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Undergraduate Certificate in Employment Law and HR Compliance

Introduction to Employment Law

Employment Law: Employment law refers to the body of laws, regulations, and rules that govern the
relationship between employers and employees. It covers a wide range of issues, including hiring,
termination, wages, benefits, discrimination, harassment, workplace safety, and more.

HR Compliance: HR compliance involves ensuring that an organization's human resources policies,
practices, and procedures comply with relevant employment laws and regulations. This includes staying up
to date with changes in legislation, implementing best practices, and mitigating legal risks.

Undergraduate Certificate: An undergraduate certificate is a credential awarded by a college or university
upon completion of a specific program of study at the undergraduate level. It is typically shorter in duration
than a degree program and focuses on a specialized area of study, such as employment law and HR
compliance.

Key Terms:

Employer: An employer is a person or organization that hires employees to perform work in exchange for
wages or salary. Employers have certain legal responsibilities towards their employees, including providing a
safe work environment, paying wages on time, and complying with employment laws.

Employee: An employee is an individual who works for an employer in exchange for compensation.
Employees have certain rights under employment law, including the right to a minimum wage, overtime
pay, and protection from discrimination and harassment.

At-Will Employment: At-will employment is a common law doctrine that allows employers to terminate
employees for any reason, as long as it is not illegal. Similarly, employees can also resign from their
positions at any time without giving a reason.

Discrimination: Discrimination occurs when an employer treats an employee or job applicant unfavorably
because of their race, color, religion, sex, national origin, age, disability, or other protected characteristic. It
is illegal under various federal and state laws.

Harassment: Harassment refers to unwelcome conduct in the workplace that is based on a protected
characteristic, such as race, sex, or religion. It can take many forms, including verbal, physical, and visual
harassment, and can create a hostile work environment.

Wage and Hour Laws: Wage and hour laws govern issues related to minimum wage, overtime pay, meal and
rest breaks, and recordkeeping requirements. These laws ensure that employees are fairly compensated for
their work and are protected from wage theft.

Family and Medical Leave Act (FMLA): The FMLA is a federal law that allows eligible employees to take up to
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12 weeks of unpaid leave for certain family and medical reasons, such as the birth of a child or a serious
health condition. Employers must comply with FMLA requirements and provide job protection for
employees on FMLA leave.

Equal Employment Opportunity (EEO): EEO is the principle that all individuals should have equal access to
employment opportunities without discrimination or harassment. Employers are required to provide equal
employment opportunities to all employees and applicants, regardless of their protected characteristics.

Whistleblower Protection: Whistleblower protection laws protect employees who report illegal or unethical
behavior in the workplace. These laws prohibit employers from retaliating against employees who speak up
about misconduct, fraud, or other violations of the law.

Workplace Safety: Workplace safety laws and regulations are designed to protect employees from hazards
and risks in the workplace. Employers have a legal obligation to provide a safe work environment, including
training, safety equipment, and hazard prevention programs.

Unemployment Insurance: Unemployment insurance is a state-run program that provides temporary
financial assistance to individuals who have lost their jobs through no fault of their own. Employers are
required to pay unemployment insurance taxes to fund the program.

Collective Bargaining: Collective bargaining is the process by which employers and labor unions negotiate
terms and conditions of employment, such as wages, benefits, and working conditions. It is a key aspect of
labor relations and can involve complex legal issues.

Retaliation: Retaliation occurs when an employer takes adverse action against an employee for engaging in
protected activity, such as filing a discrimination complaint or participating in a workplace investigation.
Retaliation is illegal under employment law.

Health Insurance Portability and Accountability Act (HIPAA): HIPAA is a federal law that protects the privacy
and security of individuals' health information. Employers that provide health insurance to their employees
must comply with HIPAA requirements to safeguard sensitive medical data.

Termination: Termination refers to the end of the employment relationship between an employer and an
employee. Employers must follow legal requirements when terminating employees to avoid wrongful
termination claims and legal challenges.

Severance Pay: Severance pay is a sum of money or benefits that an employer may offer to an employee
upon termination of employment. It is typically provided as a gesture of goodwill and may be subject to
negotiation and legal considerations.

Non-Compete Agreement: A non-compete agreement is a contract between an employer and an employee
that restricts the employee from working for a competitor or starting a competing business for a certain
period of time after leaving the employer. Non-compete agreements must comply with state laws to be
enforceable.

Arbitration: Arbitration is a form of alternative dispute resolution in which a neutral third party, called an
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arbitrator, hears both sides of a dispute and makes a binding decision. Some employment contracts require
employees to resolve disputes through arbitration instead of going to court.

Trade Secrets: Trade secrets are confidential business information, such as customer lists, pricing data, and
manufacturing processes, that give a company a competitive advantage. Employers can protect trade
secrets through non-disclosure agreements and other legal measures.

Workplace Diversity: Workplace diversity refers to the variety of differences among employees, including
race, ethnicity, gender, age, and more. Employers are encouraged to promote diversity and inclusion in the
workplace to create a more equitable and productive work environment.

Telecommuting: Telecommuting, also known as remote work or telework, is a work arrangement in which
employees work from a location outside of the traditional office, such as their home. Telecommuting has
become increasingly common due to advances in technology and changing work preferences.

Workplace Accommodations: Workplace accommodations are modifications or adjustments made by
employers to enable employees with disabilities to perform their job duties. Employers are required to
provide reasonable accommodations under the Americans with Disabilities Act (ADA) and other laws.

Workplace Investigations: Workplace investigations are conducted by employers to address complaints of
discrimination, harassment, misconduct, or other violations of company policies or laws. Employers must
conduct thorough and impartial investigations to protect employees and prevent legal liability.

Employee Handbook: An employee handbook is a written document that outlines an organization's policies,
procedures, and expectations for employees. It serves as a guide for employees and helps ensure
consistency in the workplace.

Protected Characteristics: Protected characteristics are personal attributes, such as race, gender, age,
disability, and religion, that are protected from discrimination under federal and state laws. Employers are
prohibited from making employment decisions based on these characteristics.

Workplace Retention: Workplace retention refers to efforts by employers to retain talented employees and
reduce turnover. Strategies for workplace retention may include offering competitive benefits, opportunities
for advancement, and a positive work environment.

Workplace Training: Workplace training is the process of providing employees with the knowledge and skills
they need to perform their job duties effectively. Training programs may cover topics such as safety,
diversity, harassment prevention, and leadership development.

Unionization: Unionization refers to the process by which employees join together to form a labor union to
collectively bargain with employers for better wages, benefits, and working conditions. Employers must
comply with laws governing unionization and collective bargaining.

Employment Contracts: Employment contracts are written agreements between employers and employees
that outline the terms and conditions of employment, such as job duties, compensation, benefits, and
termination provisions. Contracts can help clarify expectations and protect the rights of both parties.
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Workplace Culture: Workplace culture refers to the values, beliefs, and behaviors that shape the work
environment within an organization. A positive workplace culture can improve employee satisfaction,
productivity, and retention.

Workplace Wellness Programs: Workplace wellness programs are initiatives designed to promote the health
and well-being of employees through activities such as fitness challenges, health screenings, and mental
health resources. These programs can improve employee morale and reduce healthcare costs.

Workplace Flexibility: Workplace flexibility refers to the ability of employees to adjust their work schedules,
locations, or job duties to accommodate personal or family needs. Employers that offer flexibility may
attract and retain top talent.

Employee Classification: Employee classification refers to the categorization of workers as either employees
or independent contractors for purposes of tax withholding, benefits eligibility, and other legal
considerations. Misclassification can lead to legal issues and financial penalties.

Employment Practices Liability Insurance (EPLI): EPLI is a type of insurance that protects employers from
claims of discrimination, harassment, wrongful termination, and other employment-related lawsuits. It can
help cover legal fees, settlements, and damages in the event of a lawsuit.

Telework Agreement: A telework agreement is a formal document that outlines the terms and conditions of
a telecommuting arrangement between an employer and an employee. It may cover expectations,
responsibilities, equipment usage, and communication protocols for remote work.

Workplace Harassment Training: Workplace harassment training is a form of education provided to
employees to prevent and address harassment in the workplace. Training programs typically cover legal
requirements, reporting procedures, and strategies for creating a respectful work environment.

Employee Relations: Employee relations refers to the management of the relationship between employers
and employees, including communication, conflict resolution, and employee engagement. Strong employee
relations can foster a positive work environment and improve organizational performance.

Employee Assistance Programs (EAPs): EAPs are employer-sponsored programs that provide employees
with confidential counseling, support services, and resources to address personal or work-related issues.
EAPs can help employees manage stress, improve mental health, and enhance job performance.

Workplace Investigations Training: Workplace investigations training is designed to teach HR professionals,
managers, and supervisors how to conduct fair, thorough, and legally compliant investigations into
workplace complaints. Training may cover interviewing techniques, evidence collection, and report writing.

Union Avoidance: Union avoidance is a set of strategies used by employers to prevent or discourage
employees from joining a labor union. Employers may engage in communication, training, and policy
development to address employee concerns and maintain positive labor relations.

Workplace Privacy: Workplace privacy refers to the rights of employees to keep personal information and
activities confidential in the workplace. Employers must balance the need to protect sensitive information
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with respecting employees' privacy rights under the law.

Workplace Harassment Policy: A workplace harassment policy is a written document that outlines an
organization's commitment to preventing and addressing harassment in the workplace. The policy should
define prohibited behaviors, reporting procedures, and consequences for violations.

Workplace Investigations Certification: Workplace investigations certification is a credential that
demonstrates expertise in conducting workplace investigations. Professionals who earn certification may
have enhanced credibility, knowledge, and skills in handling workplace complaints effectively.

Employee Recognition Programs: Employee recognition programs are initiatives designed to acknowledge
and reward employees for their contributions to the organization. Recognition can take various forms, such
as awards, bonuses, and public praise, and can boost employee morale and engagement.

Workplace Bullying: Workplace bullying refers to repeated and unwelcome behavior that intimidates,
humiliates, or undermines an employee in the workplace. Employers are encouraged to address and prevent
bullying through policies, training, and intervention strategies.

Workplace Ethics: Workplace ethics involve the moral principles and values that guide behavior in the
workplace. Employers are expected to promote ethical conduct, integrity, and transparency among
employees to build trust and credibility.

Employee Satisfaction Surveys: Employee satisfaction surveys are tools used by employers to gather
feedback from employees about their job satisfaction, work environment, and overall experience. Survey
results can help identify areas for improvement and enhance employee engagement.

Workplace Investigations Software: Workplace investigations software is a technology solution that helps
HR professionals and investigators manage and streamline the investigation process. Software may include
features for case tracking, document management, reporting, and compliance.

Workplace Violence Prevention: Workplace violence prevention involves measures taken by employers to
protect employees from threats, harassment, or physical harm in the workplace. Prevention strategies may
include security protocols, training, and conflict resolution techniques.

Employee Development Programs: Employee development programs are initiatives designed to enhance
the knowledge, skills, and abilities of employees to support their career growth and advancement. Programs
may include training, mentoring, coaching, and tuition assistance.

Workplace Accommodations Request: A workplace accommodations request is a formal proposal submitted
by an employee to request modifications or adjustments to their job duties, work schedule, or work
environment due to a disability or medical condition. Employers must engage in an interactive process to
evaluate and implement reasonable accommodations.

Employment Law Compliance: Employment law compliance involves adhering to federal, state, and local
laws and regulations that govern the employer-employee relationship. Compliance efforts may include
policy development, training, audits, and reporting to mitigate legal risks and ensure a fair and inclusive
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workplace.

Workplace Diversity Training: Workplace diversity training is a form of education provided to employees to
promote understanding, respect, and inclusion of individuals from diverse backgrounds. Training programs
may cover topics such as unconscious bias, cultural awareness, and teamwork.

Employee Engagement Surveys: Employee engagement surveys are tools used by employers to measure the
level of employee engagement, satisfaction, and motivation in the workplace. Survey results can help
identify areas for improvement and inform strategies for enhancing employee retention and productivity.

Workplace Harassment Investigations: Workplace harassment investigations involve examining complaints
of harassment, discrimination, or retaliation in the workplace to determine if policy violations have occurred.
Investigators must gather evidence, interview witnesses, and make findings based on the preponderance of
evidence.

Employment Law Training: Employment law training is designed to educate HR professionals, managers,
and employees on the legal requirements and best practices related to employment law. Training may cover
topics such as discrimination, harassment, wage and hour laws, and employee rights.

Workplace Wellness Initiatives: Workplace wellness initiatives are programs and activities that promote the
health and well-being of employees, such as fitness challenges, wellness seminars, and mental health
resources. Employers that invest in wellness initiatives may see improvements in employee morale,
productivity, and retention.

Employee Handbook Review: An employee handbook review involves evaluating and updating an
organization's employee handbook to ensure compliance with current laws, regulations, and best practices.
Reviews may be conducted regularly to address changes in the legal landscape and company policies.

Workplace Investigations Checklist: A workplace investigations checklist is a tool used by HR professionals
and investigators to guide the investigation process, ensure thoroughness, and maintain documentation.
Checklists may include steps for planning, interviewing, analyzing evidence, and reporting findings.

Employment Law Poster Compliance: Employment law poster compliance involves displaying required
federal and state posters in the workplace to inform employees of their rights and protections under
employment laws. Employers must stay informed of poster updates and ensure proper posting to avoid
penalties.

Workplace Harassment Prevention Training: Workplace harassment prevention training is designed to
educate employees on recognizing, preventing, and addressing harassment in the workplace. Training
programs may cover legal requirements, reporting procedures, and strategies for creating a respectful work
environment.

Employee Benefits Administration: Employee benefits administration involves managing and overseeing the
company's benefits programs, such as health insurance, retirement plans, and paid time off. Administrators
are responsible for enrollment, communication, compliance, and employee support related to benefits.
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Workplace Investigations Policy: A workplace investigations policy is a written document that outlines the
process for handling complaints of harassment, discrimination, misconduct, or other violations in the
workplace. The policy should define roles, responsibilities, timelines, and confidentiality requirements for
investigations.

Employment Law Updates: Employment law updates refer to changes in legislation, regulations, or court
decisions that impact the employer-employee relationship. Employers must stay informed of updates to
ensure compliance and adjust policies and practices accordingly.

Workplace Diversity Initiatives: Workplace diversity initiatives are efforts by employers to create a more
inclusive and equitable work environment that values and respects differences among employees. Initiatives
may include training, recruitment strategies, and diversity councils to promote diversity and belonging.

Employee Relations Training: Employee relations training is designed to educate HR professionals,
managers, and supervisors on building positive relationships with employees, resolving conflicts, and
promoting a healthy work environment. Training may cover communication skills, conflict resolution
techniques, and employee engagement.

Employment Law Consultation: Employment law consultation involves seeking advice and guidance from
legal experts or consultants on compliance issues, disputes, or complex employment matters. Consultations
can help employers navigate legal challenges, minimize risks, and make informed decisions.

Workplace Investigations Report: A workplace investigations report is a formal document that summarizes
the findings, conclusions, and recommendations of an investigation into a workplace complaint. Reports
should be thorough, objective, and confidential to protect the rights of all parties involved.

Employee Handbook Development: Employee handbook development involves creating or updating a
comprehensive document that outlines the organization's policies, procedures, and expectations for
employees. Handbooks should reflect legal requirements, company culture, and best practices to guide
employee behavior and promote consistency.

Employment Law Compliance Audits: Employment law compliance audits involve reviewing and assessing
an organization's practices, policies, and procedures to ensure compliance with employment laws and
regulations. Audits can help identify areas of risk, gaps in compliance, and opportunities for improvement.

Workplace Harassment Policy Training: Workplace harassment policy training is designed to educate
employees on the organization's policy against harassment, discrimination, and retaliation. Training
programs may cover definitions, reporting procedures, and consequences for violating the policy.

Employee Assistance Program Administration: Employee assistance program administration involves
overseeing and managing the organization's EAP services, including counseling, crisis intervention, and
referrals for employees facing personal or work-related challenges. Administrators play a key role in
promoting employee well-being and productivity.

Workplace Investigations Legal Considerations: Workplace investigations legal considerations involve
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understanding and adhering to legal requirements when conducting investigations into complaints of
harassment, discrimination, or misconduct. Investigators must protect confidentiality, avoid retaliation, and
follow due process to ensure fairness and compliance.

Employment Law Compliance Training: Employment law compliance training is designed to educate HR
professionals, managers, and employees on the legal requirements and best practices related to
employment laws. Training programs may cover topics such as discrimination, harassment, wage and hour
laws, and employee rights.
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