Bootcamp for Supervisors

Course Content
This course provides an overview of the employment laws that supervisors should know. We address legal obligations, organizational rules, and difficult situations that supervisors can encounter. 

Besides identifying the common problem areas, this course provides practical tips and applies the material to real world examples.

Course Purpose
The last decade has seen hundreds of employers sued for millions of dollars for employment law violations. A big reason for these lawsuits is the difficulty faced by employers trying to apply the complex legal requirements. 

This course identifies and explains problem areas such as scheduling and compensating employees, preventing discrimination and harassment, and disciplining and terminating employees. Supervisors who take this course will be better prepared to recognize, respond to, and prevent situations that violate the law.

Audience: managers and anyone with supervisory responsibilities

Duration: 2.0 hrs

COURSE OUTLINE 

	1. 
	Bootcamp for Supervisors

	2. 
	Course Orientation

	3. 
	Part I: Hiring Workers

	4. 
	Choosing Workers

	5. 
	Restrictions On Your Choice

	6. 
	Identifying Job Duties

	7. 
	Identifying Candidates

	8. 
	Collecting Information

	9. 
	Case Study: Crafting the Application

	10. 
	Interviewing and Testing Candidates

	11. 
	Investigating Candidates

	12. 
	Hiring Candidates

	13. 
	Rejecting Candidates

	14. 
	Administering New Hires

	15. 
	Summary of Hiring Workers

	16. 
	Part II: Classifying Workers

	17. 
	Laws Protect Employees

	18. 
	Distinguishing Independent Contractors

	19. 
	Distinguishing Exempt And Non-Exempt Employees

	20. 
	Types Of Exempt Employees

	21. 
	Qualifying For Exemption

	22. 
	Adding Internal Classifications

	23. 
	Case Study: Glenn's Permanent Status

	24. 
	Summary of Classifying Workers

	25. 
	Part III: Scheduling Employees

	26. 
	Setting Schedules

	27. 
	Limits On Setting Schedules

	28. 
	Leave Rights and Avoiding Retaliation

	29. 
	Leaves Not Legally Required

	30. 
	Leaves That Are Legally Required

	31. 
	Case Study: Wire You Out

	32. 
	Giving Time Off To Eat

	33. 
	Giving Time Off To Rest

	34. 
	Summary of Scheduling Employees

	35. 
	Part IV: Compensating Employees

	36. 
	Paying Employee Wages

	37. 
	Employees Must Earn A Minimum Amount

	38. 
	Paying For "Hours Worked"

	39. 
	When Does Working Long Hours Earn Overtime?

	40. 
	Taking Deductions From An Employee's Paycheck

	41. 
	Paying Employees On-Time

	42. 
	Summary of Compensating Employees 

	43. 
	Compliance Quiz I

	44. 
	Part V: Preventing Discrimination and Harassment

	45. 
	Your Duties and Responsibilities

	46. 
	Recognizing Illegal Behavior

	47. 
	Case Study: Protecting Characteristics

	48. 
	Focusing on Harassment

	49. 
	Case Study: Conduct Unbecoming

	50. 
	Taking Complaints

	51. 
	Recognizing Complaints

	52. 
	Case Study: Knowing Problems

	53. 
	Avoiding Retaliation

	54. 
	Case Study: The Nightmare Worker

	55. 
	Summary of Preventing Discrimination and Harassment

	56. 
	Part VI: Keeping Employees Safe

	57. 
	Employees Get Injured At Work

	58. 
	Preventing Injuries

	59. 
	Training for Safety

	60. 
	Case Study: Whose Mess

	61. 
	Responding To Workplace Accidents

	62. 
	Case Study: Too Hot to Handle

	63. 
	Reporting Workplace Accidents

	64. 
	Violence Occurs In The Workplace

	65. 
	Appropriate Behavior And Inappropriate Aggression

	66. 
	Organizational Policy Against Violence

	67. 
	Managing To Prevent Violence

	68. 
	Case Study: Family Affair

	69. 
	Recognize Early Warning Signs of Violence

	70. 
	Case Study: Trouble Brewing

	71. 
	Summary of Keeping Employees Safe

	72. 
	Part VII: Disciplining and Terminating Employees

	73. 
	Handling Misconduct

	74. 
	Investigating Misconduct

	75. 
	What Not To Investigate

	76. 
	Respecting Privacy Rights

	77. 
	Case Study: Objection Noted

	78. 
	Implementing the Decision 

	79. 
	Disciplining Policy Violators

	80. 
	Case Study: Picking Punishment

	81. 
	Firing as the Final Option

	82. 
	Do You Need a Reason to Fire?

	83. 
	Legitimate Reasons to Fire

	84. 
	Case Study: Sufficient Proof

	85. 
	Case Study: Buy the Book

	86. 
	Administering Terminated Employees

	87. 
	Providing References

	88. 
	Summary of Disciplining and Terminating

	89. 
	Part VIII: Keeping Records

	90. 
	What Belongs in the Personnel File?

	91. 
	Access to Personnel Files

	92. 
	Retaining Records

	93. 
	Summary of Keeping Records

	94. 
	Compliance Quiz II


