
1 

 

 ©2016 All Rights Reserved 

  



2 

 

 ©2016 All Rights Reserved 

6 WEEKS TO A STRONG HR FOUNDATION 

 

This 6 week step by step plan follows our 6 Critical Roadmaps and is designed to help you 

stay on track in building your HR foundation.  We know you want to do everything you can for 

your business and that even if you haven’t had any significant employee-related issues yet, 

you realize it could just be a matter of time.  That’s why we have developed this 6 week plan.  

It will get you started on the road to HR compliance and set you up to be able to grow your 

business without having to worry every minute about what you need to do in the HR arena. 

 

We also understand that you have limited time each day to focus on HR activities, so we’ve 

broken the major foundation work down into 6 weeks of tasks that you only need to do once 

in order to have a great start.  Of course, many things need to be part of your continuous 

improvement plans, but that is true for every aspect of your operation, not just HR. 

 

Some of these tasks will take just minutes to complete, some will take a bit more time 

because you must understand that the decisions you make early on help set the culture and 

environment of your business.  Therefore, some of these tasks require deep thought and 

reflection and some of these tasks can be worked on simultaneously.  So, for example, 

WEEK THREE, Task Two, can begin in WEEK ONE, so that your staff has enough time to 

be thoughtful.  For goodness’ sake—take this seriously, but enjoy the process!  It’s an 

exciting part of your business development strategy. 

 

When you purchase a membership and/or our Employee Handbook Builder, for the first few 

weeks, we will send you a reminder to help you stay on track in completing the assignments 

for the week—that’s the accountability part of this program.  We’ll also send you a heads up 

for the next week’s activities so you can make sure you allocate the time in your schedule to 

move to the next Critical Roadmap.  In no time at all, (well, 6 weeks to be exact ) you’ll 

have set up your basic building blocks in your HR foundation and can focus on the other 

operational areas until you’re ready to move into the next phase of culture building. 

 

So, let’s dive right in.   
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WEEK ONE:  Develop your Employee Handbook. 

 

Think of the handbook as a living document rather than something that simply collects dust 

on employees’ bookshelves. The work world isn’t static; it changes, rapidly. Laws change. 

Your company changes. Your workforce changes.  Because of that, your policies need to 

change. So why are you using a handbook that was written five years ago? 

 

This handbook—this instruction manual, if you will—is a company’s first line of protection 

against employee complaints and potential lawsuits. It gives employees a clear picture of 

your rules, benefits and expectations. If your employee handbook hasn’t been reviewed and 

revised within the past six to twelve months, chances are, it’s already out of date.  A poorly 

written or largely ignored handbook can do more harm than good. 

 

Task One: 

The first task to undertake in developing your employee handbook is to choose the policies 

to include, using the list below.  Don’t worry about the policy content yet, just select the 

policies that you want to include based on these factors: 

 

1. Your business 

2. What benefits and perks you currently offer or plan to offer  

3. Industry standards and geographical location, and 

4. Federal and state legal requirements. 

 

It’s important to take all those factors into consideration and here’s why: 

 

1. Each company is different and yours is no exception.  It’s critical that you think this 

through as early in your business strategy as possible.   

a. What is the mission and vision of your company and how will your employees 

impact the achievement of them?   

b. How do you want your business to be perceived by your employees, potential 

employees, clients, vendors and the community?   
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c. What can you afford to provide to your employees as part of their work 

environment, compensation package and culture strategy? 

2. If you have been in business for long enough to have employees, you probably offer 

some benefits beyond the basic salary structure.  Perhaps you are considering 

adding new benefits to your compensation package in order to attract high quality 

candidates.  There are certain policies that you should include in your handbook that 

help to establish your expectations and generate enthusiasm from your employees 

and candidates. 

 

3. What are the standards within your industry and your geographical location(s)?  

Remember that you will be competing with other businesses within your industry for 

employees—not just in hiring them, but also in retaining them and making them feel 

valuable and engaged in propelling your business forward.  In addition, you are 

competing with businesses outside your industry which have need of the same skills 

and competencies that your operation requires.  

 

a. For example, the person handling your sales may be attracted to a company 

in a different industry where they can still leverage their customer acquisition 

skills.  So, do some homework if you need to in order to make sure you are 

not over or under promising workplace factors that impact your employee 

base negatively.   

b. Keep in mind, that where you operate your business may also impact the 

nature of your work environment.  For example, if you operate in an area that 

has significant adverse weather conditions, you will definitely want to include 

the Inclement Weather policy. 

 

4. You’ll notice that included in the list of policies below, we’ve highlighted the policies 

that you really, really should include (in other words, strongly recommend), as well 

as the policies we generally recommend you include in your handbook.  There are 

many additional policies that you will select based on your business.  The policies 

that are strongly recommended are designed to meet federal law requirements and 

are critical in setting the workplace standards that you and your staff need to follow in 
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order to be in compliance.  In addition, as you are going through the Employee 

Handbook Builder on-line, you will be asked to identify the states in which you 

operate.  This will ensure that for each policy which is governed by a state law, you 

will be provided with the policy language that is required to ensure state law 

compliance. 

 

So, in preparation for going through the on-line handbook builder, make a note of which 

policies below you want to include.  It will save you valuable time when you actually log-in. 

 

Choose policies for your employee handbook from the list below: 

 

 Strongly Recommended 
 Recommended 
 Discretionary 

 
INTRODUCTION 
 Welcome 
 Introductory Statement 

 Customer Relations 
 Organizational Chart 

 
EMPLOYMENT POLICIES & PROCEDURES  

 ADA Accommodation 
 Employment-At-Will 
 Equal Employment Opportunity 
 Harassment (Anti-Harassment) - 

Short Version 
 Immigration Reform and Control Act 
 Harassment (Anti-Harassment) - 

Long Version 
 Right to Work 
 Employment Applications  
 Background/Reference Checks 
 E-Verify  
 Employment Categories 
 Introductory Period 
 Job Descriptions 
 Performance Appraisal Program 

 Resignation 
 Termination 
 Non-Disclosure 
 Applications 
 Lactation Policy 
 EEO Policy  
 Medical Examinations 
 Job Posting 
 Promotion Policy 
 Training and Development 
 Hiring of Relatives 
 Re-Employment Policy 
 Layoffs 
 Open Door Policy regarding 

Constructive Discharge 

 
HOURS OF WORK AND PAY  

 Paydays 
 Final Paycheck 
 Hours of Work 
 Time Keeping 
 Salary Administration 

 Overtime 
 Payroll Deductions 
 Child Support/New Hire Law 
 Garnishments 
 Lunch Period 
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 Shift Differentials 
 Call-In Pay 
 Direct Deposit 
 Flextime 

 Telecommuting 
 Travel Expenses 
 Breaks 

MANDATORY EMPLOYEE BENEFITS  
 Social Security 
 Unemployment Insurance 
 Workers' Compensation Insurance 
 Pregnancy Leave 

 Military Leave 
 Voting 
 Jury Duty  

OPTIONAL EMPLOYEE BENEFITS  
 Employee Benefits 
 Holidays 
 Bereavement 
 Vacation 
 PTO 
 Sick Leave 
 Personal Leave 
 Witness Duty  
 Inclement Weather 
 Sabbatical 
 Medical 
 Dental - Employee Pays 
 Vision 

 Life Insurance 
 Individual Health Plans 
 Short-term Disability 
 Long-term Disability 
 401(k) Savings Plan 
 Simple IRA 
 Profit Sharing Plan 
 Child Care Benefits 
 Relocation Benefits 
 Short-Term Disability - WC Offset 
 Retirement Plan 
 Dental Plan 
 Community Service 
 Domestic Partner Benefit 

 
EMPLOYEE CONDUCT/ RESPONSIBILITIES  

 Drug Free Workplace 
 Workplace Safety 
 Reporting Work Related Injuries 
 Workplace Violence 
 Attendance/Punctuality 
 Standard of Conduct 
 Progressive Discipline 
 Cell Phone Usage 
 Conflict of Interest 
 Non-Smoking Policy 
 Confidentiality 
 Computer Policy, Including Internet 

Usage and Email 

 Workplace Etiquette 
 Social Networking Policy 
 Dress Code/Casual Days 
 Complaint Procedure 
 Company Property 
 Personal Data Changes 
 Outside Employment 
 Personnel Records and Access  
 Parking 
 Solicitation 
 Personal Relationships 
 Visitors at Work 

 
 
MISCELLANEOUS  

 Ethics Policy 
 HIPAA Policy 
 Bloodborne Pathogens Policy 
 Employee Referral Program 
 Recycling 
 Suggestion Program 
 Uniforms 
 Wellness Program 
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ACKNOWLEDGEMENT 

 Acknowledgement of Receipt of Company Handbook 
 
Yeah!  Now that you’ve made your initial selections (see, that wasn’t hard!), you’re ready to log-

in to the Employee Handbook builder and create or update your handbook.   

 

Task Two: 

Once you complete that part of the task, you’re ready to read through each policy and determine 

if you need to customize any of them to fit your company.  Remember, any changes you make 

to the policies as they are written have the potential to significantly change the meaning and 

interpretation of the policy.  Be extremely careful with this task.  The Employee Handbook is 

your first and most critical level of protection against charges of unlawful employment practices, 

so if you have any questions about how your changes impact a policy, send us the proposed 

wording and we’ll help you finalize it. 

 

As federal or state laws are revised or added by our legislature, we will incorporate them into 

the Employee Handbook builder software program.  Make sure you sign up for the annual 

access so that you can update your Employee Handbook annually. 

 

Task Three: 

When your handbook is finalized, consider reviewing it with your management staff and perhaps 

one or two key employees, prior to rolling it out to everyone.  Take their feedback seriously and 

where possible and practical, incorporate suggested changes to the handbook.  This will 

achieve two major things: 

1. You can address major questions before you share it with all your staff, and 

2. You will be getting the buy-in of your key leaders in the organization.  It will make rolling 

out the handbook much more effective. 

 

Task Four: 

Set up a meeting to roll out the Employee Handbook.  Allow about one hour so that you have 

the time to review the most critical policies as a group and answer any questions the employees 

have.  Unless you have the time to go over every single policy with the group, it isn’t necessary.   
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As a wrap-up to the meeting, have every employee sign the Acknowledgement of Receipt page 

that is provided and collect it from each person before they leave the meeting.  You MUST keep 

this receipt in each person’s employee file for future reference.  It becomes your PROOF that 

you established these workplace expectations so that you can hold employees accountable to 

them and provides you with documentation needed to support your employment decisions.   

 

If you collect the receipts immediately, you can save yourself a great deal of time and frustration 

trying to track them down later.  It’s so easy to forget that you’re missing someone’s Receipt; 

then when you need it the most, you don’t have it.  Trust me, you do NOT want to find yourself 

in that position.  Keep tabs on which employee(s) didn’t attend the meeting so that you can 

conduct a one-on-one or smaller group meeting to review the Employee Handbook at a later 

date and collect acknowledgment receipts from them also. 

 

Task Five: 

File each Receipt safely away in the employee file and include the Employee Handbook in your 

new hire packet.  You can maintain the Employee Handbook on-line and just keep 2 or 3 paper 

copies of the Employee Handbook on hand for special situations. 

 

Task Six: 

Check to make sure you have all the Federal and State mandated workplace notifications 

(posters) in place.  These posters need to be displayed in areas where your employees can 

easily see and read them, such as in breakrooms, kitchens, locker rooms, etc.   

 

There are several services that provide nicely laminated posters that you can purchase and they 

will also notify you whenever a change to the posting requirements goes into effect.  Or you can 

print out individual federal workplace notifications for free from the Department of Labor website.  

Your state mandated notifications are usually provided for free on your state’s Department of 

Labor website.  Just make sure you stay on top of changes by setting reminders on your 

calendar to check those websites once or twice a year and re-print new posters. 

 

Ta-Da!  You’ve successfully completed Critical Roadmap #1! 
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WEEK TWO:  Securing all Employee data 

 

As you probably know by now, we’re not big fans of using spreadsheets saved to your hard 

drive, to track employee data.  It’s just too easy to unwittingly acquire a virus or Trojan horse 

that can corrupt not just one or two files, but your entire hard drive.  And, really, just how secure 

is your hard drive?  Are you vigilant about using a strong password and locking your keyboard 

every time you step away from your computer?  Probably not.  When the proverbial $hit hits the 

fan, most of us jump up and run into the fray.  It takes a lot of discipline to lock things down 

every time, including those metal filing cabinets! 

 

We strongly recommend that you consider purchasing a SaaS HRIS (Human Resources 

Information System) program.  This is a software-as-a-service tool, sometimes referred to as 

"on-demand software", which is a software delivery model in which software and associated 

data are centrally hosted in the cloud.  This means that all you need to do is log-in to your 

secure site to have immediate access to the software and make your own customizations.  The 

hosting system we offer exclusively to our clients as a stand-alone product uses military grade 

encryption, and runs daily back-ups of all your data to two (yep, 2) off-site locations.  Your data 

is stored safely behind protected firewalls and we carry the SAS 70 Type II certification, 

conducting regular audits.  Ask us for details if you’re interested by sending an email to 

info@thegalatasgroup.com with “HRIS system” as the Subject Line. 

 

With MOST of these systems, you can upload all your existing employee information and your 

company information for safe and secure storage.  AND, you can access it from anywhere—no 

more carrying stuff home every night—and at any time.  Of course, you used to get up in the 

middle of the night cuz you couldn’t sleep for all the worrying about your business, but now that 

you have help and know what roads to take to get your HR function set up and running 

smoothly, you may not have so many sleepless nights!  But on those occasional nights when 

you feel the overwhelming need to check on something, you’ll have immediate access to all 

your employee info.  The following tasks describe how our system works, but they provide a 

general guideline that can be followed for many other systems on the market. 

 

 

 

mailto:info@thegalatasgroup.com
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Task One: 

So your first task this week is to log-in to upload your company logo and complete your 

company-specific information.  The system will walk you through each step, so it’s very easy 

and fast.  You’ll be asked to select all the states in which you operate, the number of employees 

you have, your facility address, how your benefit plans are set-up, how you track and accrue 

time off hours, etc.  This information will enable the system to instantly create your company’s 

platform and sign you up for the appropriate legal alerts. 

 

This step also provides you with access to the most critical HR and business forms and many of 

the basic How-to-Guides, as well as the Hiring Corner, which is a basic step-by-step section that 

guides you through the hiring process. 

 

Task Two: 

Take those spreadsheets containing all your employee data and upload them into your very own 

HRIS software program.  When you purchase our HRIS system, we’ll provide you with video 

and pdf Quick Start Guides to help you quickly go through the upload process.   

 

Task Three: 

Shred those spreadsheets and delete them from your hard drive!  You don’t need all that paper 

or those electronic files any longer.  WooHoo!!  Rest assured that your data is now stored 

securely and automatically backed-up for you. 

 

Task Four: 

Set up Manager Self-Service.  Determine how much employee data you want your managers to 

have access to and set their appropriate security level.  Walk each of them through the HRIS 

software log-in process and show them the information they can access and update, from 

anywhere and at any time.  In our system, and most others, they can approve time-off requests, 

make clock in/out corrections, and set up their own deadline reminders in the system. 

 

Task Five: 

Set up Employee Self-Service.  Determine what data you want your employees to be able to 

see and change.  Any change they make will require your (or your assigned manager’s) 

approval to finalize in the system.  Make it easy for employees to change their address or 
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double check their benefit plan selections from home.  This will save you time in having to help 

them every time they want to know something and it will keep your employees productive during 

work hours.  Once you train the employees on how to access their self-service website, they will 

feel like they have some control over their own information. 

 

It’s so easy and all of these tasks can be completed in less than one week.  Congratulations on 

completing Critical Roadmap #2!  OK, onward…. 

 

WEEK THREE:  Creating and Maintaining Accurate Job Descriptions 

 

This is really where the rubber meets the road, because now that you have a handbook and 

you’re keeping your employee and company data secure in the cloud, it’s time to move on to 

role clarity by developing Job Descriptions.  Cuz, you see, a Job Description is a communication 

tool, right?  Of course it is. A great Job Description helps in several ways: 

 They clarify your expectations for employees 

 They provide the basis of measuring job performance – not just during a formal review, 

but also during any disciplinary process 

 They clearly describe the position for job candidates  

 They allow you to structure all jobs in a consistent manner 

 They help you to clearly identify the pay grade of each job and determine the correct job 

classification 

 They help prevent random interpretations of a job by employee, employer and manager 

–and I’m sure you know what I mean by that! 

 They’re good reference tools during disagreements between employees and employers 

about responsibilities 

 They provide the basis for career development and succession plans—you know, who’s 

gonna replace a key person if they leave… 

 

Task One: 

Take the Job Description Readiness Test below to assess the current state of your job 

descriptions.  Even if you don’t have ANY job descriptions, we suggest you go through the test 

because the probing questions will really make you think about how you have your operation 

set-up.  Initially, don’t worry about whether or not things could be organized in a more efficient 
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way—you’ll naturally get to that determination as part of this process and you can take this in 

phases.  Do a current assessment and complete your documentation, then later you’ll have the 

opportunity to begin examining the operation set-up for process improvements and efficiencies 

that you can put in place. 

 

There are five questions to the Job Description Readiness Test and if you’ve been following the 

Six Critical Roadmaps, you will have at least one quick and easy answer-- which is that you DO 

have an Employee Handbook in place.  Hurray on that score! 

If you get 5 yes’s to these 5 questions then you have confirmed that YOUR HR foundation is 

beginning to take shape and that YOU are ready to Gear Up for Hire and grow. If you don’t get 

5 yes’s then you’re not there yet and you need to keep working on it until you do. 

 

Job Description Readiness Test 

1) Do I have a clear picture of the role and career path of each job in my business? In other 

words, have you clearly identified each job you will need to fill in order to get your 

business up and running, to sustain growth or to carry out all the goals you have set? 

Next, 

2) Do I have a clear picture of the skill set and behavior requirements for each job? You 

need to know what defines a person as a great candidate or employee so that you can 

hire the right people. Third question, 

3) Do I have pay plans in place? Having this done prior to hiring will allow you to identify 

whether you can use pay to attract great candidates or if there is another benefit that 

makes your position more competitive. Next, 

4) Do I have the basis of measuring job performance? In other words, do you have tools 

and systems in place that will help you assess, monitor and gauge performance? 

Employers that don’t have this in place prior to hiring tend to hold on to bad employees 

for way longer than they need to.   This could hurt your business and your bottom line. 

And then finally, the fifth question, 

5) Do I have set expectations for employees outlined in an Employee Handbook? This is a 

big one as so many issues, including legal ones, can result from NOT having this in 

place. If you have completed the first critical roadmap you have this covered but if not, it 

is strongly recommended that you have an employee handbook prior to completing job 

descriptions so that both can be coordinated. 
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Of course, you may actually be able to answer all the questions on the Job Description 

Readiness Test with a YES, and STILL not have any formal, comprehensive job descriptions.  

Yikes!  No, really, that’s ok, cuz if you have all the info you need, but it’s just not written down--

it’s all in your head-- we have a great tool you can use to begin capturing this info in the next 

task. 

 

Task Two: 

Download the Job Analysis Questionnaire and for those of you who already have staff, give this 

form to the employee in each job who performs the best.  Since they really know the job 

requirements inside and out—get them to help you to document the info you need for crafting 

great job descriptions.  PS—this will also get their buy-in when you finalize the job descriptions 

and want them to sign off on them.  The questionnaire has explanations for each section that 

needs to be filled in, so it’s easy to work with and understand.  If they exist, provide copies of 

any previous job descriptions or related documents for comparison purposes as well. 

 

Once you’ve gathered all the completed Job Analysis Questionnaires from the staff, review 

them for accuracy and completeness (or have your managers do that first, then you can take a 

final look).  We recommend that you or your managers also conduct direct job duty observations 

to ensure that all aspects of the work are captured and documented. 

 

Task Three: 

Use our Job Description Template to take the information your employees have provided on the 

Job Analysis Questionnaires, as well as all that information in your head, and draft a job 

description for each position in your company.  And remember, Standard Operating Procedures 

are NOT job descriptions.  SOPs are very helpful in making sure you capture the Essential 

Functions and Marginal Functions and the skills, education and abilities required to perform 

each job, but they are not actual job descriptions.  Definitely use the template to make sure you 

are writing complete and accurate job descriptions, found in the Job Descriptions Kit. 

 

With new and stricter guidelines issued under The Americans With Disabilities Act Amendment 

Act in 2008, in order to be compliant, your job descriptions need to include some very specific 

information:  the Essential Functions, the Marginal Functions, and the Physical Activities 

https://www.thegalatasgroup.com/hr-kits
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required to perform the Essential Functions.  In addition, an accurate and thorough job 

description will include the following categories (btw, these are all found on the JD Template): 

 Job Conditions 

 Equipment Used 

 Internal Contacts 

 External Contacts 

 Supervisory Responsibility 

 Acknowledgement of Receipt which needs to include the statement that the job 

description is not to be construed as an employment contract. 

 

Congratulations, you’re half way through and have completed Critical Roadmap #3!  Whew! 

 

WEEK FOUR:  Maintain Accurate Wage and Hour Classifications 

 

Wage and hour claims are the fastest growing employee claim.  Make sure your jobs have been 

re-evaluated in the past year to ensure they meet requirements of the Fair Labor Standards 

Act.  Supervisors and managers should understand the importance of accurate time and record 

keeping and fully understand the differences between an exempt and non-exempt status.  And 

remember, no employee can waive their overtime rights. 

 

Establishing the appropriate job classification is actually the last step in finalizing your job 

descriptions.  In other words, based on the primary duty of the job, is it eligible for overtime pay 

or not.  There are several steps to making the initial determination, but once that is done you 

can rely on a once-a-year internal audit to make sure the position is still classified correctly.   

 

Keep in mind that no matter what you put down on paper, the real test is in the actual work that 

is performed and whether or not it meets the standard set by the Department of Labor for 

classification.  The only other time you need to re-visit the classification is when you make 

changes to the work performed in the job. 

 

Making sure you comply with the Fair Labor Standards Act is one of the most critical issues in 

your business.  The Department of Labor uses a variety of remedies to enforce compliance with 

the Act's requirements. When Wage and Hour Division investigators encounter violations, they 
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recommend changes in employment practices to bring the employer into compliance, and they 

request the payment of any back wages due to employees.  Willful violators may be prosecuted 

criminally and fined up to $10,000.  So pay attention! 

 

Task One: 

First of all, if you have purchased our HR 101: Making Compliance Easy course, which is also 

part of our Learn and Grow Memberships, please go through the Job Classification section.  We 

cover the following steps in great detail and include all the relevant reference materials.  

Otherwise, keep moving forward with Task Two. 

 

Task Two: 

It’s important to understand that you can classify all of your positions as non-exempt; in other 

words, eligible for overtime pay.  This can be very expensive and cause all of your labor costs to 

be variable each month rather than having at least some fixed labor costs.  So, most business 

owners don’t find this to be a very practical solution. 

 

In order to minimize the expense of overtime, you will want to make a list of which positions you 

believe should be exempt from overtime pay.  These are the positions that you will need to 

closely examine following the guidelines below to make sure they truly can be considered 

exempt. 

 

Task Three: 

Next to each position on your proposed “exempt” list, include the weekly wage you will pay.  If 

you pay at least $913 per week, keep the position on your exempt list. This is the first test that 

the position must meet in order to move forward in the exempt determination process.  If you 

pay less than $913 per week, classify the position as non-exempt. 

 

Task Four: 

Determine which exemption category below applies to each position you consider exempt.  Use 

the Department of Labor’s Fact Sheet for each category for the detailed explanation of the 

definitions.  These Fact Sheets can also be found in our Job Classification Kit or our HR 101 

course, but the major concepts are provided below in blue.  As a reminder, the job title alone 
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cannot be used to conclude the correct job classification.  You MUST examine the primary 

duties performed in order to make your conclusions. 

 

 Executive – Employee whose primary duty is to manage the business or a recognized 

department/entity and who customarily directs the work of two or more employees. Also 

includes individuals who hire, fire or make recommendations that carry particular weight 

regarding employment status. Examples: executive, director, owner, manager, 

supervisor. 

 

 Administrative – Employee whose primary activities are performing office work or non-

manual work on matters of significance relating to the management or business 

operations of the firm or its customers and which require the exercise of discretion and 

independent judgment. Examples: coordinator, administrator, analyst, accountant. 

 

 Professional/creative – Employee who primarily performs work requiring advanced 

knowledge/education and which includes consistent exercise of discretion and 

independent judgment. The advanced knowledge must be in a field of science or 

learning acquired in a prolonged course of specialized intellectual instruction. Creative 

professionals perform work requiring invention, imagination, originality and/or talent in a 

field of artistic endeavor. Examples: attorney, physician, statistician, architect, biologist, 

pharmacist, engineer, teacher, author, editor, composer, musician, artist. 

 

 Computer professional – Employee who primarily performs work as a computer 

systems analyst, programmer, software engineer or similarly skilled work in the 

computer field performing a) application of systems analysis techniques and procedures, 

including consulting with users to determine hardware, software or system functional 

specifications; or b) design, development, documentation, analysis, creation, testing or 

modification of computer systems or programs, including prototypes, based on and 

related to user or system design specification; or c) design, documentation, testing, 

creation or modification of computer programs based on and related to user or system 

design specifications; or a combination of the duties described above, the performance 

of which requires the same level of skills. Examples: system analyst, database analyst, 

network architect, software engineer, programmer. 
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 Outside sales – Employee who performs sales work off the company’s premises and 

whose primary duties include making sales or obtaining order or contracts for services or 

for the use of facilities for which the client or customer pays. This employee is 

customarily and regularly away from the company’s place of business while performing 

such duties. Examples: sales representative, account manager, business development 

representative. 

 

If the position meets the requirements of any of the above exemptions, keep it on your exempt 

list.  Otherwise, move it to your non-exempt list. 

 

Task Five: 

Carefully review each of the Job Analysis Questionnaires and the resulting Job Descriptions for 

every position.  Job titles are insufficient to determine exempt status.  If the position meets both 

the salary test and the exemption review, a critical review of the job duties actually performed by 

the employee in the position is the final step in determining exempt status. 

 

Task Six: 

Now, once you’ve worked through this process and made decisions on how to classify each of 

your positions, make sure you update all job descriptions with the final Job Status in the top 

section of the job description form and update any electronic databases (such as your HRIS 

program) with the appropriate status.  Make sure you keep all your notes for every task you 

complete in this process.  This is an important step in your documentation should you ever be 

audited by the Department of Labor.  Of course, you should consider scanning all of your notes 

and uploading them to your HRIS program as your private documentation.  You can then shred 

your paper files.  

 

Congratulations!  You’ve completed Critical Roadmap #4!  (Big sigh, eh?) 
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WEEK FIVE:  Set Up Employee Files Correctly 

 

Be very careful how you set up your employee files.  Many state and federal laws regulate how 

certain types of information are stored, where the information is stored, how accessible it is or is 

not, how long it is kept and how it is destroyed when it’s time to do that.   

 

It is amazing how something as simple as misfiling employee paperwork can bring on a whole 

lotta legal issues. And keeping the information confidential is especially critical.  The laws that 

cover such boring things as your employee files fall under HIPAA, ERISA and other state and 

federal laws.  I know that very few of us enjoy dealing with paperwork, but taking the time to 

properly create and maintain employee personnel files will pay off in the long run and keep you 

OUT of trouble. 

 

Many HRIS programs offer electronic record keeping as part of the system and we offer this 

ability as part of our HRIS software program.  Setting this up is particularly easy if you are just 

now hiring your first employees.  As you hire each employee, you can scan every document you 

have employees complete and sign.  You can then upload it and attach it to their electronic 

employee file.  Some more expensive systems also have workflow processes to accommodate 

electronic signatures and eliminate the need to scan paper documents. 

 

If you already have paper employee files, you have the option of scanning the current contents 

to upload and attach to the electronic file, or you can maintain a combination of the early paper 

employee file and the electronic file.  The ideal, of course, is to convert all the paper files to 

electronic files.  I know this will take some time, but it is well worth the effort.  Trying to maintain 

two separate types of employee files can be a disaster in the making.  I mean, it can be done, 

but I don’t recommend it.  If you don’t scan the paper documents for uploading, and something 

happens to the paper files, you have no other form of back up documentation.  Uploading the 

paper documents and attaching them to employee electronic files can be done and in the long 

run, it will save you time, money and safeguard your records.  Make sure any HRIS program 

you select is backed up daily and stored in two separate off-site facilities under military 

encrypted security. 
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Don’t be afraid to tackle this project.  Keep in mind a couple of old mantras:  Begin where you 

are…and….Don’t try to eat the whole elephant in one sitting.  So your files are in total disarray?  

Not to worry—now is the perfect time to get them all in order and we’re going to start with your 

basic employee files, aka Personnel Files.  You may have them stuffed into an old file cabinet, 

in your desk drawer, or even in boxes.   

 

Here’s the deal, these records contain tons of personal information about your employees and 

need to be kept confidential and secure.  Just think for a minute---these are the types of 

documents that criminals steal for identity theft.  And you have the responsibility to keep them 

secure!  Your employees have trusted you with this information, so safeguard it with your life.  

And if that doesn’t make you nervous, nothing will!  So make it easy on yourself and use your 

Data Cloud.  Moving on…. 

 

If you have paper files and insist on keeping them, you need to make sure they are filed in 

folders by employee name and are kept in a locked cabinet that only you or your head 

administrative person have access to.  You can’t keep them all together in one file—even if you 

only have two employees.  Set up a folder for each employee.  And remember---Records 

related to employment should be kept for 5 years following termination in order to be in 

compliance with state and federal regulations.  So don’t just throw away the files when someone 

leaves the company.  Retaining the files for the right length of time is critical to your business in 

case you need them for an unemployment claim, or any other type of legal claim against you or 

the company.   

 

Now, let’s spend a little time going over how employee files are organized and why.   

 

Task One: 

Your first task is to go through every personnel file that you have to make sure they contain the 

correct types of documents, that they are in reverse chronological order (makes it easier to find 

things) and that you actually have a file for every employee.  I recommend separating your 

active employee files from your terminated employee files as this will also make it easier to find 

things.   
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Personnel Files should contain only information which can be legally used to make personnel 

decisions such as promotions, transfers, wage increases, etc.   

 

The types of documents that should be kept in a Personnel File are: 

 Offer Letter 

 Employment Application 

 Resume 

 Status Change Forms 

 Signed Policy/Employee Handbook Acknowledgements 

 Disciplinary actions 

 Attendance Records 

 W-4 Form (can also go in Payroll File) 

 Performance Reviews 

 Award Documentation 

 Training Documents  

 

Task Two: 

Medical Files, if they are paper, should be kept in a locked file cabinet separate from personnel 

files so that only the bare minimum of people have access to the information.  It’s especially 

critical that you don’t let every supervisor or manager have access to medical and health 

information because it is too easy for someone to use this information in making various 

employment decisions.  And that can become illegal and lead to claims of discrimination by 

employees.  So, super important:  Keep medical and health records separate from the main 

personnel file. 

 

Medical files should contain the following: 

 Benefit Enrollment Documents  

 Leave of Absence and FMLA Information 

 STD/LTD Information including Medical Release to Return to Work (not work-related) 

 Medical Support Orders 

 Beneficiary Forms 

 All Drug Screen Forms and Results 
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And to be clear, worker’s compensation files are not the same as medical files.  Set up separate 

files for Worker’s Compensation claims and keep all related attendance and medical 

documents in this file. 

 

Task Three: 

Payroll Files must also be kept confidential and you should allow only very limited access to 

them as well, even by supervisors and managers for the same reasons of potential 

discrimination.   

 

Payroll files should contain the following: 

 Payroll data 

 Salary/Status Change Forms 

 Garnishments 

 Child Support Orders 

 Direct Deposit Forms 

 Timesheets 

 Leave Requests except FMLA (vacation/sick/jury/bereavement)  

 

I mean, just imagine, all of these documents contain extremely personal information, including 

bank account information, and absolutely must not get into the hands of anyone who does not 

absolutely have a justified reason for having the access.  All the more reason to store them in a 

secure HRIS program rather than leaving paper documents in cabinets that you might forget to 

lock. 

 

Task Four: 

Every company should set up Miscellaneous Files to keep the types of documents that just don’t 

fit into any of the previous types of files.  For example, miscellaneous files should contain the 

following: 

  

 Employment Verifications 

 Pre-employment Reports 

 QDRO’s (which are court ordered division of 401k accounts due to divorce) 
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 Interview Notes 

 Reference Checks 

So this task is to go through all the previous files and pull anything that doesn’t really fit and put 

it into the miscellaneous file set up for each employee.  Don’t worry if some of the files are 

empty.  If you’re going to keep paper files, go ahead and set up the folder so that when the time 

comes that you do have an employee document that you haven’t filed anywhere else, you can 

file it in the Miscellaneous file. 

 

Task Five: 

The next type of file I want to introduce you to, is the Investigative File.  Of course, not everyone 

will have one of these—they don’t necessarily relate to just one employee, so they are not kept 

with someone’s personnel file.  These files should contain the following types of documents and 

only be accessible by someone on a need-to-know basis: 

 

 Notes from internal investigations.  So for example, if someone reports a violation of 

company policy or procedure, a theft, harassing behavior, etc.  You will conduct an 

internal investigation and have witness statements, company documents, and various 

other documents that are directly related to the investigation.  These documents DO 

NOT go into personnel files. 

 The same is true for investigations in response to EEOC Charges, DOL audits, OSHA 

inquiries, etc. You’ll want to safely store all the relevant documents including your 

company responses to the agencies. 

 All Legal pleadings and correspondence 

 Defense materials 

 Settlement Agreements 

If you are fortunate enough to not have any of these types of situations, congratulations!  But 

you should be prepared for anything. 

 

Task Six: 

OK, to put the icing on the cake, here are a few final guidelines for organizing and retaining 

additional types of files.  Go through your records and identify any of the following so you can 

set up appropriate organization and retention practices in handling them: 
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1. Worker’s Compensation Files are kept separately, even from Medical Files.  Any 

document related to the treatment of a work-related accident or injury should be kept in a 

separate Worker’s Compensation file.   

2. I-9’s are kept separately in a binder (keep active and terminated separate).  We go into 

more detail about I-9 forms in our I-9 training in the HR 101 course. 

3. Accident Reports are kept in separate files and retained for 50 years 

4. Workplace Chemical Lists must be kept for 30 years 

5. Complete and accurate records of all medical examinations required under OSHA must 

be kept for 30 years per 29 USC 651. 

6. Exposure and medical records of any employee exposed to potentially toxic substances 

and harmful physical agents required to be monitored or measured must be kept for 30 

years per 29 USC 651. 

 

Woohoo!  Congratulations on completing Critical Roadmap #5! 

 

WEEK SIX:  Document, Document, Document 

 

OK, we’re in the home stretch.  Failure to document properly is a business owner’s number 1 

sin!  And when I say document, I mean you need to capture in written or electronic form the 

following: 

 All your work processes (such as hiring, I-9 administration, discipline, terminations) 

 All of your work policies (time off, leaves of absence, pay, Equal Employment 

Opportunity policy) 

 Every step of all Investigations (witnesses statements, notes, proof documents, actions 

taken) 

 All your decisions on pay or performance (job classifications, salary ranges, job offers, 

termination or discipline decisions) and other business and employee related decisions. 

 

Because let me tell you something right now—if you don’t do this right, you’re shooting yourself 

in the foot.  This is not something to ignore.  Documenting is about being smart.  It’s about being 

diligent.  It’s about protecting your investment.  And honestly, it’s just effective clear 

communication. 
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Task One: 

So your task this week, is to think, think, think, about how you can improve your documenting 

habits.  If you’ve gone through all the previous weeks and completed all the tasks, you are well 

on your way to having this all under control.  Let’s see, you’ve documented your employee-

related company policies in your Employee Handbook, you’ve documented your job descriptions 

and your wage and hour classifications, you’ve documented your employee files and other 

employment-related files…So, what is left?   

 

Well, most likely, it will be your Standard Operating Procedures, which document the specific 

tasks and workflow procedures that each position in your company must follow in order to 

accomplish the assigned job.  I highly recommend that you get your employees involved in this 

part—have each and every one of them keep a running list of every task they perform, in what 

order and in what amount of time.  That way, if you have three order takers, you can take all 

three perspectives and boil them all down into the best of the best in the way of a Standard 

Operating Procedure (SOP).  You can review for completeness, timeliness, safety, legal and 

regulatory adherence, etc.  Plus, when you come up with the final version, most everyone has 

already bought into it and they can see their contribution to the finished product.  It definitely 

makes your job of consolidating much easier as well.  And your SOP becomes a great training 

manual for new staff as you grow your business! 

 

OK, so now that you’ve worked your way through all six weeks of the 6 WEEKS TO A STRONG 

HR FOUNDATION Plan, you now have a strong HR foundation that you can continue to build 

on as you grow your company.  You now have processes and guidelines in place, you have all 

the forms and data you need right at your fingertips for hiring and retaining good staff and you 

can rest assured that you are in compliance with the majority of federal and state laws that 

govern small business.  You deserve a big Ta-Da!  Congratulations and CARRY ON! 


