BASIC hr is the premier
online HR Library, featuring
thousands of pages of
content, hundreds of
downloadable forms and
great new HR tools including
an easy-to-use Job
Description Builder.

The HR Library Every Business
Needs to Stay Compliant

Did you know that employees win lawsuits two-thirds of the time with the
average employment practices verdict exceeding $250,000 and the cost of
defense exceeding $100,000?*

Did you know that in a recent survey of companies, 57% said they had dealt with
an employee-related lawsuit in the past five years?**

How do you protect your company from the time, expense and distress
associated with employee-related lawsuits?

The answer is easy... BASIC hr! The one online HR resource every business needs.
Our site features thousands of pages of content, forms and posters—it's like having a
mini-HR department at your fingertips. BASIC hr includes:

Employee Benefits — Federal and
State guidelines and how-to
information to help you stay compliant.
Downloadable and Customizable
sample Employee Handbook.

Human Resource information including
how to do performance reviews,
interview, hire and terminate.
Hundreds of downloadable forms,
policies and checklists.

Laws such as COBRA, ERISA, FMLA, £ HRNews Neis®

HIPAA clearly explained. AR N TR A o i H%"i”
HR Tools such as the Job Description ALt
Builder and Salary Benchmarking tool. oot gl e sy e R
Downloadable federal and state

posters.

All this content is provided in an easy-to-navigate, timesaving format that helps you
stay compliant and ahead of the curve.

*source: hrthatworks.com, **source: findlaw.com
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BASIC hr is the premier online HR library providing the comprehensive content, how-to
guidelines and forms you need to stay compliant. BASIC hr covers an extensive range of
topics including:
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Introduction to Employee Benefits
Your employee benefits program can play a key role in aftracting and retaining quality employees. When planning

and ling your benefits program, be sure to consider your budget, business goals and resources that will help you

COBRA

Employee Retirement Income:
‘Security Act (ERISA)

Family and Medical Leave Act
(FMLA)

Fringe Benefits
Health Care Reform
Health Insurance

Laws.
HIPAA
HSAs, FSAs, & Other Tax-

Health Insurance - Relatec (81113

comply with federal and state guidelines. As you develop your program, itis also vitally importantto understand the

laws which

can potentially impact your employee benefits program including: COBRA if your company has 20 or more employees, the

Affordable Care Act (health care reform) and Family and Medical Leave Act if your company has 50 or mare employes

There are two types of employee benefits

 Thoseihe employer must provide by law, and
« Thosethe employer offers as an option to compensate their employees.
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The key to successful recruiting of new employees is the development of a systematic process for developing job descriptions,

generating a pool of candidates and selecting the right candidate. The following are the major steps invalved:

« Develop a job analysis fo identify skills, knowledge and abilities for each position.

» Create yourjob description and selection criteria based on the most current information available and modify when

necessary.

« Develop your recruitment plan in terms of promating the job opening and generating a pool of candidates
» Develop a process for interviewing candidates

» Create a process for selecting the best candidates.

« Do a background check when appropriate.
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Hiring the successful applicant will invalve a number of important tasks, steps and paperwork. See the summary below for key

information

» Sendthe prospective employee an offer letter or contract and other documents, including confidentiality or non-compete
agreements if appropriate.

Be sure all documents are signed

Prepare for the arrival of the new employee
Conductemployee on-boarding/new employee orientation
Follow the New-Hire Steps listed below.

Favored Plans. Audits & Assessments &
Independent Contractors -| - COBRA Nofices and forms » Sample Forms, Policies & Checklists
TR = - . TheForms & Policies Section features over 500 sample HR forms, palicies and checklists available for downloading, customizing
TR T SRR * and printing. The range of sample HR forms covers the most important and relevant aspects of managing human resources and
the felationship including:
(Government Forms:
e — « Candidate Evaluation Forms
7179 Form - Authorization to Work & = t Applications
inthe U.S. . Forms
. n-boarding Checklists and Forms.
Mot e & Berrmie & » Sample Employee Handbaok
Notices, Requests & Waivers a « Performance Review Forms
—_— « 3ample Summary Plan Descriptions
Performance Reviews % « Discipline Waming Notices
e + Termination Forms
Personnel Information # « Federal employment posters
Reporting Injuries, Accidents & I vk
linesses Forms + 19form and related natices
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Retirement Planning & # lledicare model disclosure forms
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