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Disclaimer

This presentation is not and should not be construed as legal advice nor does
this presentation create an attorney-client relationship between you, your
organization, the presenter or the Pro Bono Partnership. The content of this
presentation is for informational purposes only. If you have specific questions
about the practices of your organization, you should contact an attorney for
advice.



About Pro Bono Partnership

* We provide pro bono legal assistance for nonprofit organizations through the services of our
staff and corporate and private attorneys

» To be eligible, the organization must be:

Nonprofit, tax-exempt (or seeking 501(c)(3) status);
Primarily serving the poor and disadvantaged;

Focusing on health and human services, community development, affordable housing,
neighborhood revitalization, environmental protection, and the arts; and

Unable to pay for legal services without significant impairment of program resources.



Pro Bono Partnership

Non-litigation business law matters, in areas such as:

« Corporate structure and governance

« Contracts

« Employment law

« Environmental law

* Intellectual property law

* Mergers, dissolutions, or bankruptcy

» Real estate (including lease reviews)

« Regulatory compliance (e.qg., registration, annual reporting, charitable solicitation, lobbying)
+ Tax law and tax exempt status

To apply, visit our website, www.probonopartner.org, and click on “Request Legal Assistance”



Agenda

e Productivity and Performance
o Work Time/Non-Work Time
e Absences, Leaves, and PTO
e Connection and Culture
e Equipment
e Travel
e Protections and Policies
e Security and Privacy
e Insurance
e Hiring and Separation
« Remote Work Policy



But first...



Productivity and Performance

e Work Time/Non-Work Time

e Do you know who is “exempt”
and who is “non-exempt”?



Productivity and Performance

e Work Time/Non-Work Time

e For non-exempt employees

e Control work time — “suffered or
permitted”



Productivity and Performance

e Work Time/Non-Work Time

e For non-exempt employees
e Track work time



Productivity and Performance

e Work Time/Non-Work Time

e« For exempt employees
e avoid unauthorized deductions



Productivity and Performance

e Poll Question No. 1:

e As a result of switching to remote work, what
changes, if any, have you made to
employees’ hours or pay?



Productivity and Performance

e Work Time/Non-Work Time

 Clarify and communicate performance objectives
and how you will measure productivity



10 MINUTE BREAKOUT SESSION

e Purpose: Network and share ideas!

e Tips for successful breakout:
e Cameras on and unmute!
e 2-3 minutes for intro
« Name, Role, Organization
e 7-8 minutes on the questions
e “I'll go first!”

e Questions: Does your organization effectively
communicate performance objectives and measure
productivity? If so, how? If not, what would be a
good first step toward this goal?
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Productivity and Performance

e Poll Question No. 2:

e Have you let staff work while sick (with Covid-19
or other illness)?



Productivity and Performance

e Absences, Leaves, and PTO



Connection and Culture

e Poll Question No. 3:

«How does your organization handle equipment
needed for remote work?



Connection and Culture

e Equipment and Work Environment
«\What equipment is needed?
«\Who is responsible?
«\What about cost?
«\What about safety?



Connection and Culture

e Travel?
o Safety
e Work time
 EXpenses



Connection and Culture

e Team Building
e In person or virtual?

e Same culture in a
different environment?



10 MINUTE BREAKOUT SESSION

e Purpose: Network and share ideas!

e Tips for successful breakout:
e Cameras on and unmute!
e 2-3 minutes for intro
« Name, Role, Organization
e 7-8 minutes on the questions
e “I'll go first!”

e Questions: Does your organization have effective
means of team-building and creating a healthy
culture while working remotely? If so, share some
examples; if not, what would be a good first step?

20



Protections and Policies

e Security and Privacy
o Confidential information
e Regulatory compliance (e.g., HIPAA)
e Electronic monitoring (Conn. Gen. Stat. 31-48d)



Protections and Policies

e Insurance
e Yes, you still need workers’ compensation!
« Talk to your broker
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Protections and Policies

e Hiring and Separation

e Interviewing and Onboarding

e [-9 Compliance:
https://www.ice.gov/news/releases/dhs-announces-
flexibility-requirements-related-form-i-9-compliance
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Protections and Policies

e Hiring and Separation

e Separation
e Maintaining privacy and sensitivity
e Return of property



Protections and Policies

« Remote Work Policy

e Putting it all together

« Don’t forget to reinforce existing policies (e.g., anti-
harassment)
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Protections and Policies

« Remote Work Policy
« Beware of sewing a patch of “new” cloth onto an

old garment!

e (In other words ...you may need to update your entire
handbook!)
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Protections and Policies

e Don’t forget posters and notices



THANK YOU!

Sami Asaad, Esq.
860-740-1357
sasaad@fordharrison.com



Contact Us

Connecticut (except Fairfield County)
Priya Morganstern

280 Trumbull Street, 28" Floor
Hartford, CT 06103

Phone: 860-541-4951

New Jersey

300 Lanidex Plaza
Suite 3203
Parsippany, NJ 07054
Phone: 973-240-6955

NY & Fairfield County, CT
237 Mamaroneck Avenue,
Suite 300

White Plains, NY 10605
Phone: 914-328-0674

Long Island, New York
Touro Public Advocacy Center
225 Eastview Drive

Central Islip, NY 11722
Phone: 631-650-2312
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