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Overview

Welcome to the ASA Certification Prep & Practice Tool Kit.

This program is designed to complement individual study or assist a group in preparing for the
Certified Staffing Professional™ (CSP™) or the Technical Services Certification™ (T'SC™) exam.
The ASA Certification Prep & Practice Tool Kit focuses on federal employment law issues only.
ASA certification programs require staffing professionals to demonstrate knowledge of both federal
and state employment and labor law. CSP and TSC candidates should review ASA certification
study materials including the state workbook in conjunction with the use of this program in
preparation for the exam. In addition, CSP and TSC candidates should review the ASA Code of
Ethics and Good Practices.

The program consists of four modules as outlined below. Each module outlines a variety of activities
that can be facilitated approximately in a 1.5 hour preparation meeting per module.

1. Discrimination and Workplace Harassment Page 5
2. Wage and Hour, and Immigration and I-9 Page 19
3. Drug Testing, Hiring, and Employee Handbooks Page 31

4. Workplace Safety, Family Medical Leave Act, and Worker Classification ~ Page 47
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Facilitation Guidelines

Each module includes prereading, a kickoff activity, a prerecorded recording, discussion questions,
scenarios, and knowledge check questions. The materials are flexible and can be used in a variety of
ways. Facilitation suggestions for each activity are listed below.

Prereading

The beginning of each module identifies associated chapters in the books:
A Co-Employment: Employer Liability Issues in Third-Party Staffing Arrangements by
Edward A. Lenz, Esq.
A Employment Law for Staffing Professionals by American Staffing Association

Instruct participants to review the identified chapters prior to attending the meeting.

Kickoff Activity

LAY

Approximate time per
module: 10 minutes

Each module begins with a kickoff activity, which should be conducted prior to viewing the
recording.

Break participants into two groups. Instruct participants to answer the module slide questions
as a group. Participants should document responses to each question in their workbook.

Note: To reduce meeting time, this activity can be assigned to participants as prework to be completed
prior to the meeting.

Recording

Approximate time per
module:

20 minutes

There are four recordings of American Staffing Association’s General Counsel, Stephen
Dwyer, Esq. Each is associated with a module. After participants have documented their
answers to the slide questions, play the corresponding recording. The correct answers are
revealed in the recording. Instruct participants to document the correct answer as appropriate.
Following the recording, it is suggested that a facilitator debrief the class by discussing slide
questions answered incorrectly.

To view the recording:

To review the recordings online, open your browser to the appropriate link for the module that
was e-mailed to you. You will see the slides loading onto your screen, and the recording will
begin playing.

Once started, you can advance to different sections of the module, pause, stop, and start the
recording by clicking on the appropriate features.

Case Study

Approximate time per
module: 20 minutes

Each module contains two case studies. Following the recording, break participants into two or
four groups if the meeting is large. Assign each group a case study. Instruct participants to read
their assigned case study and answer the associated questions as a group. Allow 5-7 minutes.
Instruct each group to present their case and answers. Compare the group’s answers to the
answer key contained at the end of the module.

Discussion
Questions and
Scenarios

52
dpj;roximﬂfe time per
module: 15 minutes

The case study is followed by discussion questions and scenarios. These can be delivered either
in a Q&A style with the entire class or distributed among breakout groups following the same
format as the case studies.

After the questions have been answered, compare the class’s answers to the correct answers
located in the answer key at the end of the module.
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Knowledge Check
Questions

Approximate time per
module: 15 minutes

Each module ends with 15 knowledge check questions. An answer key is located at the end of
each module.

There are two suggested facilitation methods for using these questions.

1. Knowledge Check Quiz: At the end of the study session pass out the knowledge
check questions to participants. Instruct participants to answer each question
individually. After all participants have completed the knowledge check, review the
correct answers as a large group.

2.  Game Format—Knowledge Check Challenge: Break participants into two groups
forming two lines. Alternate asking the individual at the front of the line a knowledge
check question. Each correct answer earns the team one point. For each incorrect
answer, the team’s score is reduced by one point. After each individual answers, he or
she moves to the back of the line. The group with the most points wins the
knowledge check challenge.
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American Stafﬁng Association

American Staffing Association

EMPLOYMENT Law

Employer Liability Issues in For Staffing Professionals

Third-Party Staffing Arrangements

EDWARD A. LENZ

Module 1:

Discrimination and Workplace Harassment

Prereading Prior to the module, participants should review:

A Co-Employment: Employer Liability Issues in Third-Party Staffing
Arrangements by Edward A. Lenz, Chapter 2

A Employment Law for Staffing Professionals by American Staffing
Association, Chapters 1 & 2

Instruct participants to review these chapters prior to attending the meeting.
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@ Module 1: Kickoff Activity and Recording

Prior to viewing the recording, review each of the questions on the slide and document your
answers. Then compare your answers to the correct answers revealed on the recording.

Notes:

American Staffing Association

Discrimination

Notes:
Your Answer:

American Staffing Association Correct Answer:

1. You just learned that a temporary employee has file
a discrimination charge against your company. You
believe it must have been a misunderstanding. Wha
should you do?

a. For damage control purposes, reassign the tempbosee
immediately

b. Continue to place the employee as if she had not made the
discriminatiainarge

c. Refrain from placing the employee until the chargerésshegn

d. Continue to place the employee, but protect your customers |
them know that the employee has filed a charge

Module 1
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Notes:
Your Answer:

American Staffing Association Correct Answer:

2. Yourstaffing firm has 25 internal employees and
over 150 temporary employees per year. Do you hay
to complete an EEDreport?

a. No
b. Yes
c. Only if the firm is a government contractor

d. Wh a an&EQ report?

Module 1

Notes:
Your Answer:

American Staffing Association Correct Answer:

3. Whichof the following generally is nadBREOQ

a. Religion b. Age

c. National origin d. Sexual orientation

Module 1
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Your Answer:

American Staffing Association Correct Answer:

4. Y o u r s diantrblaténtly discriminates by refusing
to hire candidates of a certain national origin. Your
client maintains that it is not a joint employer and
therefore cannot be liable. Assuming the client is
not, in fact, a joint employer, it:

a. Cannot be liable under a disparate treatment theory

b. Can still be liable

c. Cannot be liable because liability flows from engiktysient

d. Cannot be liable if it does not take part in the hiring process

Module 1

Notes:

Your Answer:

American Staffing Association Correct Answer:

5. Your staffing firm decides it would be a good idea to
select whom to drug tes
respective home addresses. This practice:

a. Is lawful
b. Is unlawful under U.S. postal law; specifically, therdl® Code
c. Could constitute unlawful disparate treatment

d. Coulcconstitute an unlawful dispamgact

Module 1

Notes:
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Notes:

Your Answer:

American Staffing Association Correct Answer:

6. In order to better remember candidates, your staffing
firm maintains pictures of candidates in its
employment files and makes notations regarding
how they look. This practice:

Is a good industry . Is per sainlawful
practice

Is lawful so long as the . Is legallysuspect
candidates are good
looking

Module 1

Notes:
Your Answer:

American Staffing Association Correct Answer:

7. Which of the following MOTa protected category
under federal law:

a. Pregnant women
b. Seventh Da&dventists
c. Russians

d. Communists

Module 1
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Notes:
Your Answer:

American Staffing Association Correct Answer:

8. You fire your recruiter, age 42, and hire a
53yearold as her replacement. The fired recruiter m

a. Be able to successfully sue for age discriminationADH&r the
b. Be able to successfully sue for age discrimination under the A

c. Not successfully sue for age discrimination because her
replacement is older than she is

d. Be eligible for AARP membership

Module 1

Notes:
Your Answer:

American Staffing Association Correct Answer:

9. The duty to provide for a reasonable accommodatio
under the ADA generally will fall on:

a. Thestaffindirm b. The customer

c. Thestaffing firm and d. It depends
thecustomer

Module 1
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Notes:

American Staffing Association

Notes:

Your Answer:

American Staffing Association Correct Answer:

10.You assign a man to one of your best clients. Each
day of his assignment he complains to you that he is
being harassed by a male colleague. You do nothing
Should you worry?

a. Naq because he has no claim for harassdedditleVI|

b. Naq because yoarl seampldyée is doing izeassingnd
therefore your clibas responsibility

c. Bettebelieve yoshould

d. Yes because sexual orientation discrimsedigred under the
federal Sex Orientation A2D@T

Module 1
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Notes:
Your Answer:

American Staffing Association Correct Answer:

11.Your boss has propositioned you and intimated that
you will receive a raise if you accept. Your firm:

a. Isliable b. Isnot liable for the
actions of its supervisors

,_.
o

c. Canescape liability if|i Canescape liability if it
promptlinvestigates disciplines or fires

Module 1

Notes:
Your Answer:

American Staffing Association Correct Answer:

12.When conducting a harassment investigation, which
of the following should yaNOTdo?

a. Interviewhe alleged b. Interviewhe alleged
victim harasser

c. Wait before d. Interview third parties
investigatirtg allow such as potential
tempers to cool and witnesses and those who
feelings to heab# have relevakhowledge

Module 1
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Notes:
Your Answer:

American Staffing Association Correct Answer:

13.An employee has a controversial religious statemen
prominently displayed on a calendar posted in his
workstation, visible to both-emrkers and visitors to
the office. Several aworkers have complained that
they find the statement very offensive and disparagi
of people of other faiths. Can you ask the employee
remove this from display?

a. Yes if the display constithi@sssment

Nqg because this would violate th&friestdment

c. Na because this would violate your gubyitbeeligious
accommodations

d. Na because an employer must be toleramligi@listatements
and conduct

S

Module 1

&

&% Watch recording
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Module 1: Case Studies

Review the case studies below and answer the associated questions.
Case Study 1

FedCo Staffing is a large staffing firm employing thousands of people across the U.S. ABC Co. is
FedCo Staffing’s client.

Joanne is a temporary employee who has been placed by FedCo Staffing to work at ABC Co.
Joanne called her staffing coordinator at FedCo Staffing and expressed that she feels she has been
sexually harassed.

1. What are the two types of sexual harassment?

2. Would FedCo Staffing |

FedCo Staffing is a large staffing firm employing thousands of people across the U.S. is
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