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For every nonprofit leader who's ever Googled "is this legal?" at midnight

while trying to do right by their people.

This one’s for you.
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And to my grandmother, who called me “Doctor”

long before I ever was one,

and never stopped pushing me to be greater.

"HR isn't about managing humans as resources.

It's about resourcing humans to do meaningful work."

— Dr. Tatyana Moaton
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Appendix A: Template Library

Template Access

All templates referenced throughout this book are available for download at nonprofithrtoolkit.com. Templates are provided in both editable Word (.docx) and PDF formats, and are regularly updated to reflect current best practices and legal requirements.

To download your templates:

	Visit nonprofithrtoolkit.com

	Enter username: reader and access code: HRTOOLKIT2025

	Browse by chapter or category

	Download individual templates or the complete bundle


Need templates for your entire team? Organizational licenses with custom branding are available. Contact templates@nonprofithrtoolkit.com for pricing.
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About the Author

Dr. Tatyana Moaton, or Tati as she prefers, is an indomitable force at the intersection of business, healthcare, and social justice. With a PhD in Business focusing on management science, Tati serves as the Chief Strategy & Workforce Officer for a leading healthcare organization. Her prowess in the healthcare sector is paralleled only by her commitment to the LGBTQ community. She tirelessly advocates for a more equitable and humane society.

Tati's work extends into academia where she has made contributions to research on mental health in the transgender population. Moreover, she has been recognized as a 2022 Community Grantmaking Fellow by the Trans Justice Funding Project.

Whether discussing politics, race, education, or gender identity, Tati enriches every dialogue with her nuanced insights and deeply rooted expertise. Her voice is a necessary addition in a world yearning for impactful change. It’s clear that Tati's journey of influencing systemic transformation is far from over.

In short, Tati is not just an author you read; she's a catalyst you experience.
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Welcome: You've Got This
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You just got promoted—or hired, or volunteered—and suddenly HR is your job. Maybe it's 10% of your time, maybe it's 50%, but either way you're Googling "how to write a performance review" at 11 pm. I see you. This toolkit is for you.

The Overwhelm Is Real

Let's name it: nonprofit HR is overwhelming. You're juggling compliance requirements that would challenge a full-time HR department, doing it on a shoestring budget, and trying to create a workplace that actually lives your mission. You might be the Executive Director who also handles payroll. The Office Manager who became "the HR person" by default. The board member who realized someone needs to figure out if you're breaking any laws.

You're not imagining it—this is hard. Nonprofits face the same employment regulations as Fortune 500 companies but with a fraction of the resources. And the stakes feel higher because every dollar spent on a compliance fine is a dollar not serving your community.

Take a breath. You're going to be okay.

What This Toolkit Is (And Isn't)

This toolkit IS:


•  A practical, jargon-free guide to the HR basics every nonprofit needs

•  A collection of ready-to-use templates you can customize today

•  A roadmap for building HR systems that grow with your organization

•  Written by and for people who believe work should be humane



This toolkit IS NOT:


•  Legal advice (more on that in a moment)

•  A replacement for professional HR support when you need it

•  A comprehensive guide to every employment law in every state

•  Something you need to read cover-to-cover



How to Use This Toolkit

Please don't try to read this from start to finish. You'll burn out before you finish the table of contents.

Instead, use it like a reference guide:


•  Got a specific problem? Jump to that chapter and grab the relevant template.

•  Building from scratch? Start with Chapters 1-3 for your foundation.

•  Preparing for growth? Focus on Chapters 4-6 for scalable systems.

•  In crisis mode? Appendix C tells you when and how to get professional help.



Every chapter ends with a "Start Here" action—one thing you can do this week to make progress. Because progress, not perfection, is the goal.

When You DO Need Professional Help

This toolkit will handle about 80% of your everyday HR needs. But some situations require professionals:


•  Call an employment attorney for lawsuits, serious allegations, terminations of long-term employees, or anything that makes your stomach drop.

•  Hire an HR consultant for audits, handbook reviews, complex leave situations, or when you're scaling quickly.

•  Contact your insurance broker about employment practices liability coverage.



Appendix C has detailed guidance on finding the right help. The investment in professional support during critical moments will save you money—and sleepless nights—in the long run.

The Framework: People, Process, Purpose

Throughout this toolkit, you'll notice we organize everything around three elements:

People: The humans at the center of every policy. Their dignity, growth, and wellbeing matter.

Process: The systems and structures that create consistency and fairness. Good processes protect everyone.

Purpose: Your mission. Every HR decision should ultimately serve the community you exist to help.

When these three align, you create workplaces where people can do their best work for causes that matter. That's the goal.

One More Thing

You're doing important work. Not just the mission of your nonprofit—though that matters enormously—but the work of creating a humane workplace. Every time you treat an employee with dignity, build a fair process, or make a hard decision with integrity, you're modeling what work can be.

That's not nothing. That's everything.

Now let's get started.

Access Your Templates

This toolkit comes with over 40 downloadable templates designed to make your HR work easier. Rather than flipping back and forth between pages, all templates are available for instant download at our companion website.

To access your templates:

	Visit: nonprofithrtoolkit.com

	Enter username: reader and access code: HRTOOLKIT2025

	Download any or all templates in Word (.docx) or PDF format


Each chapter references specific templates as they become relevant. Look for the “Template” callouts throughout the book for direct links to the tools you need.
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A note on language: This toolkit uses "they/them" as a singular pronoun throughout. We also use "staff," "team members," and "employees" somewhat interchangeably, though we recognize these terms have different connotations and legal meanings in some contexts.

	[image: ]
	 	[image: ]


[image: ]

Chapter 1: HR in One Page
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You're running a nonprofit. You have a mission to fulfill, programs to deliver, and donors to thank. The last thing you want is to become an HR expert. Good news: you don't have to be. But you do need to know enough to keep your organization out of legal hot water and your employees reasonably happy.

This chapter is your cheat sheet. Print it. Tape it to your wall. Reference it when you're not sure what matters and what can wait.
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The 10 Things That Will Get You in Legal Trouble

Let's start with the scary stuff—because knowing what NOT to do is half the battle. These are the mistakes that lead to lawsuits, fines, and very uncomfortable conversations with your board.

1. Misclassifying Employees as Independent Contractors

That "contractor" who works 40 hours a week, uses your equipment, and has been with you for three years? They're probably an employee. The IRS and Department of Labor take this seriously. Penalties include back taxes, overtime pay, and benefits you should have provided.

Quick test: Do you control how the work gets done, not just what gets done? That's an employee.

2. Not Paying Overtime to Non-Exempt Employees

If someone isn't exempt from overtime rules (and most people aren't), you must pay them time-and-a-half for hours over 40 per week. "We're a nonprofit and can't afford it" is not a legal defense.
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3. Ignoring Harassment Complaints

When someone reports harassment—especially sexual harassment—you must investigate. Every time. Documenting that you took it seriously is your protection. Ignoring it is how organizations end up on the news.

4. Retaliating Against Employees Who Complain

An employee files a complaint or reports wrongdoing, and suddenly their performance reviews tank? That's retaliation, and it's illegal. Even if the original complaint had no merit, punishing someone for speaking up creates massive liability.

5. Making Hiring Decisions Based on Protected Characteristics

You cannot refuse to hire someone because they're pregnant, over 40, disabled, or any other protected class. You also can't ask questions that reveal this information. "When do you plan to start a family?" is a lawsuit waiting to happen.

6. Failing to Provide Required Leave

FMLA, state family leave laws, jury duty, military leave, voting leave—employees have legal rights to time off in specific situations. Know what applies in your state.

7. Not Having Workers' Compensation Insurance

In almost every state, this is mandatory from day one. No exceptions for nonprofits. No exceptions for small organizations.

8. Inconsistent Discipline and Termination

Firing one employee for something you let another employee get away with? That's how discrimination claims are born. Document everything. Apply policies consistently.
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9. Keeping Inadequate Records

You're required to keep certain employment records for specific time periods. Payroll records, I-9 forms, personnel files—lose these, and you lose your ability to defend yourself.

10. Ignoring Wage and Hour Laws

Meal breaks, rest breaks, minimum wage, pay frequency, final paycheck timing—these vary by state and the rules are specific. "I didn't know" doesn't cut it.
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The 5 Documents Every Nonprofit Must Have

Not "should have." Must have. These are non-negotiable, and if you don't have them, stop reading and create them today.

1. Employee Handbook

Your handbook establishes expectations, communicates policies, and protects you legally. It doesn't need to be 100 pages. It does need to exist, be current, and be distributed to every employee.

Minimum contents:


•  At-will employment statement

•  Anti-discrimination and harassment policies

•  Leave policies

•  Disciplinary procedures

•  Acknowledgment page for signatures



2. I-9 Forms for Every Employee

Within three days of an employee's start date, you must complete Form I-9 to verify their identity and work authorization. Keep these forms separate from personnel files. Retain them for three years after hire or one year after termination, whichever is later.

3. W-4 Forms

Every employee must complete a W-4 for tax withholding. Update when employees request changes.

4. Offer Letters

Put job offers in writing. Include position title, start date, salary, classification (exempt/non-exempt), and at-will status. This prevents "but you promised me" disputes later.

5. Job Descriptions

Written job descriptions clarify expectations, support performance reviews, and are essential for ADA compliance. They also protect you in unemployment claims and wrongful termination suits.
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Federal vs. State Requirements: What Applies to You?

Here's where it gets complicated—but I'll make it as simple as possible.

Federal Laws by Employee Count

	Employees

	Laws That Apply


	1+

	FLSA (wage/hour), IRCA (I-9 verification), EPPA (polygraph), USERRA (military leave)


	15+

	Title VII (discrimination), ADA (disability), GINA (genetic info), Pregnant Workers Fairness Act


	20+

	ADEA (age discrimination), COBRA (health coverage continuation)


	50+

	FMLA (family/medical leave), ACA (health insurance mandate)


	100+

	WARN Act (layoff notice)
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The State Law Wild Card

Here's the catch: state laws often kick in at lower employee counts and provide more protections. For example:


•  California: Anti-discrimination laws apply at 5+ employees. Paid family leave exists. Meal and rest breaks are strictly regulated.

•  New York: Paid family leave is mandatory. Sexual harassment training is required annually.

•  Massachusetts: Earned sick time is required for all employers.



Your action item: Look up your state's specific requirements. Your state's Department of Labor website is the authoritative source. Don't rely on Google summaries.

When State and Federal Laws Conflict

Follow whichever law is more protective of the employee. Always. If federal minimum wage is $7.25 and your state minimum is $15, you pay $15.
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Your "HR Minimum Viable Product" Checklist

If you do nothing else, do these things. This is your HR survival kit—the absolute baseline that keeps you legal and functional.

Immediate Priorities (Do This Week)


•  ☐ Verify worker classification for everyone you pay. Employees vs. contractors—get it right.

•  ☐ Confirm exempt/non-exempt status for all employees. When in doubt, classify as non-exempt.

•  ☐ Check that you're paying at least minimum wage (federal AND state).

•  ☐ Obtain workers' compensation insurance if you don't have it.

•  ☐ Collect I-9 forms for any employees missing them.



This Month


•  ☐ Create or update your employee handbook (see Chapter 2).

•  ☐ Write job descriptions for every position.

•  ☐ Establish a personnel file for each employee with offer letter, job description, signed handbook acknowledgment, and performance documentation.

•  ☐ Set up a system for tracking time worked by non-exempt employees.

•  ☐ Create an anti-harassment policy with a clear reporting procedure.



This Quarter


•  ☐ Train supervisors on basic employment law (especially what not to ask in interviews).

•  ☐ Audit your pay practices for compliance with overtime rules.

•  ☐ Review your state's specific requirements and close any gaps.

•  ☐ Establish a consistent process for hiring, discipline, and termination.

•  ☐ Create templates for offer letters, disciplinary notices, and termination documentation.



Annually


•  ☐ Review and update the employee handbook (employment law changes frequently).

•  ☐ Conduct harassment prevention training (required in some states, smart everywhere).

•  ☐ Audit personnel files for completeness and retention compliance.

•  ☐ Review job descriptions for accuracy.

•  ☐ Check minimum wage and other rates that may have changed.
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The Bottom Line

HR isn't about bureaucracy—it's about protecting your organization so you can focus on your mission. The time you invest now in getting these basics right will save you enormous headaches later.

You don't need to be an HR professional. You need to:

	Know what can get you in trouble (now you do)

	Have the essential documents in place

	Understand which laws apply to you

	Build basic systems and stick to them


That's it. That's HR in one page (okay, several pages, but you get the idea).

In the next chapter, we'll tackle your employee handbook—the single most important HR document you'll create. And I promise, it won't take as long as you think.
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Chapter Summary: Your Immediate Action Items

	Review the "10 Things That Will Get You in Legal Trouble" and honestly assess your risk areas

	Confirm you have all 5 essential documents

	Look up your state's specific employment law requirements

	Complete the "This Week" items on the MVP checklist

	Schedule time to work through the rest of the checklist


Next up: Chapter 2—Your Employee Handbook Quick Start
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Chapter 2: Your Employee Handbook
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You just realized your employee handbook is from 2015 and references a fax machine. Don't panic. This chapter gives you exactly what you need to update it this week—not a dissertation on employment law theory.

Your handbook serves three purposes:

	Legal protection — It establishes that employees were informed of policies

	Consistency — It ensures everyone plays by the same rules

	Clarity — It answers questions before they're asked


Let's build one that actually works.
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What MUST Be in Your Handbook vs. Optional

Not all policies are created equal. Some are legally required, some are strongly recommended, and some are nice-to-have. Here's how to prioritize.

Legally Required or Strongly Recommended (Non-Negotiable)

These policies need to be in every handbook, regardless of your organization's size:

1. At-Will Employment Statement

What it does: Establishes that either party can end the employment relationship at any time, for any legal reason, with or without notice.

Sample language:


"Employment with [Organization Name] is at-will. This means that either you or the organization may end the employment relationship at any time, with or without cause, and with or without notice. Nothing in this handbook creates a contract of employment or guarantees employment for any specific duration."



Critical: This statement should appear prominently—ideally on the first page and again in the acknowledgment form. Courts have ruled that other handbook language can accidentally create an implied contract, so this statement is your protection.

2. Equal Employment Opportunity (EEO) Statement

What it does: Confirms your commitment to non-discrimination in all employment practices.

Must include: Reference to federal protected classes (race, color, religion, sex, national origin, age, disability, genetic information) AND any additional classes protected by your state.

Example state additions:


•  California: marital status, sexual orientation, gender identity, military/veteran status

•  New York: sexual orientation, gender identity, familial status, arrest record

•  Check



3. Anti-Harassment Policy













4. FMLA Policy (if 50+ employees)













5. ADA Accommodation Policy










6. Workers' Compensation Information









State-Specific Policies (Check Your State)
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Strongly Recommended (Not Legally Required, But You Need Them)

7. Hours of Work and Overtime









8. Pay Practices








9. Leave Policies











10. Standards of Conduct










11. Discipline and Termination








12. Safety and Security







Optional But Valuable
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Policies You Need Regardless of Size


The Non-Negotiables for Any Size

	At-will employment statement — Protects your right to make employment decisions

	Anti-discrimination statement — Federal laws apply even at small sizes

	Anti-harassment policy — One complaint without a policy is one too many

	Pay practices — How and when people get paid

	Basic conduct expectations — What's acceptable, what's not

	Safety and injury reporting — Workers' comp requires this


As You Grow: Add These Thresholds

	
	

	
	

	
	

	
	

	
	


[image: ]


How to Customize Without Creating Liability


The Golden Rules of Handbook Customization

Rule 1: Don't Promise What You Can't Deliver




Rule 2: Use "May" Not "Will" for Disciplinary Steps




Rule 3: Include Disclaimer Language






Rule 4: Don't Get Too Specific




Rule 5: Review Every Statement for Legal Implications



Safe Customization Opportunities









Dangerous Customization Areas
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The 2-Hour Handbook Audit


Hour 1: The Legal Essentials Check


Foundational Policies (15 minutes)








Anti-Discrimination Section (15 minutes)










Leave Policies (15 minutes)








Pay and Hours (15 minutes)








Hour 2: The Consistency and Common-Sense Check


Remove the Landmines (20 minutes)









Technology and Terminology Update (15 minutes)









Practical Accuracy (15 minutes)









Final Checks (10 minutes)
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What to Do With Your Updated Handbook

Distribution Process

	Finalize the document — PDF format is standard

	Have all current employees sign a new acknowledgment within 30 days

	Store signed acknowledgments in personnel files

	Make the handbook accessible — shared drive, intranet, printed copies available


Acknowledgment Form Essentials






When Someone Refuses to Sign


	Document that you presented the handbook

	Have a witness present when you present it again

	Note on the acknowledgment: "Employee refused to sign. Handbook presented on [date] by [name]. Witness: [name]."

	Proceed with employment — refusal to sign doesn't mean policies don't apply
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Quick Reference: Handbook Sections Checklist
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The Bottom Line
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	Complete the 2-hour handbook audit this week

	Add any missing legally required policies

	Remove language that creates unintended promises

	Redistribute to all employees with new acknowledgment forms

	Set a calendar reminder for annual review
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