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The Nonprofit Manager’s Legal Compliance Toolkit (USA Edition)

Your Essential Guide to Workplace Laws & Best Practices For Nonprofit Managers &
Supervisors in the United States

Introduction

Managing a nonprofit in the United States requires more than leadership skills—it
also involves critical legal responsibilities. From employment laws and workplace
safety to tax compliance and data privacy, nonprofit managers must ensure their
organizations meet legal standards to avoid penalties and risks. This toolkit
provides essential checklists, legal guidance, and resources to help nonprofit leaders
navigate these challenges effectively.

1. Legal Compliance Cheat Sheet
Quick Reference Guide to Key Laws & Regulations

Federal vs. State Laws
Understand which laws apply to your nonprofit:

e Fair Labor Standards Act (FLSA) - Governs minimum wage, overtime, and labor
laws.

e Americans with Disabilities Act (ADA) - Protects employees from discrimination.
e Family and Medical Leave Act (FMLA) - Regulates leave policies.

» State Employment Laws - Additional requirements vary by state.

Key Employment Standards

 Federal minimum wage compliance ($7.25/hour, but higher in some states).

e Overtime pay and working hour limits under FLSA.

* Employee classification (exempt vs. non-exempt employees, independent
contractors).

e Termination and severance pay regulations (at-will employment considerations).
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Workplace Safety & OSHA Regulations

* Employers must provide a safe work environment.

e Compliance with Occupational Safety and Health Administration (OSHA)
standards.

e Proper training and reporting procedures for workplace injuries.

2. The Manager’s Compliance Checklist

The Nonprofit Manager’s Legal Compliance Checklist (USA Edition)

Ensuring Compliance with Employment Laws, Workplace Safety, and HR Best
Practices

Introduction

This expanded compliance checklist is designed for nonprofit managers and
supervisors in the United States. It ensures that organizations comply with federal
and state employment laws, workplace safety regulations, and HR best practices.
Following this checklist helps protect organizations from legal risks and fosters a
safe, equitable, and compliant workplace.

Hiring & HR Compliance
Ensuring fair, legal, and transparent hiring processes.

Job Descriptions & Recruitment

0 Job postings clearly outline job duties, pay transparency, and qualifications.

o Hiring practices comply with Equal Employment Opportunity Commission (EEOC)
regulations.

O Interview questions follow anti-discrimination laws (avoiding race, gender, age,
disability, religion-related inquiries).

o Background checks comply with the Fair Credit Reporting Act (FCRA).
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Employment Agreements & Classification

o0 Employees are properly classified as exempt or non-exempt under the Fair Labor
Standards Act (FLSA).

0 Workers are correctly classified as employees or independent contractors based
on IRS guidelines.

o All new hires complete required tax and employment forms (e.g., [-9, W-4).

Onboarding & Employee Handbook

0 New employees receive a written employment agreement or offer letter.

0 The organization provides an employee handbook covering workplace policies,
harassment prevention, and grievance procedures.

o0 Workplace policies on remote work, time tracking, and leave policies are clearly
communicated.

Workplace Safety & Training
Ensuring a safe, compliant, and harassment-free workplace.

Occupational Safety & Health (OSHA) Compliance

0 Workplace health and safety policies comply with OSHA standards.

0 A written Injury and Illness Prevention Program (IIPP) is in place.

0 Employees receive proper training on workplace safety and hazard prevention.

Harassment, Discrimination & Equal Opportunity Protections

0 Organization complies with Title VII of the Civil Rights Act (EEOC regulations).

O A formal policy on sexual harassment prevention is in place and communicated to
employees.

0 Workplace violence and whistleblower protection policies are clearly outlined.



PharoAcademy

Learn Today, Impact Tomorrow

Emergency Preparedness & Incident Reporting
0 Emergency evacuation, fire safety, and crisis management plans are documented.

o0 Workplace injury and harassment incidents are documented according to OSHA
recordkeeping rules.

Compensation, Payroll & Benefits Compliance
Ensuring compliance with wage laws, payroll processing, and employee benefits.

Wage & Hour Compliance

o0 Employees are paid at or above federal and state minimum wage.

0 Overtime pay complies with FLSA regulations (1.5x pay for hours exceeding 40
per week for non-exempt employees).

0 Meal and rest break policies comply with state labor laws.

Payroll & Recordkeeping

o Payroll taxes (Social Security, Medicare, federal /state income taxes) are accurately
deducted and remitted.

o0 Timekeeping records for non-exempt employees are accurately maintained.

0 Employee records are retained for at least 3-7 years as required by labor laws.

Benefits & Leave Compliance

o Employee benefits comply with Affordable Care Act (ACA) requirements (if
applicable).

0 Leave policies comply with Family and Medical Leave Act (FMLA) for
organizations with 50+ employees.

0 If offering retirement plans, they comply with ERISA (Employee Retirement
Income Security Act).
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Termination & Employee Rights
Ensuring terminations are legally compliant and documented properly.

Termination Procedures & Documentation

0 Termination decisions comply with at-will employment laws and anti-
discrimination protections.

0 Employers document all disciplinary actions before termination.

0 Proper notice or severance pay is provided when required by state law.

Wrongful Termination Prevention

0 Termination is not based on discrimination, retaliation, or protected leave status.
0 Laid-off employees receive proper unemployment insurance guidance.

o COBRA continuation coverage information is provided to employees with
employer-sponsored health insurance.

Exit Process & Recordkeeping

O An exit interview is conducted to document employee feedback.

0 Termination paperwork, final paychecks, and benefits documentation are
provided promptly.

o Employee files are retained for the legally required period (typically 3-7 years).

Privacy, Data Protection & Nonprofit-Specific Compliance

Privacy & Data Security Compliance

0 Employee and donor personal data is securely stored in compliance with HIPAA
(if applicable) and state privacy laws.

o Workplace surveillance and electronic monitoring policies comply with labor
laws.

o Cybersecurity best practices (password security, access control) are implemented.
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Nonprofit-Specific Considerations

0 Volunteer management policies comply with OSHA safety standards (if volunteers
perform hazardous tasks).

o If receiving government funding, the nonprofit complies with federal grant
employment standards.

0 Employees working under wage subsidy programs (e.g., AmeriCorps) are properly
classified and paid.

Conclusion

Ensuring compliance with U.S. employment laws protects nonprofit organizations
from lawsuits, fines, and reputational damage. Proper workplace policies and
procedures foster a safe, fair, and legally compliant work environment. Managers
should regularly review employment laws and provide ongoing training to staff.
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3. Manager’s Legal Training & Resources
Stay informed and up to date with legal requirements.

Recommended Government Resources

e Fair Labor Standards Act (FLSA): https://www.dol.gov/agencies/whd/flsa

¢ U.S. Department of Labor (DOL): https://www.dol.gov/

¢ Occupational Safety and Health Administration (OSHA): https://www.osha.gov/
¢ Equal Employment Opportunity Commission (EEOC): https://www.eeoc.gov/

¢ HIPAA Privacy Laws: https://www.hhs.gov/hipaa/

Legal & HR Training Programs
-Check out Pharo Academy’s Course for new managers and supervisors!

Conclusion

Legal compliance is a critical responsibility for nonprofit managers. Failing to understand
employment laws, workplace safety, and privacy regulations can lead to lawsuits, penalties,
and reputational harm. By using this toolkit and investing in training, nonprofit leaders can
protect their organization while fostering a fair, ethical, and legally compliant workplace.
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