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	11
	Making the Job Offer
– The Proper Sequence


The applicants have been processed, screened and interviewed.  It’s time to make an offer of employment to the best qualified candidate. 

" KEY POINT:  If a group is used to accept (or reject) candidates, be sure that the body is composed of diverse individuals.  If the group consists of people from only one gender or ethnic background, a rejected applicant may allege discrimination.

The act of procedure should be broken down into three distinct areas:

1. The Acknowledgement

2. Complete All Requisite Forms

3. Verify, Verify, Verify

1. The Acknowledgement

Make the moment a positive and memorable one by doing the following:

· Congratulate the applicant chosen.

· Acknowledge that the hiring process is a complicated one and that he or she “passed the test.”

· Let them know that the company is proud to extend an offer of employment, and wants him or her to be a part of the team.

Above all, make a serious attempt to establish a friendly relationship from day one.  Let the new hire feel excited, happy and ready to start work.

Welcome Package

Some companies prepare a welcome package for the new hire.  This package includes the job description, a brief history of the company, appropriate policies, mission/vision statement, and an orientation schedule.  Of course, these materials can also be given to the new hire during the orientation process.

Ask Again About Non-Compete Agreements

If this point was not covered in an interview, now is the time to make sure that the new hire will not be violation a non-compete agreementsxe "Non-Compete Agreement" he or she signed at other companies.  If the new hire previously worked for a competitor, do not hire this person until the paid employment period for the other company has ended. 

2. Complete All Requisite Forms

Upon hiring, a new employee should be required to complete the following forms:

· W-4 Payroll Form

· State New Hire Form

· Employee Data Sheet

· New Employee Record Chart

· Induction Form

Also, depending on the new hire position, your company may find that use of Confidentiality or Non-Compete Agreement is essential.

The W-4 Payroll Form

Be sure to verify that the same Social Security Number is used on the W-4 as recorded on the I-9 Form and that the employee entered the number of dependents he/she wishes to claim. 

State New Hire Form

A new-hire reporting requirement was hidden in the Personal Responsibility and Work Opportunity Action of 1996.  This statute requires all employers to report specific information on all new hires to a state agency without exception.  Each state then provides the information to the US Department of Health and Human Services (DHHS) for inclusion in a national database.  The main purpose of these provisions is to aid in the collection of child support monies that are owed by deadbeat parents. The information can also be used to identify workers’ compensation and employment insurance fraud.

Since each state is mandated to establish its own reporting system, as an employer you should contact your state government if you have not received a notice.  The DHHS web site at www.acf.dhhs.gov/programs/cse provides state agency contact phone numbers, frequently asked questions and policy requirements.

Essentially, the same information about your company and the new-hire normally found on a W-4 Form is the same information that is required by this statute.  The minimum time frame for reports is within 20 days of hire, but states can impose a shorter duration.  As with other employer requirements, it is clear that employers are subject to fines for failure to comply.

" KEY POINT:  No one escapes this requirement. Do not let new-hire reports slip through the cracks.

The forms to use for new hire reporting vary by state. Also, there are provisions for multi-state employers. To determine the requirements for a particular state, contact that state’s responsible agency directly (see below for a list of phone numbers) or through the Internet.  Typically, the agency responsible is that state’s department of wages or taxation, but other agencies may be involved.

If your company uses a payroll service, this service may be able to provide the necessary forms.

New Hire Reporting Offices

Alabama

334-353-8491

Alaska

907-269-6685

Arizona

888-282-2064

Arkansas

800-259-2095

California

916-657-0529

Colorado

800-696-1468

Connecticut

860-424-5044

Delaware

302-577-4815

D of Columbia
888-689-6088

Florida

888-854-4791

Georgia

888-541-0469

Guam


671-475-3360

Hawaii

888-317-9081

Idaho


800-627-3880

Illinois

800-327-4473

Indiana

800-437-9136

Iowa


515-281-5331

Kansas

888-219-7801

Kentucky

800-817-2262

Louisiana

888-223-1461

Maine


207-287-2886 

Maryland

888-634-4737

Massachusetts
800-332-2733 

Michigan

800-524-9846

Minnesota

800-672-4473

Mississippi

800-241-1330

Missouri

800-585-9234

Montana

888-866-0327

Nebraska

888-256-0293

Nevada

888-639-7241

New Hampshire
800-803-4485

New Jersey

888-624-6339

New Mexico

888-878-1607

New York

800-972-1233

North Carolina
888-514-4568

North Dakota

701-328-3582

Ohio


888-872-1490

Oklahoma

800-317-3785

Oregon

503-378-2868

Pennsylvania

888-724-4737

Puerto Rico

787-767-1500

Rhode Island

888-870-6461

South Carolina
888-454-5294

South Dakota

888-827-6078

Tennessee

888-715-2280

Texas


888-839-4473

Utah


801-526-4361

Vermont

800-786-3214

Virgin Islands

340-776-3700

Virginia

800-979-9014

Washington

800-562-0479

West Virginia

800-835-4683

Wisconsin

888-300-4473

Wyoming

800-970-9258

Employee Data Sheet

The Employee Data Sheet (see next page) should be completed as soon as possible after an applicant has accepted a position.  The Sheet provides information which may not be asked at the time of application, but which is necessary for internal record keeping and administration.  Personal information, such as date of birth and Social Security Number, is required for any death benefits and health insurance purposes.  Additionally, the same information may be required on a spouse and children in order to declare them as beneficiaries.  

Keep This Information Updated

The data on the Employee Data Sheet should be updated yearly.  Keeping abreast of employee status in areas such as marriage, dependents, addresses and telephone numbers is important. Changes in marital status may affect a benefit program or provide insight into an employee’s change in performance.  If an employee’s new address signifies that he or she has moved further away, an increase in travel time might explain a recent increase in tardiness.  Overall, being aware of personal developments can help an employer understand and deal with changes in an employee’s demeanor.

Employee Data Sheet

A full size version of the Employee Data Sheet Form is available in  the Appendix.
[image: image1.png]INDUCTION FORM

NAME: SS#:

CLOCK #: STARTING DATE:

JOB TITLE:

DEPT: SUPERVISOR:

COMPANY BENEFITS AND RULES

1. HOURS: AM/PM until AM/PM a lunch, and

two minute rest breaks, one at and one at . The regular
work week is ___to

2. TIME RECORDS: Punch only your own time card and in case of a mistake, take your card
IMMEDIATELY to the office. After seven minutes, employees are docked 15 minutes for

being late and repeated lateness is cause for discipline. If you are unable to come to work, call
(—)_ - before the start of your shift.

3. HOLIDAYS: New Years Day, Good Friday, Memorial Day, 4th of July,
Labor Day, Thanksgiving, Friday after Thanksgiving, and Christmas Day.

4. VACATIONS: You will earn of vacation for each

prior to up to a maximum of days.
years of service and weeks after

of employment
weeks after

years.

5. INSURANCE: The company provides insurance for all employ-
ees after of service. If you wish coverage for your eligible dependents, this
can be arranged through payroll deduction. After months, the company pro-
vide $ of life insurance and a weekly sick and accident insurance pro-

gram that pays a maximum of $ for 26 weeks after the first day of an acci-
dent and after the eighth day of illness.

If you have any questions at any time regarding your pay, benefits or job assignment,

please discuss it with your supervisor.
I have read and understand the information above.

DATE EMPLOYEE’S SIGNATURE

Witness:

Date Signature




xxx.
New Employee Record Chart

It is extremely important that a detailed report be kept of all employee data.  The New Employee Records Chart lists the forms that must be filled out when hired and beyond.  The form provides recruiters and personnel departments alike with the ability to ensure that the company’s post-hiring paperwork requirements are met.  A full size version of the New Employee Record Chart Form is available in the Appendix.
Note that this form does NOT require the signature of the new hire.

New Employee Record Chart
Employee  ____________________
Position  ___________________

Department  ___________________
Date Employed  _____________

The above new employee must have checked item(s) in file.

[image: image2.png]CONFIDENTIALITY AGREEMENT

In consideration of being employed by (Company), the
undersigned hereby agrees and acknowledges:

1. That during the course of my employ there may be disclosed to me certain trade
secrets of the Company; said trade secrets consisting of:

a) Technical information: Methods, processes, formulae, compositions, inventions,
machines, computer programs, and research projects.

b) Business information: ~Customer lists, pricing data, sources of supply, and
marketing, production, or merchandising systems or plans.

2. I shall not during, or at any time after the termination of my employment with the
Company, use for myself or others, or disclose or divulge to others any trade secrets,
confidential information, or any other data of the Company in violation of this agreement.

3. That upon the termination of my employ from the Company:

a) I shall return to the Company all documents relating to the Company, including but
not necessarily limited to: drawings, blueprints, reports, manuals, correspondence,
consumer lists, computer programs, and all other materials and all copies thereof
relating in any way to the Company’s business, or in any way obtained by me during
the course of my employ. I further agree that I shall not retain any copies of the
forgoing.

b) The Company may notify any future or prospective employer of the existence of
this agreement.

c) This agreement shall be binding upon me and my personal representatives and
successors in interest, and shall inure to the benefit of the Company, its successors,
and assigns.

d) The enforceability of any provision to this agreement shall not impair or affect
any other provision.

e) In the event of any breach of this agreement, the Company shall have full rights
to injunctive relief, in addition to any other existing rights, without requirement of
posting bond.

SIGNATURE

DATE



Document
Required
Completed

Employment Application
________
_________

Employee Data Sheet
________
_________

W-4
________
_________

I-9
________
_________

Induction Form
________
_________

Applicant Waiver Release
________
_________

Substance Abuse Test Consent
________
_________

Non-Compete Agreement
________
_________

Confidentiality Agreement
________
_________

____________________________________________________________ ____________________________________________________________

___________________

Supervisor     ___________________

Date

Induction Form

At the time of hire, it is a good practice to notify all employees the terms and conditions of their employment.  Even though the company may include this information in an employee booklet or handbook, use of the Induction Form provides a concise and memorable synopsis of key rules and benefits.

There are several advantages to using the Induction Form.  For instance, it eliminates confusion. When a supervisor “goes over” work hours, time keeping, holidays, vacations and other policies, the new employee often feels overwhelmed.  Sometimes he or she is required to absorb so much information at once that not all of it is remembered correctly later.  Misunderstandings develop, and then the employer must deal with a disgruntled employee.  The Induction Form covers areas of great concern to employees and provides them with a clear, concise way to refer back to this information.

A copy of the completed Induction Form should be given to the employee and one should be retained in the employer’s personnel file.  Keeping a copy on file should provide the proof necessary to resolve any misunderstandings should they arise.  A full size version of the Induction Form is available in the Appendix.

See Lesson 13 for more about bringing the new employee on board.

[image: image3.png]EMPLOYEE DATA SHEET

THE FOLLOWING INFORMATION IS NECESSARY TO MAINTAIN
COMPANY RECORDS ON ALL OUR EMPLOYEES

EMPLOYEE #: DEPARTMENT: DATE OF HIRE:

NAME:

ADDRESS:

HOME TELEPHONE NUMBER:

SOCIAL SECURITY #: DATE OF BIRTH:

RACE (PLEASE CIRCLE):

WHITE BLACK HISPANIC ASIAN AMERICAN INDIAN OTHER

ARE YOU A CITIZEN OF THE UNITED STATES? YES NO

ALIEN REGISTRATION #:

MARITAL STATUS: __ SINGLE ___ MARRIED —____DIVORCED

—LEGALLY SEPARATED —— WIDOWED

DATE OF MARRIAGE: SPOUSE’S NAME:

SPOUSE'’S SS#: SPOUSE’S DATE OF BIRTH:

CHILDREN:
NAME DATE OF BIRTH AGE SEX
NAME DATE OF BIRTH AGE SEX
NAME DATE OF BIRTH AGE SEX
NAME ' DATE OF BIRTH AGE SEX

WHO WOULD YOU LIKE US TO NOTIFY IN CASE OF EMERGENCY?

NAME: RELATIONSHIP:

ADDRESS:

TELLEPHONE NUMBER:






Using Confidentiality & Non-Compete Agreements

In every industry, employees have access to information that should be considered confidential.  With regard to confidentiality, new employees are often overlooked.  Entry-level recruits initially have minimal responsibilities, perhaps only handling mundane tasks, such as answering phones, typing and/or posting bills.  They seem to present no threat to a business.  Yet, while performing their duties, they may learn about customer lists, product costs, profit formulas, supply sources, trade secrets, business methods or confidential personnel information.  The potential for disaster on a company-wide level grows unless adequate precautions are taken to ensure that confidentiality is maintained.

Yet, before a company can begin to monitor confidentiality, it must address exactly what is and needs to be confidential.  When examining a particular subject, employers should ask:

· What if this information became public?

· What if this information was given to competitors?

· What effect would public/competitor knowledge have on the company?

The answers to these questions should provide a clear idea as to whether some form of confidentiality protection should be implemented.  Typically, this is accomplished through the use of an agreement.  Two such agreements have been provided within these pages.

The Confidentiality Agreement

A Confidentiality Agreement indicates that an employee has been notified has agreed to keep private the information that has been outlined in the pages that accompany the agreement.

The Non-Compete Agreement

A Non-Compete Agreement is used to prevent an employee from working for a company that is in the same business. The agreement can be written for a prescribed period of time.  Typical time frames range from one to five years.  Non-compete agreements often include restrictions regarding a specific area, region or number of miles from the employer.

Proper Use and Enforcement

Enforcing these agreements can be expensive and problematic depending upon the nature of the business and the terms of the agreement.  Regardless, the use of such agreements represents a documented attempt to notify employees of company policy and to protect the integrity of the organization.

The typical practice is to assign a business attorney to tailor these agreements to meet your company’s needs.  Regulations governing the use and enforceability of such agreements vary, and are beyond the scope of this book.  Nonetheless, signed copies of these agreements should be maintained for each employee.  Likewise, the agreements should be updated yearly by having the employee initial and date the original.

Without the presence and proper use of these agreements, employees can justifiably claim that they did nothing wrong when they merely “passed on” information to someone else.  They can also deny any verbal agreements of confidentiality.  In other words, employers should not assume that every employee automatically agrees on what is confidential and what is not.  Rather, the employer should make it exceedingly clear what is public and what is private.  At the very least, these agreements are simple proof that such efforts have been taken.

Confidentiality Agreement

A full size version of the Confidentiality Agreement Form is available in the Appendix.


Non-Compete Agreement

A full size version of the General Non-Compete Agreement Form is available in the Appendix.


3. Verify, Verify, Verify

This is also the time for your final check by verifying this information against the information provided in the application and found during the screening process. 

" KEY POINT:  The various induction forms should be matched against the information given in the application and waiver forms. Do the Social Security Numbers match? How about the address and phone number? Taking this extra step can catch a liar before he or she enters your workplace!

For those employers who do not do a background search (shame on you), this is the last chance to defuse a possible unwanted situation should the new hire not be the same person as presented on the application.

Candidates may provide legitimate identifiers during the application process, especially when they know the employer will conduct a background investigation.  Once they are to be hired, the money they will now earn may generate a different mindset.  It is important to realize that applicants, especially those with something to hide, are schooled on how to avoid getting caught.  They already know most employers do not compare their answers. They have been through the hiring process before, some of them many, many times.  If they change one digit on transpose two digits on their Social Security Number, the W-4 or new hire report won’t catch them. This is especially true if they owe money for child support or the Internal Revenue Service, or if they are a fugitive felon or in violation of parole or probation. Once hired, these people may not care what appears in their personnel file if they feel the employer will not check the information provided at this stage against the information on the application forms.  Perhaps this sounds far-fetched, but the reality of this happening far exceeds your chances of winning the lottery.  So, don’t be duped, double check. 

Lesson Summary:

· The act of procedure should be broken down into three distinct areas:

· The Acknowledgement

· Complete All Requisite Forms

· Verify, Verify, Verify

· Upon hiring, a new employee should be required to complete the following forms:

· W-4 Payroll Form

· State New Hire Form

· Employee Data Sheet

· New Employee Record Chart

· Induction Form

· Also, depending on the new hire position, your company may find that use of Confidentiality or Non-Compete Agreements is essential.

· This is also the time for your final security checks by verifying any new information against the information provided to you in the application and used for the screening process.  The various induction forms should be matched against the information given in the application and waiver forms.

Recommended Resources:

www.acf.dhhs.gov/programs/cse

The Federal Office of Child Support Enforcement provides state agency contact phone numbers, frequently asked questions and policy requirements for the mandated New Hire Form.

www.hrtools.com/frames.asp

Click on the “New Hires” button for articles and reference. This will also lead you to a map with state links to web pages where you may download the above-mentioned form.

This information is necessary for benefits and deductions. It is best to update this information annually.





You may want the employee to initial receipt and completion of all these documents.








General Non-Compete Agreement


 


For good consideration and as an inducement for _____________________ (Company), to employ ________________________ (Employee), the undersigned employee hereby agrees not to directly or indirectly compete with the business of the Company during the period of ___________ years following termination of employment and notwithstanding the cause of reason for termination.





The term "not to compete" as used herein shall mean that the Employee shall not own, operate, consult to, or be employed by any firm in a business substantially similar to or competitive with the present business of the Company or such business activity in which the Company may engage during the term of employment.





The Employee acknowledges that the Company shall or may in reliance of this agreement provide Employee access to trade secrets, customers, and other confidential data and that the provisions of this agreement are reasonably necessary to protect the Company.





This agreement shall be binding upon and inure to the benefit of the parties, their successors, assigns, and personal representatives.














Signed under seal this ______________ day of ________________, 20______.











__________________________________________


Company











__________________________________________


Employee








