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Disclaimer

Start. Grow. Thrive.

The information presented in this webinar is intended for informational, educational

and discussion purposes only and does not constitute legal advice. While we

endeavor to keep it up to date, we make no representations or warranties of any kind,

express or implied, about the completeness or accuracy. Please consult an attorney for

specific legal counsel regarding your business.

All rights are reserved. This presentation may not be duplicated, shared or distributed

without express written consent of the author.



➢ Sources of Truth

➢ OLSE (Office of Labor Standards & Enforcement)

➢ Employee Classifications (Independent Contractor vs. W2 employee) 

➢ Hiring & Onboarding (Workers Compensation) 

➢ Wage & Hour Requirements/Timekeeping

➢ Leaves of Absence requirements and Paid Time Off (PTO)

➢ Workplace Health & Safety – Injury & Illness Prevention Plan (IIPP)

➢ Hiring Minors & Mandated Reporter Training

➢ Other responsibilities (mileage, retirement benefits, etc.)
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Sources of Truth: Local, State & Federal

.GOV
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Office of Labor Standards Enforcement (OLSE)

Established in 2017 by the County of Santa Clara Board of Supervisors 
(one of eight such offices in the US)

Mission is to advance labor standards through thoughtful community and business 
engagement, strategic enforcement, innovation and study, and policy development 
with commitment to equity & social justice.

GOALS:
• Foster a healthy economic environment for the County’s businesses and workers
• Compliance with Federal and State labor laws

ENSURE you have UPDATED LABOR LAW POSTERS and Electronic Versions for 
Remote Employees as well!

https://www.laborlawcenter.com/free-labor-law-posters/california

Office of Labor Standards & Enforcement (OLSE)
https://desj.sccgov.org/olse or call advice line: 1-866-870-7725 (Staffed by Live attorneys)

https://www.laborlawcenter.com/free-labor-law-posters/california
https://desj.sccgov.org/olse


2024 California State and Federal Labor Laws Poster

California Labor Laws (2024)
• Access to Medical & Exposure Records

• CA Minimum Wage 

• CA No Smoking Poster

• CALOSHA – Health & Safety Protection/ Emergency Phone Numbers

• Discrimination Notice

• EDD Notice to Employees

• Family Care, Medical/Disability, and Pregnancy Leave

• CA Paid Sick Leave Notice

• Payday Notice

• Time Off to Vote Notice

• Transgender Rights in the Workplace ~ NEW  for 2023

• Unemployment Insurance

• Whistleblower’s Protection Act

• Worker’s Compensation (Injuries caused by Work)

• Your Rights and Obligations as a Pregnant Employee

Start. Grow. Thrive.https://www.laborlawcenter.com/free-labor-law-posters/california
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2024 California State and Federal Labor Laws Poster

Federal Labor Law Poster(s) (2024)
• EEOC KNOW YOUR RIGHTS: Workplace Discrimination is Illegal

• Fair Labor Standards Act (FLSA) includes Federal min. wage

• Family and Medical Leave Act (FMLA)

• Employee Polygraph Protection Act (EPPA)

• Uniformed Services Employment & Reemployment Rights Act (USERRA)

• Occupational Safety & Health (OSHA) Job Safety & Health Protections

• IRS Withholding Notice

• Anti-Discrimination Notice

Local City Ordinances (2024)
• Minimum Wage Rate – updated every year

• San Jose – Opportunity to Work Ordinance (25+)

• Mountain View – Wage Theft Ordinance

https://store.calchamber.com/10032178-mastpsvl/products/posters/sunnyvale-minimum-wage-poster



Recruitment

Job Description Basics

● Establish what tasks and responsibilities would 
you want this person to handle

● What characteristics, qualities, personality traits
would you want this person to have (criteria)?

● What type of education, background, 
certifications would you want this person to 
have?

● What kind of experiences and/or situations 
would you want this person to have?

● What is your budget in terms of what starting pay 
will look like? (range: $18.55 - $22)

● What days and times would you want this person 

to work?

Where to Find Them

● Former and Existing Employees (TOP PERFORMERS)

● Community Colleges or Local Clubs/Programs

● Placement Offices or Vocational/trade schools

● Non Profit Organizations that Currently provide 

Training Programs (CalWorks, Dept. Child Support Services, or 

Social Services, Reintegration Programs)

● Community Centers, Libraries

● Online Social Media & Marketing Channels

- Indeed, Snag a Job, Culinary Agent, Facebook

● Old School Marketing (A signs or periodicals)

- SV Community Newspapers, Mercury news, The Sun, 

Ethnic papers (local tv channels – Spanish, Chinese)



New Employee Checklist

▪ File for an EIN (Employer Identification #) 
https://edd.ca.gov/en/payroll_taxes/am_i_required_to_register_as_an_employer

▪ Find a payroll provider (ADP, Paychex, Gusto, Quickbooks Payroll)
✓ Ensure your payroll provider sets you up with unemployment, disability payments with EDD
✓ Federal payments, with Social Security and Medicare, and State withholding taxes etc.

▪ Have new employee fill out proper paperwork:W4, DE4, I-9 or e-Verify ACH if necessary
https://www.irs.gov/businesses/small-businesses-self-employed/hiring-employees

▪ Provide offer letter or Notice to Employee form (Labor Code section 2810.5)

▪ Provide copies of Worker’s Compensation Insurance information (Notice of DWC 9783.1) 

▪ Have employee sign up for benefits if necessary 
✓ CalSavers retirement or any retirement plan  https://www.calsavers.com/ (within 30 days of hire)
✓ Healthcare benefits required if an establishment of 45 + employees or more

▪ Provide link for sexual harassment prevention training (within 60 days of hire)

▪ NEW in 2023: Employers > 15 or more employees must include pay scale in job postings. 
<15 employees, pay range available upon request. 

https://edd.ca.gov/en/payroll_taxes/am_i_required_to_register_as_an_employer
https://www.irs.gov/businesses/small-businesses-self-employed/hiring-employees
https://www.calsavers.com/


Fair Labor and Standards Act (FLSA)

Employee Classifications:
Exempt vs. Non-exempt

W2 vs. Contractor

https://www.dol.gov/agencies/whd/flsa

https://www.dol.gov/agencies/whd/flsa


AB5 Law Independent Contractors

AB 5 Law (effective Jan. 2020) requires all workers 

to be  assumed employees (W4/W2) unless worker 

meets all  criteria in the ABC test, then they can be 

classified as an  independent contractor

Employersshould consult  

with legal counsel to utilize  

exceptions under the law.

Some exceptions for specific occupations (i.e., graphic designers, freelance writers, 

real estate agents, copy editors, enrolled agents, still photography, fine artists, 

videographers, etc.). Licensed barbers, cosmetologists, estheticians are also 

exempt if “renting” stations – have own business license as well.

ABC test
• (A) The worker is free from the control and direction of the hiring entity

• (B) The worker performs work that is outside the usual course of the 

hiring entity’s business

• (C) The worker is customarily engaged in an independently 

established trade, occupation, or business of the same nature as the 

work performed.
Start. Grow. Thrive.
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Exempt or Salaried employees:   
• Exempt employees are “exempt” from any wage and hour requirements, not subject to 

meal or break periods, or overtime, etc. 

• Employers or managers do not have as much “control” over their hours worked. Expected 
to complete their work, regardless of number of hours worked.

• Generally, these are higher level positions like operating executives, supervisors, day-to-
day administrative or professional employees. Exempt employees can sometimes be also 
business development positions, salespeople, and/or tech or computer software employees.

• *** Minimum wage for Salaried Employee is $66,580/year

Hourly (Non-exempt) vs. Salaried (Exempt)

Non-Exempt or Hourly employees:
All employees are hourly by default. Subject to all wage and hour laws, overtime, etc.
Typically given a “work schedule”. Employer or manager has more “control” over their 
hours worked and tasks given.  
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Help From the IRS and EDD

IMPORTANT!

Misclassifying a worker as an

independent contractor can give rise

to a host of legal claims: failure to pay

wages, overtime, failure to provide

meal & rest breaks + back taxes &

penalties.

IRS & EDD will provide a written

determination as to whether a worker

is an employee or an independent

contractor for tax withholding

purposes.

ResourcesonAB5

https://www.labor.ca.gov/employmentstatus/


Wage & Hour Requirements

Minimum Wage, Overtime, Meals & Rest Periods

https://www.dir.ca.gov/dlse/faq_minimumwage.htm

https://www.dir.ca.gov/dlse/faq_minimumwage.htm




• Meal period required for minimum of 30 minutes - unpaid (if working more 
than 5 hour shifts) preferably in the middle of shift

• Meal period must be “uninterrupted” and employee must be relieved of “All duties” 
and permitted to leave premises, if possible

• If shift is scheduled for 6 hours, employer and employee can mutually agree to waive 
the meal period (must be documented, pre-set for record keeping purposes)

• If work period is more than 10 hours, a 2nd meal period is required to be provided

• Rest periods are 10 minutes per 4 hours of work, with no deduction of wages

• Exemptions of rest periods, if it will not impact welfare, or comfort of employee and 
create an undue hardship for employer, must be documented and mutually agreed upon 
(Premium pay will still be required)

Meal and Break Periods
(for Hourly/Non-exempt employees)



• Clock in once work is starting, like when changing into uniforms or washing up (travel time should be 
considered if work requires moving locations, for example farmers markets/trade shows)

• Employee Meetings or having employees on “Stand by” or ON CALL is also hours worked (for example: 
delivery drivers, that work for you etc. – minimum 1 hour of pay)

• Split shifts, common in restaurant industry, get paid an additional 1 hour pay of (highest minimum wage) 
for every split shift scheduled. Calculations are unique to each employee – please reach out separately for 
questions.

• After 8 hours a day-employees are paid 1.5x; after 12 hours is 2x (also on weekends in which it is their 7th 
consecutive day worked will be at 1.5x hourly pay and 2x hourly pay beyond 8 hours in day)

• Pay summaries should be provided as scheduled and indicate: 
• Gross wages (before taxes), rate of pay + hours worked
• All deductions and pay period (CA paid sick leave taken and any PTO balances remaining as well, if 
applicable)
• Name of company (not DBA), address, employee name, SSN, and DOB (if minor) 

• Terminated employees if involuntary – need to get paid day of notice; Voluntary terminations will need 
pay within 72 hours of last day worked.

Time Keeping Requirements
(for Hourly/Non-exempt employees)



Sample Pay Summary
(for Hourly/Non-exempt employees)



Leaves of Absences & Paid Time Off 
Requirements

CA Paid Sick Leave, CFRA, Disability Leave, 
Bereavement etc. 

https://hrcalifornia.calchamber.com/hr-library/leaves-of-absence

https://hrcalifornia.calchamber.com/hr-library/leaves-of-absence


Mandatory Benefits 

➢ CA Paid Sick Leave (now applies to all businesses regardless of size) new in 2024!

➢ Option 1: 1 hour for every 30 hours worked up to a maximum accrual of 80 hours

➢ Option 2: Lump sum of 40 hours every 12 months worked (after 30 day waiting 
period)

➢ Can be used for the following:

1.Their own sickness, or health of spouse/domestic partner

2.Use of child, sibling, grandparent or child (1/2 of annual accrual for care of family 
member) includes “designated persons”

3. Victims of domestic violence, sexual assault, or stalking

Start. Grow. Thrive.



Only the employee can designate when sick 

leave is used. Employers cannot choose on

behalf of the employee.

Reminder about Paid Sick Leave

• New in 2023 “Designated persons” can 

be reason for use of sick leave ( i .e. aunts, 

nieces, godparents etc.)

• Opt ions: 1 hour for every 30 hours  worked

up to max accrual of 80 hours OR lump 40

hours every 12 months

• Use for own health or spouse, domestic

partner, chi ld (any age), sibling,

grandparent & grandchild

• Use at least ½ of annual accrual fo r  care

of family member

AB2017 – Expanded Paid Sick Leave/Kin Care

Start. Grow. Thrive.



Appliesto all employers

• Family Medical Leave (FMLA)

• Pregnancy Disability Leave (CA PDL)

• Crime Victim’s Leave/Time to Vote /Jury Duty/Military Service/Spouse Leave

• NEW in 2023 Bereavement Leave 

✓ Employee to give reasonable advance notice, if possible

✓ Employer can require written documentation (i.e., doctor’s note or letter of treatment)

✓ Time off is unpaid, though employee can use accrued PTO/sick leave or process disability 

replacement pay (SDI) through the EDD (Employment Development Dept. of CA)

✓ Employers cannot retaliate (i.e., write up attendance, demote or fire) 

✓ Must return employee to prior schedule, work duties, etc. (job-protection)

Leaves of Absences

Start. Grow. Thrive.https://edd.ca.gov/en/disability/paid-family-leave/

https://edd.ca.gov/en/disability/paid-family-leave/


Appliesto all employers

• Protected leave for employees with 5 or more

• Employee is eligible if they have been employed for at least 30 days prior to the start 

of their leave

• Qualifying family members are spouse, child, parent, parent-in-law, grandparent, domestic 

partner – NEW in 2024 -includes loss of a pregnancy qualifies as well.

✓ Up to 5 days of leave do not need to be consecutive but need to be used within 3 

months of the qualifying family member’s (only direct family members) death. 

✓ Employer can require written documentation, if there is abuse of policy (i.e.orbituary, 

funeral program)

✓ Time off is unpaid, though employee can use accrued PTO/vacation leave, if applicable

✓ Employers must maintain confidentiality of leave 

AB1949 – Mandatory Bereavement Leave

Start. Grow. Thrive.Copyright 2023:Melissa Sanchez Coaching for Enterprise Foundation /WPUSA



Calif Family & Medical Care Leave (CFRA) or CA Family Rights 

ACT

Key Considerations

▪ Expands the law to cover employers with 5+ workers

▪ Employee must have worked for 12 months& at least 1,250 hours

▪ Cantake 12 weeks of job-protected leave (unpaid) 

▪ Employee can take leave for own serious health condition or family 

member’s or birth, adoption or foster placement of child or 

simply baby bonding with newborn child **New 2024 – fertility 

treatments

▪ Family member = spouse, domestic partner, child (any age),

sibling, grandparent & grandchild, or “designated person”

▪ Employer can request certification from medical provider

▪ Must be reinstated to same or comparable position

▪ Lactation accommodations for nursing mothers

Start. Grow. Thrive.Source:https://calcivilrights.ca.gov/family-medical-pregnancy-leave/



Appliesto all employers

• Protected leave for employees who are victims of crimes that caused physical/mental 

injury & a threat of physical injury

• Protected leave for an employee whose immediate family member is deceased asa 

direct result of a crime

• Leave is to attend judicial proceedings related to the crime and/or proceedings 

involving victims’ rights

✓ Employee to give reasonable advance notice, if possible

✓ Employer can require written documentation (i.e., police report or court orders, list 

of court dates for pre absence planning)

✓ Time off is unpaid, though employee can use accrued sick time/PTO or vacation

✓ Employers cannot retaliate (i.e., write up attendance, demote or fire)

AB2992 – Expanded Crime Victim Leave

Start. Grow. Thrive.Copyright 2023:Melissa Sanchez Coaching for Enterprise Foundation /WPUSA



Paid Time Off (PTO) in California

Source : Cal Chamber & 

*https://www.scscourt.org/online_services/jury/jury_duty_information.shtml
Start. Grow. Thrive.

CA PAID SICK LEAVE

• Mandatory 40 hours of paid 

sick leave, if employee has 
worked at least 30 hours a 
week for a rolling 120 calendar 
days OR Accrual of up to 80 
hrs, whichever method you 
decide to provide to your 
employees.
• Use it or lose it, does not need 
to get paid out at end of year.

VACATION

• No mandatory requirement for 

paid vacation time

• Vacation can be provided as 
paid or unpaid and must be 
applied consistently for all 
employees

• Employer can also offer an 
accrual system for vacation 
time (with a maximum cap if not 
used within calendar year)

LEAVE of ABSENCES

• Required Leaves of Absences (LOAs) are:

• FMLA/CFRA
• CA Pregnancy Leave (PDL)
• Disability Leave
• Domestic Abuse Leave
• Bereavement (up to 5 days)
• Military Service/Organ 

Donor Leave/Jury Duty*/ 
Time to Vote

• Optional LOAs:

• Holidays, Personal Leaves



Workplace Health & Safety Protocols

Injury & Illness Prevention Plan (IIPP), & Workplace 
Violence Prevention Plan (WVPP)

https://www.cdph.ca.gov/

https://www.cdph.ca.gov/


IIPP: Injury & Illnesses Prevention Plan

Start. Grow. Thrive.

https://www.dir.ca.gov/dosh/dosh_publications/iipp.pdf

Purpose of IIPP
• Commitment to Safety and Health
• Person(s) responsible for Safety & Health program is identified and encourages employees to report 

unsafe conditions
• Communication Plan, reduces risks, creates a productive and quality work environment

What is Included in IIPP:
✓ Workplace objectives for accident and illness prevention
✓ Responsibilities by both supervisors, managers, and employees for accountability
✓ Processes & Procedures for identifying, communicating, and investigating unsafe or unhealthy 

conditions, work practices or procedures
✓ Employee training, instructions, and recordkeeping

IIPP must be distributed to all employees and placed in common areas for review

Source: CDPH

https://www.dir.ca.gov/dosh/dosh_publications/iipp.pdf


Workplace Safety & Health (Cont’d)

Start. Grow. Thrive.

https://www.dir.ca.gov/dosh/

• Keep 3 feet clearance in front of electrical panels. Replace damaged electrical cords 
and missing covers of electrical boxes.

• Keep aisles and exit route clear of obstructions. Keep floors clean, dry, and/or 
supply mats to prevent slippage. Clean up spills immediately and have signs

• Keep records and report immediately of injuries, illness, or death to Cal/OSHA. As 
well as provide insurance claims related to work injuries.

• Provide employees access to medical records if requested and POST the CAL/OSHA 
Safety and Health Protection poster

• New for 2024: Workplace Violence Prevention Plans (WVPP) includes processes and 
procedures regarding workplace violence matters, like reporting incidences, investigations, 
and planning for emergencies.

Source: CDPH

https://www.dir.ca.gov/dosh/
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Harassment Prevention Training

Free policy and training resourcesfrom the CA Civil Rights (formerly, Dept. FEAH)

Applies to businesseswith 5+ employees

✓ Every 2 years training

✓ Provide training within 6 months of hire

✓ Must train seasonal and temporary workers  

within 30 days or 100 hours worked

✓ Training can be online or live

✓ Manager = 2 hoursof training

✓ Employees = 1 hour of training

✓ Must keep records to prove

https://calcivilrights.ca.gov/shpt/

https://calcivilrights.ca.gov/shpt/


Hiring Minors

Comply with child labor laws: https://www.dir.ca.gov/dlse/dlse-cl.htm

Work  Permit  on  File

• Complete Statement of Intent to Employ a Minor (Form B1-1)
• File Form B1-1 with the minor’s school district
• Minor’s school district completes and issues a Permit to Employ and Work Form (B1-4)

Minor’s  are defined:
✓ High-school dropouts
✓ Emancipated minors
✓ Minors who are not state residents, such as children who live out of state, with one 

parent during the school year and visit the other in California in the summer
✓ Children who work for their parents

Human Trafficking Posters required to be at door of establishment by certain 

industries https://www.dir.ca.gov/DLSE/Human_Trafficking_Notice.html

https://www.dir.ca.gov/dlse/dlse-cl.htm
https://www.dir.ca.gov/DLSE/Human_Trafficking_Notice.html


• Minimum wage: $16 – or 85% of minimum wage (first 30 days – 6 months)

• Minors under the age of 12 are not allowed to work except in entertainment industry 
(Hollywood) with specific permits from Labor Commissioner

• Minors between the ages of 12 to 13 are only allowed to work on holidays and 
weekends and cannot exceed 8 hours in a day and will require permits from school district and 

guardians – No more than 8 hours a week

• Minors between the ages of 14 to 15 are allowed to work, no more than 3 hours on 
any school day, and/or 8 hours on any non-school day(s) and no more than 18 hours 
per week - when school is in session. No more than 40 hours per week when school is not in session (i.e. 

summer)

• Minors between the ages of 16 to 17 are allowed to work no more than 4 hours on 
any school day, and/or 8 hours on any non-school day(s) and no more than 40 hours per week – 

when school is in session. No more than 48 hours a week when school is not in session.
 
• 18 year olds who are still Seniors in HS still fall into the 16 and 17 year old category.

Hiring Minors
(Wage and Hour Division WHD of US Dept. of Labor - DOL)
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Expanded list of who must report

• Applies to businesseswith 5+ employees

• Reporters = any employee designated to accept

complaints of misconduct & frontline supervisor

with direct contact/supervision of minors

• Minor = person under age 18

• Employers must receive training about their duty to

report + how to identify & report child abuse

• Free training by Office of ChildAbuse Prevention

• Proof of employee notification & education is

required

NEW! AB1963 – Expanded Mandated Reporters

Resources& Training: Calif Dept. of Social Services

https://cdss.ca.gov/inforesources/ocap




• IRS Mileage Reimbursement Rate: Jan. 1, 2024  $0.67 cents/mile

• Retention rewards: gas cards, cellphone stipends, & family meals

• Emergency Conditions – Employer cannot take adverse action for 
employees wanting to leave work

• Cannabis and the Workplace (non-discrimination)

• Reproductive and Health Decision Making Laws (non-discrimination)

• Restroom Access (for medical conditions)

• Retirement Program (CalSavers 1 or more employees, effective 1/2023, will not 
audit till 1/2025) https://calsavers.com

OTHER Employer Responsibilities

Copyright 2023:Melissa Sanchez Coaching for Enterprise Foundation /WPUSA
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Any Final Questions?

Start. Grow. Thrive.



• OLSE: www.sccfairworkplace.org
• CAL/OSHA: www.dir.ca.gov/dosh
• Dept. of Fair Employment and Housing: CRD https://calcivilrights.ca.gov/

• https://calcivilrights.ca.gov/shpt/

• Center for Disease Control & Prevention: https://www.cdc.gov/niosh/
• Santa Clara County Department of Health: 

https://publichealth.sccgov.org/home
• CA Dept. of Health: https://www.cdph.ca.gov/
• CA EDD: www.edd.ca.gov
• IRS: https://www.irs.gov/credits-deductions/businesses

• CA Labor Commissioner’s Office: www.dir.ca.gov/dlse
• US Dept. of Labor: www.dol.gov

Resources

Copyright 2023:Melissa Sanchez Coaching for Enterprise Foundation /WPUSA

http://www.sccfairworkplace.org/
http://www.dir.ca.gov/dosh
https://calcivilrights.ca.gov/
https://calcivilrights.ca.gov/shpt/
https://www.cdc.gov/niosh/
https://publichealth.sccgov.org/home
https://www.cdph.ca.gov/
http://www.edd.ca.gov/
https://www.irs.gov/credits-deductions/businesses
http://www.dir.ca.gov/dlse
http://www.dol.gov/


Thank you.

Email: Melissasanchezcoaching@outlook.com

https://www.accesssbdc.org/

https://sunnyvaledowntown.org/

Start. Grow. Thrive.
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