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I-9 EMPLOYMENT ELIGIBILITY
VERIFICATION FORM

HR Newsletter



Having concerns about an employee?  There can be some confusion over whether an employee’s alleged 
work/behavior issues should be considered a performance issue or misconduct.  Either way, it is the EMPLOYER’S 
responsibility to immediately take appropriate acon to remedy the situaon.  

PERFORMANCE or MISCONDUCT?



We would like to thank everyone for diligently subming your monthly Grievance and Disciplinary Reports.  
As menoned previously, the data that you provide helps to idenfy paerns or problemac areas in the 
collecve bargaining agreement; potenal areas of concern; and other training needs.

When compleng reports and sending aachments please remember the following:

GRIEVANCE & DISCIPLINARY REPORTS

SPECIAL COMPENSATION AWARD
PERFORMANCE AWARD



YEAR END REMINDERS



                 As we approach the end of the year, we would like to thank you for all your 
                 efforts, energy, resilience, support and commitment throughout the year.

As we mAs we move towards starng the New Year with a greater determinaon to fulfill our mission, vision and 
goals, we at Mānoa HR has adopted a renewed commitment to provide exceponal customer service to all of 
you.  In our efforts, we recognize that growth and development should not just be limited to our professional 
life, but should take place in our personal life as well.  We invite you to join us in our endeavors to improve in 
the following areas: 
     • with customers – in how you prepare, how you communicate and how you add value
     • in your work – think creavely, efficiently and get the details right with accuracy
          • with your teammates/coworkers – in how you support each other, communicate, share, 
      and how you care about them as people
     • in your community – in how you give of your me and efforts to make your neighborhood, 
      state or country a great place to live.
     • in your relaonships with friends and family – in how you communicate, share, encourage 
      and support, spend me with each other, and connuously build on the relaonship.
     • to yourself – in your self-talk, movaon, personal expectaons and commitment to be all 
            you want to be.  Take care of yourself!

You can choose how you approach each and every day, both in and out of the office.  As we go through each 
day, find ways to empower yourself (through training, personal development, etc.) to improve and just be… 
BETTER!

Thank you again for your hard work, loyalty and commitment.  We look forward to a great, producve, 
efficient and successful new year.

YEAR END
MESSAGE

Boxes, lines, and posions numbers!  Many departments underesmate the value of having accurate, 
up-to-date organizaon charts. Not only do they reflect the number of appropriated posions a 
department has, or an organizaon’s reporng relaonships, it also explains the purpose for each 
organizaonal segment.  It is for these reasons departments need to ensure that your boxes, lines and FTE 
counts are correct, and funconally, your organizaon is coherent.  How would you go about doing this?  
Ask yourselves the following:  

          • Is your structure aligned with its overall vision, mission, goals, and objecves?  
                    • Does it promote efficiency and effecveness?  
          • Are there any gaps in your exisng structure or are there other areas that need 
           to be addressed?  

Based on your answers to those quesons, it may be me for your organizaon to reorganize.  

During the 2016 ODuring the 2016 Organizaonal Chart Annual Update, we contacted several departments and explained 
reasons why a reorganizaon of your unit is needed.  Even if your department was not contacted, please 
make sure you take the me to regularly evaluate your organizaonal structures to ensure that you are 
ge ng the most out of your organizaon.  

Seats are sll available for the Organizaonal Chart/Reorganizaon Training on November 7, 2016, 
9:00 a.m. to 11:00 a.m.  If you are interested in registering for this session, please contact Joan Fukmoto 
at joanf@hawaii.edu or 956-9251, or Sheila Kanemaru at sheilak3@hawaii.edu or 956-0290. 

W HY REORGANIZE YOUR DEPARTMENT?



Wiki Notes” is a column that will run in our quarterly newsleer.  It will feature an arcle, announcements or 
reminders from other units in an effort to keep you up to date with all things HR related.  

In the last Newsleer, we highlighted the Employee 
Assistance Program.  In this edion, WorkLife Hawaii provided 
some ps to beat stress and to stay safe this Holiday season 
(see pages 7 and 8 of this newsleer).  Please share these ps 
with your employees.

: Work Life Hawaii TIPS

UPCOMING 
TRAININGS 
by manoa hr
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Taking Care of Hawaii Businesses for Over 30 Years 

If  the thought of upcoming holidays fill you 
with dread, you’re not alone. Many people 

get stretched pretty thin this time of year by 
money and social obligations. Here are 25 ways to 
keep your sleigh on track this season.  
1. Set realistic expectations. Things aren’t going to go 

perfectly and that’s ok. You can’t control every 
outcome, but you can prepare yourself mentally by 
visualizing your calm, positive response to negative 
events.  

2. Get moving. It’s not the chores, shopping, and Uncle 
Kimo’s visit that’s stressing you out – it’s your 
anticipation of them! Act now by creating a to-do list, 
and tackle one or two items per week through the 
holidays.  

3. Avoid the shotgun approach. You’ll accomplish more 
by tackling one thing at time and giving it your full 
attention.  

4. Budget your holiday expenditures. Set per 
person limits on gift giving and stick to them. 
Don’t overlook special outlays for travel, 
decorations, food and entertainment.  

5. Pay as you go. Charging your purchases 
may delay your bills, but knowing they’re 
waiting for you in January increases stress.  

6. Play to your strengths. Utilize what you have 
the most of – time, money, or creativity.  

7. Pare down on gift giving. For extended family and 
social groups, suggest each person give just one gift by 
drawing names out of a hat.  

8. Cut your costs. Give inexpensive but thoughtful gifts 
like home-baked goods or hand-made photo albums. 
Bundling several small items around a theme provides 
a low cost, personal touch.  

9. Don’t lose the meaning. If consumerism has you down, 
check out for awhile with inspirational literature and 
reconnect with what makes the holidays special and 
important.  

10. Participate in reaffirming activities. Spend time at church 
and in your community with like-minded people.  

11. Take some time off work. Don’t cram all errands and 
shopping trips into the precious little time you have outside 
work hours. Avoiding the weekend crowds will allow you to 
get more done.  

12. Do a solo power shopping event. Turbo charge your 
efficiency by avoiding distractions and competing agendas.  

13. Take advantage of the internet. Many sites offer free 
shipping for the holidays. Find great unique and 
inexpensive gifts online.  

14. Ask for help. If you’re playing host, assign chores and 
duties to your spouse and children.  

15. Cheer loves company. Combine household holiday prep 
with socializing. Ask some friends over for a baking and gift 
wrapping party.  

16. Lighten your cooking duties. It’s perfectly acceptable to 
cook a main course and ask dinner guests to bring a side . 

17. Get on the same page with 'ohana. Come to a consensus 
on what activities are most important and cut out the 
extras that add work and scheduling pressure.  

18. Recruit a child wrangler. Keiki underfoot can add to the 
stress of big events. Designate one adult to organize games 
and fun activities in a confined space.  

19. Avoid isolation. The holidays can be a depressing 
time for those who have lost loved ones. Get out of 

the house whenever possible and reconnect with 
old friends.  

20. Help someone who needs you. Nothing melts 
away personal troubles like helping someone else 

overcome theirs.  
21. Pass down wisdom and tradition. Instead of mourning the 

passing of better times, keep those memories alive by 
sharing them with the next generation.  

22. Review your life priorities. Combat your hectic schedule by 
reassessing what matters the most to you.  

23. Forgive someone. Let go of past resentments to make 
room for future happiness.  

24. Make a gratitude list. Review it whenever you’re feeling 
depressed, anxious, depressed or stressed out.  

25. Take a time out. Indulge in things you stopped doing 
because you “just don’t have time for anymore” like a long 
lunch or a night out with friends.  

What is an Employee Assistance Program? 
The EAP provides confidential and professional assistance 

in order to resolve problems that affect employees’ 

personal lives or job performance.  
The services are free, voluntary, and confidential.  

You and your family members are eligible. 

For more information, call us! 

Call us at  543-8445 from Oahu 
Neighbor Islands :  (800) 994-3571 

Central Office:  
1001 Bishop St., Suite 780 
Honolulu, Hawaii 96813 

Counselors Available on All Islands 
www.worklifehawaii.org  

© 2009 EAPtools.com 

http://www.worklifehawaii.org


5. MANAGE THE RISK OF A HOUSE FIRE   
The number of children injured or killed in home fires more than 
doubles during the winter months. On average, 250 fires each year 
begin with a Christmas tree. An additional 170 fires each year begin 
with holiday and decorative lights. Children under age 5 are almost 
1-1/2 times as likely to die in a home fire as the average person. 
Almost two-thirds of home fire deaths resulted from fires in homes 
with no smoke alarms or no working smoke alarms. Tips: Test your 
smoke alarm. Review your fire escape plan with family and guests. 
Don’t overload electrical outlets or extension cords. Turn off and 
unplug decorations at night or when you’re not there. Keep 
matches, lighters, and extension cords out of the reach of keiki.  

6. BE THOUGHTFUL ABOUT A TREE  
Tips: Choose a fresh tree and keep the stand filled with water. If 
choosing an artificial tree, look for the label “Fire Resistant.” Keep 
pets and keiki away from breakable decorations and lights. Avoid 

overloading an electrical outlet with too many lights and 
turn them off when you’re asleep or not at home.  

7. SHOP THOUGHTFULLY   
Holidays are also a time when criminals are looking for 
easy victims with more money and more distractions. 
Tips: Stay alert, pay attention to your instincts, and call 
911 if you need to. Don’t leave gifts in a locked car, or 
even put them in a car trunk and walk away. Check your 
home locks again from a security standpoint and use that 
deadbolt more than you would ordinarily use it.  

8. IF TRAVELING OFF-ISLAND  
Tips: Use timing devices to turn lights on and off to make 
the house look occupied. Arrange to have your mail and 
paper stopped. Let a trusted neighbor know, as many 
burglaries happen in the daytime. 

For More Holiday Safety Tips, try these links: 
www.holidaysafety.org     or     www.redcross.org  

9. USE YOUR EAP IF YOU NEED US  
Tip: If the holidays are more stressful than they need to be, or if 
something is getting in the way of your holiday season or wellbeing, 
call your EAP. We can help 24/7. 

What is an Employee Assistance Program? 
The EAP provides confidential and professional assistance 

in order to resolve problems that affect employees’ 

personal lives or job performance.  
The services are free, voluntary, and confidential.  

You and your family members are eligible. 

For more information, call us! 

Call us at  543-8445 from Oahu 
Neighbor Islands :  (800) 994-3571 

Central Office:  
1001 Bishop St., Suite 780 
Honolulu, Hawaii 96813 

Counselors Available on All Islands 
www.worklifehawaii.org  

1. BE CAREFUL AND THOUGHTFUL WHEN DECORATING  
Falls associated with holiday decorations send approximately 
5,800 people to hospital emergency rooms each year. More than 
half of these injuries are caused by falling from a ladder or roof 
while decorating outdoors. Tips: Inspect your ladder, exercise 
caution when decorating near power lines, and don’t risk life and 
limb to outdo the neighbors! 

2. WATCH THOSE CANDLES  
Christmas, Christmas Eve, and New Year’s Day are the top 3 days 
of the year for candle fires.  Candles cause more than 15,000 
home fires every year, resulting in more than 13,000 injuries and 
deaths. Tips: Consider battery-operated candles. If you use 
candles, keep them within sight and place them: (a) away from 
children, (b) where they cannot be knocked over, and (c) away 
from a tree, decorations, or wrapping paper. 

3. BE CAREFUL OF ELECTRICAL EXTENSION CORDS  
Nearly 2,000 extension cord injuries treated 
in hospital emergency rooms involve 
fractures or sprains from people tripping 
over cords. Each year, 3,300 residential 
fires originate from extension cords, killing 
and injuring over 300 people. 13 percent of 
extension cord injuries every year involve 
children under five years of age. Tips: Use 
only extension cords long enough to do the 
job, examine before each use, and don’t 
place them in high-traffic areas where they 
pose a tripping hazard or where a keiki 
could pull them down. When using them 
outdoors, use only weather-resistant, 
heavy gauge extension cords marked “for 
outdoor use.” Keep them well protected 
from the weather. 

4. DON’T GO SHOPPING WITH A TURKEY IN THE OVEN  
Sounds like a silly tip, but unattended cooking is the leading cause 
of home fires in the United States. Tips: When cooking for holiday 
visitors, remember to keep an eye on what you are doing. Keep 
keiki three feet away from kitchen appliances. 

Taking Care of Hawaii Businesses for Over 30 Years 

The holiday season is traditionally a time of merry gatherings of 'ohana and friends. At the risk of adding some “humbug”  
to this festive time of year, here are 9 sets of statistics and tips that we hope helps you enjoy the holidays to their fullest! 

http://www.holidaysafety.org
http://www.redcross.org/portal/site/en/menuitem.94aae335470e233f6cf911df43181aa0/?vgnextoid=0f9a7ca307c85210VgnVCM10000089f0870aRCRD

