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Discrimination 1s Illegal

Connecticut law prohibits discrimination in

EMPLOYMENT

On the basis of

age
ancestry

color

genetic information

learning disability

marital status

past or present history of mental disability
intellectual disability

national origin

physical disability

race

religious creed

sex, including pregnancy, sexual harassment,
transgender status, gender identity or expression,
sexual orientation or civil union status

workplace hazards to reproductive systems
criminal record (in state employment and licensing)

Connecticut law prohibits discrimination in

HOUSING & PUBLIC
ACCOMMODATIONS

On the basis of
age
ancestry
breastfeeding in a place of
public accommodation
color
familial status (in housing)
lawful source of income
learning disability
marital status
mental disability
intellectual disability
national origin
physical disability
race
religious creed
sex, transgender status,, gender identity

Connecticut law prohibits discrimination in

CREDIT TRANSACTIONS

On the basis of
age
ancestry
blindness
color
learning disability
marital status
intellectual disability
national origin
physical disability
race
religious creed
sex, transgender status, gender
identity or expression, sexual
orientation or civil union status
Veteran status
In

or expression, sexual orientation or loans

Veteran status civil union status mortgages
In .. use of a guide dog/training a guide dog any credit transactions

recruiting Veteran status

h1r1ng In

refemn.g services rendered the public

;lrisnsllg:;'gg rentals and sales of public and private housing

advertising

discharging

training

laying off

compensating . . . S . . .

terms and conditions  1f you believe you have experienced illegal discrimination, the CT Commission on Human Rights will
By investigate without cost to you. It is illegal for anyone to retaliate against you for filing a complaint.

employers For assistance contact:

employment agencies

labor organization

Southwest Region
West Capitol Region
Capitol Region
Eastern Region

Connecticut Commission on Human Rights & Opportunities

350 Fairfield Avenue, Bridgeport, CT 06604

55 West Main Street, Suite 210, Waterbury, CT 06702
450 Columbus Blvd Suite 2, Hartford, CT 06103

100 Broadway, Norwich, CT 06360

Telephone

203-579-6246
203-805-6579
860-566-7710
860-886-5703
860-541-3400

TDD

203-579-6246
203-805-6579
860-566-7710
860-886-5707
860-541-3459

FAX

203-579-6950
203-805-6559
860-566-1997
860-886-2550
860-246-5419

Administrative Office 450 Columbus Blvd Suite 2, Hartford, CT 06103
website: www.state.ct.us/chro

This notice provides general information about Connecticut law and is not to be considered as equivalent of the complete text.



NOTICE

Connecticut General Statutes §§ 46a-60(a), (b)(7), (d)(1)
Pregnancy Discrimination and Accommodation in the Workplace

Covered Employers

Each employer with more than 3 employees must comply with
these anti-discrimination and reasonable accommodation laws
related to an employee or job applicant’s pregnancy, childbirth
or related conditions, including lactation.

Prohibition of Discrimination

No employer may discriminate against an employee or job
applicant because of her pregnancy, childbirth or other related
conditions (e.g., breastfeeding or expressing milk at work).

Prohibited discriminatory conduct includes:

e Terminating employment because of pregnancy,
childbirth or related condition

e Denying reasonable leave of absence for disability due to
pregnancy (e.g., doctor prescribed bed rest during 6-8
week recovery period after birth)*

e Denying disability or leave benefits accrued under plans
maintained by the employer

e Failing to reinstate employee to original job or equivalent
position after leave

e Limiting, segregating or classifying the employee in a
way that would deprive her of employment
opportunities

e Discriminating against her in the terms or conditions
of employment

*Note: There is no requirement that the employee be employed
for a certain length of time prior to being granted job protected
leave of absence under this law.

Reasonable Accommodation

An employer must provide a reasonable accommodation to an
employee or job applicant due to her pregnancy, childbirth

or needing to breastfeed or express milk at work.

Reasonable accommodations include, but are not limited to:

e Being permitted to sit while working

e More frequent or longer breaks

e Periodic rest

e Assistance with manual labor

e Job restructuring

e Light duty assignments

e Modified work schedules

e Temporary transfers to less strenuous or less
hazardous work

e Time off to recover from childbirth (prescribed by a
Doctor, typically 6-8 weeks

e Break time and appropriate facilities (not a bathroom)
for expressing milk

Denial of Reasonable Accommodation
No employer may discriminate against employee or job applicant
by denying a reasonable accommodation due to pregnancy.

Prohibited discriminatory conduct includes:
e Failing to make reasonable accommodation (and is not
an undue hardship)**
e Denying job opportunities to employee or job applicant
because of request for reasonable accommodation

e Forcing employee or job applicant to accept a reasonable
accommodation when she has no known limitation related
to pregnancy or the accommodation is not required to perform
the essential duties of job

e Requiring employee to take a leave of absence where a reasonable
accommodation could have been made instead

** Note: To demonstrate an undue hardship, the employer must show
that the accommodation would require a significant difficulty or
expense in light of its circumstances.

Prohibition of Retaliation
Employers are prohibited from retaliating against an employee because
of a request for reasonable accommodation.

Notice Requirements

Employers must post or provide this notice to all existing employees by
January 28, 2018; to an existing employee within 10 days after

she notifies the employer of her pregnancy or related conditions; and to new
employees upon commencing employment.

Complaint Process

CHRO

Any employee aggrieved by a violation of these statutes may file a complaint
with the Connecticut Commission on Human Rights and Opportunities
(CHRO). Complainants have 180 days from the date of the alleged act of
discrimination, or from the time that you reasonably became aware of the
discrimination, in which to file a complaint. Itisillegal for anyone to retaliate
against you for filing a complaint.

CHRO main number: 860-541-3400

CHRO website: www.ct.gov/chro/site/default.asp
CHRO link “How to File a Discrimination Complaint”:
http://www.ct.gov/chro/taxonomy/v4 taxonomy.asp?
DLN=45570&chroNav=]45570|

DOL

Additionally, women who are denied the right to breastfeed or express milk
at work, or are discriminated or retaliated against for doing so, may also file a
complaint with the Connecticut Department of Labor (DOL).

DOL phone number: 860-263-6791

DOL complaint form:

For English:
http://www.ctdol.state.ct.us/wgwkstnd/forms/DOL-80%20fillable.doc

For Spanish:
http://www.ctdol.state.ct.us/wgwkstnd/forms/DOL-805%20fillable-Spa.doc




NOTICE

TO THE EMPLOYEES OF

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

| Telephone

Camera (including hidden cameras)
Computer

Radio

Wire

__| Electromagnetic

Photoelectronic

Photo-optical

Other

If you have any questions regarding this notice,

contact

(Company Representative)
for additional information.

The Connecticut Department of Labor provides this sample poster as a public service,
Wage & Workplace Standards Division 200 Folly Brook Boulevard Wethersfield, CT 06109-1114
A copy of § 31-48d ET. Seq. CGS appears on the reverse.



Sec. 31-48d. Employers engaged in electronic monitoring required to give
prior notice to employees. Exceptions. Civil penalty. (a) As used in this section:

(1) “Employer” means any person, firm or corporation, including the state and any

politickal subdivision of the state which has employees;

(2) “Employec” means any person who performs services for an employer in a
business of the employer, if the employer has the right to control and direct the person

as to (A) the result to be accomplished by the services, and (B) the details and means
by which such result is accomplished; and

(3) “Electronic monitoring” means the collection of information on an employer’s
premises concerning employees’ activities or communications by any means other than
direct observation, including the use of a computer, telephone, wire, radio, camera,
electromagnetic, photoelectronic or photo-optical systems, but not including the collec-
tion of information (A) for security purposes in common areas of the employer’s prem-

ises which are held out for use by the public, or (B) which is prohibited under state or
federal law.

(b) (1) Except as provided in subdivision (2) of this subsection, each employer
who engages in any type of electronic monitoring shall give prior written notice to all
employees who may be affected, informing them of the types of monitoring which may
occur. Each employer shall post, in a conspicuous place which is readily available for
viewing by its employees, a notice concerning the types of electronic monitoring which
the employer may engage in. Such posting shall constitute such prior written notice.

(2) When (A) an employer has reasonable grounds to believe that employees are
engaged in conduct which (i) violates the law, (i) violates the legal rights of the employer
or the crpployel:"s employees, or (iii) creates a hostile workplace environment, and (B)
electronic monitoring may produce evidence of this misconduct, the employer may
conduct monitoring without giving prior written notice. -

(¢) The Labor Commissioner may levy a civil penalty against any person that the
commissioner finds to be in violation of subsection (b) of this section, after a hearing
conducted in accordance with sections 4-176e to 4-184, inclusive. The maximum civil
penalty shall be five hundred dollars for the first offense, one thousand dollars for the
second offense and three thousand dollars for the third and each subsequent offense.

(d) The provisions of this section shall not apply to a criminal investigation. Any
information obtained in the course of a criminal investigation through the use of elec-
tronic monitoring may be used in a disciplinary proceeding against an employee.

(P.A. 98-142.)



SEXUAL HARASSMENT IS ILLEGAL
AND IS PROHIBITED BY
THE CONNECTICUT DISCRIMINATION EMPLOYMENT

PRACTICES ACT
(Section 46a-60(a)(8) of the Connecticut General Statutes)

AND

TITLE VII OF THE CIVIL RIGHTS ACT OF 1964
(Title 42 United States Code Section 2000e¢ et seq.)

SEXUAL HARASSMENT MEANS “ANY UNWELCOME SEXUAL ADVANCES OR

REQUESTS FOR SEXUAL FAVORS OR ANY CONDUCT OF A SEXUAL NATURE

WHEN:

(1) SUBMISSION TO SUCH CONDUCT IS MADE EITHER EXPLICITY OR
IMPLICITLY A TERM OR CONDITION OF AN INDIVIDUAL’S EMPLOY
MENT.

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

(3) SUCH CONDUCT HAS THE PURPOSE OR EFFECT OF SUBSTAN TIALLY
INTERFERING WITH AN INDIVIDUAL’S WORK PERFORMANCE OR
CREATING AN INTIMIDATING, HOSTILE OR OFFEN SIVE WORKING
ENVIRONMENT.”

Examples of SEXUAL HARASSMENT include
UNWELCOME SEXUAL ADVANCES
SUGGESTIVE OR LEWD REMARKS

UNWANTED HUGS, TOUCHES, KISSES
REQUESTS FOR SEXUAL FAVORS
RETALIATION FOR COMPLAINING ABOUT SEXUAL HARASSMENT
DEROGATORY OR PORNOGRAPHIC POSTER, CARTOONS
OR DRAWINGS

Remedies for SEXUAL HARASSMENT include

CEASE AND DESIST ORDERS

BACK PAY

COMPENSATORY DAMAGES

HIRING, PROMOTION OR REINSTATEMENT

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

IF YOU FEEL THAT YOU HAVE BEEN DISCRIMINATED AGAINST, CONTACT
THE CONNECTICUT COMMISSION ON HUMAN RIGHTS AND OPPORTUNI-
TIES, 450 Columbus Blvd Suite 2, Hartford CT 06103 (TELEPHONE NUMBER (860)
541-3400; TDD NUMBER (860) 541-3459, and Connecticut Toll Free 1(800)477-5737.
Connecticut law requires that a formal written complaint be filed with the Commission
within 180 days of the date when the alleged harassment occurred.



DOL-75 (Rev. 5/14)
0024-075-01

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

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

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

(c) Piece rates in relation to time rates:

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

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

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

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

(2) When an employee is paid in accordance with
a plan providing for a base rate plus commission,
the wage paid weekly to the employee from these
combined sources shall equal at least an average
of the minimum waae an hour for each hour worked

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

CONNECTICUT DEPARTMENT OF LABOR
WAGE AND WORKPLACE STANDARDS DIVISION

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

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

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

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

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

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

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

Sec. 31-60-7. Learners.

[This regulation contains the requirements to apply
to the Labor Commissioner for a subminimum rate
in an occupation which is not apprenticeable.]

Sec. 31-60-8. Apprentices.

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

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

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

Sec. 31-60-12. Records.

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

(1) His name;

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

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

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

(6) his overtime wage as a separate item from

his basic wage;

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

(8) his total wages paid each pay period;

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

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

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

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

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

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

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

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

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

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

(C) Deductions may be made for one or more
full days of sickness or disability provided the
deduction is made pursuant to a bona fide
plan, policy or practice of making deductions
from an employee’s salary after sickness or
disability leave has been exhausted which has
been disclosed to the employee in accordance
with section 31-71f of the Connecticut General
Statutes;

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

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

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

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

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

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

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

(a) For the purposes of said section 31-58 (f)
“employee employed in a bona fide professional
capacity” means any employee (1) whose
primary duty consists of the performance
of: (A) work requiring knowledge of an
advanced type in a field of science or learning
customarily acquired by a prolonged course of
specialized intellectual instruction and study,
as distinguished from a general academic
education and from an apprenticeship, and
from training in the performance of routine
mental, manual, or physical processes, or (B)
work that is original and creative in character
in a recognized field of artistic endeavor, as
opposed to work which can be produced by
a person endowed with general manual or
intellectual ability and training, and the result
of which depends primarily on the invention,
imagination or talent of the employee or (C)
teaching, tutoring, instructing or lecturing in the
activity of imparting knowledge while employed
and engaged in this activity as a teacher certified
or recognized as such in the school system or
educational establishment or institution by
which he is employed; and (2) whose work
requires the consistent exercise of discretion
and judgement in its performance; and (3)
whose work is predominantly intellectual and
varied in character, as opposed to routine
mental, manual, mechanical or physical
work, and is of such character that the output
produced or the result accomplished cannot

Minimum Wage:

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

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

GENERAL STATUTES.

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

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

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



in any work week. All commissions shall be settled
at least once in each month in full. When earnings
are derived in whole or in part on the basis of an
incentive plan other than these defined herein, the
employee shall receive weekly at least the minimum
wage per hour for each hour worked in the work
week, and the balance earned shall be settled at
least once monthly.

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

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

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

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

(2) The amount received in gratuities claimed as
credit for part of the minimum fair wage shall be
recorded on a weekly basis as a separate item in
the wage record, even though payment is made
more frequently, and

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

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

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

Sec. 31-60-9. Apparel.

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

Sec. 31-60-10. Travel time.

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

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

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

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

Sec. 31-60-11. Hours worked.

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

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

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

(1) His name;

(2) his home address;

(3) the occupation in which he is employed;

(4) his total wages paid each work period;

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

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

(a) For the purposes of section 31-58 (f) of the
general statutes, as amended, “employee employed
in a bona fide executive capacity” means any
employee (1) whose primary duty consists of
the management of the enterprise in which he is
employed or of a customarily recognized department
or subdivision thereof; and (2) who customarily
and regularly directs the work of two or more other
employees therein; and (3) who has the authority to
hire or fire other employees or whose suggestions
and recommendations as to the hiring or firing and
as to the advancement and promotion or any other
change of status of other employees will be given
particular weight; and (4) who customarily and
regularly exercise discretionary powers; and (5)
who does not devote more than twenty percent,
or, in the case of an employee of a retail or service
establishment who does not devote as much as
forty percent, of his hours of work in the workweek
to activities which are not directly and closely
related to the performance of the work described
in subdivisions (1) to (4), inclusive, of this section;
provided this subdivision shall not apply in the case
of an employee who owns at least twenty percent
interest in the enterprise in which he is employed;
and (6) who is compensated for his services on a
salary basis at a rate of not less than four hundred
dollars per week exclusive of board, lodging, or
other facilities, except that this subdivision shall
not apply in the case of an employee in training
for a bona fide executive position as defined in this
section if (A) the training period does not exceed
six months; and (B) the employee is compensated
for his services on a salary basis at a rate not less
than three hundred seventy-five dollars per week
exclusive of board, lodging, or other facilities during
the training period; (C ) a tentative outline of the
training program has been approved by the labor
commissioner; and (D) the employer shall pay
tuition costs, and fees, if any, for such instruction
and reimburse the employee for travel expenses to
and from each destination other than local, where
such instruction or training is provided. Any trainee
program so approved may be terminated at any

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

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

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

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

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

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

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

(a) For the purposes of said section 31-58 (f),
“employee employed in a bona fide administrative
capacity” means any employee (1) whose primary
duty consists of either: (A) the performance of office
or nonmanual work directly related to management
policies or general business operations of his
employer or his employer’s customers, or (B) the
performance of functions in the administration of
a school system or educational establishment or
institution, or of a department or subdivision thereof,
in work directly related to the academic instruction or
training carried on therein; and (2) who customarily
and regularly exercises discretion and independent
judgement; and (3) (A) who regularly and directly
assists a proprietor, or an employee employed in
a bona fide executive or administrative capacity,
as such terms are defined in section 31-60-14 and
31-60-15, or (B) who performs under only general
supervision work along specialized or technical lines
requiring special training, experience or knowledge,
or (C) who executes under only general supervision
special assignments and tasks; and (4) who does
not devote more than twenty percent, or, in the case
of an employee of a retail or service establishment
who does not devote as much as forty percent,
of his hours worked in the workweek to activities
which are not directly and closely related to the
performance of the work described in subdivisions
(1) to (3), inclusive, of this section; and (5)(A) who is
compensated for his services on a salary or fee basis
at a rate of not less than four hundred dollars per
week exclusive of board, lodging, or other

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

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

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

Gary K. Pechie, Director
Wage and Workplace Standards

CONNECTICUT
w+ DEPARTMENT
OF LABOR *

Partner of the American
Job Center Network



TO EMPLOYEES

State of Connecticut Workers’ Compensation Commission Revised 10-01-2017

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

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

Section 31-294b of the Workers’ Compensation Act states “Any employee who has sustained an injury
in the course of his employment shall immediately report the injury to his employer, or some person
representing his employer. If the employee fails to report the injury immediately, the commissioner
may reduce the award of compensation proportionately to any prejudice that he finds the employer
has sustained by reason of the failure, provided the burden of proof with respect to such prejudice
shall rest upon the employer.”

An injury report by the employee is NOT an official written notice of claim for workers’ compensation
benefits; the Workers’ Compensation Commission’s Form 30C is necessary to satisfy this requirement.

NOTE: You must comply with P. A. 17-141 (see next box, below) when filing a compensation claim.

The INSURANCE COMPANY or SELF-INSURANCE ADMINISTRATOR is:

Name

Address Telephone

City/Town State

Approved Medical Care Plan | | Yes | | No

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

Address Telephone

City/Town State Zip Code

Public Act 17-141 allows an employer the option to designate and post — “in the workplace location
where other labor law posters required by the Labor Department are prominently displayed” and on
the Workers’ Compensation Commission’s website [wcc.state.ct.us] — a location where employees
must file claims for compensation.

If your employer has listed a location below, you MUST file your compensation claim there.
When filing your claim, you are also required — by law — to send it by certified mail.

If blank below, ask your employer where to file your claim.

Employer Name

Address Telephone

City/Town State Zip Code

THISNOTICEMUSTBEINTYPEOFNOTLESSTHANTEN Any questions as to your rights under the
POINT BOLD-FACE AND POSTED IN A CONSPICUOUS law or the obligations of the employer or
PLACE IN EACH PLACE OF EMPLOYMENT. FAILURE
TO POST THIS NOTICE WILL SUBJECT THE EMLOYER .
TO STATUTORY PENALTY (Section 31-279 C.G.S.). tothe employer, theinsurance company, or

the Workers’ Compensation Commission

Date Posted: (1-800-223-9675).

insurance company should be addressed




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

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

date of employment.

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

Carry Over

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

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

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

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

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

. iliness, injury or health condition;

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

. preventative medical care.

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

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

. to obtain services from a victim services organization;

e to relocate due to such family violence or sexual assault;

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

Notice

If leave is foreseeable, the employer may require advance notice.

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

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

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

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

Prohibition of Retaliation or Discrimination
No employer shall take retaliatory personnel action or discriminate
against an employee because the employee:
e  requests or uses paid sick leave either in accordance with the
act; or
. in accordance with the employer's own paid sick leave policy,
as the case may be; or
o files a complaint with the Labor Commissioner alleging the
employer's violation of the act

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

Complaint Process

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

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

Effective 1/1/15




pulling
all-nighters

with
health

Insurance

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

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

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

There's help. Call 1.866.HMO.4446

OHA

Office of the
Healthcare

Advocate
STATE OF CONNECTICUT

ct.gov/oha

A free service of the State of Connecticut.




JOB SAFETY & HEALTH PROTECTION

STATE OF CONNECTICUT

THE CONNECTICUT OCCUPATIONAL SAFETY AND HEALTH ACT OF 1973 AS AMENDED BY PUBLIC
ACT 77-610 PROVIDES JOB SAFETY AND HEALTH PROTECTION FOR EMPLOYEES OF STATE AND
LOCAL GOVERNMENT AGENCIES (PUBLIC EMPLOYERS). THE PURPOSE OF THIS STATE LAW IS TO
ASSURE SAFE AND HEAL THFUL WORKING CONDITIONS THROUGHOUT THE STATE.

THE CONNECTICUT STATE LABOR DEPARTMENIT HAS PRIMARY RESPONSIBILITY FOR
ADMINISTERING THE ACT. THE DEPARTMENT ISSUES OCCUPATIONAL SAFETY AND HEALTH
STANDARDS, REGULATIONS AND ORDERS, AND EMPLOYERS AND EMPLOYEES IN THE PUBLIC
SECTOR ARE REQUIRED TO COMPLY WITH THESE STANDARDS, REGULATIONS AND ORDERS.

EMPLOYERS

Each public employer must furnish to emplovees employment and
a place of employment free from recognized hazards that are
causing or are likely to cause death or serious harm to employees.
Public employers must comply with occupational safety and
health standards issued under the Act.

EMPLOYEES

Public employees must comply with all occupational safety and
health standards, rules, regulations and orders issued under the
Act that apply to their own actions and conduct on the job.

INSPECTION

The Act requires that a representative of the public employer and
a representative authorized by the public employees be given an
opportunity to accompany the CONN-OSHA inspector for the
purpose of aiding the inspection.

Where there is no authorized employee representative, the
CONN-OSHA  Compliance Officer must consult with a
reasonable number of employees concerning safety and health
conditions 1n the workplace.

COMPLAINT

Public employees or there representatives have the right to file a
complaint with the Connecticut Department of Labor requesting

The Act provides for mandatory penalties against public
employers of up to $1,000 for each serious violation and for
optional penalties of up to 31,000 for each nonserious violation.
Penalties of up to $1,000 per day may be proposed for failure to
correct violations within the time period set in the citation. Also, a
public employer who willfully or repeatedly violates the Act may
be assessed penalties of up to $10,000 for each violation.

There are also provisions for criminal penalties. Any willful
violation resulting in death of a public employee, upon conviction,
1s punishable by a fine of not more than $10,000, or by
mmprisonment for up to six months, or both. Conviction of a
public employer after a first conviction doubles these maximum
penalties.

VOLUNTARY ACTIVITY

While providing penalties for violations, the Act also encourages
efforts by labor and management, before CONN-OSHA
inspection, to reduce workplace hazards voluntarily and to
develop and improve safety and health programs in all workplaces
and industries. There are many public organizations that can
provide information and assistance in this effort, if requested.

CONSULTATION/TRAINING

Free assistance in identifyving and correcting hazards and in
improving safety and health management is available to public
employers, without citation or penalty, through CONN-OSHA
consultation and training services.



an inspection if they believe unsafe or unhealthful conditions exist
in their workplace. CONN-OSHA will withhold, on request,
names of employees complaining.

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

Public employees who believe they have been discriminated
against may file a complaint within 180 days of the alleged
discriminatory action with the Connecticut Department of Labor,
OSHA Division.

CITATION

If upon inspection the Connecticut Department of Labor believes
an employer has violated the Act, a citation alleging such
violations will be issued to the public employer. Each citation will
specify a time period within which the alleged violation must be
corrected.

Citations 1ssued by the Connecticut Department of Labor must be
prominently displayed at or near the place of alleged violation for
three days, or until it 1s corrected, whichever is later, to wam
public employees of dangers that may exist there.

PROPOSED PENALTY

POSTING INSTRUCTIONS

Under provisions of the Act, public employers must post this
notice in each establishment and in a conspicuous place or places
where notices to employees are customarily posted. Steps shall be
taken to insure that this notice is not altered, or covered by other
material.

More Information
Additional information and copies of the
Act, specific OSHA safety and health
standards, training and other applicable
regulations may be obtained from your
employer or by contacting the Department
of Labor, Division of Occupational Safety
and Health, 38 Wolcott Hill Road,
Wethersfield, Connecticut 06109
Tel. #: (860) 263-6900
Fax # (860} 263-6940
Website: www.ct.gov/dol

il

SCOTTﬁ JACKSON COMMISSIONER

Under a plan approved October 2, 1978 and certified August 16, 1986 by the U.S. Department of Labor, Occupational Safety and Health
Administration (OSHA), the State of Connecticut 1s providing job safety and health protection for workers in the public sector throughout the
State. OSHA will monitor the operation of this plan to assure that continued approval is merited. Any person may make a complaint
regarding the State administration of this plan directly to the Regional Office of OSHA, JFK Federal Building, Room E-340, Boston,
Massachusetts 02203 Telephone: (617) 565-9860 Fax: (617) 565-9827.

For after hours fatality/catastrophe reporting: 1-866-241-4060 Website: www.ct.gov/dol

Rev. 5/2016



Clean Indoor Air Act
PA 03-45: Secondhand Smoke in the Work Place

NO SMOKING

Public Act 03-04 prohibits smoking in workplaces with 5 or more employees and in
restaurants and bars. Additional restrictions apply. Visit Connecticut’s Department of
Public Health website for more information at www.CT.gov/DPH.

Public Act 03-45 (10-1- 2003)

As of October 1, 2015, the use of E-Cigarettes, Hookahs, Vape Pens and Atomizers
are prohibited in areas where cigarette smoking is not allowed.
Public Act 15-206 (10-1-2015)

The Clean Indoor Act requires the employer, or person in control of premises, to furnish
or obtain necessary signage and post at appropriate places in the workplace.



PAY DAY NOTICE

Regular Pay Days for Employees of

(Firm Name)
shall be as follows;
Weekly Bi-Weekly Semi Monthly Monthly

Pay Checks will be distributed at

(Place of Distribution)

This is in accordance with Connecticut State Law
By Title

EMERGENCY PHONE NUMBERS

For

(Please Give Exact address of This Worksite Location)
Physicians:

Hospitals:

Ambulances: 911 or

Fire Department 911 or:
Police: 911 or

PLEASE POST IN A CONSPICUOUS LOCATION

UNEMPLOYMENT INSURANCE

All liable employers must display a poster furnished by the
Connecticut Labor Department, Employment Security Division to
inform workers that their employer is covered by the Connecticut
Unemployment Compensation Law (Form Connecticut UC-8).
Posters may be obtained from the Employer Status Unit, tele-
phone number 860-263-6550.

(Rev. 7/04)



PAY TRANSPARENCY

NONDISCRIMINATION PROVISION

The contractor will not discharge or in any other manner discriminate
against employees or applicants because they have inquired about,
discussed, or disclosed their own pay or the pay of another employee or
applicant. However, employees who have access to the compensation
information of other employees or applicants as a part of their essential
job functions cannot disclose the pay of other employees or applicants to
individuals who do not otherwise have access to compensation information,
unless the disclosure is (a) in response to a formal complaint or charge, (b)
in furtherance of an investigation, proceeding, hearing, or action, including an
investigation conducted by the employer, or (c¢) consistent with the
contractor’s legal duty to furnish information. 41 CFR 60-1.35(C)

If you believe that you have experienced discrimination contact OFCCP
1.800.397.6251 | TTY 1.877.889.5627 | www.dol.gov/ofccp

OFFICE OF FEDERAL CONTRACT\
CCOMPLIANCE PROGRAMS \s.

200 CONSTITUTION AVENUE NW | WASHINGTON, DC 20210 | tel: 1-800-397-6251 | TTY: 1-877-889-5627 | www.dol.gov/ofccp

§




WORKER RIGHTS

UNDER EXECUTIVE ORDER 13706

PAID SICK LEAVE ror
FEDERAL CONTRACTORS

ONE HOUR OF PAID SICK LEAVE FOR EVERY 30
HOURS WORKED, UP TO 56 HOURS EACH YEAR

PAID SICK LEAVE

ENFORCEMENT

ADDITIONAL
INFORMATION

Executive Order 13706, Establishing Paid Sick Leave for Federal
Contractors, requires certain employers that contract with the Federal
Government to provide employees working on or in connection with
those contracts with 1 hour of paid sick leave for every 30 hours they
work—up to 56 hours of paid sick leave each year.

Employees must be permitted to use paid sick leave for their own
illness, injury, or other health-related needs, including preventive care;
to assist a family member who is ill, injured, or has other health-related
needs, including preventive care; or for reasons resulting from, or to
assist a family member who is the victim of, domestic violence, sexual
assault, or stalking.

Employers are required to inform employees of their paid sick leave
balances and must approve all valid requests to use paid sick leave.
Rules about when and how employees should ask to use paid

sick leave also apply. More information about the paid sick leave
requirements is available at www.dol.gov/whd/govcontracts/eo13706

The Wage and Hour Division (WHD), which is responsible for making
sure employers comply with Executive Order 13706, has offices across
the country. WHD can answer questions, in person or by telephone,
about your workplace rights and protections. WHD can investigate
employers and recover wages to which workers may be entitled. All
services are free and confidential. If you are unable to file a complaint
in English, WHD will accept the complaint in any language.

The law prohibits discriminating against or discharging workers who
file a complaint or participate in any proceeding under the Executive
Order.

Executive Order 13706 applies to new contracts and replacements for
expiring contracts with the Federal Government starting January 1,
2017. It applies to federal contracts for construction and many types
of federal contracts for services.

Some state and local laws also require that employees be provided
with paid sick leave. Employers must comply with all applicable
requirements.

1-866-487-9243 [m] == [u]
WAGE AND HOUR DIVISION TTY: 1-877-889-5627 gl Ly

UNITED STATES DEPARTMENT OF LABOR www.dol.gov/whd/govcontracts I 3yritaa.
[®]E
=
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This Organization
Participates in E-Verify

S
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=
=

This employer participates in E-Verify and will
provide the federal government with your
Form I-9 information to confirm that you are
authorized to work in the U.S.

If E-Verify cannot confirm that you are
authorized to work, this employer is required
to give you written instructions and an
opportunity to contact Department of
Homeland Security (DHS) or Social Security
Administration (SSA) so you can begin to
resolve the issue before the employer can
take any action against you, including
terminating your employment.

Employers can only use E-Verify once you
have accepted a job offer and completed the
Form I-9.

E-Verify Works for Everyone

For more information on E-Verify, or if
you believe that your employer has
violated its E-Verify responsibilities,
please contact DHS.
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Esta Organizacion
Participa en E-Verify

Este empleador participa en E-Verify y proporcionara
al gobierno federal la informacion de su Formulario |-9
para confirmar que usted esta autorizado para trabajar
en los EE.UU..

Si E-Verify no puede confirmar que usted esta
autorizado para trabajar, este empleador esta
requerido a darle instrucciones por escrito y una
oportunidad de contactar al Departamento de
Seguridad Nacional (DHS) o a la Administracion del
Seguro Social (SSA) para que pueda empezar a
resolver el problema antes de que el empleador pueda
tomar cualquier acciéon en su contra, incluyendo la
terminacién de su empleo.

Los empleadores sé6lo pueden utilizar E-Verify una vez
que usted haya aceptado una oferta de trabajo y
completado el Formulario I-9.

E-Verify Funciona Para Todos

Para mas informacién sobre E-Verify, o si
usted cree que su empleador ha violado
sus responsabilidades de E-Verify, por
favor contacte a DHS.

888-897-7781
dhs.gov/e-verity
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E-VERIFY IS A SERVICE OF DHS AND SSA

The E-Verify logo and mark are registered trademarks of Department of Homeland
Security. Commercial sale of this poster is strictly prohibited.

English / Spanish Poster



IF YOU HAVE THE RIGHT TO WORK

Don’t let anyone take it away.

Contact IER

There are laws to protect you from

discrimination in the workplace.

For assistance in your own language
Phone: 1-800-255-7688
TTY: 1-800-237-2515

You should know that... .
Email us

I[ER@usdoj.gov

In most cases, employers cannot deny

you a job or fire you because of your Or write to

national origin or citizenship status or U.S. Department of Justice — CRT
refuse to accept your legally acceptable Immigrant and Employee Rights — NYA
documents. 950 Pennsylvania Ave., NW

Washington, DC 20530

Employers cannot reject documents
because they have a future expiration
date.

If any of these things happen to you, contact

Employers cannot terminate you because
of E-Verify without giving you an
opportunity to resolve the problem.

the Immigrant and Employee Rights Section

In most cases, employers cannot require
you to be a U.S. citizen or a lawful
permanent resident.

— DEPARTMENT OF JUSTICE —
@% IMMIGRANT & EMPLOYEE RIGHTS SECTION
— CIVIL RIGHTS DIVISION —

Immigrant and Employee Rights Section

U.S. Department of Justice, Civil Rights Division WWW.justice.gov/ier




EMPLOYEE RIGHTS

ON GOVERNMENT CONTRACTS

THIS ESTABLISHMENT IS PERFORMING GOVERNMENT CONTRACT WORK SUBJECT TO:
(CHECK ONE)

l SERVICE CONTRACT ACT (SCA)

H PUBLIC CONTRACTS ACT (PCA)

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

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

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

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

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

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

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

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

1-866-487-9243 [EIE R
WAGE AND HOUR DIVISION TTY: 1-877-889-5627 [hohi et

UNITED STATES DEPARTMENT OF LABOR www.dol.gov/whd r'_-:_p-r ey
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U.S. DEPARTMENT OF LABOR

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

WALSH-HEALEY PUBLIC CONTRACTS ACT

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

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

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

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

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

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

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

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

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

SERVICE CONTRACT ACT

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

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

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

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

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

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

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

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

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

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

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

the national office in Washington, D.C. WH1313  REV 04/09
page 2 of 2



EMPLOYEE RIGHTS

FOR WORKERS WITH DISABILITIES

PAID AT SUBMINIMUM WAGES

This establishment has a certificate authorizing the payment of subminimum wages to workers who are disabled for the work they are performing.
Authority to pay subminimum wages to workers with disabilities generally applies to work covered by the Fair Labor Standards Act (FLSA),
McNamara-O’Hara Service Contract Act (SCA), and/or Walsh-Healey Public Contracts Act (PCA). Such subminimum wages are referred to as
“commensurate wage rates” and are less than the basic hourly rates stated in an SCA wage determination and/or less than the FLSA minimum wage
of $7.25 per hour. A “commensurate wage rate” is based on the worker’s individual productivity, no matter how limited, in proportion to the wage and
productivity of experienced workers who do not have disabilities that impact their productivity when performing essentially the same type, quality, and
quantity of work in the geographic area from which the labor force of the community is drawn.

Employers shall make this poster available and display it where employees and the parents and guardians of workers with disabilities can readily see it.
WORKE Rs WITH Subminimum wages under section 14(c) are not applicable unless a worker’s disability actually impairs the

worker’s earning or productive capacity for the work being performed. The fact that a worker may have a
DISABI LITI ES disability is not in and of itself sufficient to warrant the payment of a subminimum wage.

For purposes of payment of commensurate wage rates under a certificate, a worker with a disability is defined
as: An individual whose earnings or productive capacity is impaired by a physical or mental disability, including
those related to age or injury, for the work to be performed.

Disabilities which may affect productive capacity include an intellectual or developmental disability, psychiatric
disability, a hearing or visual impairment, and certain other impairments. The following do not ordinarily affect
productive capacity for purposes of paying commensurate wage rates: educational disabilities; chronic
unemployment; receipt of welfare benefits; nonattendance at school; juvenile delinquency; and correctional
parole or probation.

WORKER NOTI FICATION Each worker with a disability and, where appropriate, the parent or guardian of such worker, shall be informed

orally and in writing by the employer of the terms of the certificate under which such worker is employed.

KEY ELEM ENTS OF ¢ Nondisabled worker standard—The objective gauge (usually a time study of the production of workers

who do not have disabilities that impair their productivity for the job) against which the productivity of a

COM ME Nsu RATE worker with a disability is measured.

WAGE RATES e Prevailing wage rate—The wage paid to experienced workers who do not have disabilities that impair their
productivity for the same or similar work and who are performing such work in the area. Most SCA contracts
include a wage determination specifying the prevailing wage rates to be paid for SCA-covered work.

e Evaluation of the productivity of the worker with a disability —Documented measurement of the
production of the worker with a disability (in terms of quantity and quality).

The wages of all workers paid commensurate wages must be reviewed, and adjusted if appropriate, at periodic
intervals. At a minimum, the productivity of hourly-paid workers must be reevaluated at least every six months
and a new prevailing wage survey must be conducted at least once every twelve months. In addition, prevailing
wages must be reviewed, and adjusted as appropriate, whenever there is a change in the job or a change in the
prevailing wage rate, such as when the applicable state or federal minimum wage is increased.

WIOA The Workforce Innovation and Opportunity Act of 2014 (WIOA) amended the Rehabilitation Act by adding
section 511, which places limitations on the payment of subminimum wages to individuals with disabilities by
mandating the completion of certain requirements prior to and during the payment of a subminimum wage.

EXECUTIVE ORDER Executive Order 13658, Establishing a Minimum Wage for Contractors, established a minimum wage that

generally must be paid to workers performing on or in connection with a covered contract with the Federal

1 3658 Government. Workers covered by this Executive Order and due the full Executive Order minimum wage include
workers with disabilities whose wages are calculated pursuant to certificates issued under section 14(c) of the
FLSA.

FRI NG E BEN EFITS Neither the FLSA nor the PCA have provisions requiring vacation, holiday, or sick pay nor other fringe benefits

such as health insurance or pension plans. SCA wage determinations may require such fringe benefit payments
(or a cash equivalent). Workers paid under a certificate authorizing commensurate wage rates must receive the
full fringe benefits listed on the SCA wage determination.

OVE RTI M E Generally, if a worker is performing work subject to the FLSA, SCA, and/or PCA, that worker must be paid at
least 1 1/2 times their regular rate of pay for all hours worked over 40 in a workweek.

CH I LD LABOR Minors younger than 18 years of age must be employed in accordance with the child labor provisions of the
FLSA. No persons under 16 years of age may be employed in manufacturing or on a PCA contract.

PETITION PROCESS Workers with disabilities paid at subminimum wages may petition the Administrator of the Wage and Hour

Division of the Department of Labor for a review of their wage rates by an Administrative Law Judge. No
particular form of petition is required, except that it must be signed by the worker with a disability or his or her
parent or guardian and should contain the name and address of the employer. Petitions should be mailed to:
Administrator, Wage and Hour Division, U.S. Department of Labor, Room S-3502, 200 Constitution Avenue NW,
Washington, D.C. 20210.

WAGE AND HOUR DIVISION

s g L
UNITED STATES DEPARTMENT OF LABOR www.dol.gov/whd .ff
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EMPLOYEE RIGHTS

UNDER THE DAVIS-BACON ACT

FOR LABORERS AND MECHANICS
EMPLOYED ON FEDERAL OR

FEDERALLY ASSISTED
CONSTRUCTION PROJECTS

PREVAILING thl;] rtr;]llethilpai? ntor’: less tl?an the vr\f/age rate listed in the Davis-Bacon Wage Decision posted
wi is Notice for the work you perform.
WAGES
OVERTIME You must be paid not less than one and one-half times your basic rate of pay for all hours worked

over 40 in a work week. There are few exceptions.

ENFORCEMENT Contract payments can be withheld to ensure workers receive wages and overtime pay due, and
liquidated damages may apply if overtime pay requirements are not met. Davis-Bacon contract
clauses allow contract termination and debarment of contractors from future federal contracts for
up to three years. A contractor who falsifies certified payroll records or induces wage kickbacks
may be subject to civil or criminal prosecution, fines and/or imprisonment.

APPRENTICES Apprentice rates apply only to apprentices properly registered under approved Federal or State
apprenticeship programs.

PROPER PAY If you do not receive proper pay, or require further information on the applicable wages, contact
the Contracting Officer listed below:

or contact the U.S. Department of Labor’s Wage and Hour Division.

1-866-487-9243 Eﬁﬂ.
WAGE AND HOUR DIVISION TTY: 1-877-889-5627

UNITED STATES DEPARTMENT OF LABOR www.dol.gov/whd _"w-“ﬂ-':
IEIJ":?‘
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WORKERRIGHTS
UNDEREXECUTIVE ORDER 13658

FEDERAL MINIMUM WAGE FOR CONTRACTORS

$10.60

EFFECTIVE JANUARY 1,2019 - DECEMBER 31, 2019

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

MINIMUM WAGE Executive Order 13658 (EO) requires that federal contractors pay workers performing work on or in
connection with covered contracts at least (1) [10.10 per hour beginning January 1, 2015, and (2)
beginning January 1, 2016, and every year thereafter, an inflation-adjusted amount determined by
the Secretary of Labor in accordance with the EO and appropriate regulations. The EO hourly
minimum wage in effect from January 1, 2019 through December 31, 2019 is [110.60.

TIPS Covered tipped employees must be paid a cash wage of at least [7.40 per hour effective January 1,
2019-December 31, 2019. If a workerls tips combined with the required cash wage of at least [ 7.40
per hour paid by the contractor do not equal the EO hourly minimum wage for contractors, the
contractor must increase the cash wage paid to make up the difference. Certain other conditions
must also be met.

EXCLUSIONS

Some workers who provide support [in connection with[icovered contracts for less than 20
percent of their hours worked in a week may not be entitled to the EO minimum wage.

e Certain full-time students, learners, and apprentices who are employed under subminimum wage
certificates are not entitled to the EO minimum wage.

e Workers employed on contracts for seasonal recreational services or seasonal recreational
equipment rental for the general public on federal lands, except when the workers are performing
associated lodging and food services, are not entitled to the EO minimum wage.

e Certain other occupations and workers are also exempt from the EO.

ENFORCEMENT The U.S. Department of Laboris Wage and Hour Division (WHD) is responsible for enforcing the
EO. WHD can answer questions, in person or by telephone, about your workplace rights and
protections. We can investigate employers, recover wages to which workers may be entitled, and
pursue appropriate sanctions against covered contractors. All services are free and confidential.
The law also prohibits discriminating against or discharging workers who file a complaint or
participate in any proceeding under the EO. If you are unable to file a complaint in English, WHD
will accept the complaint in any language. You can find your nearest WHD office at
https: Twww.dol.goviwhdlocal'.

ADDITIONAL The EO applies only to new federal construction and service contracts, as defined by the
INFORMATION Secretary in the regulations.

e Workers with disabilities whose wages are governed by special certificates issued under section
14(c) of the Fair Labor Standards Act must also receive no less than the full EO minimum wage
rate.

e Some state or local laws may provide greater worker protections; employers must comply with
both.

e More information about the EO is available at: www.dol.goviwhdiflsaleo13658.

o~ WAGE AND HOUR DIVISION 1-866-487-9243
= * TTY: 1-877-889-5627

UNITEDSTATESDEPARTMENTOF LABOR www.dol.gov/whd
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EMPLOYEE RIGHTS

EMPLOYEE POLYGRAPH PROTECTION ACT

The Employee Polygraph Protection Act
prohibits most private employers from using

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

PROHIBITIONS

EXEMPTIONS

EXAMINEE
RIGHTS

ENFORCEMENT

Employers are generally prohibited from requiring or requesting

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

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

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

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

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

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

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

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

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

WAGE AND HOUR DIVISION

UNITED STATES DEPARTMENT OF LABOR
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Equal Employment Opportunity is

THE LAW

Private Employers, State and Local Governments, Educational Institutions, Employment Agencies and Labor Organizations
Applicants to and employees of most private employers, state and local governments, educational institutions,
employment agencies and labor organizations are protected under Federal law from discrimination on the following bases:

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN

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

DISABILITY

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

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

AGE

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

SEX (WAGES)

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

GENETICS

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

RETALIATION

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

WHAT TO DO IF YOU BELIEVE DISCRIMINATION HAS OCCURRED

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

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

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



Employers Holding Federal Contracts or Subcontracts

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

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN

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

INDIVIDUALS WITH DISABILITIES

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

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

DISABLED, RECENTLY SEPARATED, OTHER PROTECTED,

AND ARMED FORCES SERVICE MEDAL VETERANS

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

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

RETALIATION

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

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

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

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

Programs or Activities Receiving Federal Financial Assistance

RACE, COLOR, NATIONAL ORIGIN, SEX

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

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

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

INDIVIDUALS WITH DISABILITIES

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

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

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



“EEO is the Law” Poster Supplement

Employers Holding Federal Contracts or Subcontracts Section Revisions

The Executive Order 11246 section is revised as follows:
RACE, COLOR, RELIGION, SEX, SEXUAL ORIENTATION, GENDER IDENTITY, NATIONAL ORIGIN

Executive Order 11246, as amended, prohibits employment discrimination based on race, color, religion,
sex, sexual orientation, gender identity, or national origin, and requires affirmative action to ensure equality

of opportunity in all aspects of employment.

PAY SECRECY

Executive Order 11246, as amended, protects applicants and employees from discrimination based on inquiring

about, disclosing, or discussing their compensation or the compensation of other applicants or employees.

The Individuals with Disabilities section is revised as follows:
INDIVIDUALS WITH DISABILITIES

Section 503 of the Rehabilitation Act of 1973, as amended, protects qualified individuals with disabilities
from discrimination in hiring, promotion, discharge, pay, fringe benefits, job training, classification, referral,
and other aspects of employment. Disability discrimination includes not making reasonable accommodation
to the known physical or mental limitations of an otherwise qualified individual with a disability who is an
applicant or employee, barring undue hardship to the employer. Section 503 also requires that Federal
contractors take affirmative action to employ and advance in employment qualified individuals with

disabilities at all levels of employment, including the executive level.

The Vietnam Era, Special Disabled Veterans section is revised as follows:
PROTECTED VETERANS

The Vietnam Era Veterans’ Readjustment Assistance Act of 1974, as amended, 38 U.S.C. 4212, prohibits
employment discrimination against, and requires affirmative action to recruit, employ, and advance in
employment, disabled veterans, recently separated veterans (i.e., within three years of discharge or release

from active duty), active duty wartime or campaign badge veterans, or Armed Forces service medal veterans.

Mandatory Supplement to EEOC P/E-1(Revised 11/09) “EEQ is the Law” Poster.

If you believe that you have experienced discrimination contact OFCCP: 1-800-397-6251 | TTY 1-877-889-5627 | www.dol.gov.



EMPLOYEE RIGHTS

UNDER THE FAMILY AND MEDICAL LEAVE ACT

THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

LEAVE
ENTITLEMENTS

BENEFITS &
PROTECTIONS

ELIGIBILITY
REQUIREMENTS

REQUESTING
LEAVE

EMPLOYER
RESPONSIBILITIES

ENFORCEMENT

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

For additional information or to file a complaint: ak~.10|

] "

1-866-4-USWAGE o}

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

www.dol.gov/whd =WHDB
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EMPLOYEE RIGHTS

UNDER THE FAIR LABOR STANDARDS ACT
FEDERAL MINIMUM WAGE

§7.25-

BEGINNING JULY 24, 2009

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

OVERTIME PAY Atleast 1’2 times the regular rate of pay for all hours worked over 40 in a workweek.

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

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

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

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

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

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

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

INFORMATION pay provisions.

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

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

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

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

WAGE AND HOUR DIVISION 1-866-487-9243 g u: =
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Job Safety and Health

Occupational Safety
and Health Administration

U.S. Department of Labor

All workers have the right to:

A safe workplace.

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

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

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

Participate (or have your representative

IT'S THE LAW!

Employers must:

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

Comply with all applicable OSHA standards.

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

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

Prominently display this poster in the workplace.



participate) in an OSHA inspection and
speak in private to the inspector.

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

See any OSHA citations issued to your
employer.

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

This poster is available free from OSHA.

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

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

Contact OSHA. We can help.

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



YOUR RIGHTS UNDER USERRA

THE UNIFORMED SERVICES EMPLOYMENT
AND REEMPLOYMENT RIGHTS ACT

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

REEMPLOYMENT RIGHTS

HEALTH INSURANCE PROTECTION

You have the right to be reemployed in your civilian job if you leave that
job to perform service in the uniformed service and:

¥¢ you ensure that your employer receives advance written or verbal
natice of your service;

¥¢ you have five years or less of cumulative service in the uniformed
services while with that particular employer;

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

¥¢ you have not been separated from service with a disqualifying
discharge or under other than honorable conditions.

If you are eligible to be reemployed, you must be restored to the job
and benefits you would have attained if you had nat been absent due to
military service or, in some cases, a comparable job.

RIGHT TO BE FREE FROM DISCRIMINATION AND RETALIATION

If you:

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

then an employer may not deny you:

initial employment;
reemployment;

retention in employment;
promotion; or

any benefit of employment

ok o X

because of this status.

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

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

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

ENFORCEMENT

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

v¢  For assistance in filing a complaint, or for any other information on
USERRA, contact VETS at 1-866-4-USA-DOL or visit its website at
http://www.dol.gov/vets. An interactive online USERRA Advisor can
be viewed at http://www.dol.gov/elaws/userra.htm.

¥ If you file a complaint with VETS and VETS is unable to resolve it,
you may request that your case be referred to the Department
of Justice or the Office of Special Counsel, as applicable, for
representation.

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

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

U.S. Department of Labor
1-866-487-2365

U.S. Department of Justice
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Office of Special Counsel 1-800-336-4590
Publication Date — April 2017




The NLRA guarantees the right of employees to organize and bargain collectively with their employers, and to engage in

EMPLOYEE RIGHTS

UNDER THE NATIONAL LABOR RELATIONS ACT

other protected concerted activity. Employees covered by the NLRA” are protected from certain types of employer and union

misconduct. This Notice gives you general information about your rights, and about the obligations of employers and unions
under the NLRA. Contact the National Labor Relations Board, the Federal agency that investigates and resolves complaints
under the NLRA, using the contact information supplied below, if you have any questions about specific rights that may apply

in your particular workplace.

Under the NLRA, you have the right to:
Organize a union to negotiate with your employer concerning your wages, hours, and other terms and conditions of employment.

Form, join or assist a union.

Bargain collectively through representatives of employees’ own choosing for a contract with your employer setting your wages,

benefits, hours, and other working conditions.

Discuss your terms and conditions of employment or union organizing with your co-workers or a union.

Take action with one or more co-workers to improve your working conditions by, among other means, raising work-related
complaints directly with your employer or with a government agency, and seeking help from a union.

Strike and picket, depending on the purpose or means of the strike or the picketing.
Choose not to do any of these activities, including joining or remaining a member of a union.

Under the NLRA, it is illegal for your employer to:
e Prohibit you from soliciting for a union during non-work

time, such as before or after work or during break times; or
from distributing union literature during non-work time, in

non-work areas, such as parking lots or break rooms.
¢ Question you about your union support or activities in a

manner that discourages you from engaging in that activity.

e Fire, demote, or transfer you, or reduce your hours or
change your shift, or otherwise take adverse action
against you, or threaten to take any of these actions,
because you join or support a union, or because you

engage in concerted activity for mutual aid and protection,
or because you choose not to engage in any such activity.

Under the NLRA, it is illegal for a union or for the
union that represents you in bargaining with your
employer to:

e Threaten you that you will lose your job unless you
support the union.

e Refuse to process a grievance because you have
criticized union officials or because you are not a
member of the union.

e Use or maintain discriminatory standards or procedures
in making job referrals from a hiring hall.

e Cause or attempt to cause an employer to discriminate
against you because of your union-related activity.



Threaten to close your workplace if workers choose a e Take other adverse action against you based on whether

union to represent them. you have joined or support the union

Promise or grant promotions, pay raises, or other benefits If you and your coworkers select a union to act as your

to discourage or encourage union support. collective bargaining representative, your employer and the
Prohibit you from wearing union hats, buttons, t-shirts, and union are required to bargain in good faith in a genuine effort
pins in the workplace except under special circumstances. to reach a written, binding agreement setting your terms and

conditions of employment. The union is required to fairly

Spy on or videotape peaceful union activities and : . .
Py Vi pe P < uni Vit represent you in bargaining and enforcing the agreement.

gatherings or pretend to do so.

lllegal conduct will not be permitted. If you believe your rights or the rights of others have been violated, you should
contact the NLRB promptly to protect your rights, generally within six months of the unlawful activity. You may inquire
about possible violations without your employer or anyone else being informed of the inquiry. Charges may be filed by
any person and need not be filed by the employee directly affected by the violation. The NLRB may order an employer to
rehire a worker fired in violation of the law and to pay lost wages and benefits, and may order an employer or union to
cease violating the law. Employees should seek assistance from the nearest regional NLRB office, which can be found
on the Agencyls website: www.nlIrb.gov.

Click on the NLRB's page titled [About Us,which contains a link, [lLocating Our Offices.[] You can also contact the NLRB
by calling toll-free: 1-866-667-NLRB (6572) or (TTY) 1-866-315-NLRB (6572) for hearing impaired.

"The National Labor Relations Act covers most private-sector employers. Excluded from coverage under the NLRA
are public-sector employees, agricultural and domestic workers, independent contractors, workers employed by a parent
or spouse, employees of air and rail carriers covered by the Railway Labor Act, and supervisors (although supervisors
that have been discriminated against for refusing to violate the NLRA may be covered).

This is an official Government Notice
and must not be defaced by anyone. U.S. Department of Labor
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