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HUMAN RESOURCE MANAGEMENT IN THE SMALL LAW OFFICE

If, as Abraham Lincoln said, “time is the lawyer’s only stock in trade,” then we must utilize our time most efficiently in order to make a living.  The efficient use of time means the efficient use of people.  While there are some lawyers who have developed systems that allow them to do almost everything themselves, most of us use associates, paralegals, secretaries, law clerks and runners to leverage our time and our resources.  Some of the functions of running the office are best left to assistants and employees.  In my own office, if I tried to field and answer each question from just the phone calls each day, I would have no time to do anything else. 


Recruiting, training, managing and adequately compensating employees is critical in maintaining an efficient and effective practice.  Each of these parts of the employer function needs to given considerartion and planned.  In today’s world, the idea of a Della Street for each of us Perry Masons is not a realistic expectation.  Secreataries, paralegals, associates and even partners regularly move from one firm to another.  That is one reason that having systems for the employer function in place is so important.  You do not want to have to reinvent the wheel each time an employee leaves or a new person is hired.  As with so much of law office management, consistent policies, procedures, and forms can make the human resource management part of running your small law office so much easier.

In this section of the program, we will look at some policies and procedures that I have used, some successfully and some unsuccessfully, in the employer function of 
law office management.  So as to give you some perspective, I currently employ one associate attorney and one paralegal full-time.  I also employ  on a part-time basis, one law clerk, one runner / file clerk, and one investigator.  I have a practice that concentrates in the areas of personal injury, consumer class actions, juvenile law and criminal defense.  We also represent credit unions and small businesses in loan closings and collections law.  In the past, I have had as many as two other lawyers, two full-time secretaries, one paralegal, one receptionist and a couple of law clerks and runners.

The Team Approach To Practice
I have found that the team approach to practicing law and serving clients is best.   When we take in a case or a new client, I emphasize that to the client.  The office as a whole has clients and cases.  In the past, I have seen lawyers in the same firm become overly possessive of their individual clients so as to miss opportunities for cross-marketing of other services the firm could provide.  I have even seen situations where, because of compensation systems based on individual productivity, associates and even partners were more interested in their individual billable hours or bringing in one big client than the overall financial success of the firm.  I have therefore found it better in the situation where every case is “our case” and every client is “our client.”  

Clients like the team approach.  If they can talk to my paralegal on the phone and know that she knows as much (or more) about their case as I do, then they are happy speaking with her to get a case update or having her call them back with the 
answer to a question after she speaks with me.  This greatly frees my time to handle other aspects of the case.

If you use the team approach, then introduce the client to the members of the team.  I find it helpful at the initial client conference to bring in my paralegal and / or my associate and let the client meet them.  I also think it makes the employee feel important.  This is a effective (and very inexpensive)  way to gain the loyalty and maintain the interest of the employee. The client is told that they can call my paralegal or my associate and that the client should feel comfortable talking to the paralegal or the associate if I am not personally available when they want an update or have a question.

Policies and Procedures Manuals   
Most large firms have a Policy and Procedure Manual, an Employee Manual, a Standard Operating Procedures Manual or some other written collection of guidelines that the firm operates by.  We advise our clients, even small business owners, to develop such policies.  Unfortunately, many of us in small firms do not follow our own advice.  When situations develop that are new to a particular employee, they don’t know how to handle it.  When more than one person is dealing with the same situation, there are differences in approach.  Employees don’t know when they can take off.  Clerks have to figure out the filing system.  If a client wants certain documents out of the file, someone has to track down the attorney handling the file who then has to interrupt the managing partner to determine what the client can have.   When a client wants to use the private office of his attorney to make a telephone call, a receptionist has to wing it 
and make the decision.  These scenarios can be avoided by taking the time to develop a Policies and Procedures Manual.  The time it takes to develop such  manual will be more than made up for by time saved in dealing with situations as they arise that your employees do not know haw to handle.  

A Policies and Procedures Manual can contain several types of information that makes employees feel more comfortable in handling different situations.  It can also spell out the firm’s policies with regard to vacation, sick leave, compensation, personal use of computers, confidentiality and other matters related to your employer function.  Obviously different firms will have different items that they want to include in the manual.  The manual may be very detailed or much broader.  The important things, however, are: 1) have a manual, 2) make employees aware of the manual, 3) keep the manual updated, and 4) GO BY THE MANUAL.

Going by the manual is important.  Having represented many plaintiffs in employment discrimination cases, I learned long ago that an employee handbook or manual usually becomes a part of the employer’s “contract” with the employee.  If you establish a policy you should have a reason for dsoing so and once established, the policy should be followed until it is officially changed. 

Once an area that would never have been thought about by even large firms, Courts have held that employment law principles (ADEA, Title VII, Wage and Hour Standards)  apply to associate attorneys and even partners.  It is therefore ever more important to have your basic employee policies set out in a written a manual that your employees have copies of and know will be followed.
The items to be covered in a Policies and Procedures Manual will vary from firm to firm.  It is suggested that the following items be included in such a manual:

1. Vacation, Sick Leave and Time Off
2. Use of Firm Resources

3. Health Insurance and Other Benefits

4. EEO  / Sexual Harassment Policies

5. Smoking Policies 

6. Confidentiality

7. Office Accounting Procedures (Receipts, Deposits, Check Signing Authority)

8. Telephone Procedures (How to Answer, Taking Messages, Call-Back Guidelines)

9. Office Filing Procedure

10. Office Calendaring / Docketing Systems
As you can see, the first few of these are items that deal with the employer / employee relationship.  The last items are those that deal with how your particular office operates.  Both of these areas are important.


Of course, there are many other specific areas that can be included in your Policies and Procedures Manual.  Sometimes fee schedules for routine services are included.  Names and addresses of usual venders might be included.  Sometimes forms typically used for particular matters with a reference to the location of the forms (usually by reference to where they are on the firm’s computer system) are a part of an 
office manual.  If there is a specific division of duties, such as between receiving and receipting  payments and making deposits, these should be outlined in the manual.  

Examples of specific policies are included in the appendix to this section.  You can find software that will prepare the manual for you.   You can also download policies on certain maters from online sources.  One of the best resources for Alabama Atorneys is the State Bar’s Practice Management Assistance Program (P-MAP).  This can be accessed through the Alabama Bar website.  Brochures, manuals and articles are available for download. 
Hiring and Firing
The hiring and firing process is, for many of us, one of the least favorite parts of law office management.  The investment that you end up putting into training a new employee and the difference that the right employee versus the wrong employee can make to your practice, both from the standpoint of  efficiency and from the standpoint of a pleasant working environment, make the hiring  a critical step in the employer function.

There are many sources of employee references.  For associate attorneys, the obvious starting point is the Placement Office of the Law Schools.  The law schools will allow you to place ads on employment opportunity bulletin boards.  Relationships that you have developed with professors and placement staff at your law school can be extremely important.  Those who know you, your personality and your practice are in a much better position to make informed recommendations of recent graduates or current 
students to you.  Of course, a program similar teo the summer associate programs that many of the larger firms conduct is an excellent way to see if potential associates are a good fit. Unfortunately, many of us in small firms may not have the resources to hire more that one law clerk.  Don’t overlook those resumes that you always get from graduating law students.  File them away if you are not in a hiring position right now.  They are excellent starting points when you do need a new lawyer.

Hiring or non-lawyer staff is, in my opinion, just as crucial as hiring an Associate or taking on a Partner.  The sources of candidates, however, may not be as reliable.  When my legal assistant left after 13 years to go into business with a fried in the mortgage brokerage and loan closing area, I found my self placing an ad in the local newspaper. Advertising for a legal secretary or paralegal “with experience in litigation”  produced resumes running the full gambit from having no degree or certificate and working in a business that was sued once to someone with 25 years experience in the litigation section of large law firms.   If you are going to advertise, 1)be specific about the job requirements and 2) be prepared to cull out  a lot of resumes.

Perhaps a better source of non-lawyer employee candidates is  other lawyers.  I often see postings on list-serv or practice interest groups of a fellow lawyer who knows of a paralegal who is looking for a position.  Other sources include paralegal or legal secretary programs at local colleges or junior colleges and listings in professional  journals such as Legal Assistant Today or Facts and Findings (published by the National Association of Legal Assistants) .    
An accurate and detailed job description can be helpful in the hiring process both to you as the employer and to the employee candidate.  It can be the focus of discussion in the interview.  A suggestion that has been made is to send out the written job description to those candidates that you intend to interview and ask them to be prepared to discuss it at the interview.  
Use of tests can be helpful, although this is probably of more use with the beginning level employee or for a more traditional legal secretary who will do mostly secretarial duties.  In small firms, our assisants, regadless of what we call them, usually do many different tasks.  They often function as secretaries, paralegals, receptionists and bookkeepers.  Of course, there are many persons who could do one or two of these tasks just fine but are woefully deficit in the other areas.  It is your job to first determine what you want your employee to do. Then construct your job description and use the interview and reference checking process to determine if the job description and the candidate are a good fit.  

Naturally, experience and training are important.  However, personalities are also important when you run a small firm.  I think it is important for a potential employee to meet other members of your team during the interview and selection process to see if the person “fits in.”  There might be “bad vibes” or other indescribable and intangible things that a current employee picks up on that could make a difference as to whether your prospective employee will be a productive member of your team.  In all situations, anyone who will be supervising the new employee (including other 
lawyers if the employee will be working with them also) should participate in meeting the person during the selection process.
Once the employee is hired, you or your office manager has the responsibility of being sure all the personnel forms are completed and an employee file is set up.  There should be an employee file for each employee and these files should be kept in a place with limited access by other employees.  There should be some memorandum or other writing that set out the basics such as hours, rate of pay, eligibility for benefits, etc.  Since Alabam is an “Employment at Will” state, you do not want to unknowingly create  a Contract of Employment” without reciting that the employee may be terminated for any reason or no reason (“with or without cause”).  Remember, you and your firm are subject to the same employment laws as other employers.

There are software programs that can be used to handle the employer function for you. Some are comprehensive and integrate with time-clocks and payroll check processing.  Others are simpler, giving you the basic forms you need in a fill in the blank format.  It is suggested that you either use a program with payroll and tax accounting built in such as Quickbooks or outsource your payroll processing.  State Taxes, FICA, Federal withholding, unemployment taxes and assessments, and garnishments can become daunting if you are doing these by hand each pay period. 

Unless you are the luckiest person and the most astute employer, you will eventually be faced with the need to terminate an employee.  This is never pleasant and lawyers and other small business owners sometimes put it off until what could have been  and should have been a pure business decision becomes a personal ordeal for 
everyone in the office. If your efficiency and effectiveness is suffering or if your clients perceive a problem, then you most act as swiftly as possible.  Perhaps because we do so often work closely as team members and end up putting our emotions (those of both lawyer and her/his employees) into a case, we tend to let problems drag out.  This is not good business and ultimately, is not good employee relations.
When you have to terminate an employee, do it as respectfully as possible but realize that there will most assuredly be hard feelings.  In a small law office where all matters are confidential and where each employee knows what is going on in most of the firm’s cases, a quick clean severing of the relationship is probably best.  Pay the employee for an extra week if you have to rather than have them work that week and sabotage who knows what at the firm. 
When an employee leaves, whether by termination or voluntarily,  you should consider changing all passwords and access codes to your computer data.  Do it immediately and without exception. Of course, all keys and firm equipment should be turned in.

General Tips on Human Resource Management

Here are some general guidelines for fulfilling your employer function in the small law firm:

Document your employees’ files.
Do periodic reviews with the employee of his/her job performance.
Recognize accomplishments.
Discuss problems.  
Be sure that the employee’s compensation reflects the employee’s value to your firm.  
Be sure the employee feels comfortable asking you or someone else in the firm how to do a new task.
Take an interest in the employee’s family and interests, but be careful not to become overly involved.
Remember that all members of your team want to feel valued.  You can use praise, inexpensive incentives and increased responsibilities to keep your employees happy.  These items are sometimes as important as an increase in compensation.
APPENDIX 1 – SAMPLE EMPLOYEE POLICIES

Holiday/Vacation Policy

Annual Holidays

Law Offices of James D. Smith, LLC observes the following holidays:

· New Year's Day

· Federal Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· Friday after Thanksgiving

· Christmas Eve

· Christmas Day

· One additional Floating Holiday during the Christmas / New Year’s season

· One Floating Holiday 

· Personal Holiday

Paid Holidays

All full-time employees will receive holiday pay of eight straight time hours at their regular rate, provided the following conditions are satisfied:

1.
Work a full shift on the employee's last scheduled work shift prior to the paid holiday.

2.
Work a full shift on the employee's first scheduled work shift following the holiday.

3.
Should the employee be unable to work either of these two days because of illness, proof of illness will be required in order to qualify for the paid holiday.

Holiday pay will not be paid if:

1.
The employee has been on the payroll for less than 90 days.

2.
The employee is on lay-off status.

3.
The employee is a temporary or seasonal employee.

4.
The employee is on leave of absence when the holiday occurs.

5.
The employee is requested to work during a paid holiday and the employee refuses to do so.

Employees who are requested to work during a paid holiday will receive holiday pay plus regular pay.

Paid Holidays During Vacations and Weekends

If a holiday occurs during the employee's vacation, the employee's vacation will be extended by the number of holidays falling during the vacation period or an equal number of vacation days will be carried forward for future use.

If any scheduled paid holiday falls on a Saturday, the holiday will usually be observed on the preceding Friday. If the holiday falls on a Sunday, the following Monday will usually be observed as the holiday.

Overtime

Holidays are not considered a day worked for purposes of calculating overtime unless work is actually performed.

Floating Holidays

In addition to the named holidays for which eligible employees will receive paid time off, Law Offices of James D. Smith, LLC will schedule two floating holidays each year. One such Floating Holiday will be scheduled so as to provide eligible employees with an extended weekend by combining it with named holidays.  The other Floating Holiday will be scheduled during the Christmas / New year’s period so as to provide an additional extended weekend during this period.

At the beginning of each calendar year, the employee will receive a complete schedule of paid holidays, including paid floating holidays.

Personal Holidays

In addition to scheduled paid holidays, eligible employees are given one additional floating holiday annually to be used as personal time off. Before scheduling a personal holiday, the employee must obtain approval. Requests for personal holidays must be made in writing not less than 10 days in advance of the requested date. 

Religious Holidays

Law Offices of James D. Smith recognizes that there may be religious holidays (other than those already designated at holidays) that employees would like to observe. It may be possible to arrange these holidays as scheduled days off, authorized absences without pay or personal time off. Requests for time off to observe religious holidays must be approved.

Vacation Time

At the end of the employee's first year as a full-time employee of Law Offices of James D. Smith, LLC, an employee is entitled to five days of paid vacation. The employee's vacation days increase to ten days after five years of continuous employment with Law Offices of James D. Smith, LLC, 15 days after 15 years of continuous employment with Law Offices of James D. Smith, LLC,  and 20 days after 20 years of continuous employment with Law Offices of James D. Smith, LLC .

Vacation time may be taken in increments of one full day but in all cases must be prescheduled and preapproved.  One-half of the vacation days that an employee is entitled to may be carried over to the following year, but must be used before the end of  the year after they are accrued.

Law Offices of James D. Smith, LLC provides paid vacation time for part-time employees in proportion to the part-time employee’s weekly work hours to full-time (40) weekly work hours.

Vacation Pay

Vacation pay is the employee's regular rate of pay, excluding overtime or holiday premiums. If the employee's regular rate of pay varies from week to week, the employee's vacation pay will equal the employee's average weekly hours or scheduled hours in the previous calendar quarter not to exceed 40 hours.

Pay will not be granted in lieu of vacation time not taken.

Scheduling Vacations

Law Offices of James D. Smith, LLC will attempt to grant all employees vacation at the time they desire to take it. However, Law Offices of James D. Smith, LLC must maintain adequate staffing at all times. Therefore, vacations must be scheduled in advance and with prior written approval.

Where conflicts develop, they will be resolved as fairly as possible. Preference will be given to the more senior employee, the employee who can demonstrate the greater need for vacation at the conflicting time or the employee who makes the earliest request.

Holiday or Illness During Vacation

When a holiday occurs during the employee's vacation time, the employee will still receive pay for the holiday in addition to the employee's vacation pay or the employee may select another day off.

If the employee is hospitalized while on vacation, the time from the date of the employee's hospitalization until the employee's doctor releases the employee may, at the employee's option, be charged against the employee's short term disability benefits, rather than the employee's vacation time. If this happens, the employee must notify Law Offices of James D. Smith, LLC. If the employee becomes ill while on vacation, but the employee is not hospitalized, the employee's absence is charged against vacation time.

Termination and Vacation Pay

When employment ends for any reason, vacation time earned but not taken by the employee will be included in the employee's final paycheck.  At the same time, vacation time taken in advance will be deducted from the final paycheck.

Funeral Leave Policy

Salaried Employees

The purpose of funeral leave is to provide you with time to attend the funeral of a member of your family and to handle personal affairs without disrupting your income.  Only permanent full-time employees are eligible for funeral leave benefits, and the benefits become effective after you complete your training and adjustment period.

Time allowed:  You may be granted up to a three-day leave (three consecutive working days) with pay in the event of the death of an immediate family member.

Definition of immediate family member:  The term immediate family member is defined as:

· Brother

· Child

· Father

· Father-in-law

· Husband

· Mother

· Mother-in-law

· Sister

· Stepbrother

· Stepchild

· Stepfather

· Stepmother

· Stepsister

· Wife

Funeral pay:  Your funeral leave pay will be figured at your regular rate of pay.

Leave without pay:  If you are not eligible for funeral leave with pay, you may be given time off without pay in case of a death in the family.  Time off without pay may be arranged to attend the funeral of a close friend.  Each day off will be counted as an absence without pay.

Forfeiture: You forfeit your rights to funeral leave benefits if you terminate employment before returning to your assigned position to work at least one workday after you have used funeral leave benefits.

When you are granted funeral leave benefits, it is mandatory that you attend the funeral of the relative for whom such funeral leave was requested.  We reserve the right to ask you to supply the name and relationship of the deceased and the name of the funeral home that handled the arrangements.

Hourly Employees

All hourly employees, subject to the conditions below, will receive funeral leave in the event of a death in their immediate family.  The employee will be compensated for his scheduled work hours from which he is absent due to the funeral leave, not exceeding eight hours each day, at his regular basic straight time hourly rate.

The following points will be considered in determining whether an employee will receive pay for funeral leave:

· Employee has to have been continuously employed for 90 days prior to the death of someone in his immediate family.

· Immediate family is defined as spouse, child, parent, brother, or sister of the employee.

· Funeral leave will be granted from work for three consecutive days, including the day of the funeral, but limited to one day following day of funeral.

· The funeral allowance will be paid only for scheduled work time lost and will not be counted in computing overtime.

· No funeral allowance will be paid unless the employee gives reasonable prior notice of his intended absence from scheduled work and the time and date he intends to return to work.

· No funeral allowance will be paid if the employee does not attend the funeral.

· Promptly upon return to work, the employee must apply for the funeral allowance.  Proof of relationship to the deceased may be required.

Sick Leave Policy

Pay for Illness

Employees will become eligible to participate in the paid time for illness program as follows:

· if employed prior to July 1, employees will be allowed up to 6 days in the following year

· if employed between July 1 and December 31, employees will be allowed up to 3 days in the following year, and up to six days in the succeeding years.

In addition to illness, sick leave may also be granted for medical, dental, or optical examinations or when a member of your household requires your personal care and attention due to illness.

Pay and benefits during sick leave.  Illness pay will be based on a regular eight-hour day at straight time and at the employee’s base rate.  Illness absence of less than three hours in a day will not be considered for payment.  Saturdays, Sundays, daily overtime hours, paid holidays, and paid vacation time are excluded as time for which payment will be made under this program.

Certification of illness.  Certification of illness by a physician will not normally be required to qualify for payment under this program.

Effect on performance.  While the company pays you for authorized sick days, we expect you to be honest with us in taking days off only when you are actually ill.  Any abuse of this benefit will be taken into account in evaluations of your performance.  The company reserves the right to require a statement from your doctor.

At termination.  When termination of employment occurs, no payment for sick leave will be made.

Accrual of Sick Leave

Starting with the first day of employment, sick leave will accumulate at the rate of one-half (1/2) day per month.  Sick leave may accumulate to a maximum of thirty (30) days.

An employee may receive compensation for his/her sick leave that has accumulated in excess of 30 days at the rate of one day’s pay for each two days of sick leave accumulated in excess of 30 days.  Payment for unused sick leave will be made during the month of December each year, or at other times as designated by the Officers of the Comapany.

One day of sick leave for those employees who normally work a 40-hour week shall be eight hours.

Permanent part-time employees are entitled to sick leave as earned on a pro rata basis.  No sick leave shall accumulate to seasonal or temporary employees.  All sick leave payments are to be approved by the President.  Thus, any employee who is ill is responsible for reporting his or her absence to the appropriate person within one hour after his or her designated time for reporting to work.

Personal Leave Policy

A personal leave of absence without pay may be granted an employee at the discretion of the company.  A personal leave of absence is defined as an absence of two weeks or longer.  It is not our general policy to grant personal leaves of absence and such leaves will be granted only under unusual circumstances.  A personal leave of absence is not available instead of medical leave.

Granting of such a leave depends on the review of the merits of each case, including the effect the employee’s absence will have on the workload of the other employees.  Probationary employees are not generally eligible for leaves of absence.  An employee must have one year of continuous employment before such a leave will be considered.  

Applications for leaves of absence may be granted or rejected as dictated by the judgment of the Members of the Company.

Salary and benefits are not payable to an employee while the employee is on a personal leave of absence, with the exception of company-paid term life insurance that is continued for eligible employees for one year of a leave of absence.  Health insurance may be continued if the employee pays the full premium at the group rate.  Although employees do not accrue benefits while on leave, those benefits accrued up to the time the employee started the leave will be retained.

The employee’s exact position may not be guaranteed upon return from a personal leave of absence; however, all efforts will be made to place the employee in the first available similar job with similar pay.  The employee’s date of initial employment will be adjusted to reflect the time spent on personal leave.

It is the employee’s responsibility to return to work on the date the leave of absence expires.  Should the employee fail to return and fail to notify the President of the Company of a request for an extension, we will assume that the employee does not intend to rejoin the company and will consider the employee to have resigned from employment.  A request for extension of a leave of absence must be in writing and must be received at least five working days prior to the expiration of a leave.

Jury Duty Policy

Paid Absence

Time off taken for jury duty is treated as a paid absence for up to two weeks during any one year.  Employees are paid for the time they are absent for jury duty.

Advance Notice

Employees must give advance notice of the need for time off for jury duty.  A copy of the summons should accompany the request. 

Return to Work

If employees are dismissed from jury duty before the end of the workday, they must report to work for instructions on whether to return for work for the rest of the workday.

Military Leave Policy

It is the policy of Law Offices of James D. Smith, LLC to permit employees to take military leaves of absence.

Military Activities

Law Offices of James D. Smith, LLC will grant the employee's request for military leave of absence for ten days  per year to be used for military training, reserve duty, drills, maneuvers, etc.  In addition, if the employee should be called to active duty, the employee may take active duty leave for up to twenty-six weeks.  Military leave is only granted to Law Offices of James D. Smith, LLC's permanent employees. 

Employment Rights

The employee's employment rights will be preserved while the employee is on military leave.  Pay increases, vacations, and other benefits that would have accrued had the employee not been on military leave of absence will be given to the employee upon returning to Law Offices of James D. Smith, LLC after the military leave is over. 

Reinstatement

Unless circumstances at Law Offices of James D. Smith, LLC change so drastically while the employee is on annual or active duty military leave that reinstatement is impossible or impractical, when the employee returns to Law Offices of James D. Smith, LLC after military leave, the employee will either be reinstated to the position the employee held before taking military leave or be given a similar position with the same seniority, status, and pay, if in either case the following conditions are met: 

1. Proof of honorable discharge from duty.

2. Proof of ability to resume the position.

3. Notice of intention to return is given. 

If the employee is unable to return to the same position after annual or active duty military leave, Law Offices of James D. Smith, LLC will arrange for another position  at the same seniority, status and pay. 

Notice of intention to return to work must reach Law Offices of James D. Smith, LLC within seven days of the employee's discharge from military duty.

Annual Vacation Leave

Annual military leave of absence is in addition to any annual vacation leave the employee is entitled to. Law Offices of James D. Smith, LLC will not make deductions from annual vacation leave for time spent on annual military leave. 

Nondiscrimination

Law Offices of James D. Smith, LLC makes it a policy not to discriminate in any way against employees who are members of the military.  The employee's job will not be in jeopardy if a military leave of absence is requested or taken.  

Pregnancy/Maternity Leave Policy

To be eligible for a pregnancy leave of absence, the employee must be a non-temporary, full-time female employee. 

Maximum Length of Leave

The maximum length of pregnancy leave allowed is twelve weeks.  If the employee needs a longer leave due to medical complications, the employee should notify the Officers of the Company as soon as possible.  The additional leave will be treated the same as any other medical or disability leave.

Written Requests

A written request for pregnancy leave must be submitted within a reasonable time.  The employee must submit a written doctor's statement, indicating the anticipated delivery date.  The employee should inform Law Offices of James D. Smith, LLC of the expected duration of her pregnancy leave so that Law Offices of James D. Smith, LLC may plan around the absence efficiently until her return. 
Paid Leave

Law Offices of James D. Smith, LLC provides for paid pregnancy leave for the period of twelve weeks at one-half of regular pay.   The employee may use any accumulated paid sick days and/or paid vacation days to extend her pregnancy leave beyond the paid leave period.  The employee will be paid for those designated days.

Medical Incapacity

At her option, the employee may continue to work up to the delivery date, depending upon the employee's medical circumstances and the nature of the employee's job.  In the event the employee is physically incapable of performing her regular job duties at any time during her pregnancy, the employee may request that the employee be placed on pregnancy leave.  An advance notice of a minimum of one (1) week should be given, accompanied by a statement from the employee's physician attesting to the employee's incapacitation.

Benefits

While an employee is away from work on an approved pregnancy leave of absence, she continues to participate in Law Offices of James D. Smith, LLC's company employee benefit programs. Law Offices of James D. Smith, LLC will endeavor to return the employee to the same or equal job she had before taking pregnancy leave.  Although Law Offices of James D. Smith, LLC does not guarantee a return to the identical job, the employee will suffer no loss in seniority.

Time Off to Vote 

All employees of Law Offices of James D. Smith, LLC  are encouraged to vote and participate in the political process.  It is the policy of Law Offices of James D. Smith, LLC  to give employees time off to vote.

Paid Absence

Time off to vote will be treated as a paid absence.

Voting Hours

The employee is allowed one hour of time off to vote.  Time off to vote may be taken before coming in to work or at the end of the workday or at any other time during the day. 

Covered Elections

This time off to vote policy applies to federal, state, and local elections. 

Law Offices of James D. Smith, LLC's Privacy in the Workplace Policy

Polygraph Testing

All jobs at the Law Offices of James D. Smith, LLC are considered to be confidential positions and therefore fall within the exception to the prohibition against using polygraph tests for employment screening.

If the employee is applying for, transferring to or being considered for promotion to a job for which polygraph testing is required, the employee will be notified in advance that polygraph testing is a requirement of the job. Before any test is administered the employee will receive notice of the date, time and place, as well as a list of questions to be asked. In addition, if the employee is under suspicion in connection with an ongoing investigation of economic loss (theft or embezzlement, for example) at Law Offices of James D. Smith, LLC, the employee will be notified that a polygraph test is required and what the employee's rights are with respect to the test.

Refusal to submit to a legitimately requested polygraph test may be used as grounds for discharge.

Monitoring

The employee's work output, whether it be paperwork, computer files, products, customer calls or customer interaction, belongs to Law Offices of James D. Smith, LLC. As such, that work output is always subject to review by Law Offices of James D. Smith, LLC, whether it is stored electronically, on paper or in any other form. In addition, business equipment, including computers, desks and lockers belong to Law Offices of James D. Smith, LLC and are subject to search or investigation.

E-Mail and Computers

E-mail and other computer files provided by Law Offices of James D. Smith, LLC are to be used for business purposes only. Use of Law Offices of James D. Smith, LLC computer equipment for personal reasons is strictly prohibited and all computer pass codes must be available to Law Offices of James D. Smith, LLC at all times. Law Offices of James D. Smith, LLC reserves the right to enter, search and monitor the computer files or e-mail of any employee, without advance notice, for business purposes, such as investigating theft, disclosure of confidential business or proprietary  information, personal abuse of the system or monitoring workflow or productivity.

[YOUR COMPANY NAME]'s Smoking Policy

Written Policy

The employee will receive a copy of this policy in the employee's orientation packet.  In addition, copies of the policy are posted in various locations throughout this facility including [name locations; e.g., the break room].  Additional copies are available upon request.

Smoking in the Workplace

Because [YOUR COMPANY NAME] is a private building not open to the general public, smoking at [YOUR COMPANY NAME] is not governed by state law or local ordinance.  [YOUR COMPANY NAME] allows employees who have private offices to smoke in their offices.  Employees who share offices must refrain from smoking in the office if any employee in that office objects.  Smoking is not allowed in [list no smoking areas]; however, smoking is allowed in [list designated smoking areas].  Please observe the posted no smoking signs.

Smoking/No-Smoking Signs

To support its policy of not allowing smoking in other than designated smoking areas, [YOUR COMPANY NAME] has posted "No Smoking" and "Smoking" signs in the appropriate areas.  Each sign posted in an area where smoking is prohibited carries the internationally recognized symbol for no smoking; a red circle containing a lit cigarette with a line drawn diagonally through the circle.  Please observe these signs at all times.

Nondiscrimination

What the employee does outside of working hours and off [YOUR COMPANY NAME]'s premises will not be the basis of any disciplinary action by [YOUR COMPANY NAME].  Nor will [YOUR COMPANY NAME] pursue a policy of discharging employees or refusing to hire applicants because they are smokers.
Law Offices of James D. Smith LLC’s  Sexual Harassment Policy 

The Law Offices of James D. Smith, LLC’s position is that sexual harassment is a form of misconduct that undermines the integrity of the employment relationship.  All employees have the right to work in an environment free from all forms of discrimination and conduct which can be considered harassing, coercive, or disruptive, including sexual harassment.  Anyone engaging in harassing conduct will be subject to discipline, ranging from a warning to termination.

What is sexual harassment?  Sexual harassment is defined as any unwanted physical, verbal or visual sexual advances,  requests for sexual favors, and other sexually oriented conduct which is offensive or objectionable to the recipient, including, but not limited to: epithets, derogatory or suggestive comments, slurs or gestures and offensive posters, cartoons, pictures, or drawings.

When is conduct unwelcome or harassing?  Unwelcome sexual advances (either verbal or physical), requests for favors and other verbal or physical conduct of a sexual nature constitute sexual harassment when:

· submission to such conduct is either an explicit or implicit term or condition of employment (e.g., promotion, training, timekeeping or overtime assignments)

· submission to or rejection of the conduct is used as a basis for making employment decisions (hiring, promotion, termination)

· the conduct has the purpose or effect of interfering with an individual's work performance or creating an intimidating, hostile, or offensive work environment

What is not sexual harassment?  Sexual harassment does not refer to occasional compliments of a socially acceptable nature.  It refers to behavior that is not welcome, that is personally offensive, that debilitates morale, and that, therefore, interferes with work effectiveness.

What should you do if you are sexually harassed?  If you feel that you have been the recipient of sexually harassing behavior, report it immediately to the one of the members of Law Offices of James D. Smith, LLC or other supervisor.  It is preferable to make a complaint in writing, but you can accompany or follow up your written complaint with a verbal complaint.

If your supervisor is the source of the harassing conduct, report the behavior to that person’s supervisor or to the either of the members (Partners) of the firm. 

Your identity will be protected and you will not be retaliated against for making a complaint.

What happens after a complaint is made?  Within seven of days after a written complaint is made, a supervisor, or other person designated by the owner, will investigate the complaint.  The person will speak with possible witnesses and will speak with the person named in your complaint.  Your anonymity will be protected to the extent possible.  

Depending on the complexity of the investigation, you should be contacted within ten days about the status of your complaint and whether action is being taken. 

Sample of General Work Rules

Law Offices of [Your Company Name] wants to encourage a safe and pleasant work atmosphere.  This can only happen when everyone cooperates and commits to appropriate standards of behavior.

The following is a list of behaviors that the company considers unacceptable.  Any employee found engaging in these behaviors will be subject to disciplinary actions including reprimand, warning, layoff, or dismissal:

1. Failure to be at the work place, ready to work, at the regular starting time.

2. Willfully damaging, destroying, or stealing property belonging to fellow employees or the company.

3. Fighting or engaging in horseplay or disorderly conduct.

4. Refusing or failing to carry out any instructions of a supervisor.

5. Leaving your work station (except for reasonable personal needs) without permission from your supervisor.

6. Ignoring work duties or loafing during working hours.

7. Coming to work under the influence of alcohol or any drug, or bringing alcoholic beverages or drugs onto company property.

8. Intentionally giving any false or misleading information to obtain employment or a leave of absence.

9. Using threatening or abusive language toward a fellow employee.

10. Punching another employee’s time card or falsifying any record.

11. Smoking contrary to established policy or violating any other fire protection regulation.

12. Willfully or habitually violating safety or health regulations.

13. Failing to wear clothing conforming to standards set by the company.

14. Being tardy or taking unexcused absences from work.

15. Not taking proper care of, neglecting, or abusing company equipment and tools.

16. Using company equipment in an unauthorized manner.

17. Possessing firearms or weapons of any kind on company property.

 APPENDIX 2 – Confidentiality Agreement
LAW OFFICES OF JAMES D. SMITH, LLC

CONFIDENTIALITY AGREEEMENT

     The nature of services provided by Law Offices of James D. Smith, LLC requires information to be handled in a private, confidential manner.  Attorney-client Privilege applies to the attorneys and all employees of Law Offices of James D. Smith, LLC.  Clients have the right to expect anything communicate to their attorney’s staff to be held in confidence.  Only the Attorney handling the matter and the Client may consent to the release of any confidential information to anyone.

     Information about our business or our employees or clients will only be released to people or agencies outside the company with our written consent. Following legal or regulatory guidelines provide the only exceptions to this policy. All reports, memoranda, notes, or other documents will remain part of the company's confidential records.

     Information on our employees will only be released to people authorized by the nature of their duties to receive such information and only with the consent of management or the employee.

     The undersigned employee agrees to abide by this confidentiality agreement.




                               _____________________________
                              



Employee







_____________________________







Date

_________________________
Witness
APPENDIX 3 – WEEKLY TIME SHEET
	
	The Law Offices of James              D. Smith, LLC

2820 7th Street

Tuscaloosa, Alabama  35401

205.759.4004 Fax 205.752.0235


	



	Employee Name:
	
	Title:
	Runner

	Employee Number:
	04
	Status:
	 FORMDROPDOWN 


	Department:
	Paper Management
	Supervisor:
	Mia Broughton / JDS 
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	Employee Signature: 


	Date: 

	Supervisor Signature: 
	Date:
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