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TAKE FLIGHT...

By Kirk Henke

High employee turnover can make any
business veer off course. Swan Employer
Services recommends the following pre-
flight check off list:

Selecting the right applicant AT THE
GATE:

* Have a written three tier hiring policy-
1) Application 2) Job Offer or Letter of
Acceptance 3) New Hire Packet

* Develop a concise and comprehensive
interview process: do you know what
questions you should or shouldn’t ask?

e Review applications thoroughly, look-
ing for gaps in employment, turnover
history, criminal background, employ-
ment skills, education, etc.

e Utilize background checks and be con-
sistent!

* Consider drug testing: 44% of drug us-
ers are employed. ***Statistic from the
U.S. Department of Labor***

* Review job description with applicant.
Does the applicant know what s/he’s go-

ing to do and the company’s expecta-
tions?

* Consider employment contracts; non-
competes, confidentiality, etc. Are you
protecting your company assets and spe-
cial knowledge /trade secrets?

Once an employee is ON BOARD:

High em-
ployee turn-
over can
make your
business
seem like a
revolving
door.

)
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* Promote and maintain a safe working
environment.

¢ Provide new employee orientation.

* Have an open door policy.

¢ Create a fun, family-like working envi-
ronment.

¢ Provide educational or training pro-
grams.

¢ Promote from within when possible.

¢ Provide and advertise your benefit pro-
grams.

® Regularly promote and review goals &
mission statements.

* Hold weekly or monthly employee
meetings.

¢ Maintain a challenging work environ-
ment.

Getting an employee to the FINAL
DESTINATION:

¢ Involve key employees in strategic
planning.

¢ Provide consistent performance re-
views.

* Consider measurable bonus or incen-
tive programs.

* Make managerial training available.
¢ Engage in managerial goal setting w/
periodic review.

Contact Swan Employer Services today
and let us help analyze your turnover
possibilities and develop a plan head off
possible flight delays!




Harassment in the
Workplace

By Robert Lindstrom

Every business must face the issue of harassment at one time
or another, and it pays to be informed about this important
issue. Harassment in the workplace is broken down into two
distinct categories: discrimination and sexual harassment.
Each is illegal as well as against the policies of all companies
with at least fifteen (15) employees. That includes all clients
or co-employers of Swan Employer Services. Employees are
protected from harassment, and protection begins from the
moment someone applies for a position with your company,
during employment, up to and including termination of em-
ployment. Protections include employment activities, such as;
training, promotions, raises, demotions, discipline, and pro-
tection from retaliation against those who file a complaint.
Anyone who files a complaint to a regulatory agency and is
classified as a “whistleblower” is also protected from retalia-
tion.

Harassment in the workplace can create negative effects for
employees and the business. For the business, some negative
effects are as follows:

4 Decreased productivity

4 Poor employee morale
€ Legal liability
4 Damage to reputation and public image

If severe and damaging enough, harassment could lead to
loss of sales and customers, resulting in lay-offs and closure.
For the accused, the ramifications can be just as severe:

4 Personal embarrassment

4 Damage to reputation
4 Disciplinary action - TERMINATION!
4 Legal liability (time and money)

An accused harasser can be sued in a civil court of law where
the complainant can receive financial restitution for pain and
suffering. In the first part of a three-part series, we will look
at discrimination in the workplace. Part two will cover sexual
harassment, and in part three we will address reporting and
investigation procedures. Employees are protected from dis-
crimination in the workplace through various federal, state
and local laws. States must comply with federal restrictions at
the very least or enact stricter laws.

Civil Rights Act of 1964 (Title VII) — This is the first appear-
ance within the laws of the United States protecting the rights
of individuals. These rights extended into the workplace as
well. Title VII established the protected classes we comply
with today. Those classes are: sex, race, color, religion, na-
tional origin, and creed. These are legally protected statuses
that are personal characteristics that may not be used as a
basis for any employment decision or other negative treat-
ment in the workplace.

-

N Americans with Disabili-
ties Act (ADA) —In the
1990 the Bush administra-
tion signed into law the
ADA, which added men-
tal and physical disabili-
ties as a protected class,
making it illegal to dis-
criminate against anyone
with a disability, includ-
A ing any perceived dis-

abilities. Additionally the
law stated that employers are required to make “reasonable
accommodation” to employ anyone who has a mental or
physical disability. This accommodation could simply mean
redesigning a work station, or making a work area ergonomi-
cally correct. The law went on to explain that if such an ac-
commodation caused an “undue hardship” on employers,
they did not have to make the accommodation. An “undue
hardship” is an accommodation that would cause the em-
ployer a financial burden. The law states if employers can
prove an “undue hardship” they do not have to offer em-
ployment to applicants with a disability, even if they are the
best qualified for the job. But be careful, it is a sticky conun-
drum, and it doesn’t release the employer from an EEOC
complaint.

N

Age Discrimination in Employment Act (ADEA) — This act
was created to protect employees who have reached the age
of 40 and above. At one time in our industrial history
employers would arbitrarily terminate the employment of
older workers. The reason: older employees made more
money, they received retirement, they received benefits,
perhaps even bonuses. The bottom line: they cost the
employers money. As a result the employers terminated the
older workers and hired younger, cheaper employees.
Congress created the ADEA to protect these maltreated older
workers. The thought process was that older workers had
more experience, and by terminating their employ
corporations were losing a wealth of knowledge and
experience that could not be simply replaced by hiring a
younger workforce. So then, what constitutes discrimination?
Discrimination can be in written form, by telephone,
facsimile, email, via the internet, text messaging, or any other
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means of communication. Harassment can be verbal, physical
or visual. A few examples would
be:

eUnwelcome comments

eJokes, epithets, threats, in-
sults, name-calling

*Negative stereotyping
¢Offensive gestures

*Possession or display of de-
rogatory pictures, cartoons, or
other graphic material
eDamaging one’s personal

property

Not all forms of harassment
are illegal, but all forms are
against company policy. To
establish illegal harassment the
complainant must prove:

1. The conduct occurred because of the victim’s membership
in a protected class.

2. The conduct was uninvited or unwelcome.

3. The conduct created a hostile, intimidating or offensive
working environment.

All three must be proven to establish illegal harassment. As
stated earlier, retaliation against anyone who files a complaint
is against the law and protected under anti-retaliation laws.
Anyone who files a complaint or anyone who testifies or par-
ticipates in an investigation, proceeding or hearing is pro-
tected. Retaliation can be in the form of:

4 Demotion

€ Transfer to a less desirable position
4 Denial of promotion
4 Negative performance review

4 Unwarranted disciplinary action or reprimands

Creating a Safety
Culture

By Dave Reynolds

I'd like to begin with a quick thank you to everyone who par-
ticipated in our semi-annual Workplace Solutions Seminar.
Thank you to Subway and Chili’s Grill and Bar for donating
the outstanding lunch. Thank-you also to the Anchorage Po-
lice Department Fraud Division and Leslie Kleinfeld of Fit for
Health for their presentations.
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4 Exclusion from meetings or career development

4 Negative job reference

Keep in mind that an employee can sue the employer for re-
taliation. If successful in a court of law, a victim of harass-
ment can recover damages such as:

Lost earnings — This can be past and future earnings. If the
offense is so shocking or extreme that employees quit as a
result, they may be able to collect wages lost as a result of the
harassment and the subsequent resignation. If they can prove
that they were exemplary employees and would have re-
mained employed but for the harassment they may be able to
recoup future earnings as well. Always treat your employees
equally and document, document, document everything.

Damages for emotional distress — Continually browbeating
employees, or embarrassing them in front of peers as an ex-
ample could result in a reward of emotional distress dam-
ages. If you need to discipline an employee, do it in a private
setting. Never embarrass, make subtle comments, or demean
your employees: ever.

Punitive damages — This is the biggie! Victims who prove to
ajury of their peers that the offense was so “outrageous” that
they were left with no choice but to resign and file charges
can win a punitive settlement. Sometimes multi-million dol-
lar amounts are awarded. Fortunately Congress has stepped
in to limit the amount a jury can award to the victim.

Attorney fees and litigation costs — If the victim wins in a
court of law, the employer is responsible to pay for the attor-
ney and litigation costs of the victim. In summary: treat all
employees equally, educate your employees on an annual
basis, and document, document, document, and hopefully
you'll avoid discrimination complaints.

NEXT ISSUE: Part 2: SEXUAL HARASSMENT

Business owners may ask: how can safety affect my profit-
ability when it costs me time, and of course, money? As dis-
cussed at the Workplace Solutions Seminar, injuries and
medical claims cause a loss in customer service, including
production efficiency and overall effectiveness at the work-
place.

Imagine that Employee X is injured and must go to the doc-
tor. How long will employee X be gone? Who will fill in while
employee X is at the doctor or unable to work? Is employee X
a key employee? How many of your employees are expend-
able? If employee X had been trained, then s/he may not
have been injured at all. S/he may have followed proven
procedures designed to enable your employees to provide




excellent customer service. (Injuries are not a customer serv-
ice tool!)

What about the employee who works in the back of the shop
and never even speaks to a customer? How does that em-
ployee provide excellent customer service? S/he does so by
enabling co-workers who have direct contact with customers
to complete the chain of events. For example, employee X
gathers product for another employee to present to paying
customers. Employee X was just injured and now must go to
the doctor. Who will now take over so that your paying cus-
tomers will receive their product and leave having an experi-
ence that will encourage them to return?

Why Employee Fitness
Makes Dollars and
Sense

Encouraging your employees and co-workers to exercise
regularly makes good business sense.

Employees who exercise regularly:

e Are more productive

e Have positive attitudes

e Have less absenteeism

An additional benefit is that your employees will recognize
that you value their mental and physical well-being.

What does one sick day per employee per year cost your
company?

Not only do you incur the replacement wages for employees
that call in sick, your bottom line must also absorb the ineffi-
ciency of the replacement employees doing the tasks they
may not be capable of performing as efficiently as your miss-
ing employee. Do the replacement employees need additional
supervision to get the tasks done? If so, who pays the cost of
the additional supervision? Unfortunately, your bottom line
shrinks to absorb that cost as well. Now you not only have
the lost production of the missing employees, but the bottom
line shrinks even more to cover the lower productivity of the
entire work group. Thinking in these terms can definitely
highlight the cost of just one sick day per employee per year.

Lower Medical Costs

Do employees who need medical attention drive up the cost
for your company’s health insurance? You bet they do! Your
health insurance provider reviews your company’s aggre-
gated claim record to determine your insurance rates. The

Creating and maintaining
a safety culture benefits
your business by reducing
overhead costs such as
Workers” Compensation,
and by improving em-
ployee performance and
attendance and production
levels. In addition, it bene-
fits your customers by
providing experienced,
professional and healthy
employees who visually
promote an environment
that encourages customers to return.

SAFETY
FIRST
THIS DEPARTMENT
HAS WORKED

| | DAYS

WITHOUT A LOST
TIME ACCIDENT

AVOID ACCIDENTS

more claims your employees make, the higher your cost of
health insurance.

Positive Work Environment

It's a well-known fact that regular exercise produces endor-
phins (the substance which promotes a euphoric feeling for
individuals). Look around your office — the employees with
the most positive attitudes are probably the employees who
make exercise and physical activity a routine part of their day
or week.

Lower Employee Turnover

What will your savings be if your company has lower turn-
over rates, improved productivity, better morale, reduced
absenteeism, and lower health care costs? All of these are
benefits of your employees exercising regularly and you can
have a significant effect on beginning and promoting their
exercise program. Taking advantage of the saving potential is
up to you!

Personal Benefits
Your employees probably also know the personal benefits of
regular physical activity. Those who aren’t currently exercis-



ing can probably look back to a time in their life when they
did exercise regularly and remember how regular exercise
made them feel better about themselves, gave them more en-
ergy at critical times of the day, and served as a healthy and
productive way to relieve their stress.

Exercise Your Concern for Your Employees

Encouraging your employees to participate in regular physi-
cal activity at a broad-based health and fitness facility shows
your concern for their physical and mental health. And, by
promoting their attendance, you're giving them the biggest
employee benefit of all: a boss, a company, or an organization
who values their employees as individuals.

How to Get My Employees Started

Swan Employer Services has made the first step for you. All
Swan clients and their employees already receive zero en-
rollment when they join The Alaska Club. During the Open
House scheduled in December, come into any of the 17 The
Alaska Club locations and receive zero enrollment, one
month free, 10 free tans, 10 free childcare visits*, 10 free kid’s
play center visits and a two week The Summit pass good for
two that would be mailed to you 30 days after you join. In
addition, contact Taleen Mikulenka at 264-2704 or tmiku-
lenka@ thealaskaclub.com to come on-site. The Alaska Club
would be happy to present fitness and membership informa-
tion that would stimulate employee fitness in your work-
place.

www.thealaskaclub.com

GM VEHICLES 3.5% OVER INVOICE!

Show proof of employment, such as a pay stub.

QEREAgR|

907-265-7582.

Applies to most Chevrolet, GMC, Buick, Hummer and Pontiac Products.
Receive any other applicable GM incentives in place at time of delivery.
Must contact Matt Williams or Kevin Lauver with Commercial Fleet Sales at


http://www.thealaskaclub.com
http://www.thealaskaclub.com

Calendar RSCULEY December January

Important dates
to keep in mind

Client Sp otli ght “Tis the season to reflect on all our good fortune,
and there’s no better way than to look at the minis-

, try at work at Proyecto” Fe, founded by Joe Lo-

PrOye CtO Fe Monaco. Proyecto Fe is non-profit organization
that began in 1998 that preaches the word of Jesus

Christ by serving impoverished and oppressed

people. Local Alaskans are sent in teams to visit

Guatemala, India, Africa, and Haiti to help restore

people’s lives. Volunteers serve the impoverished

by building new schools and churches, administer-

ing orphanages, and providing medical and family

assistance. Other than two contract positions and

occasional contract labor, Proyecto Fe operates on a

volunteer basis.

Volunteers serve in many different ways:

eSponsoring a child

*Joining a youth or adult mission team.

*Making a one-time contribution or providing

support on a monthly basis.

*Sponsoring a missionary, teacher, or school

¢ Attending or donating at the annual auction here

in Anchorage




Swan Employer Services would like to welcome Anthony
Rivas & Rita Corwin as Account Sales Executives.

in Iraq and graduating from UAA. Anthony
was Student BodyPresident at UAA and has

| the intelligence and fortitude to excel at his
new position. Anthony just proposed to his
fiance with plans of building a family here in
Anchorage.

Rita has a long history in the Anchorage
community. Some of her accomplishments

i include beingDirector of Marketing at ABC

N Television Network, Senior Account Execu-
tive at KYES Television, and proud mother of
two children. She brings a wealth of business
experience and charisma to Swan.

Cynde Green is all smiles as she’s presented the Employee of
the Quarter award from Owner President Hank Swan. Aside
from her quick wit and smiling personality, Cynde ensures
that all our employee personnel files are current and compli-
ant with federal and state

agencies. (Did we men-

tion that Swan’s clients n
had 3 wins, 0 losses in the = 1 5

Department of Labor
audits this summer?) In
addition, Cynde processes
all walk-in new hire en-
rollments. In her spare
time, Cynde enjoys
spending time with her
daughter and son, watch-

/‘y‘
|

Discover Your 401(k)...

Anthony comes to us after serving two years

ing old Mystery Science Theatre 3000 reruns and watching
her favorite soccer club, Newcastle United, lose...no reason to
riot-we’re just joking, Cynde!

The dynamic duo Jennifer
Thompson and Janelle
Lyse were presented the
Employee of Quarter
award for second quarter
2007.

Jennifer has recently been promoted to Payroll Manager for
her excellent job performance and professionalism. Jennie
has an aptitude for continuing her education and is always
searching for an opportunity to learn or expand her knowl-
edge of her trade. Soft spoken but calculating (hey...she
deals with numbers!), Jennie orchestrates our Payroll de-
partment to be the best of the best!

Janelle continues to shine for us here at Swan Employer Serv-
ices! Always cheerful and eager to assist, Janelle is natural at
her job. She is a high-impact team player who is known for
her professionalism and great attitude. When not sheltering
and housing dogs (she’s a dog lover,) she enjoys spending
time listening to classic rock and hanging out her husband,
Erik.

Let’s face it: 401(k) plans can be intimidating and hard to understand. Add to that a few hundred IRS rules, and
you’ve got a real problem, especially when solving that problem is the difference between retiring on your time
schedule or someone else’s. That is why Swan Employer Services has licensed access to Discover401k.com for all of
our client companies. Discover401k.com was built to help you and your employees succeed at saving for retirement.
You can start by learning why 401(k) accounts are such a great place to save and finish by learning about advanced
investment portfolio design. All of the courses are interactive and short. In fact, most courses are under 5 minutes, al-
lowing you to learn exactly what you want, when you want. For instance, you

may be considering a loan on your 401(k) plan. Why not learn more about it in

the 3 1/2 minute interactive course titled “401(k) Loans?” You can access the site

directly at Discover401k.com or through www.Swanhr.com. All you need is

Flash (a free, downloadable application,) speakers, and a few minutes, and you

will be on your way to a better retirement.

401k

It has been said that the vision must be followed by the venture. It is not enough to stare up the steps—we must step
up the stairs (or in our case ride the escalator.) Just log in and get going!


http://www.Swanhr.com
http://www.Swanhr.com

Swan on the Web...

For our employers, we offer information and solutions to maximize the profitability
and productivity of your business. From benefit information to forms, safety infor-
mation and training, find the answers to your commonly asked questions.

e Time Clock & TimeKeeping

e Benefits Explanation
e Employer Newsletters

o
. . ™ EMPLOYERS MUST REGISTER THEN LOGIN TO ACCESS THE INFORMATION.
o Safety Guidelines =SS RIS '

¥ Time Clock and Keeping System

e Training Schedules - Ergo oot
- Ty St
3 Depariment Contacis

Register online at:

www.swanhr.com

Swan Employer Services
1306 East 74th, Suite 200
Anchorage, AK 99518

To:

— A professional employer organization
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