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Healthy Workplaces, Healthy Families (HW/HF) Act

Action Items – To Do List
	Completed
	Action:
	Deadline:



	(
	Check HW/HF sick leave poster.
	Now (1/1/15 requirement)



	(
	Issue new Notice to Employee template.

1. to newly hired non-exempts 

2.  to all non-exempts when SL policy is ready as per HW/HF Act .
	Now (1/1/15 requirement)
1. On 1st day of employment.

2. When sick/PTO policy is in place, no later than 7/8/15.



	(
	Ensure accrued sick/PTO hours are printed on paystubs, or in a separate writing each pay period.
	Now or when sick/PTO policy is put in place. (1/1/15 requirement)


	(
	Confirm tracking and recordkeeping is in place.
	Now or when sick/PTO policy is put in place. (1/1/15 requirement)


	(
	Review paid leave policies and modify if not compliant.


	Begin in late Spring.

	(
	Communicate new policies and procedures to managers and supervisors, as well as all exempt and non-exempt employees.
	No later than 7/1/15.

	(
	Revise employee handbook to include updated policies and references to paid sick leave throughout.


	Begin after Paid Sick Leave rollout.
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