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We’ve all heard the old adage: If it’s not
broke, don’t fix it. That may be true in many
circumstances, but how do you know if your
employee manual needs fixing? Employee
manuals are often overlooked, but as we
approach the beginning of a new year, it is an
ideal time to consider taking your employee
manual off the shelf and having knowledge-
able employment counsel review it to deter-
mine if changes in the law or new industry
regulations warrant any updates or revisions
to your existing policies.

Why Have an Employee Manual?

Employee manuals play an important
role in any employer’s business, whether large
or small. For employees, an employee manual
is a helpful resource that allows them to under-
stand and comply with employer expectations,
policies and practices. Employee manuals are
an invaluable tool for employers as well, both
from a management and a litigation perspec-
tive.

What Policies Should an Employee
Manual Contain?

The answer is: It depends. (A typical law-
yer answer, I know.) But employee manuals
are not one-size-fits-all. This is true for legal
and practical reasons. Employee handbooks
will vary from company to company depend-
ing on the employer’s size, location, industry
and corporate philosophies, among other fac-
tors. Some multi-jurisdictional
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requirements. Other employers may find it
advantageous to prepare separate manuals for
their management-level employees that are
more detailed than the employee manual pro-
vided to the company’s general workforce.

While employment laws vary from state
to state and employee manuals will vary
depending on the needs of the particular com-
pany, there are some policies that are gener-
ally advisable for all employers.

Disclaimers: In order to safeguard
the at-will employment relationship and to
avoid inadvertently creating an express or
implied employment contract, an employer
should make clear in its employee manual
that employment is at-will, that nothing in
the employee manual constitutes a contract of
employment or creates any specific contrac-
tual right or obligation between the employer
and any of its employees, and that the at-will
employment relationship can be modified
only in writing by specific individuals (e.g.,
the president or owner of the company).
Because an employer must be able to respond
flexibly to changing circumstances as they
arise, an employer should also make clear
that the guidelines contained in the employee
manual and any other practice of policy of
the employer, including compensation and
benefits, are subject to changes and exceptions
without prior notice, in the employer’s sole
discretion.

EEO /
Discrimination Policies: Equal Employment
Opportunity (EEO) and other policies pro-
hibiting sexual harassment and other forms of
illegal harassment and discrimination are not
only critical tools for preventing and ceasing
illegal workplace harassment, they also can
assist an employer in establishing affirma-
tive defenses to employee claims. Employers
should take care in crafting such policies,
however, as overly-broad policies — such as
those directing employees to report harass-
ment or discrimination to “any supervisor” —
can actually undermine an employer’s ability
to successfully defend against employee
claims in certain circumstances.

Privacy Policies: In order to access
and review employee email without

see HANDBOOKS page 12
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Office Professional

Accounting
Technical
Customer Service
Administrative

Telemarketing
Data Entry
Receptionist
General Office

Engineering

Call Us Today For Competitive Pricing
Mention This Ad And Receive
10% Off Your Order

Light Industrial
Assembly

Janitorial
Warehouse/Inventory
Welders
Shipping/Receiving
Production

Printing

Machine Operators

Food Services

Servers
Bartenders
Dishwashers
Concessions
Cooks/Chefs
Hostesses
Bussers
Cashiers

Salt Lake 3761 S. 700 E. Suite 200

Ph. 801.994.9494

West Jordan 6671 S. Redwood Rd. Suite 120 Ph. 801.305.0900

West Valley 3040 W. 3500 S. Suite B
Ogden 2036 Lincoln Ave. Suite 201
Orem 423 S. State Street

Ph. 801.417.8010
Ph. 801.334.0080
Ph. 801.417.8010

Call 801.994.9494 Or visit us (@ www.strategicstaffs.com
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Top Temporary Staffing Firms in Utah

Company Name
Address

Ranked by Number of Temps Assigned Per Week in Utah

Phone
Fax
Web

# of Temps
Assigned
per Week in
Utah

# of Full
Time Utah
Employees

# of Utah
Offices

Industries Served

Benefits Available

SOS Employment Group
2650 S. Decker Lake Blvd,
Ste. 500
Salt Lake City

801-484-4400
801-486-3131
sosemplomentgroup.
com

3191

2542

23

Accounting, finance,
administrative, customer
service, manufacturing,

production, oil & gas,

construction, renewal energy
and more

Medical, dental, vision, Rx,
life insurance, short-term
disability, 401k, opportunity
to earn paid time off and
referral bonuses

Strategic Staffing
A division of BBSI
3761 S.700 E
Salt Lake City

801-994-9494
801-994-9499
strategicstaffs.com

2710

35

Manufacturing,
administrative, call centers,
production, warehouse,
hospitality, accounting,
technical, engineering, and
professional direct hire

Vacation and holiday pay,
health, dental, vision, 401k,
direct deposit

Express Employment
Professional
521 E. 100 S. #100
Salt Lake City

801-521-4210
801-521-4355
expresspros.com

1500

28

All

Medical, dental, 401Kk, life

Synergy Staffing Partners
5578 S. Redwood Rd. S-B
Taylorsville

801-266-9675
801-665-1853
synergystaffing4u.com

1350

12

Administrative/clerical, light
industrial, manufacturing,
warehouse and professional
direct hire

Holiday, vacation pay,
discount medical

Apex Staffing, LLC
145 E. 1300 S. #103
Salt Lake City

801-596-8119
801-596-8108
apexjobs.net

220

Construction, manufacturing,
warehousing, production, call
center

DND

Utah Employment
Services
2292 S. Redwood Rd
West Valley City

801-978-0378
801-978-0374
utahemploy.com

220

Manufacturing, production,
construction, electrical,
engineers

Vacation, holiday, medical
insurance, direct deposit,
sick leave

Prince, Perelson &
Associates
2180 S. 1300 E. #350
Salt Lake City

801-532-1000
801-532-7676
perelson.com

150

22

Accounting & finance,
administrative, legal, sales
& marketing, information
technology, engineering-
permanent & temporary
services

Health, dental & vision
insurance, 401k

Kforce Inc.
1245 Brickyard Rd. #100
Salt Lake City

801-257-6800
801-257-6838
kforce.com

50-60

13

Technology skill sets within
any industry

Health, dental, vision, short
& long term disability, 401k,
stock purchase plan, PTO

Andersen Certified
Staffing, LLC
3098 S. Highland Dr. #260
Salt Lake City

801-463-7400
DND
andersenstaffing.com

Manufacturing, service,
financial, etc.
Specialists in accounting
staffing

Bonus

DND-= Did Not Disclose

N/A=
Please note that some firms chose not to respond, or failed to respond in time to our inquiries.
All rights reserved. Copyright 2012 by Enterprise Newspaper Group
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There is still time to have
your business included in
the 2012 Book of Lists.

For more information contact

Ann Johnson
801-533-0556 ex. 207
ann@slenterprise.com
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from page 9

running afoul of potential privacy issues,
employers should clearly state in their
employee manuals that employees have no
expectation of privacy to any information,
whether of a personal or business nature,
stored in any company computer, on any
company network or in any of the com-
pany’s other office equipment. Employers
should also make clear that this policy
applies to information stored in active,
archived or deleted files.

Handbook Acknowledgements: It is
doubtful that most employees will sit down
and read their employee manual with the
same zeal as they would the latest New
York Times bestseller. Some employees
may never read the employee manual at all.
Nevertheless, it is important, from a legal

perspective, for an employer to prepare and
obtain a signed acknowledgment that the
employee has received the employee man-
ual and understands certain basic aspects
about the manual. This includes that the
employee’s employment is at-will, modi-
fication of the at-will employment rela-
tionship is limited, the employee manual
does not create any contractual obligations
between the employer and employee, and
the employee has reviewed the compa-
ny’s sexual harassment and discrimination
policies and agrees to report any concerns
regarding harassment, discrimination or
retaliation as required by the policy. Such
signed acknowledgments should be kept in
the employee’s personnel file.

Other topics commonly addressed in
employee manuals include:

¢ Policy statements

* Employee attendance

* Employee leave

* Employee benefits

e Safety measures

¢ Disciplinary action

* Workplace violence

* Technology

* Social media

Why is Legal Review of an Employee
Manual Important?

The law is always changing and evolv-
ing, particularly in the area of employment.
And sometimes change can come from
unexpected places.

Take, for example, the National Labor
Relations Board’s (NLRB) recent increased
scrutiny of social media policies. As
employee use of social media has increased
in the workplace, employers have naturally
begun drafting policies to address employee
use of social media, as well as related
confidentiality and privacy concerns. The

PARR BROWN

GEE & LOVELESS

ATTORNEYS AT LAW

:Partne

IN TODAY'S EVER-CHANGING

Workplace

unnecessary risk.

Today’s workplace is a dynamic environment where change is the only constant.
Companies are continuously dealing with modifications in benefits, technology,
work environment, compensation packages, employment policies and more. Each
of these has legal implications, and staying connected with trusted legal advisors
on all employee and workplace issues is among the best New Year’s resolutions
you can make for your company.

As strong advocates for having policies in place before legal issues arise, Parr
Brown advises you to consult legal counsel to ensure your company avoids

185 South State Street, Suite 800 | Salt Lake City, UT 84111 | 801.532.7840 | www.parrbrown.com

NLRB, in turn, has focused its attention on
determining whether those policies reason-
ably could be construed to chill the exercise
of an employee’s protected rights under the
National Labor Relations Act. Some of the
seemingly common-sense policies deemed
unlawful by the NLRB just might surprise
you.

Legal counsel can help you stay abreast
of these types of legal changes and update
your policies to avoid potential legal pit-
falls. This article provides just a few ideas
of what should be included and considered,
but because technology, the workplace and
the legal landscape are always changing,
employers should have their own knowl-
edgeable employment legal counsel review
their employee handbooks every one to two
years for any necessary modifications or
revisions. Proactive and timely housekeep-
ing in this regard can spare an employer
potential grief (and costly litigation fees)
down the road.

Cheylynn Hayman is a shareholder and
a member of the litigation group at Parr
Brown Gee & Loveless, with an empha-
sis on employment law and employment
defense. She routinely assists large and
small employers in developing effec-
tive employment policies, procedures and
handbooks, among other employment and
litigation matters. Hayman also conducts
in-house training programs for supervisors
and employers on topics including hiring and
firing, disability accommodations, sexual
harassment and other forms of discrimina-
tion.
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Top Office Furniture Dealers in Utah

Ranked by Total Revenue 2012 Year to Date

Total
Revenue # of Full
2012 Year Time Utah
to Date Employees Products and
Services Offered
Phone Showroom # of Full
Company Name Fax Square Time Utah Other Notable Head of Local
Address Web Footage | Salespeople Notable Projects Information Operations
Boart Longyear, Davis
CCG Howells 801-359-6622 $16 million 65 County, AIphaGraphlcs, Commercial, reS|_dent|aI
. Natural History Museum, and resort furniture, Carmelle Jensen &
358 S. Rio Grande 801-359-6636 . ) .
. 10,000 U of U David Eccles design services, Jerry Howells Jr..
Salt Lake City ccghowells.com 10 . . ) .
School of Business, Provo| installation, warehousing
Marriott, Hogel Zoo
OP Dealer 801-973-8388 $9 million 20 Furniture sales, space
2612 S. 1030 W. 801-973-4220 DND planning, design and Andy Baldwin
Salt Lake City opdealer.com 3,500 10 relocation
Desks, credenzas, files,
Linda’s Furniture 801-487-3992 $1.5 million 10 Automobile dealerships bookcases, office chairs
3330 S. Highland Dr. 801-487-1422 attornev’s offices PS, (leather & fabric), lawyers Robert Slater
Salt Lake City lindasfurniture.com 31,000 5 y bookcases, waiting room
chairs
Varilease, KUTYV, .
Office Furniture Blowout 801-486-3500 $1.5 million 7 Sorenson, Novarad, New and used office
801-606-2801 . furniture, moving/
160 W. 2100 S. officefurnitureblowout Kennecott, City Creek, relocating services, design Mark Legones
Salt Lake City ' 35,000 3 JetBlue, Terra Tek, 9 ’ 9
com : : work
University of Nevada
Remanufactured and new
Office Systems Specialists 801-908-5286 $1.5 million 4 WJ Bradley, Response cubical. Quality pre-owned
3408 S. 1400 W. DND Marketing, Harmon Music, ’ cubic)llez Ronald De Klerk
Salt Lake City DND 2,000 30-40 Sum Products, Apria
Health Care
Complete
Remanufacturing Facility
Used and new office
. _ 801-809-4188 _ . furn.|ture, cubicle, desks,
Office Furniture Brokers DND $989,000 4 Health Equity, Trifecta chairs, conference room
1475 W. 9000 S. officefurniturebrokers Marketing, Listen Tech., tables Robert De Klerk
West Jordan com ' 20,000 1 BYU Hawaii
Everything sold at broker
pricing, below wholesale
. 801-485-3606 Multiple county libraries, Mission, Arts & Crafts,
SLEET Houge AT 801-485-8361 #800,000 € Unita County Courthouse, and Craftsman style .
2198 S. Highland Dr. . : . . L Jill Haskull
. sugarhousefurniture. Green River Wyoming | desks, office chairs, files,
Salt Lake City 3,500 3 f
com Judges Office bookcases and hutches
Used Herman Miller,
Steelcase, Haworth, Knoll,
Business Resources, Inc. 801-908-6200 DND 4 Tetra. Novell. IBM. G.E cubicles, desks, chairs,
1415 S. 700 W. #9 801-908-6202 Ca it:f:l| Mor ’an Sian.le. files, conference tables, Hal Brown
Salt Lake City brifurniture.com 15,000 2 preal, 9 y training room tables

In business for 28 years

DND= Did Not Disclose

N/A=
Please note that some firms chose not to respond, or failed to respond in time to our inquiries.
All rights reserved. Copyright 2012 by Enterprise Newspaper Group

Not Available




