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November 11th
Awesome Women
Event
If you're interested in seeing and
hearing a different side of the many
programs I offer, please sign up for
this exciting event. I'll be presenting
one of my musical keynotes where I
speak, sing and play the piano:
FIND YOUR VOICE AND SING
YOUR HEART OUT

Offer Letter Do's and Don'ts
In the past few months, I've had contact with several clients who
were opening the door to creating employment contracts with
employees rather than merely welcoming them to their
organization with an offer letter.
Let's discuss what some of the real problems could be with
offer letters. One problem would be that you promise
employees "lifetime" employment. Since no one ever wants to
make this type of commitment, be aware of the following:
Don't tell employees that you wish them a long successful career with your
company. While it sounds nice and welcoming, what happens when you
discover in their third month of employment that they are not capable of
performing the job? Terminating them would contradict your promise of a
"long successful career." Instead, wish them success as part of the team but never add anything that directly or indirectly implies length of
employment.

The concept of finding one's voice
sounds so simple, yet we all know
that it requires a process of selfreflection, self-acceptance and selfcelebration. I take finding your voice
literally. Experience my unique
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interweaving of message and song
to help you identify your gifts,
celebrate of them to the fullest, and
uncover new and exciting ways to
integrate them in your life. This
program will leave you singing a new
tune about your discovering and
owning the power of your personal
voice.
The event is from 5:30 - 9:00 at
Country Inn and Suites at 5120
American Blvd West in
Bloomington.
The cost is $45 (including dinner)
and you register by contacting
Teena Dietz at
952-826-9042 or
teena@intentionalserenity.com
It will be a great evening to meet
women from around the cities as
well as to relax and enjoy this fun
concert - presentation. I've spent the
past month selecting the best
songs for this event.
I sure hope you can join the fun!

NEW EEO REQUIREMENTS
With the new Genetic Information
Nondiscrimination Act (GINA)
becoming effective on November 21,
2009, employers need to update
their EEO policies to add “genetic
information” to the list of protected
open in browser PRO version

employment.
Don't talk about a probationary period turning into permanent employment.
This language is more union-directed and may not reflect of your status as an
employment-at-will employer. You're better off talking about becoming a
"regular" employee after completing an "introductory" or "orientation" period.
Be sure your employment offer letter always includes an employment-at-will
clause. While it doesn't sound welcoming, it's the most important part of your
offer letter. The clause should state: As with all Company employees, your
employment is not for a specific term and may be terminated by you or by
Company with or without cause, at any time and for any reason.
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So What Should You Include In An Offer Letter?
1. A warm welcome paragraph including their job title and who they report to.
2. You could highlight their job responsibilities and/or include an attached job
description. Be sure that the job description lists "other duties as assigned." You
may also want to add their basic work hours.
3. Compensation: If they're an hourly/non-exempt employee, present the wage in
hourly terms. If they're a salaried/exempt employee, present their wage per pay
period. Do not tell them that their annual salary is $xx,xxx - although you can state
that it is "annualized to $xx,xxx." This avoids guaranteeing them 12 months of pay
when they work fewer months.
4. Noncompete Agreements: In order for these agreements to be enforceable, they
must be discussed with the employee prior to the offer of employment. So, if you've
discussed the agreement with the candidate, you should include the agreement
with the offer letter.
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classifications.
Also, this is one of those rare times
when you receive a notice form your
HR Poster provider where your
posters actually DO need to be
updated. Here’s a link to the
EEOC.
http://www.eeoc.gov/posterform.html
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6. An outline of Insured Benefits is common. Most candidates want to know when
their coverage will begin. Just be sure to state that the details of the benefits are
included in the benefits plan documents.
7. An outline of Time Off Benefits is also common. The same applies as in #5
above, be sure to reference your employee handbook for the details of the
benefits.

Quick Links...

If you're not
having fun
with your
human resources,
call Arlene today
at 952-996-0975

5. Confidentiality Agreement: If this is also a requirement of employment, then
include this agreement with the offer letter.

8. Many letters include I-9 requirements and a reminder to employees to bring their
identification with them.
9. Orientation and first-day reporting details are always useful in this letter. That
way the new employee arrives at the right time and asks for the right person.
It's also nice to follow up the offer letter with with a phone call to confirm that the
candidates received the letter and to answer any other questions they may have.
That personal touch goes far when someone is determining whether to join your
company.
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About Arlene Vernon
Arlene Vernon, PHR, partners with small businesses as their Human Resource
Xpert to create their HR systems and solve their HR problems.
If you have gaps in your HR operation, have an employee problem to solve, or want
to enhance your managers' skills, call Arlene today. Learn how HRx can save you
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time and help you avoid costly HR mistakes. HRx, Inc., Eden Prairie, MN 55344,
952-996-0975, www.HRxcellence.com. Arlene@ArleneVernon.com
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Subscriber Info
HRx, Inc. respects your privacy and does not give out or sell subscriber names and/or
e-mail addresses. Feel free to pass this newsletter to your friends and colleagues as
long as the entire newsletter is kept intact. If this newsletter has been forwarded to
you, please sign up to receive your own copy. If you wish to be taken off this list simply
send an email.

Share This Article
This article is available for your use or reprinting in web sites or company
communications with the agreement that Arlene's biographical information above and
a link to her website is included with the article.
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