave status and on their intent to return to work, as directed by WHO.

Employees taking intermittent FMLA leave are required to comply with the Company’s usual call-in procedures, consistent with the Attendance Policy.

[bookmark: _Toc499906895]If eligible, employees are required to apply for any available and applicable wage replacement and/or paid leave benefits (such as short-time disability insurance or paid family leave) to run concurrently with FMLA leave. Consistent with federal and state law, FMLA leave will run concurrently with the Company's Disability Leave, New York Paid Family Leave and/or any other statutory leave entitlement, where permitted.

[Optional, if true: The Company limits employees on leaves of absence, including FMLA leave, from engaging in outside employment, including self-employment.]

EMPLOYMENT AND BENEFITS PROTECTION
Employees are entitled to continue group health benefits under the same terms and conditions as if they were on the job during FMLA leave.

· Employees are responsible for paying their share of benefit premiums while on unpaid FMLA leave. Payment must be made by [insert the due date or timeframe] to maintain coverage during the leave period. Coverage will cease if an employee's premium payment is more than 30 days late. If the health care premium is overdue for 15 days, the Company will notify the employee that their health insurance coverage will terminate if the premium is not received within the next 15 days.
· Employees who provide notice of their intent not to return to work are not entitled to continuation of health care benefits, except as covered by COBRA. Employees may refer to the COBRA Policy for additional information.
· Employees who fail to return from the leave, except for reasons of continuation, recurrence or onset of a serious health condition (including the serious health condition of a family member or covered service member) or something else beyond the employee's control, must repay the Company for the Company’s share of health coverage premiums incurred to maintain their coverage during the unpaid leave.

[Optional but include only if this is consistent with other types of leave: [PTO/vacation, sick leave, personal time], and seniority/ service time do not accrue, except in cases of intermittent leave.]

[Include and edit statement if the client offers these benefits: Life insurance, supplemental short-term disability, long-term disability insurance or any other premium-related benefits will be retained if employees continue to make premium payments.]

[bookmark: _Hlk519775228]When paid leave is not required or not available, FMLA is unpaid. Employees on unpaid FMLA leave [may/must use] use accrued [PTO/vacation, sick leave, personal time] while taking FMLA leave. [Optional: Employees receiving workers’ compensation, disability, or paid family leave benefits may choose to use accrued [PTO/vacation, sick leave, personal time] to supplement those benefits, up to a combined total of 100 percent of their regular weekly wages, where permitted by law.] To use accrued paid time, employees must follow the procedural requirements of the Company’s [PTO/vacation, sick leave, personal time] policy(ies).

Using paid leave during FMLA does not extend the length of the FMLA leave and paid leave runs concurrently with the FMLA leave.

An employee (other than a key employee) who qualifies for leave will return either to the same position they had before or to a position equivalent in pay, benefits and other terms and conditions of employment.

Key employees may not be eligible for reinstatement to the same or an equivalent position if it would cause substantial and grievous economic harm to the Company. (A “key” employee is a salaried, FMLA-eligible employee, who is among the highest paid 10 percent of all the employees employed by the employer, within a 75-mile range of the employee’s worksite.) The Company will notify an employee if they qualify as a key employee and advise the employee of their rights if the Company intends to deny reinstatement.

FAILURE TO PROVIDE NOTICE OR CERTIFICATION OR RETURN FROM LEAVE
Absent unusual circumstances, failure to comply with the Company’s notice and certification requirements may result in a delay or denial of the leave. If an employee fails to return to work at the leave's expiration and has not obtained an extension of the leave, the Company may presume that the employee does not plan to return to work and has voluntarily terminated their employment.

CONFIDENTIALITY
Documents relating to medical certifications, recertifications or medical histories of employees or employees' family members will be maintained separately and treated as confidential medical records, except that in some legally recognized circumstances, the records (or information in them) may be disclosed to managers/supervisors, first aid and safety personnel or government officials.

FRAUDULENT USE OF FMLA
An employee who fraudulently obtains Family and Medical Leave from the Company is not protected by FMLA's job restoration or maintenance of health benefits provisions. In addition, the Company may take appropriate disciplinary action, up to and including termination of employment, against any employee who engages in fraud.

NON-RETALIATION AND NON-DISCRIMINATION
The Company will not restrain, interfere with or deny the exercise of any employee rights provided under the FMLA. The Company will not discriminate against any employee who exercises any rights under the FMLA or who makes a complaint related to FMLA leave. 

ADDITIONAL INFORMATION
Employees who have questions regarding this policy should contact WHO.

Policy Note
Public Employers. Public agencies are considered covered employers without regard to the number of employees employed. Public as well as private elementary and secondary schools are also covered employers without regard to the number of employees employed. Refer to §825.600.


[bookmark: _Toc213685918][bookmark: _Hlk30517357][bookmark: _Toc183589616]FAMILY & MEDICAL LEAVE ACT [FEDERAL]

Company Name provides eligible employees with leave when qualifying family or medical needs arise.


ELIGIBILITY
Employees must meet three criteria to be eligible for FMLA leave. The employee must:

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

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

· The birth of a child or placement of a child for adoption or foster care;
· To bond with a child (leave must be taken within one year of the child’s birth or placement);
· To care for the employee’s spouse, child or parent who has a qualifying serious health condition;
· For the employee’s own qualifying serious health condition that makes the employee unable to perform the employee’s job; or
· For qualifying exigencies related to the foreign deployment of a military member who is the employee’s spouse, child or parent.

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

LENGTH OF LEAVE
For leaves other than the care of a covered service member, eligible employees may take up to 12 weeks of leave in a 12-month period for the reasons defined above. 

· The "12-month period" utilized by the Company is the [insert one of the methods for determining the 12-month period, e.g., a calendar year; any fixed 12-month leave year, such as a fiscal year or a year starting on an employee's anniversary date; the 12-month period measured forward from the date the employee's first FMLA leave; a rolling 12-month period measured backward from the date an employee first takes FMLA leave]. Under this method [insert this language if using the rolling backward method: the 12-month period is measured backward from the day the employee uses any FMLA leave]; [insert this language if using the rolling forward method: the 12-month period is measured from the date the employee first uses any FMLA leave]; [insert this language if using the calendar year method: the 12-month period begins each January and ends each December]; [insert this language if using the fixed year method: the 12-month period begins each [insert fiscal year start date or the employee's anniversary date, etc.].
· Absences due to an employee's serious health condition that are also covered by short-term disability insurance or workers' compensation are counted as part of the leave time available to eligible employees under the Family and Medical Leave Act.
· Leaves taken for the birth or the placement of a child with the employee for adoption or foster care must be completed within 12 months of that birth or placement.

COVERED SERVICE MEMBERS LEAVE
A “covered service member” is 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 on the temporary retired list for a serious injury or illness. Covered service members also include a veteran who is discharged or released from military services under conditions other than dishonorable at any time during the five years preceding the 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. These individuals are “covered veterans.”

The FMLA definition of a “serious injury or illness” for current Armed Forces members and covered veterans is distinct from the FMLA definition of “serious health condition” applicable to FMLA leave to care for a covered family member.

Eligible employees may take up to 26 weeks of leave during “a single 12-month period” to care for the service member. The “single 12-month period” begins on the date the employee’s first FMLA leave to care for the service member begins. During this single 12-month period, the employee’s combined total FMLA qualifying leave for all types of FMLA leave may not exceed 26 weeks.

INTERMITTENT OR REDUCED SCHEDULE LEAVE
Under certain circumstances, leaves may be taken intermittently or on a "reduced leave schedule,” e.g., in periods of days or blocks of time smaller than a day:

· Employees may take leave intermittently or on a reduced leave schedule:
· When medically necessary for their own serious health condition; to care for a family member with a serious health condition; or to care for a covered service member with a serious injury or illness.
· When necessary for “qualifying exigency” leave.
· Intermittent or reduced leave for family reasons (leave to care for a newborn or newly adopted child or a child placed in foster care) may be taken only if the Company and employee agree to the arrangement.
· If intermittent or reduced scheduled leave is taken for planned medical treatment or, if agreed to by the Company, for family reasons, the Company may require the employee to transfer temporarily, during the period in which intermittent or reduced scheduled leave is required, to an available alternative position for which the employee is qualified and which better accommodates recurring periods of leave than the employee’s regular position. The employee will receive the same rate of pay and equivalent benefits in the alternate position.

SPOUSES COMBINED LEAVE
When both spouses are employed by the Company, their combined FMLA leave may not exceed 12 weeks in a 12-month period if the leave is taken for the birth or placement of a child, or to care for a parent with a serious health condition. If both spouses wish to take leave to care for a covered service member with a serious injury or illness or take a combination of service member leave and leave to bond with a newly arrived child or care for their own parent with a serious health condition, their aggregate leave is limited to 26 weeks during a single 12-month period.

PROCEDURE FOR REQUESTING LEAVE
In the case of foreseeable FMLA leaves for birth, adoption or placement of a child or for planned medical treatment of the employee, a covered family member or a covered service member, an employee must provide WHO with 30 days’ advance notice in writing before the date on which the leave would begin. If the employee is unable to provide 30 days’ notice, they must provide notice as soon as it is practicable under the circumstances.

In the case of qualifying exigency leave or when the approximate timing of any FMLA leave is not foreseeable, the employee must provide WHO with as much notice as soon as it is practicable under the circumstances.

In requesting FMLA leave, the employee must provide sufficient information to allow the Company to determine if the leave may qualify for FMLA protection and the anticipated timing and duration of the leave.

In the case of leave for planned medical treatment, employees are required to make a reasonable effort to schedule the treatment so as not to unduly disrupt the Company’s operations.

Employees are expected to consult with their manager/supervisor before the scheduling of treatment to attempt to work out a treatment schedule that best suits the needs of both the employer and the employee.

MEDICAL/SUPPORTING CERTIFICATION
Employees are required to provide medical certification from a healthcare provider for their own serious health condition or that of a family member or covered service member. Employees who request qualifying exigency leave also are required to provide certification supporting the need for leave and, when the leave is requested for the first time, a copy of the covered military member’s active-duty orders. If employees provide at least 30 days’ notice of medical leave, they should submit the medical certification before the leave begins.

Initial Certification
The employee must submit a complete and sufficient certification to WHO within 15 calendar days after the Company requests the certification. If the certification is returned incomplete or insufficient, the employee will have seven calendar days to cure the deficiency. Failure to provide a complete and sufficient certification may result in denial of FMLA leave.

If there is reason to doubt an initial medical certification, an employee may be required to obtain a second opinion at the Company’s expense. If the opinions differ, a third, final and binding certification from a healthcare provider designated or approved jointly by the Company and the employee may be obtained at the Company’s expense.

Periodic Certification 
The Company may also require employees on FMLA leave to submit periodic re-certification throughout the leave, but generally not more often than every 30 days unless a change in circumstances warrants earlier recertification. A new initial medical certification will be required on an annual basis for serious medical conditions lasting beyond a single leave year.

Return to Work
Before returning to work, employees who have taken a leave for their own serious health condition are required to present documentation from their healthcare provider certifying that they can return to work and perform the essential functions of their positions with or without reasonable accommodation. Job restoration may be delayed or denied pending receipt of a return-to-work/fitness for duty certification.

OTHER REQUIREMENTS
While on leave, employees may be required to periodically report on their leave status and intent to return to work, as directed by WHO.

Employees taking intermittent FMLA leave are required to comply with the Company’s usual call-in procedures, consistent with the Attendance Policy.

If eligible, employees are required to apply for any available and applicable wage replacement and/or paid leave benefits (such as short-term disability insurance or paid family leave) to run concurrently with FMLA leave. Consistent with federal and state law, FMLA leave will run concurrently with the Company's Disability Leave and/or any other statutory leave entitlements, to the extent permitted.

[Optional, if true: The Company limits employees on leaves of absence, including FMLA leave, from engaging in outside employment, including self-employment.]

EMPLOYMENT AND BENEFITS PROTECTION
Employees are entitled to continue group health benefits under the same terms and conditions as if they were on the job during FMLA leave.

· Employees are responsible for paying their share of benefit premiums while on unpaid FMLA leave. Payment must be made by [insert the due date or timeframe] to maintain coverage during the leave period. Coverage will cease if an employee's premium payment is more than 30 days late. If the health care premium is overdue for 15 days, the Company will notify the employee that their health insurance coverage will terminate if the premium is not received within the next 15 days.
· Employees who provide notice of their intent not to return to work are not entitled to continuation of health care benefits, except as covered by COBRA. Employees may refer to the COBRA Policy for additional information.
· Employees who fail to return from the leave, except for reasons of continuation, recurrence or onset of a serious health condition (including the serious health condition of a family member or covered service member) or something else beyond the employee's control, must repay the Company for the Company’s share of health coverage premiums incurred to maintain their coverage during the unpaid leave.

[Optional but include only if this is consistent with other types of leave: [PTO/vacation, sick leave, personal time], and seniority/service time do not accrue, except in cases of intermittent leave.]

[Include and edit statement if the client offers these benefits: Life insurance, supplemental short-term disability, long-term disability insurance or any other premium-related benefits will be retained if employees continue to make premium payments.]

When paid leave is not required or available, FMLA is unpaid. Employees on unpaid FMLA [may/must use] accrued [PTO/vacation, sick leave, personal time], subject to Company policy. [Optional: Employees receiving workers’ compensation, disability, or paid family leave benefits may choose to use accrued [PTO/vacation, sick leave, personal time] to supplement those benefits, up to a combined total of 100 percent of their regular weekly wages, where permitted by law.] To use accrued paid time, all requests must follow the procedural requirements of the Company’s [PTO/vacation, sick leave, personal time] policy(ies).

Using paid leave during FMLA does not extend the length of the FMLA leave and paid leave time runs concurrently with the FMLA leave.

An employee (other than a key employee) who qualifies for leave will return either to the same position they had before or to a position equivalent in pay, benefits and other terms and conditions of employment.

Key employees may not be eligible for reinstatement to the same or an equivalent position if it would cause substantial and grievous economic harm to the Company. (A “key” employee is a salaried, FMLA-eligible employee, who is among the highest paid 10 percent of all the employees employed by the employer, within a 75-mile range of the employee’s worksite.) The Company will notify an employee if they qualify as a key employee and advise the employee of their rights if the Company intends to deny reinstatement.

FAILURE TO PROVIDE NOTICE OR CERTIFICATION OR RETURN FROM LEAVE
Absent unusual circumstances, failure to comply with the Company’s notice and certification requirements may result in a delay or denial of the leave. If an employee fails to return to work at the leave's expiration and has not obtained an extension of the leave, the Company may presume that the employee does not plan to return to work and has voluntarily terminated their employment.

CONFIDENTIALITY
Documents relating to medical certifications, recertifications or medical histories of employees or employees' family members will be maintained separately and treated as confidential medical records, except that in some legally recognized circumstances, the records (or information in them) may be disclosed to managers/supervisors, first aid and safety personnel or government officials.

FRAUDULENT USE OF FMLA
An employee who fraudulently obtains Family and Medical Leave from the Company is not protected by FMLA's job restoration or maintenance of health benefits provisions. In addition, the Company may take appropriate disciplinary action, up to and including termination of employment, against any employee who engages in fraud.

NON-RETALIATION AND NON-DISCRIMINATION
The Company will not restrain, interfere with or deny the exercise of any employee rights provided under the FMLA. The Company will not discriminate against any employee who exercises any rights under the FMLA or who makes a complaint related to FMLA leave. 

ADDITIONAL INFORMATION
Employees who have questions regarding this policy should contact WHO.


Policy Note
Public Employers. Public agencies are considered covered employers without regard to the number of employees employed. Public as well as private elementary and secondary schools are also covered employers without regard to the number of employees employed. Refer to §825.600.



[bookmark: _Toc213685929]NEW YORK PAID FAMILY LEAVE BENEFITS

New York’s Paid Family Leave (PFL) law provides eligible employees with job protected leave and wage replacement for qualifying reasons.


ELIGIBILITY
To be eligible, employees must: regularly work 20 or more hours per week and have been employed for at least 26 consecutive workweeks preceding the first full day family leave is taken; or regularly work less than 20 hours per week and have worked for at least 175 days preceding the first full day family leave is taken. Paid time off can be counted toward an employee’s eligibility determination. Employees are eligible for PFL regardless of citizenship and/or immigration status.

PFL is granted to eligible employees who request time off for the following qualifying reasons:

· To participate in providing care, including physical or psychological care for a “covered family member” with a “serious health condition”;
· To bond with a child during the first 12 months after the child’s birth, adoption or foster care placement with the employee; or
· Due to a qualifying exigency for the employee’s spouse, domestic partner, child, or parent who is on active military duty or has been notified of an impending call to active duty. 

“COVERED FAMILY MEMBER” WITH A “SERIOUS HEALTH CONDITION”
Covered “family members” include:
· Spouse;
· Domestic partner (including same and different gender couples; legal registration not required);
· Child/stepchild and anyone for whom the employee has legal custody;
· Parent/stepparent;
· Parent-in-law;
· Grandparent;
· Grandchild; or
· Sibling.

A “serious health condition” is an illness, injury, impairment, or physical or mental condition that involves: (a) inpatient care in a hospital, hospice or residential health care facility; or (b) continuing treatment or continuing supervision by a health care provider.

LENGTH OF LEAVE AND BENEFITS
Eligible employees are entitled to receive up to 12 weeks of paid, job-protected leave in a 52-week period for reasons that qualify under PFL. Employees taking PFL will receive 67% of their average weekly wage, or 67% percent of the state average weekly wage, whichever is less.

PFL may be taken on a continuous or intermittent basis. Employees who take PFL on a continuous basis (e.g., in weekly increments) are eligible for the maximum number of weeks of leave, as indicated above.

Employees who take PFL in daily increments (intermittent leave) are eligible for paid leave based on the average number of days worked per week during a base period.

INTERMITTENT USE
Eligible employees may take leave under the PFL on an intermittent basis, in full-day increments. Employees may not take partial day leave under PFL.

When an employee takes intermittent PFL, the employee must provide notice to WHO as soon as practicable before each day of intermittent leave.

[Optional: For employers subject to FMLA
An employee’s use of intermittent FMLA leave on a partial-day basis may, under certain circumstances, reduce an employee’s PFL benefit amount. Specifically, when an employee takes multiple partial-day intermittent FMLA leaves for a qualifying reason that would also be covered by PFL, which adds up to the number of hours in an employee’s usual workday, the Company will deduct one day of PFL benefits from the employee’s annual PFL benefit allotment.]

[Optional: MULTIPLE EMPLOYEES REQUESTING LEAVE
More than one employee of Company Name cannot use the same period of PFL to bond with the same child or to care for the same qualifying family member.]

EMPLOYEE NOTICE REQUIREMENTS
In the case of a foreseeable leave, a covered employee must provide WHO with advance notice 30 days before the date on which the leave would begin. If the employee is unable to provide 30 days’ notice, they must provide notice as soon as it is practicable under the circumstances. Usually, this means giving notice the same day the employee receives notice or the next business day. If an employee does not give WHO timely notice, the employee’s PFL leave may be delayed or denied.

In giving notice, an employee must provide sufficient information for [PFL Insurance Carrier Name/the PFL insurance carrier] to determine if the leave qualifies for PFL and the anticipated timing and duration of the leave.

PROCEDURE FOR REQUESTING LEAVE
Employees must complete and submit a Request for Paid Family Leave Form (PFL-1) with supporting documentation as follows to [PFL Insurance Carrier Name/the PFL insurance carrier]:

(1) Bonding Certification: PFL-2 Form plus documentation;
(2) Health Care Provider Certification: PFL-4 Form plus Personal Health Information (PHI) Release (PFL-3 Form); or
(3) Military Qualifying Event: PFL-5 Form plus documentation.

The Forms can be obtained from WHO or [PFL Insurance Carrier Name/the PFL insurance carrier].

To submit a request for PFL, employees must:

· Complete the employee’s portion of the PFL-1 Form.
· Submit the PFL-1 Form to WHO.
· The Company will complete its portion of the PFL-1 Form and return it to the employee within three business days.
· If the Company fails to respond, the employee may submit all materials directly to [PFL Insurance Carrier Name/the PFL insurance carrier].
· Depending on the type of PFL leave the employee is seeking, the employee will be required to complete additional PFL forms as described in the letter from [PFL Insurance Carrier Name/the PFL insurance carrier]. Employees must submit the completed PFL forms to [PFL Insurance Carrier Name/the PFL insurance carrier] before or within 30 days after the start of their leave. [PFL Insurance Carrier Name/the PFL insurance carrier] must pay or deny leave requests within 18 calendar days of receiving an employee’s completed forms.

CONTINUATION OF BENEFITS DURING LEAVE
Employees are entitled to continue group health benefits under the same terms and conditions as if they were on the job during PFL. Employees are required to pay their portion of the premium [by when]. The Company’s obligation to maintain health insurance coverage may cease if an employee's premium payment is more than 30 days late. If the health care premium is overdue, the Company will notify the employee in writing at least 15 days before coverage is to cease, advising that coverage will be dropped on a specified date at least 15 days after the date of the letter, unless payment has been received by that date.

If group health plan benefits lapse because an employee has not made the required premium payments, then upon the employee's return from PFL, the employee will be restored to coverage/benefits equivalent to those the employee would have had if Paid Family Leave had not been taken and premium payment(s) had not been missed, including family or dependent coverage.

If an employee chooses not to retain group health plan coverage during PFL, then upon the employee's return from leave, the employee shall be reinstated into the health plan on the same terms the employee had before taking leave.

[bookmark: _Hlk22130950][bookmark: _Hlk22132578]An employee’s use of PFL will not result in the loss of any employment benefits that accrued before the start of PFL. 

[Optional statement for employers who permit PFL to be supplemented with paid time off: Employees who choose to supplement PFL with accrued [PTO/vacation, sick leave, personal time] will receive benefits, including seniority under the same terms and conditions that were in effect before the start of PFL.]

All other employee-paid benefits will be retained if the employee continues to make premium payments.

[Optional but only include if this is consistent with other types of leave: [PTO/vacation, sick leave, personal time], and seniority or service time do not continue to accrue, except in cases of intermittent leave.]

CONCURRENCE WITH OTHER LEAVES/BENEFITS 
[Option 1: Employees may choose to use [PTO/vacation, sick leave, personal time] to supplement PFL benefits. When combining the PFL benefit with paid time off, the employee’s total compensation for the period of leave will not exceed 100 percent of their Average Weekly Wage (AWW).] 

Employees should refer to the Company’s paid time off policies for details on the minimum increments in which paid time off may be used.

OR

[Option 2: Employees cannot choose to use [PTO/vacation, sick leave, personal time] to supplement PFL benefits.] 


[Insert statement for FMLA-covered employers:
If an employee takes PFL leave for a reason that also qualifies as leave under the FMLA, PFL leave will run concurrently with available FMLA leave.]

Short-Term Disability
Employees cannot use PFL and short-term disability benefits at the same time but can use them consecutively, up to a maximum of 26 weeks of disability and PFL benefits combined in a rolling 52-week period. 

Workers’ Compensation 
If an employee is unable to work and is receiving workers’ compensation benefits, they may not use PFL benefits at the same time. However, an employee receiving reduced earnings through workers’ compensation may be eligible for PFL.

COST
[Option 1: PFL premiums are paid for by the employee and are deducted from the employee’s paycheck on an after-tax basis. The New York State Department of Financial Services set the deduction amount each year.]

OR

[Option 2: The Company has chosen to pay the cost of PFL benefits. Employer contributions are considered taxable, and employees are responsible for applicable income and employment taxes on this amount.]

WAIVER OPTION
Employees have the option of filing a waiver for PFL benefits if:

· The employee’s regular employment schedule is 20 hours or more per week, however, the employee will not work 26 consecutive weeks; or
· The employee’s regular employment schedule is less than 20 hours per week and the employee will not work 175 days in a 52-consecutive-week period.

Employees who are eligible to waive PFL benefits and wish to do so must complete and submit a waiver form to WHO. Employees who submit a waiver form will not make any contributions for PFL benefits and will not be eligible to receive PFL benefits. 

If the employee voluntarily revokes the waiver, or the employee’s schedule changes so that they become eligible to receive PFL, the waiver will be automatically revoked. At that time, the employee must start making contributions on a going-forward basis and will also be required to pay retroactive contributions back to their date of hire.

PERIODIC STATUS REPORTS AND RETURN FROM LEAVE
The Company may require employees on PFL to provide updates on their status and intent to return to work, as permitted by law. 

Employees who take PFL are entitled to job protection. This means that they are entitled to return to the same job or an equivalent one with the same pay and benefits when their leave ends.

QUESTIONS AND ADDITIONAL INFORMATION
Employees who have questions regarding this policy should contact WHO. For additional information concerning leave entitlements and obligations that may occur when PFL is either not available or exhausted, employees should consult the Company’s other leave policies or contact WHO. The Company is committed to complying with PFL and shall interpret and apply this policy in a manner consistent with the PFL law and regulations. Employees who disagree with a denial of their claim for PFL may submit their dispute to arbitration. Employees will be provided with information about how to request arbitration with their PFL denial.

[bookmark: 5]Employees are protected from discrimination and retaliation for requesting or taking PFL. If an employee believes their rights have been violated and/or job restoration has been denied as a result of requesting and/or taking PFL, the employee must send WHO a formal request for job reinstatement using the Formal Request for Reinstatement Regarding Paid Family Leave (Form PFL-DC-19), which can be found in the forms section of the New York Paid Family Leave website (https://www.ny.gov/PaidFamilyLeave). Employees must file the completed form with the Company and send a copy to: Paid Family Leave, P.O. Box 9030, Endicott, NY 13761-9030. If the Company does not comply with an employee’s request for reinstatement within 30 days, the employee may file a PFL discrimination complaint with the Workers’ Compensation Board using the Paid Family Leave Discrimination Complaint (Form PFL-DC-120), which is also available on the New York Paid Family Leave website. Once an employee’s complaint is received, the Board will assemble the employee’s case and schedule a preliminary hearing in front of a Workers’ Compensation Law Judge.


Policy Note
NYS Public Employers. Public employers are not covered but they may voluntarily opt into New York Paid Family Leave. A public employer may opt to have only Disability Benefits, only Paid Family Leave benefits, or both or neither.



[bookmark: _Toc213685961]VOTING LEAVE [NEW YORK]

[bookmark: _Toc499906870]Our Company believes that all employees should have the opportunity to exercise their right to vote in elections.


TIME AWAY FROM WORK
Employees who do not have at least four consecutive hours either before the start of their shift or after the end of their shift while the polls are open are entitled to take up to two hours of paid time off to vote.

Time off to vote will be scheduled at the beginning or end of the employee’s shift, as determined by the Company, to minimize disruption to operations. The employee's manager/supervisor will designate when the leave should be taken.

Employees must return to work immediately after voting if their workday has not ended.

EMPLOYEE’S RESPONSIBILITY
Employees must provide advance notice to WHO, no fewer than two working days and no more than ten working days before Election Day.


USE OF ARTIFICIAL INTELLIGENCE (AI)

The Company is committed to the responsible use of artificial intelligence (AI) technologies and adheres to core principles of fairness, transparency, accountability. This policy outlines guidelines for our Company's responsible and ethical use of Artificial Intelligence (AI) technologies. The purpose is to protect the Company’s confidential information, trade secrets, intellectual property, and sensitive information, including client data and Personally Identifiable Information (PII), while leveraging AI for relevant business operations.
______________________________________________________________________

SCOPE
This policy applies to all employees [insert if applicable: interns, whether paid or unpaid, anyone who is (or is employed by) a contractor, subcontractor, vendor, consultant, or anyone providing services in our workplace] who have access to AI technologies or who uses AI in any capacity while working for Company Name.

[Modify the following as needed based specific operations and types of AI tools and platforms in use:
GUIDELINES FOR THE USE OF AI
Employees must use AI technologies in a manner that adheres to the following guidelines:

· Appropriate Use: Use of AI technologies must align with Company Name’s Code of Ethics, Equal Employment Opportunity, Harassment & Discrimination Prevention, Standards of Conduct, and Business Equipment & Information Systems Policies. 

Employees are prohibited from using AI: [Insert any applicable prohibitions; customize as needed:

· To make final decisions related to the terms and conditions of employment with Company Name; 
· To make disability-related inquiries; 
· As a final work product or without properly citing or disclosing when AI has been used as a resource for a final work product; 
· To surveil or gather information regarding employees and other individuals covered by this policy; or
· To submit Company or customer/client contact information or data in any AI chatbot or an AI search engine].

Employees must also refrain from using AI tools in a manner that may violate any copyright, trademark or intellectual property laws.

· Data Privacy and Protection: All employees must ensure that their utilization of AI technologies aligns with applicable federal, state, and local privacy laws including the collection, storage, and sharing of confidential information. Employees should refrain from entering private or personal information into any Generative AI (GenAI) platform, as these tools may store or reuse submitted data, potentially compromising confidentiality or violating privacy laws.

Employees are also prohibited from entering any client data, sensitive information, or PII into other types of AI systems or platforms unless the system or platform has been authorized for use by Company Name for this purpose. Sensitive information and PII may include but are not limited to passwords and other credentials, names, dates of birth, social security numbers, addresses, banking information, protected health information, or any other non-public Company information that might be of use to competitors or harmful to the Company if disclosed.

To prevent unauthorized use or reproduction of proprietary or protected content, employees are prohibited from entering or uploading any Company, customer/client, or third-party information into an artificial intelligence (AI) system or platform without prior, written authorization from [WHO (e.g., the Compliance Officer, Legal Department, or IT Security]. This includes, but is not limited to, text, code, images, and copyrighted or trademarked materials belonging to customers/clients, competitors, or other individuals such as authors or artists.

· Digital Replica and Likeness: Employees are prohibited from using AI systems or platforms to create synthetic voices, likenesses, or digital replicas of any identifiable individual (e.g., employees, public figures, or voice actors) without explicit, written consent from that individual and review by WHO.

· Access Control: Access to AI systems or platforms containing sensitive information or PII will be restricted to the scope of the employee’s job functions or as authorized by Company Name, and appropriate access controls will be implemented to safeguard data integrity and confidentiality.

· Ethical Use and Bias Mitigation: Employees are prohibited from using AI in any way that leads to unlawful discrimination or unjustifiable disparate impact against any protected class under federal, state or local laws.

· Confidentiality: Employees and others covered by this policy must maintain the confidentiality of any data processed by AI systems or platforms and refrain from disclosing it to unauthorized individuals or third parties. Disclosure of Company Name’s confidential and other proprietary information is prohibited.

· Data Minimization: Only the minimum necessary amount of data required for AI processing shall be utilized, and unnecessary data collection or storage must be avoided. 

Employees must also exercise caution when providing data inputs to ensure the responsible use of GenAI to prevent the disclosure of confidential, proprietary, or sensitive information. Employees should avoid using any data the Company would not publicly disclose, as doing so could lead to public disclosure of confidential information and violate our obligations to customers/clients, employees, and third-party vendors to maintain the confidentiality and security of sensitive information.

· Security Measures: Employees must adhere to the Company’s security protocols and guidelines to prevent unauthorized access, data breaches, or other security incidents related to AI systems or platforms.

· Compliance: Employees are expected to comply with this policy, as well as other relevant Company policies; procedures; federal, state, or local laws; and regulatory guidance related to data privacy and protection and acceptable AI usage. 

· [Insert if applicable: Training and Awareness: Regular training and awareness programs will be conducted to educate employees about the responsible use of AI technologies and the importance of data protection.]

· Reporting Obligations: Any concerns, incidents, or violations of the use of AI technologies under this policy must be reported immediately to WHO for investigation and resolution.]

[Include for covered employers: 
DISCLAIMER
In monitoring the acceptable use of AI, nothing in this policy is intended to interfere with employees’ exercise of their rights under Section 7 of the National Labor Relations Act (NLRA).]

POLICY REVIEW AND UPDATES
This policy may be reviewed periodically to ensure its effectiveness and relevance to the evolving landscape of AI technologies and data protection regulations. Updates may be made to reflect changes in technology, business practices, or regulatory requirements.

ADDITIONAL INFORMATION
In accordance with Company policies and applicable federal, state, or local laws, violation of this policy may result in disciplinary action, up to and including termination of employment. 

Employees should contact WHO if they have questions about Company Name’s AI usage guidelines. 


Policy Notes

National Labor Relations Act. The NLRA does not apply to federal, state or local governments including public schools, libraries and parks, Federal Reserve banks, and wholly-owned government corporations. See this Jurisdictional Standards page for more information.

Customizing this policy. Employers are encouraged to work with their legal counsel to customize this policy to ensure it aligns with their operational needs and any potential use cases for AI. When developing a customized AI use policy, employers should define the scope and purpose of AI within their organization, ensuring alignment with business objectives and ethical standards. The policy should emphasize data privacy and security, detailing how AI systems or platforms will handle personal and sensitive information in compliance with regulations. Addressing potential biases and implementing measures to minimize discriminatory outcomes are crucial for maintaining ethical AI use. 









NEW OPTIONAL POLICIES


[bookmark: _Toc213685892]COMPENSATION PHILOSOPHY

Company Name endeavors to create and implement its compensation package to support the Company's mission and values and be competitive with other employers. The Company also strives to utilize its total compensation program to promote successful recruitment, excellent job performance and retention of talent. Transparency about the compensation decision-making process is intended to convey fair and equitable treatment of employees. The Company will make compensation decisions fairly and equitably without acts of discrimination in compliance with applicable federal, state and local laws.


COMPENSATION PLAN
Company Name’s compensation plan is created to deliver base [insert hourly wage and (or) annual salary] that [insert meets the market or exceeds the market] when employees are meeting or excelling well beyond explicitly communicated job performance standards. Employees who regularly perform above standards should receive higher base pay. Employees who regularly perform below standards should receive lower base pay. In addition to base pay, the company will award incentive pay to outstanding performers whose roles correlate to company goals and company performance.

[Optional - Insert if labor unions are a part of the workforce: For its employees represented by labor unions, the company will bargain over terms of employment, including compensation and employee benefits, in good faith, consistent with federal, state and local laws.]

Establishing a competitive compensation program centers on the following factors: the makeup of total compensation packages; internal pay equity; external pay equity (market rates); recruitment and retention; and budgetary resources.

MAKEUP OF TOTAL COMPENSATION PACKAGES
Total compensation includes wages or salary, overtime pay, pay-for-performance (merit pay increases, incentive pay and seniority increases) and employee benefits. Common employee benefits are paid time off, retirement savings plans, and health insurance. The company's employee benefits features include [insert a list of all employee benefits or certain highlighted employee benefits].

INTERNAL PAY EQUITY
Jobs based on higher job requirements and worker specifications will have higher rates than jobs based on lesser job requirements and worker specifications. Ensuring internal pay equity starts with an analysis of jobs, comparing the pay of identical or substantially similar jobs based on job requirements (tasks, duties, responsibilities) and worker specification (past relevant work experience, educational attainment). Following an analysis of jobs, internal pay equity involves an analysis of pay differences between employees holding identical or substantially similar jobs. Balancing internal equity with market pay rates should promote talent retention and it is an element considered in employee charges of illegal pay discrimination.
EXTERNAL PAY EQUITY
Ensuring external pay equity starts with comparing the major functions of internal jobs to market data for those jobs. To establish external pay equity, the Company engages in the process of conducting a compensation analysis to understand how the Company is paying employees in relation to other organizations based on some or all of the following factors: industry; geographic location; annual revenue/fiscal budget; years of experience; and/or organization size. 

RECRUITMENT AND RETENTION
Successful recruitment and talent retention depend on many factors (e.g., career advancement opportunities), including competitive compensation. Establishing competitive compensation starts with an analysis of the pay practices of companies with which there is talent competition, and this entails consideration of factors such as geographic scope, industry and company size.

BUDGETARY RESOURCES
Sufficient compensation budget funding and increases to funding at least once annually better position the Company to provide competitive total compensation, including wage and salaries, and regular pay increases based on [insert performance or seniority or incentive pay for performance], and employee benefits.


Note
If adopted, this policy should be included in Section 3: Employee Relations.
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POLICY UPDATES ACKNOWLEDGMENTS


	EMPLOYEE HANDBOOK RECEIPT
2026 POLICY UPDATES



The following policies have been revised or updated:
· Policy [insert policy number and/or title, description of change based on client preference]
· Policy [insert policy number and/or title, description of change based on client preference]

The following policies have been added to the Employee Handbook:
· Policy [insert policy number and/or title, description of change based on client preference]
· Policy [insert policy number and/or title, description of change based on client preference]

The following policies have been removed from the Employee Handbook:
· Policy [insert policy number and/or title, description of change based on client preference]
· Policy [insert policy number and/or title, description of change based on client preference]

I acknowledge receipt of the updated Company Name Employee Handbook. I understand that these policies, as well as the policies contained in the Company’s Employee Handbook, are not intended to create a contract of employment nor is any other communication by a management representative, either expressed or implied, intended to be a contract, unless explicitly stated otherwise in a written agreement signed by the WHO of the Company.

I understand that neither these policies nor other Employee Handbook policies are a guarantee of employment for any set period and that either the Company or I may terminate my employment at any time, with or without cause. Furthermore, I understand that the policies and benefits described in the Employee Handbook may be added to, revised or deleted at any time.

I further understand that the benefit information found in this Handbook is intended to provide an overview of the benefit plans. The actual benefits may be controlled by the terms of the applicable plan documents and insurance policies. Questions regarding the interpretation of those plans will be answered in accordance with the actual plan documents and insurance policies, rather than the summaries contained in this Handbook. Employees may obtain copies of these documents from WHO.

[Insert for NLRA-covered employers: I also understand and acknowledge that nothing about the policies and procedures set forth in this Manual should be construed to interfere with any employee rights provided under federal, or local state law, including Section 7 of the National Labor Relations Act (NLRA), as more fully described in the Company’s Statement of Rights Under the NLRA.]

I have read, understand and agree to comply with these policies.

If I have any questions about the information contained in this Handbook, I will discuss them with my supervisor/manager and/or WHO.



Employee's Name (Printed)


Employee's Signature


Date

Month 2026

Company Name
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