JETRO

REIZETEAMZERA. AEEEAT(FT VY

AETEH. KRETRHERILLSETHARDOPR - MR ESLIUANVFr—REFES
RELT. AMEA. AZEE . ERHORTETOAZICEHT I —EDOFHEZOHBMEL. >0
VINL—DEFEFIDICHFERLTOET,

FEDOABF—MFERELTRBSNTEY . HEDEHRITH T HE R DIKRITELI=T RN
AXATEHYFRADT, ZT RSV BRDRRIZEL=TRNAZADNBETHIGEEE.
FELTOASZOEMRICTHEHZE,

BE. ARZEDERMIZHT=>TIL. IMCA America®Jamie A. KarpKIZFE ., BIS UL V=FZL v&FL
fzo COGEEYT, BEHAL EFWLERBNET,

2006 £ 9 A& H

vk Y2750 ROt 4— / U.S.-Japan Business Innovation Center

Copyright © 2006 JETRO. All rights reserved.


Motoya_Nakamura
テキストボックス
＜免責事項＞
ジェトロは、本報告書の記載内容に関して生じた直接的、間接的、あるいは懲罰的損害および利益の喪失については、一切の責任を負いません。これは、たとえ、ジェトロがかかる損害の可能性を知らされていても同様とします。



JETRO

BX

1. FAFTOTOEX

1—1. BRSO

1—2. A\AMBE

1—3. AMDfKAH

1—4. EiE
1—4—1. EETOFFERA
1—4—2. EHEEDERIHEZREEIE
1—4—3. @EDEDHA

2. EERBEOHREN
2—1. YJav\L—IZB I+ 5 REN
2—2. RAbyOF T 3w
2—3. HNERET BICHT=2T
2—4. BT OVWTERTB2/305

3. EBERE (3T -TA4RY)Tay)
3—1. EHIERE (3T -T14RYIT av)DEM
3—2. FHETRE(D3T-T1RY)T av) DEHKRIUH
3—3. EHIERE(P3T-TA4RV)TLaV)ICRBTHNE

4. FRERA
4—1. REXRUDEEER
4—2. EEEFRR
4—3. EX BRI D EE
4—3—1. REENVFTVIANOFERADEE
4—3—2. REENKTVHIDERT
4—3—3. EEBBRITL—=25

5. EFBEDENEIA
5—1. EH0%ER. EEORELDM
5—1—1.1-9 74—L
5—1—2. W-4 74—L
5—1—3. DE-34 J4—L
5—1—4. [CBE%F

Copyright © 2006 JETRO. All rights reserved.



JETRO

5—1—5. #5308k
5—1—6. 31 L-h—F
5—1—7. ®REXEBAT7MIL
5—2. TOHDEMEIR
5—2—1. tNET=Y
5—2—2. KEROBMBTSV
5—2—3. FKRKR(T—H—X-aV7T)

6. NBHEEDA/NIR TI—R
6—1. ABERFIDHRE
6—2. ABREEDTIh/—R
6—2—1. PEO
6—2—2. BPO
6—2—3. ASP
6—2—4. TIONI—UTDRE
6—2—5. 7OL/—UT Offitg
6—3. TIRI—2 T DAYk
6—4. TINI—2T DT A) vk
6—5. #HNICABHELTRIFTHAVb
6—6. TN =LV REDHIERERE

7. EREFRORT

7—1. ERHEOERKR "at-wil” (BEHEE
7—2. FFELRERE

7—3. {EXEDERE

7—4. EXBEDMRE

7—5. ERNSTILERRIZHSIZIE
7—6. SRERMEICET K. BB F S
7—7. BEBHMS—T1T DEDHS

Copyright © 2006 JETRO. All rights reserved.



JETRO

1. BAFTOTO0ER

BELGREETREATILE. REORYICEDLIEELERTT . LAL. TOEEKZE.
BRRAROI—T TV T ERFIRHBLTVDRREZLBYELA RAZEKKT HI L.
RGEEMELELCCERRIC, TOEHORREFEDARICESOTI(FRAERERYET . R
AOXRBIZEY, ZDREEELANILTVTEE DB ICHMEQARMIMAN DI LAY EDR
AFv o RAERERAIKLTLEIDNBINFEA TORFXEDEE. REBFDEEICL. 2K
BARMHIDYET,

NEERELS. RETERZFRBIHEE. SR BRELBRLEISIETHEEICE. AMER
[FVRDERYET IS REEDEREMASL BRMNERIITHONLL IV N\L—IE
WTIH EDYRVIEKREGEDIZRYET,

BERAOKKT, AEEORBRTRICES. BERICEDRBIZEISERDANLTT L
AL, ERICE. TORERFEAEFTOTOLRIZHYFET,

BRENGZAMBEAOTOERIERDEYTY,

BB — AHESE - AHOBRAH — @

ZNTIEAMBERADOTOERIZDOWNT, IBIZERBALTHEET,

1—1. BESIF

AMBRAORVDRATYT (&, BEFEDAMRTILEEEL. ED KSR AM O ERE ERELD
hE . BAREICT A ENDIRFEYET . CAABBEANTT . BEICE BEINE o710,
AMBATRET D7 —ANILBHYFET . BRZIEEL. BEOAM DT R RZHEICT ST
LT O T, BBEMAFTRIRACHTIRANTRELLEDTT,

1—2. AMESE
AMBEIZIIVKODDFENEZONETS,

1)#t R TOESE

REBITHERZEE-E. AFILDLANLTYTERDZI LI, DEDFIFEICDLEAYET,

SHIF. REBOBEHLILET HLLERIC. MBI BT BIEE. HEB(CEFESE
BIENEETY  SHOITREBICEARETEREDTRENH I LERMSEIEKRND
H.AHDANEERESE I LIEIREBEDPIRESDDIDICTHEMTT . LML, PUav/L
— Tl A SDREN—HBIHITT . SA/NILEHO/NN—rF—EISEBFEAMES|E
IRAZESABYET . RBE L. JYRVEHOBIGZEICTELTOEY, ERICIE. BFLGA
MM, —ERIC3 EULHFETHILEHTT,

Copyright © 2006 JETRO. All rights reserved.



JETRO

2)RIHDRAITTH A+

ZDEMIE. BEMICEHODITHAMIRANEREBRLTOET , Bt AHIBTR
THIET. ZDRAICEALZEL DV ANRAZEZFOIC, RABBREBAMTHIENTEET,
K. astt. BEMNUGBERICHLT. AR AMTZORENHMSENDZLIZHREYET,
Fr YA rEEEBELARBEZRDICRABERERETSHILT. REOERTFEELUT
EEOC (x)) [ZIEfL TLFESYRIZEIBA D LICHHRYFET,

(*) Equal Employment Opportunity Commission (EEOC)DHEE (&, KER D FEkE S BIEELY,

) FMLFHILE

FREHIEL S (Want Ads) (&, 2LDORBED BICfindT=H. —RBHIEHATLET,
ZOHhTHHMAR., ERE. VA— AN —rDv—FIL, F2aF - ToTAaA/ v —X 0 f—
D)—IaEM—RRIITT , LML, 2 /\L—TIE, thD iz [TE  Want Ads [F—RREITIEH
DEREA TV —LRILDAMERRET HIHEICIE, Want Ads [EEIRBRD—DELYFET
A, P, LHRBERRETIEEITE. FEAEFTAShER A,

4)FFARAY A

FTUTAVRANY AL BERERDORAL REBEDBRBREERRATAVTTH403—2
Y ETOVITH—ERDIETT , COY—ERITH, A, TA)YDHYET,

A)yblE, BIFICEHAOKRBEERRIC, RARRNARELEEHIETT , cDf=H. ZD
REEICEST, GLFIASA . ZOHBAED2=FLALDNSYZTLARLICHIZ>TVET,
Fl. FEBLGA VAR AT AL TOERRITHNDARMEZMEELEDTT . BFE. —HDKA
[&. 500 FILRETEHEY -

TA)YME RAICHLTCEZHDBEREENEFLDICENIDOLT | ZDIELAENZDERA
FHEBELTWVENENSIETY, WEFEDBREEDSDSVNAFIZIEZLOFEEZEL. F&
AWEDHRINEEIZESTIE, ZD5DWRTET HEMBOEERADTELTVLET . ZD
£ I THAREITRADABNELALRARBINTULVERWNEEICIE, £GE-BIEO KRS
KYIEEMNEDENSITELHYET , SoIC, BUICRBE SN -FEBRINMBREINTVEINMGSE.
EEOC [CiEft 9 HAlREMELHYFET

—RIZKLFIASN TSR ADI T HARE, Monster.com & Dice.com(TUO=FILTE
) TY,

http://www.monster.com

http://www.dice.com

Copyright © 2006 JETRO. All rights reserved.



JETRO

5) A#iRiES

RKETE NMBDOAMIRESHICAMDEEEZRR TS EL—MBNTT . SHDIFERAEY
ENTRELTVWDEEL. FEAHDEEIE. AMIRESHEZFIAT HLT. EMNIZAME
HIETHIENTARETT , BF. AHRESHE. BHOKRBENEEBINTNET—ER—X
[TT7OERAL, KON TWABEOHP T, RLEBFHIEMHBEEZRLEHLET . AMIRESHN
KEEBEZEEL, BANCTORBENMEARHEZEH-LTOAINEINEETHILITLST. £
DEHMNMRRAICEDLLRREZ. KIBICERT HENTEET .

FEAEDAMTRESHAETDOLARILD AMEZRBT HEESTVET A ERICE. ZD
DHICIERALAHYET  BELAFE. K. BRE. Da=7LRNLOTEI 53—, Da=7
LRLDE—ILR BE, T—TARIYIEETY , R AMEHL—EHELELT HEE
P INEBALDEREIISTENTELGWMGS . EHBDAKEZFIRLI-LELIGEEDFE
ELTHIALET,

ERENREMEZEEFEATHAILLAETTN., ZLDHE. AMIRKESUNEXGR
HEMYRDLTAMZIRELET . RETKBEL-SLIX RELEDOEBRMICE DR E
. AMIRERMHICKILWET , AMRESHIE. RECEDOBHREEMNEELZEELET,
NoDBEEE. AMRESHNOERISERSNSIFMBOFRITMESNTLEY, 23>y
NL—DBREN AMIRKESHAT OIS, KEHLE OREIBITHT HF KA. B
D 30%M D 40%ELVHNTNVET , (%)

)AVNL—IZHAIAMIRESHOFEL T, KETEBRLRDAMTHONSD Accountemps.
BHEBEO1ZTLRILYR—IERMRET B Kelly Services BN#HYET .

Accountemps

www.accountemps.com/

Kelly Services

www.kellyservices.com/

(%) “Presidential Committee on Workplace Policies and Practices, Final Report: Analysis of
Costs and Benefits of Reinstating Temporary Employment Agency.” Stanford University, Jan.
2006

B)BRBN U EBRIBAB T IE /T4 TH—FR#

BEANSE. RWBME DTV EI T I —F21tEF. AMIRESHEERY ., FHHE
ZITRY, EHBZRN I IEH T  BEANSHEBEBEIU N —LALNGD21ZTLA
IWDRAERSIEITHL BB T I/ T4 0 —F AP, L LREEBORA
EH/RVET,

Copyright © 2006 JETRO. All rights reserved.


http://www.accountemps.com/�
http://www.kellyservices.com/�

JETRO

BEBNESHEBRMBIME T EI T I —FEHICE A DOEERALHYET . DEIL
BASNIEZAMOINSEHEEZERLEZEOH. BAZRISENITETT, FMEADKRIC
X BRAEZXISDEEHYVFERA, BRIOBELBBLIRBE(CHET 52T, BFHEOE
WIZBHY  YRVEBBINET,

BERNSLIIRE. TOREEDNEEREIRAD 15905 25%FFH LT £EIC
BRI DHIEITHL., IR E S —F &t E 25%H5 33N —HRITT . BERATES, &
G, FREICHTEIHANE S AHOBROHFIF Y (ZHBINDLOBHEEE)EEHET,
HAESICRALTIE, RELBASHEOZHFIORBIZEY, FmROSENSNEIEEHYFE
ER

BEBWEWNE T OE T I —FRIEIE. B ORERL. RAIHENICEBLIZEEIC
BER—RIOLavDAMEBN T IV —EREEATVET LTI, BUIBRME T/ LT
1T —FEHD—ETT,

Manpower International

www.manpower.com/

IMCA AMERICA, INC.

www.imcaamerica.com/

7)KEREHSTT ¥ HT17 Y —F &4t (Retained Executive Search)

CEO %° CO0 D &5HbyT IS RDFAICEAL T, REIXKEHER - LTI EHT
1T —FRAEZNETEIEDHYET . REMICAMERERAT LS. LEVICEDLLT . D
H—ERIIHTIHEEIISBENHYET . —RUITHE L, TORI 3> DORADEE
ER—FZAD 30%M5 35%TT . SHIZ. HED 3 5D 11X, KEZHMSRIL. A FEIERIBE
REICKISBHELHYET . RICMICZDAMEESIHESIHICHDDHLT . EYD 3 5D 2
(. EE. 2HFAIRE 60 HEIF 90 HURICTKILSZEITHYFET  HP, GE P T4/ 7D &
SHEREEE, SHOMTLRILERRATIRE. FEAEDHEEINLORHITIKBELET .
KHNBEERFIETLUTD 2 DT,

Korn/Ferry International

www.kornferry.com/

Heidrick & Struggles International

www.heidrick.com/

Copyright © 2006 JETRO. All rights reserved.


http://www.manpower.com/�
http://www.imcaamerica.com/�
http://www.kornferry.com/�
http://www.heidrick.com/�

JETRO

1—3. A DBLEAH

PRI LMEHENLGHETRBEERYALCLEIBOHTEETT , @ELEEITHL
T.AEERRREICHIEREBIZEY . MEAMOBAAELTLESAREMLHYET . £
DR )EREHEFHLLTOVEORBELOEEICE T, BEZEEKICT 5. 2) £HEH
LTWAREE TH>TH, SR> THEHEDFISEEN SN L CLESTREMEAHYET . BRID
BYRAAHCEALTHBELGAS I ZLOTHNIE., RABRERIEETRITNERYER A

BREHICH-LTE. H—LERECEDVT. IR TORBELFLLETEIENEETT,
BEENLIE. ZHEDAKDEERR T HLIITEFELA SBIZ. BEEZEXZDIGEE.E
BRULEICERE SN, BERINTUVET . 2 TORBENRLEEZICE DSV TLSHITTIEELD
T, EHIZSUOFITTHIEIERETT . LHL. AMDERAAHDIL—ILEBRFEIZT HILIZE
ST, KREEE DM . BER. BAOFHEENZAIFTEL T RLBEULAMEZEUVHE I L
NTEFET,

ERIZIEK, RRA—=T7MIVEEY  BRESh -2 TOBREZRELET . TXTORBED
BEZIE—IL. FRTOERIZELSI— A— ANTESCGTIIERVER A KIE 2 AlEE
ADBEEEZRTHLIK3IZL., AIRIZEHEL TELLVET , AMEEMICBIL TIE., $FICERLLY
HETEELFET, FHMETIHRICLUT 3 DNEBEMDBZAZETHLTHERIEFET,

1) ZORIDLAVICT A O>TREESNDED KA ?
2) ZOMBICT, FRBEESNTLDHD XM ?
3) TORILIVTERVEREH (TEH-OIT. EQXIGERLEEENEELOMN?

RAEZTIL—T OFMEARDI=5. TORBRELBREL TSN BE . EESh -
BEEE 3 DIZHEINET,

1) £EE—HT. ZOBRBELOEEICERT S,
2) HEICERERMTERATMND,
3) TDEMEIITRALT D,

F9.2)ICEALT. REAELSFELBEZSVEREHLLHMRBALET . TDE. 2) DIE
HEIXNDICBINDZILEIHYET . LHL. FEALEDIZE. 2)[E1) DEFELNEEFRERAD
BEIEAT. REDRERFELELTH T THEEFET . TR TOBEBEENFELICHRDT7A
WIZRELFET , CNoDT7AILIE.EEOC [CLHAEMNASILLEELT. KUIZREL T
f=&LY,

KRNI —F— (AMIRE. —FEHF) LR THHEITIE. RYVVDBEFETOEE
DII—B3—DMTIDT, ERHMTOIRVDOERERBETORBEREIMGVRLENET, LHL.

Copyright © 2006 JETRO. All rights reserved.



JETRO

I TITRKONTNDELTH. ETOBEEEICHL T HATHR—L-EED L TFHELLZ T
FRYFEEA,

1—4. EiE

HEOBLUWEETIZTE. SIEMICHETSIIENEETYT , —RMLTEEAZICETS
ALZBHREINTOET A, @ETROLNDFERAFHIE. TORIaVIZL>TELBYFET,
INGEONEREDORICIE, EEITHL TG TORMEF—LTL—V—ELTOREENZE
BEEMRMITHEIALHYFET O, TOREBICE TEREMAICERNPEMIMMEILEHYET . TD
EEOMTDARSFIET—IIZAYRALZENTESINESIIEF TSNS ERLHYFET L.
LEEGARFr—FrEFAILDRINT—IEH OTLEWVBEFH LT IEELHYET . @iEE
EOTWWHRT, ZORDLAVICEH T B EDRABERMYF->TLSM ., B TEEETILE
NHEM. BEEICEIEEN BIALTEWDELNHINGELEETIDLENHYFET,

1—4—1. EETOFERIVF

BEENSZLDFEREFILIITEFIN, BEFELT. BEHEFOEMVOBEIICKTS
RiGEHBDIENKYITT, BET. ABIDOVT. ZE. REHICHh-54F T EHE,
HEF. EREHMDBIENTEFT . FLTENTIIESHVDOA, HRT=-IRHEETET 50,
ZORBEIERCKIICHLELEFEAFTELTEMEL TS LENSILETYT mETIIUTO 4 D
DmEBBLTEELY,

1) BB

EETIE. EEEICREASINTLIRNELYL, BEEMNIC BELBEIODLTET VY
LET BELERE. ABHRORIARICLEEESTHNIE BIIEAICZOEHEZERLT
ATEEN, BB TESI L& @EDOHETT,

L. 2UarA\L—TlE BB EEICERLET . RBEX VRIDHEIRE2— Ty
TEEADAHMZBEELERA YURIVENTIHRELT. —BOANZEOWNAERLZ—H
T. ZTOMIFEAEDNITEER 1-2 EZLITHLWMEREIFT I EITRYET BARMSRMELT
(EMYDEITEEN HEMLES )V NL—DBEREXRTEDBLUATT . L. RICA-E:
BEHEN. IS TELLRDONGLS, FRAICT AR ZOERIC OV TERL TZE
W DAV NL—TOEBIFIHEIELED T, ZOEEIFEEN DFEFRGHESNITA
FEYERA,

2) — & EY7 AT R

1EHEO— MG BELBELETNELRVER A, BTG TANOER, 7—XX
BTAIRE X ARHENEDEFITEENEID ., TCICLIETHIENTEET,

Copyright © 2006 JETRO. All rights reserved.



JETRO

3) A

ZTDRBEIL. TOEEITROONDIBEUEAELHASTLEOID . TDANIE, F—LTL—
Y—TL&OD, IR A BT, BRITHNT HEENELCT-BIZ, WELETEHL TS24
TDATLEID,

4) B

FTRTOBEFEINTNDOXLEF >TOET  SHEREDPICE, D)V AL—DFERH
HREEMYANTNSLEIALHNIE, BRANGERNBOEELHY . AIHERET HH1IC
FRELTEREERISHLRONET  ZHEE. TOEHONILFY—DHR T, BIFEMIZ,
ZLT . AYERFMLT, BLEENTEDZATDATLEID, URTIZEILKIBHILFr—D
HTEWBENHLITLLEIN BLEILL ZDBESRYITESIZS-TLLID BE . ZD
S EBDHDBIEITHEL=DTLEID,

1—4—2. EEEDOSHIEREE
LTI, BEORICAEHEICIFNEES A ABLSHIC OV TR ELEREERICH-
TH551=H D, mEEDHEIREIETY .

1EEOCBM
HEIXIEHEEDBEREZINET IR TOEETHY ., TORBITEENESIH, TORIay
[CARLIZEEAHEINEIN, ZL T, EHDHILFY—IZBINEINEHBF YU ATY,

2) EmEOBE

BEL. HEIFEDISIBHBLEL TN WNTI N ? 1EWLERELEZEBERMLIE. ZD
EHEDAREZMACLIITEF A BFLURRXEZESI-OICE ZHEEDESN. THE. &
HEPFHERRTIIOLEIEOHBEEZEZADILELHYET

)N RBBDBEFHD) AMERL

BEZSOFETORAEEHRT, AEOHICEHEE X TORB IR ELGRN, BREVLESE
HOYRMEEBLTENMETNENTERA, AEENEOLEEORRZEFTETLVGRITH
. BAHRAAVEEMETHIEETEEFEA. —BYRMERTNIE, BEREIFEL2DESIZE
WT ENENDIRHEITBALBAHEBRRTHLIEICERTEET  F- BRE. T/
—PECRADEREEICOVT ZHEDEZ. ERZEHISRRNTELIKILEMESHIE
HBRETI (B, ~FEof=b LEWVIREDERICENEMICER THOI&ITKRY | HEERER
WDRSEREENTEFT,

4) BENED)—HNFIvy

Copyright © 2006 JETRO. All rights reserved.



JETRO

HIEDRIIZ. £ TOHOEEE L California Fair Employment and Housing Fact Sheet) % &<5%
HTDHRICENMNTNALZTREBL TSN, AU TAHIL =TI FEETROONSE
REEEICHI=HERAHLMYDOTGRRENTNVET,

(x)California Fair Employment and Housing Fact Sheet [&. AEXRD{TEEE CSEBIE &L,

1—4—3. @EDHEDHH
EEROEEL. UTOXSIEHET,

IDE PN =L" & DV

DBFEHEICIZTOTy 3L T, TET, BEZRLZBETET HLIITLTZALY,
DNoBYLEFITEHILLEE#OLET  ZHTRUVEEMFLEALILILELTELGYEE A,
HL. BEHEELNBRBRELTCVDLSULE. BEOBETET RESREMEE TZEW, 21K
K& BHROELDEENST-EBEFBEFRLEEMOVTELET . BEELUSVIRSED
EOICHMERSILIE. TOEROEEEFKROEVNEDICLET,

2) S ORA, BBEABOHRHA

DI DAL =6, WEWEAREIZAVEY  ZPISHOFRAZTVET . SHOBE. BX
[ZRERBIFRANDD . KBISIEAANDD ZOREADHAZESH. (FIZIES a2 L
—DARVF—ELN RFHUDBREENGE) AEMIECT, EORFE/HELX. 21D
EDEMIZFIRY 50 SHDBREDRKREERPONIZ FRIIEDEELGDH,, ELVO=A
BTY,

SHICET SREEREIRM T IV ERIHYFELAN. RRHETE—LTILERIHYFET,
PH5A. TYRATEITTTEL TSN ARBEITEOT FHEFE>TVTH, F=FZE(#
RANEHLRNEVSIHEBOSHEHYET . BEETOFERIMEARHEICLLT, EORHIC
BIDNEIHDHIEFMBHIZYET

3) EMAEE~NDER

EIEORCZ DBHFICLELGRN, BREVEFHOVAMNEDIE, BREZLET.
HURMENERIOSFEADENTELRNGE(F, SHITE2AATEMZLEY . JYEK
HIZZLTIRY TFTEATELILIICLFET . Fo. RETHNIEL EELL BRITHLTES
—EEATE5 21 BoKYRET RIITERBVOLET AZHMEMEALOIEL TSI LZ . EFE
[SEETHENKYTY B — BEEDUIIANMIFRBEETITEMEELS VN HRIZE,
ZDEME L. EORHNBELET DAMTIIRNENSIZEIZRYFET,

HERE, ETOFXICEPLTAEELEYFT . ARDRERIFERLNGTY 6 FET6 A
EDHEEZLIZIGE . BIRDA D LETARETT A EIF EA LAV IDRIEDOHBIC

Copyright © 2006 JETRO. All rights reserved.



JETRO

BYFEY

4) EfEEMN D ER
HEEMNMOEROR. BT IEFHEENSEMZLTLLOLET,

5)®ETOEA DR
BRAN—RELE-®R. AMEETOCRADHBETVET, BEENEZHEDH, LVDRD
DITBIZHAEDD ., EVNHSF-HRETT,

HEOERT ARMTESBERITETIRML, BARERSTIC. 2 L) —GaZ1 25—
VT EHEEDBREECCETT . BN TRIGELRNI LK, SADEHEEISHABDERIC
BYZBENSITETY, RUVEELE. ZRBRFBEENZDOHFEESR EFLBVICEHLT . &
HEIIFENRERT LT,

Copyright © 2006 JETRO. All rights reserved.



Equal Employment Opportunity Commission (EEOC)

Regardless of how disciplined your company is about following equal opportunity
employment principles, your company must comply with the following three (3) key
requirements:

Post federal and state Equal Opportunity Notices within the office.

2. Depending on the size of your company and the nature of its business, you may be
required to file annual form EEO-1 (a.k.a., The Employer Information Report).

3. Keep on file copies of all documents (job applications, payroll records, discharges, etc.)
that could become relevant in the event your company is involved in a discrimination
suit.

The EEO Family:

More than a dozen pieces of major, HR-related federal legislation have passed since 1963, all
of which relate in some way to equal opportunity. And hundreds of statutes and guidelines
have been passed on the local, state, and county level as well. The focus of this legislation and
they type of business covered by each piece of legislation vary and a good deal of overlap
occurs. The following offers a quick glimpse of the key federal actions:

Equal Pay Act (1963)

The Act prohibits any discrepancies in pay between men and women who are assigned to or

perform the same job.

e The legislation applies to private employers or labor organizations who have 2 or more
employees, and who are engaged in interstate commerce or in the production of goods for
interstate commerce.

Title V11 of the Civil Right Act (1964)

The Act prohibits any employment and other practices that discriminate against people on the

basis of race, gender, color, religion, or national origin.

e The legislation applies to almost all government institutions, employment agencies, labor
unions, and private employers with 15 or more employees who work 20 or more weeks

PEer year.




The Age Discrimination in Employment Act (ADEA) (1967)
The Act prohibits discrimination against employees who are age 40 or older.
e The legislation applies to all private sector employers with 20 or more people who work

20 or more weeks per year. Also covered are labor unions, employment agencies, and
state and local government agencies.

Rehabilitation Act (1973)

The Act protects the rights of handicapped people from discrimination. (A handicapped

person is defined as someone with either a physical or mental impairment that critically

constrains his or her activity.)

e The legislation applies to employers with federal contracts and subcontracts worth more
than $2,500.

o Special requirements: Requires written affirmative action programs from employers of 50
or more people and with federal contracts worth more than $50,000.

Pregnancy Discrimination Act (1978)

The Act requires employers to regard pregnancy as a “medical condition” and not to exclude
pregnant employees from the same benefits and medical leave policies offered by the
company.

o The legislation applies to employers with 15 or more employees who work 20 or more
weeks a year.

Immigration Reform and Control Act (1986, 1990, and 1996)

What the legislation does: Establishes penalties for employers who knowingly hire illegal
aliens.

e The Legislation applies to any individual or company, regardless of size or industry.

Determining the legality of the employee’s status is the employer’s responsibility. You
cannot plead ignorance.

Americans with Disabilities Act (ADA) (1990)

The legislation gives people with physical or mental disabilities greatly increased access to
public services and requires employers to provide reasonable accommodation for applicants
and employees with disabilities.

o The legislation applies to all private employers with 15 or more employees. Employers

are being increasingly obliged to accommodate otherwise qualified disabled employees;
that is, outfit the workplace with certain features (i.e., wheelchair ramps) specially
designed for disabled people, or modify schedules or training programs with an eye
toward the special needs of a disabled person.



Older Workers Benefit Protection Act (1990)
The legislation prohibits age-based discrimination in early retirement and other benefit plans

of employees who are age 40 or older.

e The legislation applies to all private sector employers with 20 or more people who work
20 or more weeks per year.

Family and Medical Leave Act (1993)

The legislation grants to qualified employees the right to unpaid leave for specified family or
health-related reasons without the fear of losing their jobs. FMLA requires covered employers
to provide up to 12 weeks of unpaid, job-protected leave to eligible employees.

o The legislation applies to employees are eligible if they have worked for a covered

employer for at least 1 year, and for 1250 hours over the previous 12 months, and if there

are at least 50 employees within 75-miles.




California Department of Fair Employment & Housing

Fact Sheet
EMPLOYMENT INQUIRIES

WHAT CAN EMPLOYERS ASK APPLICANTS AND EMPLOYEES?

The Department of Fair Employment and Housing has developed this guide to provide employers with
guidance relating to inquiries that can be made to applicants and employees.

The California Fair Employment and Housing Act (FEHA) prohibits any non-job-related inquiries of applicants
or employees, either verbally or through the use of an application form, that express, directly or indirectly a
limitation, specification or discrimination as to race, religious creed, color, national origin, ancestry, physical
disability, mental disability, medical condition, marital status, sex, age, or sexual orientation, or any intent to
make such a limitation, specification, or discrimination.

The regulations of Fair Employment and Housing Commission indicate that inquiries that, directly or indirectly,
identify an individual on a basis enumerated in the Act are unlawful. However, it is not unlawful for an
employer to collect applicant flow data and other record keeping data for statistical purposes. Misuse of this
data constitutes a violation of the Fair Employment and Housing Act.

APPLICANTS

The FEHA also prohibits an employer from requiring any medical or psychological examination or inquiry of
any applicant or to make any inquiry whether an applicant has a mental or physical disability or medical
condition. It is also unlawful to make an inquiry regarding the nature and severity of a mental or physical
disability or medical condition. However, an employer may inquire into the ability of an applicant to perform
job-related functions and may respond to an applicant’s request for reasonable accommodation.

Once an employment offer has been made to an applicant, but prior to the commencement of employment
duties, an employer may require a medical or psychological examination provided that:

» the examination or inquiry is job-related and consistent with business necessity and,;
« that all entering employees in the same job classification are subject to the same examination or
inquiry.

EMPLOYEES

An employer may not require any medical or psychological examination or make any inquiry of an employee,
or inquire whether an employee has a mental or physical disability or medical condition or inquire into the
severity of the disability or condition.

However, an employer may require any medical or psychological examination or make inquiries that it can
show are job-related and consistent with business necessity. An employer may conduct voluntary medical
examinations, including medical histories, which are part of an employee health program available to the
employee at the work site.

The Employment Inquiries table is a guide and is not intended to be an exhaustive list of all acceptable and

unacceptable inquiries. Those questions considered unacceptable are likely to limit the employment
opportunities of persons protected by the Fair Employment and Housing Act.

Employment Inquiries - Page 1 of 3




EMPLOYMENT INQUIRIES

ACCEPTABLE SUBJECT UNACCEPTABLE

Name NAME Maiden name

Place of residence RESIDENCE Questions regarding owning or
renting.

Statements that hire is subject to AGE Age

verification that applicants meet legal age Birth date

requirements. Date of attendance/completion of
school
Questions which tend to identify
applicants over 40

Statements/inquiries regarding verification BIRTHPLACE, Birthplace of applicant or applicant’s

of legal right to work in the United States. CITIZENSHIP parents, spouse or other relatives.

Requirements that applicant produce
naturalization or alien card prior too
employment.

Languages applicant reads, speaks or
writes if use of language other than
English is relevant to the job for which
applicant is applying.

NATIONAL ORIGIN

Questions as to nationality, lineage,
ancestry, national origin, descent or
parentage of applicant, applicant’s
spouse, parent or relative.

Statement by employer of regular days, RELIGION Questions regarding applicant’s
hours, or shifts to be worked. religion.

Religious days observed.
Name and address of parent or guardian SEX, Questions to indicate applicant’s sex,
if applicant is a minor. MARITAL STATUS, marital status, number/ages of

FAMILY children or dependents.

Statement of company policy regarding Questions regarding pregnancy, child
work assignment of employees who are birth, or birth control
related. Name/address of relative, spouse or

children of adult applicant.

RACE, COLOR, Questions to applicant’s race, color,

SEXUAL ORIENTATION

or sexual orientation.

Questions regarding applicant’s
complexion, color of eyes, hair or
sexual orientation.

CREDIT REPORT

Any report which would indicate
information which is otherwise illegal
to ask, e.g , marital status, age,
residency, etc.

Statement that a photograph may be
required after employment.

PHYSICAL
DESCRIPTION,
PHOTOGRAPHS,
FINGERPRINTS

Questions as to applicant’s
height/weight.

Requiring applicant to affix a
photograph to application or submit
one at his/her option.

Require a photograph after interview
but before employment.

Employer may inquire if applicant can
perform job-related functions.

Statement that employment offer may be
made contingent upon passing a job-
related mental/physical examination.

MENTAL/PHYSICAL
DISABILITY,
MENTAL CONDITION
(APPLICANTS)

Any inquiry into the applicant’s
general health, medical condition, or
mental/physical disability.

Requiring a psychological/medical
examination of any applicant.
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A medical/psychological examination/
inquiry may be made as long as the
examination/inquiry is job-related and
consistent with business necessity and all
applicants for the same job classification
are subject to the same
examination/inquiry.

MENTAL/PHYSICAL
DISABILITY,
MEDICAL CONDITION
(POST- OFFER/PRE-
EMPLOYMENT)

Any inquiry into the applicant’s
general health, medical condition, or
physical/mental disability, if not job-
related and consistent with business
necessity.

A medical/psychological

MENTAL/PHYSICAL

Any inquiry into the employee’s

except those convictions which have been
sealed, or expunged, or statutorily
eradicated.

CRIMINAL RECORD

examination/inquiry may be made as long DISABILITY, general health, medical condition, or

as the examination is job-related and MEDICAL CONDITION mental/physical disability, if not job-

consistent with business necessity. (EMPLOYEES) related and consistent with business
necessity.

Job-related questions about convictions, ARREST, General questions regarding arrest

record.

Questions regarding relevant skills
acquired during U.S. military service.

MILITARY SERVICE

General questions regarding military
service such as dates/type of
discharge.

Questions regarding service in a
foreign military.

Requesting lists of job-related

ORGANIZATIONS,

General questions regarding

professional and/or character references
for applicant.

organizations, clubs or professional ACTIVITIES organizations, clubs, societies and
societies omitting indications of protected lodges.

bases.

Name of persons willing to provide REFERENCES Questions of applicant’s former

employers or acquaintances which
elicit information specifying
applicant’s race, etc.

Name and address of person to be
notified in case of accident or emergency.

NOTICE IN CASE OF
EMERGENCY

Name, address, and relationship of
relative to be notified in case of
accident or emergency.

NOTE: Any inquiry, even though neutral on its face, which has an adverse impact on persons on a basis
enumerated in the Fair Employment and Housing Act, is permissible only if it is sufficiently related to an

essential job function to warrant its use.

For more information, contact the Department
toll free at: (800) 884-1684

TTY Number: (800) 700-2320

or visit our Web site at: www.dfeh.ca.gov|

This publication can be made available in Braille, large print, computer disk, and tape cassette.

STATE OF CALIFORNIA

DEPARTMENT OF FAIR EMPLOYMENT & HOUSING

2218 Kausen Drive, Suite 100
Elk Grove, CA, 95758

DFEH-161 (8/01)
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Blank Job Description

Position Title

Department

Reportsto

Overall
responsibility

Key tasks and
responsibilities

Skillsand
attributes

Experience
requirement




Sample Job Descriptions

The following job descriptions should serve you well as amodel for
regardless of what job you're describing. Notice the following:

* Didtinction is drawn between overall responsibility and specific areas
of responsibility.

*  Experience requirement is separated from skills and attributes.
* Thelanguage is easy to understand.

Note: Educational requirements and experience requirements are the areas
where inadvertent discrimination may occur. Educationa requirement must
be area necessity for the job. If the work could be accomplished by
someone with equivalent job experience but who lacks a specific credential,
the job description should be modified. And to avoid age discrimination,
experience should not include an upper limit (for rare exceptions, consult
an attorney).



Position Title

Manager, Training and Development

Department

Human Resources

Reportsto

VP Human Resources

Overall
responsibility

Develop and implement training and
development programs for entire company

Key tasks and
responsibilities

Formulate and implement a strategy for
enlisting company-wide support for
training initiatives that support company
goals and philosophy

Create needs assessment process and
work with line managers to implement the
process

Set up distance learning training programs
through intranet

Choose and monitor vendors to deliver
training

Develop and control training budget

Prepare periodic reports and presentations
that make the business case for training

Work with line managers to track results
and impact of training

Skillsand
attributes

Ability to work well in anon-structured,
entrepreneuria environment

Proficiency in MS Word, Excel, Power
Point, and database management

Strong organizational skills

Strong oral and spoken communication
skills

Business-oriented, strategic mindset




Experience
requirement

BA/BS in Business, Management Science
or related study

Minimum 10 years experience in adult
education or equivalent

Direct experience with setting up intranet-
based training




Position Title

Sales/Operations Manager

Department

Sales

Reportsto

VP Sales

Overall
responsibility

Manage day-to-day operations of newly
created business devel opment group

Key tasks and
responsibilities

Serve as team leader for 50-plus sales reps
Work closely with HR director to develop
competencies-based approach to hiring and
training

Coordinate all training activities

Prepare monthly status reports and
presentations to management

Work closely with marketing to develop
and co-ordinate roll-out strategy.

Oversee hiring activities for sales reps
Monitor expenses and control budget

Track and report activities against goals

Skillsand
attributes

Proven leadership skills

Team-oriented personality

Outgoing personality

Proven ability to operate under pressure
Strong ora and written communication skills

Thorough knowledge of computers and
sales-related software

Experience
requirement

Minimum BA or BS

Minimum five years operation/sales
experience in alarge corporate setting

Minimum two years finance and
accounting experience
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Employee Handbook Table of Contents

The text that follows is designed to serve as amodel for an employee handbook you
might want to create for your own company. It's up to you and your management to
decide which of the categories mentioned in the outline are applicable or helpful to
your company.

Each company, even within the same industry, will have its own culture and
sengitivities. Think about what’s important to your company and limit your handbook
to the important issues. It’ s better -- and far wiser -- to only address matters of
importance that must be consistently observed within the company, than to have too
many policies which are of little or no real significance and will be ignored.
Remember: Once you have a written policy, everyone within the company must
follow it.



Opening Statement (sample)
This employee handbook is not meant to be a contract of employment. Its only
purpose is to inform employees about company policies, benefits, and regulations.
(ABC company reserves the right to change the handbook at any time, with or
without notice.)
Table of Contents
Section 1 ABOUT THE COMPANY
a) Mission statement and values
b) Brief history of company
Section Il EQUAL EMPLOYMENT OPPORTUNITY STATEMENTS
a) EEO compliance certification
b) Equal opportunity statement
c) Affirmative action plan (if needed)
d) Sexua harassment policy
Section 111 BASIC POLICIES
a) Employment status
b) Orientation
c¢) Employeel.D. cards
d) Dresscode
e) Working hours
f) Absenteeism and lateness
g) Cdfeteria
h) Parking
i) Holidays
J) Personal days
k) Vacations
[) Smoking
m) Leaves of absence

n) Safety issues



Section IV

Section V

0)
p)
q)

Security on the premises

E-mail policy

Employee code of conduct

COMPENSATION AND BENEFITS

a)
b)
0)
d)
€)
f)
9)
h)
)
)
K)

Pay day
Pay advances
Holiday pay

Jury duty pay
Sick leave pay

Vacation pay

Group insurance programs
401k plan

Expense reimbursement
Genera travel policies
Tuition reimbursement

Other benefits

Employee Assistant Program
Accident reporting

Drugs and alcohol

EMPLOYEE RELATIONS

a)
b)
0)
d)
€)
f)
9)

Copyrights and patents
Performance appraisal procedures
Promotion policy

Corrective action process
Complaint procedure

Termination policies

Resignation



Employee Handbook and At Will Employee Status Acknowledgment

Thisis a sample form where a new employee acknowledges receiving and agreeing to
the matters contained in the company’ s Employee Handbook (which will typically
contain policies forbidding discrimination, sexua harassment, and so on). The form
also requires the employee to acknowledge that heis an “at will” employee and that

he or the company can terminate the relationship at any time for any reason or for no
reason.



EMPLOYEE HANDBOOK AND AT WILL EMPLOYEE STATUS
ACKNOWLEDGMENT

| acknowledge that | have received and read a copy of the [ABC, Inc.] Employee
Handbook.

| al'so understand and agree that:

1. Additiona information and policies may be implemented from time to time by
[Name of Company].

2. The Employee Handbook is not an employment agreement or guarantee of
employment.

3. My employment with [Name of Company] is“at-will.” | understand that either |
or [Name of Company] may terminate the employment relationship, for any
reason or for no reason, at any time with or without notice, regardless of the
length of my employment or the granting of benefits of any kind, including but
not limited to benefits which provide for vesting based on length of employment.

4. | aso understand that no circumstances arising out of my employment will ater

my “at-will” relationship. That status as an at-will employee can only be changed

through awritten agreement duly authorized and executed by the President of
[Name of Company] and me.

5. | understand that no officer, employee or agent of [Name of Company] is

authorized to make any oral statements, agreements, promises, representations or

understandings inconsistent with the contents of this Acknowledgment form.

Signature of Employee:

Printed Name of Employee:

Date:
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Employment Development Department
PO Box 97016 MIC 23

West Sacramento, Ca 95799-7016
FAX: (916) 319-4400

REHE: HEFABROBRER. RETIVEIHYFEEA,

5—1—4. BRE CHEEH
REHRM: BEENEASNINEINHIDDLT ., 2 ERIREEIDEICLDEELHYE
j—o

5—1—5. #§55046%
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EZRLERERTHAILEIBEC. RIEERICEHT AEREFTANICIERT IBENHY
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TRENESICHVEDLE. SHOEBFNBERAT L. REVNTSVERICRELEREE
HTTVENAALTNFY  HRICE T KEXEDREERET HH(C. S/ RF IE
TELENELET,
Department of Industrial Relations
Cal/OSHA Consultation Services
2424 Arden Way Suite 410
Sacramento, CA 95825
916-263-2855

5—2—3. FRRR(T—H—X-a>7)

FRRRIZIMATIBEAHYEY . ERFELNTOSRIEEHA, TEEDESICHLED
. HEENEEDRIIRREFRHZEICHEZ . RREBALTEEELBYET,
Department of Industrial Relations
Division of Workers’ Compensation
2424 Arden Way, Suite 230
Sacramento, CA 95825
916-263-2735
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Execustaff HR
http://www.execustaff.net/

Tri-Net
http://www.trinet.com/
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“We hope that you will never find it necessary to resign. However, if you do, we ask that you give
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at least two weeks' notice. Proper notice allows us to prepare your final paycheck and separation
papers, and preserves your record as a responsible and cooperative employee. In some cases, we
may choose to pay your two weeks’ salary rather than require you to work the two weeks. If you

don't give the required notice, you may become ineligible to be rehired in the future.”
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Employee Exit Interview Form

TO:

FROM:

| would appreciate it if you would take a few minutes to respond to the questions below.
All answers will be held in strict confidence. Thank you.

How long were you employed?

Job Title?

Why are you leaving?

Would you describe your working relationship (with respect to both your particular job and
your relationship with fellow workers) as pleasant or unpleasant?

Do you feel that your particular job was important and significant in the overall operation of
the business?

Are there any particular practices or working conditions that either led to your decision to
resign or that you feel are detrimental to a satisfactory working relationship? If so, have
you any suggestions on how to eliminate them?




Are there any particular practices or working conditions that you feel are particularly
beneficial to an effective working relationship and that should be maintained?

Would you care to make any other comments?

Signed: Date:
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