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Interviewing? Do You Know What
Questions You Can Legally Ask?

Do you ever wonder if some of the questions you ask in an
interview are the best questions to be asking? What if they are
illegal? How can you know for sure what is a legal question to ask?
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The good news is that you have human resources professionals available to you to answer those questions and many
more. To give you a quick example of some types of unacceptable questions, see below:

% Are you married, divorced, or single? % What year did you graduate from high school?

% Do you have children? How old are they? % Do you live with anyone? If so, what is his/her

¥ What do you do for fun? relationship to you?

¥ What do you do on the weekends? ¥% What type of military discharge were you given?
¥ How old are you? ¥ Have you ever been arrested?

% What is your sexual orientation? % If asked to vote today, for whom would you vote?
¥ What religion are you? % If I hired you, would you require health insurance?

If you would like examples of good and appropriate interview questions for the next time you conduct an interview

just give us a call—we are happy to help! \

Does It Matter If Actual Hours
Are Listed On The Timesheets?

Yes! Not only do actual hours need to be paid out, but that
information is needed for worker's compensation purposes.

Do your staff members just list their scheduled hours on their
timesheets? If so, that may cause a problem in the end if we are
audited. If your staff member comes in even 5 minutes late , then
that is what should go on the timesheet, not their scheduled start
time. Just as, if your staff member gets an afternoon off  during
the week but works on Saturday, the hours should be listed as
such on both the week day and Saturday.

If you have questions about this, please give us a call—we are
happy to explain this to you in further detail. ~ \

Quote of the Month:

The Pronoun Test

For six months now, I've been visiting the
workplaces of America, administering a
simple test. | call it the “pronoun test.” |
ask about the company.

If the answers | get back describe the company in terms like
“they” and “them,” then | know it's one ki  nd of company. If the
answers are put in terms like “we” or “us,” | know it's a different
kind of company.

~Robert B. Reich (1946 - ) , Former Secretary of Labor «5

Older Workforce

Have you recently interviewed
or considered hiring someone
from the over-50 age bracket?
If so, you are not alone!

According to a recent article published in

the Wisconsin State Journal, Deborah
Russell, AARP’s Director of Work Force
Issues, is quoted as saying, “More
employers are catching on to the benefits

of hiring older works. They recognize the

fact that mature workers bring good

experience and skills to the workplace.”

The turnover rate among mature workers is
typically lower than that of the younger

workers for the same types of jobs. Older
workers may just be looking for something
different than what they have been doing.

Additionally, more and more workers are
now staying employed past the typical
retirement age of 65!

According to the Partnership for Public
Service, about 42 percent of the federal
work force is over 50!

Even if just for a part-time job, an over- 50
employee may be exactly what you need to
fill that important role in your office! \
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Services That TEG Provides To You at NO ADDITIONAL COST

The Employer Group covers many different aspects of your human resources needs. Not only do we process
your payroll, but we also provide your employees with insurance benefits including short- term disability,
long-term disability, life insurance, and a 401k. This allows you to attract more desirable candidates when
you are in the hiring process. Oftentimes individuals are just as attracted by the benefit package that you
can offer as they are with the compensation.

Other items you receive as a client of The Employer Group include payroll tax ( including
guestions about any tax-related concerns), unemployment insurance, and workers

compensation administrative hassles.

Do you have a concern about an employee? Are you wnsure what next steps to take in the disciplinary
process? Do you eed to know what you can and cannot do legally? The Employer Group has a Human
Resources Manager that can assist you with many concerns including disciplining employees and related

legalities that play a part of having staff.
your staff and office more efficiently.

We can assist you in creating policies that allow you to manage

The Employer Group is here working for you. Please be sure to take advantage of all our offerings. We are
your professional human resources department with the answers you need. \

Answers to Your
Questions

This column feature s questions that we get from
you, our clients. If you have a question t hat you
need to have answered, please contact us as the
issue arrives. This column addresses some of out
most frequently asked questions. Y ou may alsc
visit us online and submit your questions there!

QUESTION: If | need to close the office due to
bad weather, am | required to pay my staff for
time missed?

ANSWER: The short answer is no; however, it is

a good idea to have an official policy to address
such situations. A policy will provide for a

consistent response for each employee and can
help to avoid confusion as well as maybe take
away from an employee feeling a sense of
entittement. Do you have an employee handbook
and/or a policy to address that? If not, give us a

call today to set one up!

QUESTION: Am | legally required to provide
breaks and/or lunch periods?

ANSWER: It depends on your state. Many states
do not require employers to provide breaks
and/or lunches; however, states typically
recommend that an employer give each
employee a 30-minute unpaid break for every 6
hours worked in one stretch. Keep in mind that,
in order for the lunch break to be unpaid, the

employee must be able to leave the premises (not
restricted), it must be 30 minutes or longer, and the
employee must not be asked to work during the
lunch break. If the employee has agree d to work
during his/her lunch break or the lunch break is less
than 30 minutes, (s)he must be paid for the time
worked.

Since each state is different, please give us a call
for the specific laws that apply to you.

We would love to hear from you. If yo u have a
guestion to be answered in this column, please just
email your question(s) to our human resources
professionals at info@TheEmployerGroup.con. \
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