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Assumptions

ÅThe need cannot be filled by hiring a company (e.g. landscaping 
service)

ÅThis person will not be an independent contractor (e.g. innsitter)

ÅYou have already decided to hire someone

ÅLŦ ŀ ǊŜǎƛŘŜƴǘ ƳŀƴŀƎŜǊΣ ƘŜκǎƘŜ ƛǎ ŀƴ ŜƳǇƭƻȅŜŜ ǿƛǘƘ άƻƴ-Ŏŀƭƭέ ƘƻǳǊǎΣ 
each state has a different definition of if/how it is compensated
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Generational Differences

Four generations in the workforce:

ÅVeterans ςbefore 1945

ÅBaby Boomers ς1945-1964

ÅGeneration X ς1965-1980
ÅPrefer informality and desire to seek work/life balance

ÅLess respect for organizational hierarchy, fewer plan to stay with one company for 
the long term

ÅNextersςafter 1980
ÅMore immediate gratification

Å Interested in frequent, smaller raises versus annual raise

Biggest issue ςConflict regarding acceptable work hours
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Employee Requirements

If you have ONEor more employees you must be concerned with:

ÅFederal and State Payroll Withholding Regulations

ÅState Industrial Welfare Commission Orders (pay, OT, < 18 , posters)

ÅUnemployment Insurance

Å²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ όŎƭŀǎǎƛŦȅ ǇǊƻǇŜǊƭȅύ

ÅState Disability Insurance (unrelated to work)

ÅNational/State Labor Relations Board

ÅFair Labor Standards (minimum pay, OT, < 18)

ÅOccupational Safety and Health Administration (OSHA)

ÅInjury and Illness Prevention Program (California and ...)

ÅFamily Temporary Disability Insurance Leave (California and ...)

ÅHIPAA, COBRA (CA), Veterans, Fair Credit, and more ...
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Employee Requirements

If you have FIVE or more employees you must be concerned with:

ÅNew Hire Reporting System ςsubmit new hire info (every state)

ÅFair Employment and Housing (California) ςDiscrimination, 
harassment, unpaid leave

If you have FIFTEEN or more employees you must be concerned with:

ÅCivil Rights

ÅPregnancy Discrimination (and Disability in California)

ÅDrug-Free Workplace (only federal, state, DOT employees)

ÅAmericans with Disabilities Act (ADA)
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Employee Requirements

If you have TWENTY or more employees you must be concerned with:

ÅAge Discrimination (for those over 40 years of age)

ÅCOBRA required by all employers

If you have FIFTY or more employees you must be concerned with:

ÅWARN Act ςnotification of impending layoffs

ÅFamily and Medical Leave Act

ÅSexual Harassment Prevention Training

ÅAffirmative Action

This is by no means exhaustive, but provides a strong foundation
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Job Application

ÅThere are only certain questions you can ask

ÅUse a standard application, when possible, available online/office 
supply store

Åά¢ǊƻǳōƭŜ ǎǇƻǘǎέ ǘƻ ƭƻƻƪ ŦƻǊ
ÅDates (or lack thereof) ςmay show inability to keep a job

ÅTitles ςmake sure to look at responsibilities as titles can be inflated

ÅResponsibilities ςdo they match the title and industry

ÅExperience ςǉǳŜǎǘƛƻƴ ǇƘǊŀǎŜǎ ǎǳŎƘ ŀǎ άŀǎǎƛǎǘ ǿƛǘƘέΣ άƘŀŘ ŜȄǇƻǎǳǊŜ ǘƻέΣ ŜǘŎΦ

ÅSalary ςif provided, is there a progressive rise in pay

ÅGrammar ςDoes the applicant write well?

ÅEducation ςdoes it match the level of responsibility held

ÅOverqualified ςWill they stay long-term? Willing to do all tasks assigned?
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Compensation

ÅDetermine pay period and pay day ςpost it

ÅOvertime, typically responsible even if not pre-authorized

ÅOvertime, per week and/or per day

ÅAlternate work schedules

ÅTax charts are available to do it yourself

ÅHave your bookkeeper or CPA/accountant calculate payroll

ÅConsider using a payroll service (e.g. PayChex, QuickBooks) ςwill 
make tax payments on your behalf automatically
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Paying an Employee

Payroll Tax Employee Pays Employer Pays

Federal Income Tax X

Social Security Tax X X

Medicare X X

Fed. Unemployment Ins. X

State Income Tax X

State Disability Insurance X

State Unemployment Ins. X

Workers' Compensation Ins. X
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Benefits

ÅTypically, the employer sets the benefits available

ÅSome states and even cities, may have minimum requirements

ÅCan include:
ÅHealth Insurance

ÅDental or Vision Coverage

ÅVacation Time

ÅSick Leave

Å!ƭƭ ŜƳǇƭƻȅŜŜǎ ŀǊŜ ŎƻǾŜǊŜŘ ōȅ ²ƻǊƪŜǊΩǎ /ƻƳǇŜƴǎŀǘƛƻƴ ŦƻǊ ǿƻǊƪ 
related injuries and some illnesses
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Employee Manuals & Posters

ÅEmployee Manual
ÅState B&B association

ÅLocal chamber

ÅFederal and State Posters 
(annual or more often)
ÅCostco

ÅLocal Chamber

ÅInjury & Illness Prevention Plan
Å Insurance carrier
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Posting an Ad

ÅBe clear in what the job requires

ÅPost a salary range that you are willing to pay, based on experience

Å{ƻƳŜ ǎǘŀǘŜǎ ǿƛƭƭ ƴƻǘ ŀƭƭƻǿ ǇƻǎǘƛƴƎ ƻŦ ά9ƴƎƭƛǎƘ ǊŜǉǳƛǊŜŘκƴƻǘ ǊŜǉǳƛǊŜŘέ

ÅWhere to post?
ÅPaper

ÅCraigslist.org

ÅLocal online, e.g. www.WineCountyJobs.com

ÅLocal colleges

ÅWord of Mouth, i.e. innkeepers and existing staff
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Interviews

Å¦ƴƭŜǎǎ ǘƘŜ ŎŀƴŘƛŘŀǘŜ ŘƻŜǎƴΩǘ ƳŜŜǘ ȅƻǳǊ ƳƛƴƛƳŀƭ ǉǳŀƭƛŦƛŎŀǘƛƻƴǎΣ ȅƻǳ 
must interview him/her

Å5ŜǾŜƭƻǇ ŀ ǎǘŀƴŘŀǊŘ ƭƛǎǘ ƻŦ ǉǳŜǎǘƛƻƴǎ ŦƻǊ ŜŀŎƘ ƛƴǘŜǊǾƛŜǿΣ ŘƻƴΩǘ ŘŜǾƛŀǘŜ 
from this list

ÅEnsure questions are appropriate (www.management-advantage.com)

Acceptable Subject Not Acceptable

ÅIf you are hired, can you show 
proof that you are over 
eighteen years old?

ÅIf you are under eighteen 
years old, can you provide a 
work permit from your 
school?

AGE

ÅHow old are you?
ÅWhat is your birthday?
ÅWhen did you graduate from elementary 

or high school?
ÅRequirement for birth certificate or 

baptismal record before hiring.
Å!ŘǾŜǊǘƛǎŜƳŜƴǘ ǳǎƛƴƎ ǿƻǊŘǎ ƭƛƪŜΣ άȅƻǳƴƎΣέ 
άƎƛǊƭΣέ άōƻȅΣέ άŎƻƭƭŜƎŜ ǎǘǳŘŜƴǘΣέ άǊŜǘƛǊŜŘ 
ǇŜǊǎƻƴΣέ ŜǘŎΦ
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Interviews
Acceptable Subject Not Acceptable

ÅHave you ever been convicted 
of a crime that may be related 
to this job content or 
responsibilities?

ARRESTS OR
CONVICTIONS

ÅAny question related to arrest record

ÅIf you are hired, can you 
furnish proof of your right to 
work in this country?

ANCESTRY,
BIRTHPLACE OR

NATIONAL 
ORIGIN

ÅWhere were you born?
ÅWhere were your parents born?
ÅHow did you learn yourlanguages?
ÅDo you have relatives in any other 

country?

ÅAlmost no pre-employment 
inquiry is acceptable. MARITAL 

STATUS OR
PARENTAL 

STATUS

ÅAre you single, married, divorced, 
separated, etc?
ÅWhat are the names and ages of your 

spouse & children?
ÅWhere does your spouse work?
ÅAre you planning to have more children?



Slides available at
www.bullardpartners.com

Acceptance/Training
ÅComplete W-4 (www.irs.gov/pub/irs-pdf/fw4.pdf)

ÅComplete I-9 (www.uscis.gov/files/form/i-9.pdf)

ÅShare job description, ask them to sign/accept it

ÅEstablish a probationary period, to allow for termination if not right

ÅOrientation to timekeeping system
ÅExplain break times (typically paid) and meal times (typically not paid)

ÅOrientation to job responsibilities
ÅNever assume regarding expectations, roles, level of service

ÅShadowing another staff member

ÅStrongly consider using checklists

ÅOn-going training
ÅUse job description as the template for an appraisal (e.g. 1-5 rating)

ÅSpend a night at another B&B

ÅBring in outside experts
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Training
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Training
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Training
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Discipline

During the course of employment, it is very likely that you will need to 
counsel an employee

ÅIt is best to have a third person there to ensure there are no 
misunderstandings

ÅDiscipline should be progressive, unless the offense is significant
ÅVerbal

ÅWritten

ÅSuspension

ÅTermination

ÅIt should be outlined in an employee manual with examples, where 
possible (e.g. stealing is grounds for immediate termination)
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Exit/Exit Interview

More than likely, staff will leave before you do

ÅIf they resign, ask for it in writing for documentation
ÅYou must provide the last check promptly (e.g. 72 hours in CA)

ÅIf they are terminated, document the actions leading to it
ÅYou must provide the last check immediately (i.e. at time of termination)

ÅAttempt to complete an exit interview
ÅPre-printed list of questions or survey rankings in each area
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Resources

ÅPAII

ÅState B&B Association όŜΦƎΦ /ŀƭƛŦƻǊƴƛŀ Ƙŀǎ ŀƴ LƴƴƪŜŜǇŜǊΩǎ ƎǳƛŘŜ ǘƻ ǘƘŜ ƭŀǿύ

ÅLocal Chamber of Commerce

ÅState Labor Board

ÅIRS (just kidding)
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Who is Bullard Partners?

We offer consulting services for innkeepers...

ÅDesign and Renovation of Bed & Breakfast Inns

ÅStrategic Planning (what makes you unique and how to sell it)

ÅCustomized Marketing Plans

ÅRecommendations on Existing Website and Marketing Efforts

ÅProject Management for Website Design and Development

ÅOperational Enhancements

ÅObtaining a 4-Diamond Rating from AAA

ÅManage Online Advertising Campaigns (e.g. Google, Yahoo, Bing)
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