Employment
Related Records
In lllinois

This cne-day seminar ls designed for human
redpurce managers, benslits administrators,
payroll professionals, combroflers, socountants,
CFOs, business amd olfice managers and
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8:30am.
l.

9:00am.
1.

Critical Issueson the Agenda

-9:00am.
Personnel Files
-Matthew D. Lahey

A. Documents That Should Be Included

B. Documents That Should Not Be Included
C. General Dos and Don't's Of Personnel Files
-10:15am.

Recordkeeping In The Hiring Process

-Ralph A. Morris

A. Applications And Resumes

B. Interview Notes And Records

C. Background And Reference Checks

D. Pre-Employment Testing

E. Offer Letter

F. 1-9s And Supporting Documentation

10:15am. - 10:25am.

BREAK

10:25am. - 12:00 p.m.

Employee Handbooks And Policy Manuals

-WiliamF. Dugan

Why Employers Of Every Size Need A Handbook
Lega Requirements

Policies Not To Forget
EmployeeAcknowledgments

Communication And Training Issues

moows

12:00 p.m. - 1:00 p.m.

1:00 p.m.
IV.

2:15 p.m.

2:25 p.m.

3:15 p.m.
VI.

LUNCH (On Your Own)

-2:15p.m.

Employment Investigations

-Ronald J. Passarelli and Renee L. Koehler
When To Start

Who IsYour Investigator?

The Hows Of Investigations
Employee Rights
Documentation And Follow-Up

moowmp

-2:25p.m.
BREAK

-3:15p.m.
Documenting Employee Conduct And Perfor mances
-Ronald J. Passarelli and Renee L. Koehler

A. How To Fairly Evaluate Employees

B. Consistent Discipline Practices

C. Sexual Harassment And Discrimination Claims
D. Working With Employee Concerns

- 4:30 p.m.

Employee Terminations
-Ronald J. Passarelli and Renee L. Koehler

A. Voluntary Resignation And Exit Interviews
B. Conducting The Termination Meeting

C. Job Reference And Recommendations

D Handling The Unemployment Claim

Lorman Education Services reserves the right to modify
the agenda and the faculty when circumstances are beyond our control.
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mHMAN‘ [*<] Mail: Detach or photocopy this panel and mail with payment information to: Lorman Education Services,
& PO. Box 509, Eau Claire, WI 54702-0509

| Eoucaion services S N Comglete this form, fax entire panel including payment information to (715)833-3953

el ol o v o 1 Phone: (888) 678-5565 (to register or for general questions)

“=. Internet: www.lorman.com Email: customer service@I|orman.com
If you need special accomodations, please contact us two weeks in advance of the program.

Seminar ID: 347810

Seminar Tuition  Includes manual

O $289for asingleregistrant O $279 each for two or more

Product Orders Pleaseallow four to six weeks after the date of the seminar for delivery.
O $309 CD/manual package O $89 manual only (Add $5 shipping/handling to product orders)

Names of Attendees (Please print or type)

1. Name Title
*E-mail

2. Name Title
*E-mail

3. Name Title
*E-mail

Firm Name
Address
State/Zip Telephone ( ) *Fax ( )

Approving Manager

Name Title

*Email

*PROVIDING YOUR FAX AND EMAIL CONSTITUTES AN EXPRESS INVITATION TO SEND
YOU FAX AND E-MAIL ADVERTISEMENTS ABOUT FUTURE LORMAN SEMINARS.

Method of Payment

O Check enclosed payable to Lorman Education Services
O Chargetocreditcaad__AE __ MC __VISA Signature

Card Number Exp. Date
© 2004 Lorman Education Services. All Rights Reserved. ID#347810




