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SEMINAR OUTLINE

Successful Hiring and Recruitment Steps
9:00 - 10:00, Written by Eric J. Stark
Presented by Debra R. Franklin in Allentown,
Eric J. Stark in Harrisburg and Kieran M. Casey
in Wilkes-Barre
A. Drafting Accurate Job Descriptions
B. Job Applications:
Getting the Data You Need
. Proper Way to Conduct Background Checks
. Screening References
Through a Filter of Reality
The Job Offer or Rejection Letter
Checklist for a Legal Hire
. Orientation and Training
. Immigration Compliance Documents
(I-9 and E-Verify)
IRS and Federal Compliance Documents
(SS-4, W-4, Form 940)
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. Employee Handbooks and Policies

in the 21st Century
10:15 - 11:00, Written by Kathryn Simpson
Presented by R. Michael Carr in Allentown,
Kathryn Simpson in Harrisburg and
Alexia Kita Blake in Wilkes-Barre
A. Guidelines for Whether Your Organization
Should or Should Not Have a Handbook
B. Ensuring Handbook Style Fits
with Corporate Culture
C. Revising the Old vs. Starting Anew
D. Topics That Should be Included
E. Key Language to Include in Your Handbook

Alternative Dispute Resolution

in the Employment Context

11:00 - 11:45, Written by R. Michael Carr
Presented by R. Michael Carr in Allentown
and Wilkes-Barre and Ronald J. Tomasko
in Harrisburg

. Wage and Benefit Issues

12:45 - 1:30, Written by R. Michael Carr
Presented by R. Michael Carr in Allentown
and Wilkes-Barre and Eric J. Stark in Harrisburg
A. State-Specific Wage and Hour Laws
B. What Qualifies as Overtime?
C. Differences to be Aware of:

Salaried Exempt vs. Salaried Non-Exempt
D. Options for Employees

Reporting Time Worked
E. Handling Deductions from Wages
F. Leave Policies
G. Part-Time Employees and Temps:

Wage and Benefit Obligations
H. Unpaid Internship and Training Programs
I Benefits:

Health Insurance and Flex Spending

1. Modifications to the Consolidated

Omnibus Reconciliation Act
of 1985 (COBRA)
2. Change to Flexible Spending Accounts
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Other Employment Laws You Need to Know
1:30 - 2:30, Written by Alexia Kita Blake
Presented by Debra R. Franklin in Allentown,
Eric J. Stark in Harrisburg and Alexia Kita Blake
in Wilkes-Barre
A. Older Workers'Benefit Protection Act
(OWBPA)
B. Family and Medical Leave Act (FMLA)
C. Age Discrimination and Employment Act
(ADEA)
D. Americans with Disabilities Act (ADA)
E. Title VIl of the Civil Rights Act
and Sexual Harassment
F. Pregnancy Discrimination Act (PDA)

Workplace Behavior and Privacy -

Current Developments

2:45 - 3:30, Written by Kieran M. Casey

Presented by John S. Harrison in Allentown,

Kathryn Simpson in Harrisburg and

Kieran M. Casey in Wilkes-Barre

A. Employee Surveillance

B. Searches of Desks, Smartphones,

Lockers, Vehicles, Equipment, Etc.

C. Monitoring Employee Communications:
Calls, Email and Internet Use

. Dress Code/Personal Appearance
Drug and Alcohol Testing
Psychological and Personality Tests

. Workplace Violence:
Harassment and Bullying

H. Off-Duty Behavior and Activities
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Discipline and Discharge -
Necessary Documentation
3:30-4:30, Written by John S. Harrison
Presented by John S. Harrison in Allentown,
Kathryn Simpson in Harrisburg and
Alexia Kita Blake in Wilkes-Barre
A. Putting a Discipline Policy
in Place Proactively
B. What to do When There is no Policy
Addressing an Offense
C. Evaluating Employee Performance
While Mitigating Liability
D. What Goes in the Discipline/
Discharge Letter?
E. At What Point Should Discharge
be Considered?
F. Minimizing Liability When Discharging
an Employee
G. Common Mistakes to Avoid
During Discharge
H. Waivers and Releases -
Their Use After Termination

*If needed, the above agenda may be changed
to best accommodate all of our attendees.
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SEMINAR OVERVIEW

A Comprehensive Primer on Labor and Employment Law

As employment-related litigation rates continue to rise, employers must look for ways to proactively
protect themselves in a legal manner. Human resource compliance can be one of the most costly
and time-consuming aspects for a business; can you streamline the process and prevent unnecessary
risk? This program will get you up to speed so you can return to work confident in your abilities.
Know the fundamentals of human resources: from hiring to firing and everything in-between.
Register today!

Understand the importance of thorough and accurate paperwork when hiring new employees.

Know what a handbook should and should not contain by exploring the advantages and pitfalls
of various policies.

Review alternative dispute resolution tactics that are effective and advantageous
for employment-related matters.

Appropriately apply wage and hour exemption requirements in gray areas
such as outside salespeople and highly-paid computer professionals.

Fully comply with the provisions o the Family and Medical Leave Act (FMLA)
when determining whether employees are eligible for emergency leave.

Remain up to date on the latest developments regarding employee behavior
and controversial social media policies.

Learn the key steps to investigating employee misconduct thoroughly and legally.

WHO SHOULD ATTEND

This basic-to-intermediate level seminar examines the current issues in human resource law for:

Attorneys

HR personnel

Accountants

Presidents and Vice Presidents

CREDIT INFORMATION

The specific continuing education credit(s) listed are for attending the live seminar.
For detailed credit information, please contact us at 866-240-1890 or visit us at nbi-sems.com.

PA CLE - 6.0 - This program has been approved by the Pennsylvania Continuing Legal Education Board
for a total of 6.0 hours, including 6.0 hours of substantive law, practice and procedure CLE credit and
0.0 hour of ethics, professionalism or substance abuse CLE credit. Distance Learning credit is available
for the recording + manual.

NJ CLE - 7.2 - This program has been approved by the Board on Continuing Legal Education of the
Supreme Court of New Jersey for 7.2 hours of total CLE credit. Of these, 0.0 qualify as hours of credit
for ethics/professionalism. Alternative Format credit is available for the recording + manual.

HRCI - 6.0 - “The use of this seal is not an endorsement by HR Certification Institute of
the quality of the program. It means that this program has met HR Certification Institute’s
criteria to be pre-approved for recertification credit” This program has been approved for
6.0 recertification credit hours toward PHR, SPHR and GPHR recertification through the
HR Certification Institute. For more information about certification or recertification, please visit the
HRCl homepage at www.hrci.org.

IACET - 0.6 - NBJ, Inc. has been approved as an Authorized Provider by the International

I:—I' Association for Continuing Education and Training (IACET), 1760 Old Meadow Road,

Suite 500, McLean, VA 22102. NBI, Inc. is authorized by IACET to offer 0.6 CEUs for this
program. (Provider #4558)

CPE for Accountants/NASBA - 7.0 - Approved for up to 7.0 CPE credits in these fields of study: Personnel/HR.
For detailed credit information and learning objectives on this course, visit nbi-sems.com and enter
product #70224 in the Express Registration box.

Register Today! 800-930-6182 or www.nbi-sems.com




OUR DISTINGUISHED FACULTY

ALEXIA KITA BLAKE is co-owner of Blake & Walsh, LLC, in Scranton,
Pennsylvania. She has 26 years of experience representing public and
private sector employers, both union and nonunion, in all aspects of labor
and employment law. Her practice includes representation of employers

in grievance and interest arbitrations; collective bargaining negotiations;
unfair labor practice proceedings before the National Labor Relations Board
and Pennsylvania Labor Relations Board; defense of discrimination charges
before the Equal Employment Opportunity Commission and Pennsylvania
Human Relations Commission; unemployment compensation benefits
claims before the Office of Job Security and Unemployment Compensation
Board of Review; wage and hour and FMLA claims before the U.S. Department
of Labor and Pennsylvania Department of Labor & Industry; defense of
employment litigation claims in federal and state courts; and counseling
employers on a wide range of employment law/personnel issues, including
preparation and review of employee handbooks and employer policies;
compliance with the Family and Medical Leave Act and Americans With
Disabilities Act; sexual harassment training; employee discipline and termination;
reduction in force/downsizing issues; and union organizing campaigns.
(Wilkes-Barre location)

R. MICHAEL CARR concentrates his practice in labor and employment
matters, representing management in the defense of age, sex and disability
discrimination cases. He is an attorney in the law firm of Stevens & Lee PC.
in the firm’s Lehigh Valley office. Mr. Carr has principal responsibility for

the negotiation of numerous collective bargaining agreements including
agreements with the Teamsters, SEIU and construction unions. He routinely
handles disputes involving picketing, unfair labor practices and injunctions.
(Allentown and Wilkes-Barre locations)

KIERAN M. CASEY is an attorney with Rosenn Jenkins & Greenwald LLP,

in Wilkes Barre. He is a member of the firm’s labor and employment
department, as well as its litigation department. Mr. Casey represents
businesses of various sizes, municipalities, health care providers and institutions
of higher learning in a wide range of labor and employment law matters.
(Wilkes-Barre locations)

JOHN S.HARRISON is a partner in the law firm of Broughal & DeVito LLP,
where he focuses his practice in general civil and trial practice and
employment law. He was admitted to the Pennsylvania Bar in 1988.
(Allentown location)

Unlimited CLE
for 12 months

DEBRA R. FRANKLIN is an attorney and vice president of Human Resource
Solutions with more than 25 years of experience in labor and employment
relations and litigation matters involving corporate employers. Ms. Franklin's
experience includes all areas of employment discrimination litigation including
age, sex, religion, national origin, ADA and FMLA litigation, as well as
unemployment compensation, workers'compensation, and wage and

hour matters. Additionally, she possesses a full range of labor relations
experience, representing clients in both union and union-free environments
in matters including collective bargaining, arbitration, representation and
decertification elections, and other matters involving unfair labor practice
litigation before the NLRB. In addition to her litigation experience, Ms. Franklin
has developed and implemented employee handbooks and policies such as
electronic media usage policies, workers’compensation case management
systems, ADA and FMLA compliance policies, and more. (Allentown location)

KATHRYN SIMPSON is a shareholder with Mette, Evans & Woodside and
practices in the areas of commercial litigation, professional liability defense,
civil rights and employment law, and health law. Ms. Simpson routinely represents
clients in complex commercial litigation and professional liability matters.
(Harrisburg location)

ERIC J. STARK is an attorney with Cipriani & Werner, PC,, and practices
primarily in the areas of workers'compensation and employment law.

In workers’compensation, he has represented clients from the administrative
level up to and including the Pennsylvania Supreme Court. He also has
extensive experience in employment law, handling unemployment compensation
matters, federal litigation, drafting handbooks, reviewing policies, and advising
clients regarding employee issues with the ADA, FMLA and federal and state
wage and hour laws. (Harrisburg location)

RONALD T.TOMASKO is a partner at JSDC Law Offices. He focuses his practice
in labor and employment, workers’ compensation, Social Security, municipal
law and personal injury. Mr. Tomasko has spoken to or presented at many
employment law and workers' compensation conferences and seminars;
and served on various national and regional bar association’s employment
and workers' compensation divisions. (Harrisburg location)

Detailed biographies can be found on our website at www.nbi-sems.com.

Upgrade to an NBI Subscription and get this seminar FREE.
www.nbi-sems.com/subscriptions - 1-800-930-6182

ALLENTOWN — NOVEMBER 2

(Hotel located in Bethlehem)

Best Western Lehigh Valley Hotel

300 Gateway Drive, Bethlehem PA 18017
Phone: 610-866-5800

HARRISBURG — NOVEMBER 3

Best Western Premier Central Hotel & Conference Center
800 East Park Drive, Harrisburg PA 17111

Phone: 717-561-2800

WILKES-BARRE — NOVEMBER 4

Hilton Garden Inn Wilkes-Barre
242 Highland Park Boulevard, Wilkes-Barre PA 18702
Phone: 570-820-8595

SCHEDULE

Registration 830 —9:00am  $329 for the first registrant
Seminar  9:00am —4:30 pm  $319 for each additional registrant
Complimentary snacks and refreshments are provided. Lunch is on your own.

TUITION

Hardship tuition assistance is available. To apply, please call (800) 930-6182.

CAN'T ATTEND?

Obtain the benefits of today’s seminar by purchasing the audio CD and
course book, as it will be recorded in its entirety. Simply use the registration
form to pre-order yours today by checking the “Can’t Attend”box.

DIRECTIONS & PARKING
To obtain directions and parking information, please contact the
facility listed.

FREE REFERENCE BOOK

Human Resource Law From Start to Finish

Receive a comprehensive course book, included with your tuition,
which you can take back to your office and use as a reference.

CANCELLATION
Visit us on the web or call one of our customer service representatives
prior to the live program to learn more about your cancellation options.

THE NBI GUARANTEE

Your satisfaction is our guarantee! If you aren't satisfied with a seminar
or training resource, call or write us and we'll make it right. For shippable
product orders, please return the product within 60 days of the product

receipt and we are happy to refund the product price minus shipping costs.

*Pre-registration is encouraged. If you need to register at the door, you may wish to call us
first to confirm availability and to receive information regarding schedule or location changes.

ADDITIONAL
LEARNING OPPORTUNITIES

VIDEO WEBCASTS

Get your continuing education through streaming audio and video.
Follow along in the course book and submit questions electronically
for live responses!

Oct. 29 Drafting LLC Operating Agreements (70703)

Oct.30 Advanced Discovery in Divorce (70611)

Nov.5 Construction Contract Law From Start to Finish (71053)

Nov. 10 How to Get Your Social Media, Email and Text Evidence Admitted
(and Keep Theirs Out) (70945)

To register, visit us online at www.nbi-sems.com or call 800-930-6182.

TELECONFERENCES

Can't leave the office for an entire day?

You can still get the training you need. No need to leave the office,
relevant topics and convenient 1 to 2 hour sessions are rolled into one.

Oct. 22 Probate vs. Non-Probate Assets (70700)

Oct.27 Ultimate Guide to Skip Tracing (70615)

Oct. 28 Capital Gains Tax Planning for Estates, Trusts and Grantors
(70705)

Oct. 28 New Foreclosure Defense Under the CFPB -
The Latest Rules and Regs (70610)

Oct.29 Legal Ethics: Protecting Confidentiality (70701)

To register, visit us online at www.nbi-sems.com or call 800-930-6182.

CDs, DVDs & BOOKS

To order the course recordings and reference materials below, please order
online or call 800-930-6182. For more topics, visit www.nbi-sems.com

Audio CD & Course Book

CIVIL COURT JUDICIAL FORUM:

ADVANCED DISCOVERY AND TRIAL PRACTICE

© November 2014 (Product ID: 66474FP)

This unique resource will guide you in your future litigation efforts by sharing
the judges’ perspective on discovery and trial rules and practice. Gain practical
advice for likely scenarios, discover specific judges’ opinions and preferences,
and prevent common mistakes. Find out what judges think attorneys need to
keep in mind - order today!

By: Robert J. Foster and William A. Masters.

CD &Manual - $239  Manual - $99 (333 pages)

CLE Hours: 6.00 « Ethics Hours: 1.00 « Expire Date: 11/21/2015

Video DVD & Course Book

DESIGNING AND MAINTAINING EMPLOYEE BENEFIT PLAN DOCUMENTS
© April 2015 (Product ID: 68934FP)

How confident are you in your abilities to design and maintain employee benefit
plan documents? Are you able to skilfully navigate the intertwining of ERISA
and the Internal Revenue Code? Can you fully ensure plan documents comply
with HIPAA? In this informative overview, you will get answers to these questions
and more so you can provide your clients with rock-solid advice on the in's and out’s
of employee benefit plan documents. Take the confusion out of designing
and maintaining employee benefit plan documents - order today!

By: Darcy Hitesman, Peter M. Rosene, Michael T. Joliat and Pamela H. Nissen.

DVD & Manual - $229 Manual - $99 (293 pages)

CLE Hours: 6.00 « Ethics Hours: 1.00 « Expire Date: 4/10/2016

OnDEMAND & DOWNLOADABLE COURSES

Get instant access to the course you need and take it when it's convenient for you.
Thousands of recorded courses are

: ) ¥ S
available at www.nbi-sems.com. B El &
Just click to purchase, and startand stop o2 o 00 0ibemand Course Book
the course as your schedule allows. Downloads




. =Express Event Registration
Human Resource Law From Start to Finish Need to register quickly? Use the product code below to complete your

Express Event Registration online or via the phone.
Allentown: 70224 Harrisburg: 70226  Wilkes-Barre: 70227

Please check appropriate box: -OR- luwan;[j UNLIMITED CLE!
: i pgrade me to an:
] November 2 — Allentown, PA (70224) ww [ Essential Pas for §799
) — first registrant | NATIONAL
L] November 3 — Harrisburg, PA (70226) $319 — each adt'l registrant For more information: BUSI\]ESSI Non-Profit Org.
1 November 4 — Wilkes-Barre, PA (70227) 1-800-930-6182 or DLUNESS US. Postage
' www.nbi-sems.com/subscriptions INSTITUTE .. PAID
MAILTO: National Business Institute NBI, Inc.
Registration Form ( Hotorony this forn o S A Division of NBl, Inc. PHONE: (800) 930-6182
d (Please photocopy this form for multiple registrants.)
photecop N reaEe PO. Box 3067 FAX: 715-835-1405

Name Title Eau Claire, WI 54702 ONLINE: www.nbi-sems.com
NBI Subscription Holder? Enter Subscription # Here* E-mail

Company Name

Co. Size [ 25 [Je10 [J11-25 [] 26-50 [] 51-100 [] 100+

Address

City State Zip

Phone ( )

Payment Information
[] Check enclosed payable to National Business Institute ~ [_] MasterCard [ VISA [] American Express [] Discover

Key Code: CS

Card No. Exp. Date

Signature

D Please bill me. (If your organization requires a PO. please provide it.)

Can’'t Attend?

[] Check here to order the Audio CD & Course Book of this seminar for $329.

Please add $7.95 for shipping ($14 to AK, Hi or PR). Shipments to CA, CO, MN, NC, NE, NV, RI, SD, TX, WA and WI must also include sales tax.
Please provide street address. Allow 2 weeks following program date for delivery.





