MONTANA CHILD CARE BUSINESS

CONNECT

Small Business Support. Big Commiuinity Impact.

Workforce Toolkit
Four Steps in the Employee Onboarding Journey

Prepared by:

Marguerite Thordarson
Business Advisor
W.E.L.L. Women's Business Center
Montana Technology_Enterprise Center (MonTEC) - University of Montana
marguerite.thordarson@mso.umt.edu
(406) 668-0456

Jason Nitschke
Senior Child Care Business Advisor
Montana Childcare Business Connect
Zero to Five Montana

JasonN@ZerotoFive.org
(406) 402-2455

Current as of: Spring 2023

- (T MONTANA CHILD CARE BUSINES MONTANA
AMERICA'S

sccrnarentt (. SBDC SBA : COI\NECT |]P||||S

MONTANA

MONTAMA


https://www.umt.edu/business-womens-entrepreneurship-leadership-lab/programs/women-business-center/default.php
https://www.umt.edu/business-womens-entrepreneurship-leadership-lab/programs/women-business-center/default.php
https://montech.ruralinstitute.umt.edu/
https://montech.ruralinstitute.umt.edu/
https://montech.ruralinstitute.umt.edu/%22%20%EF%BF%BDHYPERLINK%20%22mailto:marguerite.thordarson@mso.umt.edu
http://childcarebusinessconnect.com/
http://childcarebusinessconnect.com/
https://zerotofive.org/
https://zerotofive.org/
mailto:JasonN@ZerotoFive.org

INTRODUCTION

The following is intended to provide procedural guidance for employers hiring workers. There are elements
throughout this document that will require additional assistance, sample documents, and templates.

Please contact one of the document’s author’s for additional information and one-on-one technical
assistance.

In general, the following best practices need to be followed when employing people. The following
guidance walks an employer through that process.

» [ Apply for an Employer Identification number with the IRS
o EIN Registration
« [ Register as an entity with the Secretary of State of MT
o Secretary_of State - Register a new Business
« [ City business license — if in city limits
o |In addition to childcare licensing requirements with the Montana Department of Health and Human Services,
check with your jurisdiction’s Planning Department regarding local licensing requirements.

e [lIndependent Contractor FAQs

o [ Letter of engagement

o Sample — duties, expectations, rate, schedule, timeline, project completion, review of work, invoicing and

payment terms, etc.

o [1W-9-IRS form for reporting contractor’s wages

o Form W-9
o [ ICEC - Independent Contractor Exemption Certificate

o Contractor needs to provide to employer

» Independent Contractor Exemption Certificate Application

» [ Set up a federal withholding payment account
o EFTPS
» [ Set up a state-withholding payment account
o TAPS
« [ MT Department of Labor
o Set up an Unemployment Insurance account
» Unemployment Services
o MTDOL
= Employer Handbook
o [ Work Comp Plan —
o Set up a plan through Montana Statefund
o Or one of their registered agents
» [ Plan for Human Resources Management
o In-house
o Qut-sourced
= Montana Society for Human Resource Management
= Professional Employer Organizations



https://sosmt.gov/business/
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
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https://sosmt.gov/business/
https://www.eftps.gov/eftps/
https://sosmt.gov/business/
https://tap.dor.mt.gov/_/
https://sosmt.gov/business/
https://uieservices.mt.gov/_/?pk_vid=c5af4b1b8fc082fa164738409864cae0
https://uid.dli.mt.gov/Portals/55/Documents/Contributions-Bureau/dli-uid-ui010.pdf
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https://sosmt.gov/business/
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https://montana.shrm.org/
https://erd.dli.mt.gov/work-comp-regulations/professional-employer-organizations/

[ Describe ideal candidate
o Qualifications & skills
o Roles and responsibilities
o Supervision and workflow
o Schedule availability & flexibility
o Staffing Pattern Research by Industry Type
U Wage/Salary - Part-time/Full-time
o How to create a hiring matrix
o MONTANA Wage & Hour Laws
= Wage and Hour Payment Act
o Market-Specific Wage Rates
= Montana Labor Market Information
O Benefits
o IRS Guide to fringe benefits
= Employer's Tax Guide
» Publication 15
o Retirement plans
= Retirement Plans FAQs
o Healthcare plans
= Small Business Healthcare Explore Coverage
O Employment Application
O Work Opportunity Tax Credit

Online Job Boards
o There are a wide variety of online job boards. Some include Indeed and ZipRecruiter or through social
media platforms like LinkedIn and Facebook
Montana Department of Labor — Workforce Services Division
o Employers Job Board
» National Labor Exchange
College & University Job Boards
o Handshake is a platform used by many public and private post-secondary colleges and universities.
» University of Montana
= Montana State University_
o Summary of the job description
o Instructions to apply
0 Schedule interviews
O Planning relevant questions
o Behavioral Interviewing using the Situation-Task-Action-Result (STAR) method
= Sample Interview Questions
[J_Things not to ask
O Offer the job
o Letter of hire
o Template - Job description, schedule, wage/salary, plan for review of performance
U _Employee handbook
o Signature of approval from employees stating they have received and reviewed the handbook and
agree with the terms of the letter of hire.



https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://erd.dli.mt.gov/labor-standards/wage-and-hour-payment-act/
https://erd.dli.mt.gov/labor-standards/wage-and-hour-payment-act/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://lmi.mt.gov/
https://lmi.mt.gov/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://www.irs.gov/publications/p15b
https://www.irs.gov/publications/p15b
https://sosmt.gov/business/
https://sosmt.gov/business/
https://www.irs.gov/site-index-search?search=retirement+plan+faq&field_pup_historical_1=1&field_pup_historical=1
https://www.irs.gov/site-index-search?search=retirement+plan+faq&field_pup_historical_1=1&field_pup_historical=1
https://sosmt.gov/business/
https://sosmt.gov/business/
https://www.healthcare.gov/small-businesses/learn-more/explore-coverage/
https://www.healthcare.gov/small-businesses/learn-more/explore-coverage/
https://sosmt.gov/business/
https://wsd.dli.mt.gov/job-seeker/employment-applications
https://wsd.dli.mt.gov/job-seeker/employment-applications
https://sosmt.gov/business/
https://wsd.dli.mt.gov/employers/wotc
https://wsd.dli.mt.gov/employers/wotc
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://jobs.usnlx.com/secure/emplogin.asp?state=mt&redirect=https%3A%2F%2Fusnlx.com%2Fempdesktop.asp
https://jobs.usnlx.com/secure/emplogin.asp?state=mt&redirect=https%3A%2F%2Fusnlx.com%2Fempdesktop.asp
https://sosmt.gov/business/
https://sosmt.gov/business/
https://app.joinhandshake.com/login
https://sosmt.gov/business/
https://sosmt.gov/business/
https://www.umt.edu/experiential-learning-career-success/handshake/default.php
https://www.umt.edu/experiential-learning-career-success/handshake/default.php
https://www.montana.edu/aycss/careers/hireabobcat.html
https://www.montana.edu/aycss/careers/hireabobcat.html
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://economics.virginia.edu/behavioral-interviewing-and-question-bank
https://economics.virginia.edu/behavioral-interviewing-and-question-bank
https://sosmt.gov/business/
https://sosmt.gov/business/
https://rules.mt.gov/gateway/ruleno.asp?RN=24.9.1406
https://rules.mt.gov/gateway/ruleno.asp?RN=24.9.1406
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://uid.dli.mt.gov/Portals/55/Documents/Contributions-Bureau/dli-uid-ui010.pdf
https://uid.dli.mt.gov/Portals/55/Documents/Contributions-Bureau/dli-uid-ui010.pdf
https://uid.dli.mt.gov/Portals/55/Documents/Contributions-Bureau/dli-uid-ui010.pdf
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/
https://sosmt.gov/business/

EMPLOYMENT

e [ Onboard
o [ MT New Hire Reporting
= New Hire Reporting Website
= New Hire Reporting_Form
O MT Wage withholding form
o Form MW-4
U IRS Wage withholding form
o Form W-4
[Homeland security identity verification
o Form I-9
o |ID verification required
O Train
o U Training manual
o [ Creating Standard Operating Procedures
o [ Workforce Training Incentive Tools
= Incumbent Worker Training (IWT)
e Incumbent Worker Training_Grant
] Safety
o Montana Occupational Safety and Health Administration
= OSHA
o Montana Department of Labor — Employer Relations Division
= Qccupational Safety and Health
U Review performance
o [ What to review
o [ Keeping documentation
J Advance & reward
o [ Promotions
] Development of skills

Create documentation
o [ Resignation
= |etter of resignation — end date
= Exit interview
¢ Review of job performance
e Employee feedback to employer
o [ Lay-off
= Report to Unemployment Insurance —_eServices account
o [ Termination
= Review Dept of Labor Employment Laws — Wrongful Discharge
» Wage and Hour Laws
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For educational opportunities on the topic of human resources, the Montana Small Business
Development Center’s (SBDC) online classroom hosts a large library of content.

https://sbdc.mt.gov/Services/Trainings-and-Workshops/Classroom

Some training topics in the online classroom include:

For additional assistance with your childcare business, contact Zero to Five Montana’s Senior Child
Care Business Advisor Jason Nitschke at JasonN@ZerotoFive.org or Marguerite Thordarson with

Targeting Alternative Talent Pools

Generations in the Workforce

Strategic Communications and Support for Women in Business
Human Relations

Creative Labor Solutions

Hire for Your Peak Season & Don't Lose Money_Doing_it.
Five Critical Customer Service Skills

Keys to Hiring_ the Right Employee

Leading_In Times of Crisis

Communication That Fosters Cooperation

Four Types of People

What is Corporate Culture?

Driving_ Business Success Through Employee Engagement

the Women’s Entrepreneurship and Leadership Lab Women’s Business Center at
marguerite.thordarson@mso.umt.edu.

DISCLAIMER: Staff at Montana Child Care Business Connect and Zero to Five Montana do not
provide legal or tax advice. Please consult a qualified professional when making these types of

decisions.

FUNDING STATEMENT: This project is funded in whole or in part under a Contract with the
Montana Department of Public Health and Human Services. The statements herein do not

necessarily reflect the opinion of the Department.
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https://www.youtube.com/watch?v=kj0BCnSCmQY
https://www.youtube.com/watch?v=kj0BCnSCmQY
https://www.youtube.com/watch?v=d6gDDJjaSac&feature=youtu.be
https://www.youtube.com/watch?v=90RNMIQKGWE&feature=youtu.be
https://www.dropbox.com/s/27816peo01kvtdx/Human%20Relations%20Webinar.mp4?dl=0
https://www.youtube.com/watch?v=_v4q9zWC-34
https://www.youtube.com/watch?v=i0_EaA2nLho
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https://www.youtube.com/watch?v=Wh_0X2wj9Go
https://www.youtube.com/watch?v=z8egIZoM_04
https://www.youtube.com/watch?v=Ywvjz0DjGZc
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