
 
Employment Practices Seminar 
Tentative Agenda 
8:30 a.m. Significant Labor and Employment Law Developments 

Receive an overview of the most recent and significant labor law developments affecting public 
employers, learn of the changes you need to know now, and find out what you might expect to see in 
the near future. 

9:00 a.m. Understanding Your Personnel System 
 and Employee Handbook 

Discuss the importance of having a personnel system, learn the advantages and disadvantages of 
employee handbooks, and review in detail recommended policies. 

10:15 a.m. Break 
10:30 a.m. Personnel Systems and Employee Handbooks (continued) 
11:00 a.m. Hiring Practices 

Discuss the best hiring practices, including the proper classification (independent contractor or 
employee), advertising, employment applications, interviewing, reference checks and extending job 
offers. 

11:45 a.m. Lunch 
12:30 p.m. E-Verify and I-9 Compliance 

Review how to satisfy E-Verify obligations and ensure Form I-9 compliance. 
1:00 p.m. Pre/Post Employment Testing 

Discuss when employers should or should not, (or, can or cannot) require an employee to undergo a 
fitness for duty examination or other employment-related medical examination. 

 1:15 p.m. Performance Appraisals 
Discuss the importance of conducting performance appraisals and common errors made when 
completing them. 

1:30 p.m. Discipline and Discharge 
Outline the best practices to follow in order to limit liability when disciplining and discharging 
employees. 

1:45 p.m. Due Process 
Discuss how to determine if an employee is entitled to “due process” and how to satisfy due process 
obligations. 

2:00 p.m. Break 
2:15 p.m. Grievance Policy and Hearing Procedures 

Address the pros and cons of having a grievance policy and recommended grievance hearing 
procedures. 

2:30 p.m. Wage and Hour and 
 Required Workplace Posters 

Discuss how to comply with wage and hour laws, including the posting of required workplace posters. 
3:30 p.m. Family and Medical Leave Act 

Review FMLA coverage and eligibility requirements and employer obligations. 
4:00 p.m. Adjourn 


