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Dear Valued Client:
SESCO Management Consultants is the oldest and one of the most respected human resource and employee relations consulting firms in America today. Since 1945, SESCO has provided professional human resource consulting
services to clients throughout the country.
SESCO’s professional staff and field consultants are dedicated to providing clients with timely, practical consulting
services and information organizations need to effectively compete in today’s marketplace. SESCO prides itself on
being a one-stop-shop human resource consulting firm, providing results-oriented support for its clients’ people
management and profitability goals.
For more information about our services, or to order any of these tools, please visit our website at www.sescomgt.
com.

SESCO MANAGEMENT CONSULTANTS | 800.764.4127
To order from this catalog...
Online — www.sescomgt.com
Order products and services,
charge your order by credit card.

Phone — 1.800.764.4127
Monday – Friday
8 a.m. – 5:30 p.m. Eastern Time

P.O. Box 1848 | Bristol, TN 37621
www.sescomgt.com

Customizing Products / Forms
SESCO can customize most forms to meet your company’s needs. For example, your company name or logo may be added to a
form or product cover for an nominal fee. For more information, call our toll-free number at 1-800-764-4127.
Orders Billed on Account | Net 30 days
**** Prices subject to change without notice****
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FILE FOLDERS

Organization and Privacy
Keep your files organized and your employees’ personal information confidential with these convenient file folders.

1

Personnel Record File

Medical Records File

This folder summarizes the complete employment
history for each employee.

This folder compiles the complete medical records for each employee that
must be kept separately from the personnel file.

$1.50 / each

$1.50 / each
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ADA | FORMS

Forms
Forms available from SESCO allow you to comply with federal and state employment laws, while effectively managing your
most valuable asset—your human resources.

ADA Forms

These forms facilitate your compliance with Title I of the
Americans with Disabilities Act (ADA).

Notice to Applicants
Informs applicant that he or she should inform the employer if any accommodation is required to participate in the application process, and
requests that the applicant inform the employer if an accommodation is
needed to perform the essential elements of the job in question.

$10.25 / 50 ct.

Applicant Release
May be used if a physical agility test is required as part of the application process.
By signing this document, the applicant releases the employer from all claims in
the event the applicant is injured while performing the agility test.

$10.25 / 50 ct.

Description of Physical Demands
This document provides a summary of the physical requirements of the job including
lifting, repetitive motion, etc. The nature of the work environment is also documented
(i.e. noise level, exposure to weather, etc.).

$10.25 / 50 ct.

800. 764. 4127 | www.sescomgt.com | SESCO Management Consultants
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FORMS | ADA

Medical Questionnaire
Provides the information needed to determine whether the individual
can safely perform specific job duties, and provides a sound basis for
consideration of appropriate accommodations.

$10.25 / 50 ct.

Medical Examiner’s Certification
This form documents the medical examiner’s conclusion as to the individual’s ability to perform
the job in question or whether certain work restrictions are appropriate.

$10.25 / 50 ct.

Reasonable Accommodation Documentation
Documents the process for investigating and implementing requests
for accommodations to allow the individual to perform the essential
elements of the assigned job.

$10.25 / 50 ct.

Workers’ Compensation Claim History
After making a conditional job offer, an employer may inquire about a person’s workers’
compensation history provided that this inquiry is required for all applicants in the same job
category. Previous claims may be important since an employer’s liability may be reduced if the
state provides a “Second Injury Fund.”

$10.25 / 50 ct.
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Attendance | FORMS

Attendance Forms

Monitor employees’ time worked, requests for time off, and patterns of absenteeism.

Daily Report of Absenteeism and Lateness
Daily record by individual and department; identifies the reason for absences.

$10.25 / 50 ct.

Employee Absence Record
Annual record of individual’s absences and leaves; includes notation on
pay treatment of absences.

$9.10 / 50 ct.

Employee Absenteeism & Lateness Report
This form is completed by the employee and the immediate supervisor following each absence.
Provides basis for counseling or discipline.

$9.10 / 50 ct.

Monthly Absenteeism Analysis Worksheet
Monthly statistics by location and reason for absences; analysis by employees’
length of service.

$10.25 / 50 ct.

Timecard
Weekly record of employee’s time worked; an
accurate accounting of actual time worked is a
requirement of the Fair Labor Standards Act.

$8.30 / 50 ct.

Vacation Request
Employee’s request for vacation or paid-time-off. Requests require supervisor’s
approval.

$10.25 / 50 ct.
800. 764. 4127 | www.sescomgt.com | SESCO Management Consultants
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FORMS | FMLA

FMLA Forms

Employers with 50 or more employees must comply with the Family and Medical Leave Act (FMLA). This federal law provides
job-protected leave for qualified employees in specific situations related to family and medical needs. SESCO has developed
customized forms to ensure effective management of the Family Medical Leave Act.

Certification of Physician
Completed by the health care provider when the leave is for a “serious
health condition” of the employee or the employee’s immediate family
member. Can be used for initial certification, recertification, or second
and third medical opinions.

$14.65 / 50 ct.

Employee Request for FMLA
Used when an employee gives advance notice of the need for FMLA leave
or when an employee has already begun an FMLA—qualifying leave.

$10.25 / 50 ct.

Medical Examiner’s Certification
Used to certify an employee’s ability to return to work after an FMLA
leave due to his or her own serious health condition.

$10.25 / 50 ct.

Notice of Obligations of Employees
An employer is required to provide the employee with a notice of the
employee’s obligations under FMLA and the potential consequences of
failure to meet these obligations.

$10.25 / 50 ct.

Special Notice to Key Employees
FMLA regulations define certain key employees in an organization.
These employees are entitled to FMLA leave, but they may be denied restoration of employment if to do so would cause “substantial and grievous economic injury” to the organization.

$10.25 / 50 ct.

Certification of Qualifying Exigency
This form is used to certify the need of an employee to take leave when
a family member (parent, spouse, son or daughter) in the reserves or National Guard is called to active duty.

$10.25 / 50 ct.

Certification of Serious Injury or Illness of Covered
Servicemember
FMLA provides that an employer may require an employee seeking leave
due to a serious injury or illness of a covered military servicemember to
submit a certification providing sufficient facts to support the request
for leave.

$10.25 / 50 ct.
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New Employee | FORMS

New Employee Forms

Forms required for new hires as well as forms to facilitate the new employee’s orientation.

Employee Orientation Checklist
Document that the new employee has been made aware of all policies
and procedures of your organization.

$10.25 / 50 ct.

Employment Record
Chronological history of employee’s tenure with the organization. Documents training, promotions, transfers, and other employment related
events.

$16.85 / 50 ct.

I-9 Form
This federal form is required by the United States Citizenship and Immigration Service to certify an individual’s identity and eligibility to work
in the United States.

$10.25 / 50 ct.

New Hire Checklist
This checklist ensures that the new employee has received all information and materials that are needed by a person new to the organization.

$10.25 / 50 ct.

Payroll Deduction
Many states require the signed, written authorization of an employee in
order to make deductions from the employee’s wages.

$10.25 / 50 ct.

Voluntary Affirmative Action Information
Employers that are required to submit Affirmative Action Plans need to
identify the racial and ethnic demographics of their workforce and the
applicant pool. This voluntary form allows applicants to identify their
ethnicity and any special veteran status or disability.

$10.25 / 50 ct.

W-4 Form
This IRS form is completed by each employee to stipulate the number
of deductions to be claimed for purposes of federal tax withholding.

$10.25 / 50 ct.

800. 764. 4127 | www.sescomgt.com | SESCO Management Consultants
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FORMS | Performance Management

Performance Management Forms

Be sure employees know what is expected of them through regular coaching and performance appraisals. Recognize outstanding performance and provide feedback where performance or workplace behavior is less than satisfactory. Ensure an effective
return on your compensation investment.

Commendation
Document an employee’s good work with this “pat on the back” for a
job well done. This is a 2-part snap out form.

$24.00 / 50 ct.

Employee Progress Report
This form documents your assessment of the new employee’s progress
during the initial orientation or training period. Eighteen rating items
help you determine if the employee will be a good team member for
your organization.

$9.10 / 50 ct.

Personnel Performance Appraisal Report (Professional)
Most employers evaluate employees’ performance at least once a year.
This form documents an employee’s performance, identifies strengths
and opportunities for improvement, and provides a source of consensus between the employee and the supervisor.

$19.50 / 50 ct.

Personnel Performance Appraisal Report
(Management)
This appraisal report is tailored specifically for the evaluation of supervisors and managers in your organization.

$19.50 / 50 ct.

Personnel Performance Review (Hourly)
This appraisal tool is best suited for the evaluation of production and
office personnel.

$10.25 / 50 ct.

Verbal Correction
The first step in progressive discipline is often verbal counseling with an
employee. This 2-part form provides evidence of this discussion with the
employee regarding unsatisfactory performance or a rules violation.

$24.00 / 50 ct.

Written Correction Notice
Another step in progressive discipline, the written correction notice
often is implemented when verbal counseling has not resulted in
improved performance. This form documents the reason for the report
and the corrective action needed for the employee to meet performance expectations.

$25.00 / 50 ct.
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Pre-Employment | FORMS

Pre-employment Forms

Legally compliant application forms are important to the hiring process. Other forms help ensure that you are hiring the right
person for your job openings and comply with applicable regulations.

Applicant Release (ADA)
Applicant waives and releases any claims that the applicant may have by
reason of accident or injury occasioned by a pre-employment physical
ability test or demonstration.

$10.25 / 50 ct.

Application for Employment
This application form is compliant with all relevant employment laws,
including Title VII.

$10.25 / 50 ct.

Application for Employment – Health Care
This employment application is tailored to the needs of employers in the
health care industry.

$16.85 / 50 ct.

Background / Credit Check Authorization
Credit reporting agencies require that applicants provide signed authorization in order to develop criminal background checks and credit reports.

$10.25 / 50 ct.

Candidate Interview Evaluation
Standard form for interviewers to use in the evaluation of applicants for
employment.

$10.25 / 50 ct.

Employment Reference Check
Standard form for hiring personnel to complete as feedback is obtained
from an applicant’s references.

$10.25 / 50 ct.

800. 764. 4127 | www.sescomgt.com | SESCO Management Consultants

8

FORMS | Pre-Employment & Separation

Notice to Applicants (ADA)
Requests an applicant to give notice of any accommodations needed in
the application process, the screening tests process, or to perform any
essential job function.

$10.25 / 50 ct.

Pre-Employment Urinalysis Consent Form
This form documents an applicant’s consent or refusal to submit to
post-offer drug testing.

$10.25 / 50 ct.

Workers’ Compensation Claim History
This is a post-offer questionnaire. The applicant identifies his history
of workers’ compensation claims for purposes of the state’s workers’
compensation second injury fund.

$10.25 / 50 ct.

Separation Forms

These forms help you document the circumstances of an employee’s
separation from the organization.

Separation Checklist
This checklist is used when processing employees leaving your organization to ensure that company property is accounted for, that benefit
coverage is explained, and that other administrative tasks are completed.

$10.25 / 50 ct.

Exit Interview
Get feedback from departing employees about their reason for leaving your organization and their perception of your organization and
its culture.

$10.25 / 50 ct.

Separation of Employment
This three-part form documents the reason for an employee’s termination. The form complies with the enforcement guidelines of the federal
Wage and Hour Division and the EEOC.

$25.00 / 50 ct.
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FORM KITS

Get Started with Our Specialized Form Kits
These kits are designed to include all the forms you will need to comply with a specific employment regulation or to manage
a particular human resource process.

ADA Kit
This packet includes forms needed to comply with the Americans with Disabilities Act (ADA)
• Notice to Applicants
• Applicant Release
• Medical Questionnaire
• Medical Examiner’s Certification
• Workers’ Compensation Claim History
• Reasonable Accommodation Documentation

$5.00 / Kit
$50.00 / 50 Kits

FMLA Kit
This packet includes forms needed to comply with
the Family and Medical Leave Act (FMLA)
• Employee Request for FMLA
• Certification of Physician
• Notice of Obligations of Employees
• Medical Examiner’s Certification
• Special Notice to Key Employees
• Certification of Qualifying Exigency
• Certification of Serious Injury or Illness of Covered
Servicemember

$7.00 / Kit
$70.00 / 50 Kits
800. 764. 4127 | www.sescomgt.com | SESCO Management Consultants

10

FORM KITS

New Employee Kit
Forms required or recommended for processing employees new
to your organization
• Personnel Record File
• Medical Record File
• I-9 Form
• W-4 Form
• Employment Record
• Payroll Deduction

• New Hire Checklist
• Employee Orientation Checklist
• Voluntary Affirmative Action Information
for OFCCP compliance
• Employee Absenteeism & Lateness Report

$8.00 / Kit
$80.00 / 50 Kits

OSHA Kit
Reporting forms required by the Occupational Safety and Health Administration
• OSHA Form 300 – Log of Work-Related Injuries and Illnesses
• OSHA Form 300A – Summary of Work-Related Injuries and Illnesses
• OSHA Form 301 – Injury and Illness Incident Report

$30.00 — (2) Form 300
(2) Form 300A
(50) Form 301

Pre-Employment Kit
• Application for Employment
• Notice to Applicants
• Applicant Release
• Interview Evaluation
• Reference Check Authorization
• Employment Reference Check
• Criminal Background / Credit Check
Authorization
• Pre-Employment Urinalysis Consent Form

$7.00 / Kit
$70.00 / 50 Kits

Separation Kit
• Exit Checklist
• Separation of Employment
• Exit Interview

$4.00 / Kit
$40.00 / 50 Kits
11
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DRIVER’S QUALIFICATION FILE

Comply With Rules of the Federal Motor Carrier Safety Administration
Each motor carrier must maintain a driver qualification file for each driver it employs. Department of Transportation regulations require specific records be included in the driver’s qualification file.

Driver’s Qualification Kit
The forms kit includes the following:
•Driver’s Qualification File Folder
•Application for Employment
•Applicant Reference Check
•Employment Eligibility Verification
•Medical Examination Report
•Medical Examiner’s Certificate
•Driver’s Road Test
•Driver’s Certification of Road Test
•Annual Review of Driving Record
•Certification of Traffic Violations
•Driver’s Data Sheet
•Driver Qualification and Identification Certificate
•Pre-Employment Drug Screening
•HazMat Transportation Billfold Card

$7.50 / Kit

800. 764. 4127 | www.sescomgt.com | SESCO Management Consultants
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HUMAN RESOURCES GUIDE

A Must-Have Tool for Your HR Department
This comprehensive guide to human resource issues provides insight and guidance to the many government employment
regulations with which employers must comply. This resource of over 200 pages also includes many human resource best
practices that will not only provide compliance with these regulations, but will also help prevent misunderstandings and
miscommunication in the workplace.

Each manual includes sample forms, policy examples, and useful checklists,
as well as staff recommendations covering:
• Hiring
• Immigration		
• Child Labor
		
• ADA
• Age Discrimination
• Sexual Harassment
		
• FMLA

• Wage and Hour
• Job Descriptions
• Performance Management
• Compensation
• Terminations
• COBRA
• HIPAA Privacy

$149.00 / each

In addition to the general-purpose manual, specialized versions are available
for the following industries:
• Healthcare Industry
• Automotive Dealers
• Tire Dealers
• Funeral Industry
• Banking/Financial Industry
• Service/Repair Contractors
• General Industry

13
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ADMINISTRATIVE MANUALS

Administrative Manuals Keep You Informed on the Latest Regulations and Requirements
SESCO has compiled up-to-date guidance on specific employment issues such as COBRA regulations, wage and hour
compliance, FMLA, etc.

FMLA Administrative Manual
This manual will help you comply with the federal Family and Medical Leave Act
(FMLA). The manual addresses key topics such as employee eligibility, valid
reasons for taking leave, medical certification, benefit continuation, and more.
The administrative manual helps answer questions such as:
• Is our organization required to comply with FMLA?
• How do we define the 12-month period for leave entitlement?
• What is considered a “serious health condition?”
• What is an “equivalent position?”
• What is the definition of a “key employee?”
The manual also provides handbook policy guidelines for FMLA and
sample forms for administering FMLA.

$55.00 / each

FMLA

Family Medical Leave Act
An Administrative Manual

The provisions of the Family and Medical Leave Act were expanded by Congress
in January 2008. The legislation amended FMLA to require that employers provide
up to 12 weeks of FMLA leave to an employee whose immediate family member is called to active duty. Also, the amendment to
the Act provides up to 26 weeks of unpaid leave in a single 12-month period for a spouse, child, parent, or nearest blood relative
to care for a service member recovering from a military-related injury.

800. 764. 4127 | www.sescomgt.com | SESCO Management Consultants
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ADMINISTRATIVE MANUALS

How to Prevent and Combat Unionization Successfully
The purpose of this manual is to provide your organization with the tools and
advice based upon our 65-year history in successfully representing employers when
presented with the possibility of unionization.
Examples of the topics included in the manual:
• History of Unionization in America.
• Preventing and Combating Unionization.
• Proactive Action Plan.
• Factors that Trigger Activity and Organization Vulnerability.

$50.00 / each

Employers Guide to Healthcare Reform
This manual contains a detailed overview of what is required by the Health Care
Reform Law and how to comply with current healthcare reform regulations.
A few of the topics addressed in the manual include:
• Navigating Healthcare reform for Self-Employed and Small Bussinesses.
• The Play or Pay Mandate.
• The Employer Shared Responsibility Penalty.
• Employer IRS Reporting Requirements.
• Wellness Programs

$15.00 / each

Screening and Hiring Manual
SESCO’s Screening and Hiring Manual is the perfect tool kit to assist your business
in hiring the correct employee. The guide first gives an overview of the hiring process and breaks down the process into indepth sections.
Topics of interest include:
• The Importance of Job Decriptions with Samples.
• Innovative Recruting Strategies.
• Interviewing Do’s and Dont’s with Example Interview Questions.
• Background and Reference Checks
• Sample Preemployment Forms

$55.00 / each
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ADMINISTRATIVE MANUALS

COBRA Administrative Manual
Federal COBRA regulations require certain employers to provide continuation of
health care insurance for employees who lose their health insurance coverage due to
their termination of employment, a reduction in work schedules that results in loss of
health care coverage, and other “qualifying events”.
Some of the topics included in the manual:
• What healthcare benefits must be included in the continuation coverage?
• What qualifying events trigger COBRA eligibility?
• How long does a person have to elect COBRA coverage?
• How long does COBRA coverage last?
• Under what circumstances may COBRA coverage be terminated?
Included in the manual are examples of the required COBRA notices.

COBRA

Continuation Coverage
An Administrative Manual

$55.00 / each

How to Meet ADA Requirements in Your Business
This resource will help you comply with the Americans With Disabilities Act of 1990
(ADA). The purpose of ADA is to prohibit discrimination against individuals with disabilities. Title I of the Act concerns employment issues.
Among the issues addressed in the manual are the following:
• Under the Act, what is considered to be a disability?
• What may I ask an applicant?
• May we require medical examinations?
• What is a “reasonable accommodation” for a qualified disabled person?
• What are the penalties for violating ADA regulations?

ADA

How to Meet ADA Requirements
An Administrative Manual

$55.00 / each

How to Comply with Federal Wage-Hour Regulations
(Specialized versions are available for Auto Dealers, Tire Dealers, Healthcare Organizations, the Funeral Profession, and Banking/Finance Institutions).
Topics of interest include:
• The minimum wage requirement.
• The requirements for complete exemption from the Fair Labor Standards Act (FLSA).
• Jobs that can be partially exempt (exempt from overtime only).
• The “regular rate.”
• Overtime calculation.
• Record keeping requirements.
• Meal periods.
• Independent contractor guidelines.
• Handling a wage-hour investigation.

Wage-Hour

How to Comply with Federal Regulations
An Administrative Manual

$55.00 / each
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ADMINISTRATIVE MANUALS
How to Maintain a Drug Free Work Place
The abuse of alcohol and drugs (including prescription medication) can take a huge
toll on a business. In addition to the risk to employees’ safety, substance abuse affects a business through lost productivity, absenteeism, and health care expenses. It
is estimated that the cost to American employers in terms of money, time and safety
is approximately $100 billion a year.
To aid your business in maintaining a drug-free workplace, SESCO has developed
a manual to assist you in achieving this goal. Some of the topics in the manual include:
• Legal considerations of a drug-testing program
• Developing a substance abuse policy
• Identifying an impaired employee
• Options for intervention and treatment
• Drug-testing consent form

Drug Free

How to Maintain a Drug Free Work Place

An Administrative Manual

$55.00 / each

FCRA—Fair Credit Reporting Act
The federal Fair Credit Reporting Act (FCRA) requires employers to make certain disclosures to individuals whose credit history is investigated in connection with employment decisions. This manual summarizes the responsibilities imposed by the
FCRA on users of consumer reports and the legal consequences of violating the provisions of the Act.
Among the issues addressed in the manual are the following:
• Adverse action based on information from a consumer report
• What is different about an “investigative consumer report?”
• Special procedures for employee investigations
• Release for credit history information
• A summary of rights under FCRA

$55.00 / each

FCRA

Fair Credit Reporting Act

An Administrative Manual

FACTA—Fair and Accurate Credit Transactions Act
The Fair and Accurate Credit Transactions Act of 2003 (FACTA) is a federal law promulgated by Congress as an amendment to the Fair Credit Reporting Act and likewise
falls under the administration of the Federal Trade Commission. The Act is intended
primarily to help consumers fight the growing trend of identity theft by defining the
accuracy of Consumer Credit Report information, privacy, limitations of information
sharing and new consumer rights.
Among the issues addressed in the manual are the following:
• Who is covered by FACTA
• Disposal Rule
• Privacy Rule
• Truncation of Credit/Debit Cards
• Negative Information in a Consumer Report
• Medical Information in Consumer Reports
• Red Flag Rules
• Twenty-Six Red Flat Triggers
• Sample Policies and Forms

FACTA

Fair and Accurate Credit Transactions Act
An Administrative Manual

$50.00 / each
800. 764. 4127 | www.sescomgt.com | SESCO Management Consultants
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FEDERAL & STATE POSTERS

Comply with Federal & State Posting Requirements
Federal and state employment laws require employers to poster certain notices in the workplace. Failure to post these
notices can result in significant fines.

Federal Posters
Color laminated, all-in-one posters are available in two versions. Our 5-in-1 poster
and 6-in-1 poster

5-in-1 Poster (for less than 50 employees)
Laminated poster includes these required federal posters:
• Fair Labor Standards Act (minimum wage)
• Equal Employment Opportunity
• OSHA
• USERRA (military leave)
• Employee Polygraph Protection Act

$14.95 / each
6-in-One Poster (for 50 or more employees)
Laminated poster includes these required federal posters:
• Fair Labor Standards Act (minimum wage)
• Equal Employment Opportunity
• OSHA
• USERRA (military leave)
• Employee Polygraph Protection Act
• Family and Medical Leave Act (FMLA)

$14.95 / each

State Posters Kit
Posters are available as a packet of individual posters that the state
requires employers to post. All states are available.

$14.95 / each
18
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TRAINING

Effective Training Yields Effective Leaders & Employees
There is no question that today’s successful and prosperous organizations are led and managed by effective managers and leaders from the top executive to the first line supervisor. Imagine the edge your organization would have if you could turn all of your
supervisors into top performers. Or, if your customer service representatives and sales force were provided with the skills to build
outstanding customer relationships. Take the lead over the competition with training from SESCO Management Consultants.

Vital Learning Curriculum

Vital Learning has been at the forefront of leader/manager training for over 20 years. Millions of people have benefited from this
training. Our training is effective because participants see the new skills, practice the new skills, and most importantly, transfer the
new skills to their work and apply them to their job.
All modules include pre-tests and skill practices. Each can also be customized to reflect your specific business or industry. New
videos in all new modules represent today’s workplace environments and scenarios. Prepare your team leaders today to deal with
the challenges of tomorrow with Vital Learning’s Leadership Essentials. Delivery options and a blended learning solution include:
Classroom, Online, or CD-ROM.
LEADERSHIP ESSENTIALS Curriculum

LEADERSHIP PLUS Curriculum

Coaching Job Skills
Communicating Up
Delegating
Developing Performance Goals and Standards
Effective Discipline
Essential Skills of Communicating
Essential Skills of Leadership
Improving Work Habit
Managing Complaints
Providing Performance Feedback
Resolving Conflicts
Supporting Change
Solving Workplace Problems

Developing and Coaching Others
Hiring Winning Talent
Leading Successful Project
Motivating Team Members
Retaining Winning Talent
Solving Workplace Problems

Telesales Solutions Curriculum

Service Curriculum

Making Customer Recommendations
The Incoming Sales Call

— Call for pricing information or visit our website —

Productivity Curriculum
Achieving Communication Effectiveness
Professionalism in the Office
Diversity Awarness

Sales Curriculum
Customer Oriented Selling
STAR Service
Winning Through Customer Service
Dealing with Difficult Customer Situations
Delivering Customer Focused Service

800. 764. 4127 | www.sescomgt.com | SESCO Management Consultants
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TRAINING

Online Training
SESCO is committed to offering you greater flexibility in your training delivery options within your organization. We have a solid
history of quality classroom programs in the areas of sales, basic skills, and supervisory training. Our Online Training center was
launched to address the growing need to deliver training anywhere in the world via the Internet and your company’s Intranet.
Accessibility through the web enables you to cost effectively develop and manage training for your employees worldwide. You’ll
be assured of the same quality content, flexible programs, and measurable results that you’ve come to expect from our classroom
products. Currently, titles are available in supervisory, sales, customer service, and basic skills curriculums for self-paced, standalone delivery or for use with other programs.

Award-Winning Features
Training that is convenient, flexible, and cost effective (course lengths 45 minutes to two hours) • Interactive exercises and simulations •
Customizable to your organization • Internet or intranet delivery • Printable workbook forms • Automatic scoring and tracking • Controlled
administration • Pre and post course assessment • Built-in e-mail system • Automatic book marking • Online Help Desk and Coaching

Online Training Modules
LEADERSHIP ESSENTIALS Curriculum
Coaching Job Skills
Communicating Up
Delegating
Developing Performance Goals and Standards
Effective Discipline
Essential Skills of Communicating
Essential Skills of Leadership
Improving Work Habit
Managing Complaints
Providing Performance Feedback
Resolving Conflicts
Supporting Change

Productivity Curriculum
Achieving Communication Effectiveness
Diversity Awareness
Professionalism in the Office

Service Curriculum
Dealing with Difficult Customer Situations
Delivering Customer Focused Service
STAR Service

Telesales Solutions
Making Customer Recommendations
The Incoming Sales Call

LEADERSHIP PLUS Curriculum
Developing and Coaching Others
Hiring Winning Talent
Motivating Team Members

— Call for pricing information or visit our website —
20

SESCO Management Consultants | www.sescomgt.com | 800. 764. 4127

TRAINING

Classroom Training
SESCO has attracted and retained extremely professional and competent trainers and counselors from business and industry
who also have been managers and supervisors. SESCO trainers have been certified and trained through SESCO’s Professional Development Institute to ensure quality delivery of the material enhancing the participants’ experience. You can count on SESCO’s
management development and training programs to make a difference in your organization.
SESCO has been training managers and supervisors throughout our history. We have developed practical, effective basic courses
in the following topics:

Classroom Training Topics
Behavioral-Based Interviewing
Coaching Job Skills
Communicating Up
Communication Training for Employees and Managers
Customer Oriented Selling
Delegating
Developing Performance Goals and Standards
DISC — Dimensions of Leadership
Diversity Awareness
Effective Discipline
Essential Skills of Communicating
Essential Skills of Leadership
Harassment Awareness — Employee
Harassment Awareness — Management
Hiring Winning Talent
How To Find and Keep Good Employees
How to Maintain a Drug-Free Workplace
How to Reduce Employment Liability
Human Resources — The Advanced Course
Human Resources — The Basic Course
Improving Work Habits
Job Search Workshop
Jump Start to Supervision
Leading Successful Projects
Maintaining Positive,
Union-Free Employee Relations
Managing Complaints
Performance Management
Providing Performance Feedback
Resolving Conflicts
Stress — Managing it Effectively
Super Supervisor Series
Supporting Change
The Effective Leader/Manager
Train the Trainer
Winning Through Customer Service
Workplace Violence
— Call for pricing information or visit our website —
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TRAINING

Long-Term Care Competency Training Systems
SESCO’s Long-Term Care Competency Series is specific to long-term care settings and offers both a non-supervisory as well as a
supervisory curriculum.

Non-Supervisory Curriculum
Designed to provide across the board training on healthcare competencies that are relevant for every level employees. The courses
have been written on a high school level of education so as to successfully communicate the skill points. Non-Supervisory three (3)
hour programs include:
• A Closer Look at Ourselves
• Providing Superior Resident Care
• Effective Workplace Communications
• Professionalism in the Workplace I
• Professionalism in the Workplace II
• Critical Focus: Development of Self
• Critical Care: Decision Making

Supervisory Curriculum
Modules are provided in conjunction with the
core competency training outlined in the nonsupervisory curriculum; however, the skill points
are more highly developed and jointly focus on the
responsibilities of leadership. Supervisory three (3)
hour programs include:
• Making Performance Management Work for You
• Becoming a Superior Leader I
• Becoming a Superior Leader II
• Becoming a Superior Leader III
• Hiring the Diamond in the Rough

Mildred Ramsey Super Supervisor Series
Video Series, Facilitated Training, and Book

Mildred Ramsey’s “Super Supervisor” Training program is transforming the workplaces of America by teaching managers basic people
skills that will endear them to their workers’ hearts. Leaders who experience the training are grateful for the life changing improvements in relationships both at work and at home. CEO’s, Presidents, HR directors and corporate attorneys value the strategic impact
— especially the top to bottom improvement in morale. The video series and book are in use by over 1,500 organizations across
America in all kinds of businesses. Whether you choose to use the books, videos, or a facilitated training session, the “Super Supervisory” will leave a powerful, positive and permanent impression on your company.

Super Supervisor Combo Kit $995.00

Facilitated full day or half day sessions

Includes 2 DVDs, Facilitator Guides, and many extras.

Delivered on site for you!

Super Supervisor Books $8.95
— Call for pricing information or visit our website —
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TRAINING VIDEOS

Videos Educate and Encourage
It’s no secret that many people learn best by “seeing.” These videos address specific areas of employee development and
workplace issues like sexual harassment and safety.

A Positive Approach to Discipline $129.00
Discipline = punishment. It’s been like that for ages. But this video suggests that the old formula may be a waste of time and money. What
supervisors really need to focus on is solving the problem behavior. This video shows how to focus on respect and responsibility, creating
a platform where the employee who’s creating a problem agrees to be the one who solves it.

Be Prepared to Lead $89.00
Leadership development is a process of gaining self-understanding and confidence. Learn how to identify your own leadership style,
how to capitalize on its strengths, and how to adapt your style to changing circumstances. Develop essential leadership skills and learn
to avoid costly leadership errors.

Be Prepared To Sell $89.00
No matter what you’re selling, whether it’s oranges to grocers or a new benefits package to your employees, the principles of sales
success are the same. Learn how to build powerful, persuasive psychology into every presentation you make. Learn to structure your
presentation to follow each step in a psychological progression that leads to customer commitment.

Dealing with the Irate Customer $79.00
Angry customers hurt your company’s image, disrupt your workday, and cost your company business. Learn how to resolve disputes and
calm angry customers quickly and professionally.

How to Run a Successful Meeting $79.00
This is a short, fun video—the humor feels like a cross between Dilbert and Seinfeld. The video opens with a meeting that’s out of control:
the leader likes the sound of his own voice, while participants wish they were somewhere else—anywhere else!
We all know that meetings should follow an agenda, stick to a time limit, deal with one issue at a time, and keep emotions under control.
But why do they never turn out that way? This satirical look at meetings gone askew brings the point home.
If your company has too many meetings—and they run on too long—use this tape as a fun meeting opener. Viewers will get the message
while picking up tips they can use right away.

800. 764. 4127 | www.sescomgt.com | SESCO Management Consultants
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TRAINING VIDEOS

Safe Hiring: How to Avoid Bad Hires $129.00
These are tough times for employers. You can be held responsible if you knew-or should have known-that someone you hired might
pose an undue threat of harm to others. Yet, during the hiring process, you are required to navigate through a number of legal guidelines
that are in place to protect the privacy of your applicants. Learn what to look for on application forms and why it’s a bad idea to rely on
resumes alone; five powerful interview questions that will discourage applicants who have something they’re planning to hide; why you
need to check references every time—even when you can’t get many details from former employers; what kinds of background checks
you should consider, and how to stay within legal guidelines if you make them; and how to keep the costs of safe hiring practices low,
and what things you can do yourself with very little added time or effort.

Sexual Harassment: Serious Business $129.00
This video, using five realistic scenarios, will educate your staff on the broad definition of unwelcome sexual conduct and the problems
caused by this inappropriate behavior. Teach employees why preventing sexual harassment helps everyone; how to respond to quid pro
quo harassment; how to confront harassers and tell them to stop unwelcome behaviors; the negative impacts of workplace flirtations;
proper procedures for reporting and investigating complaints; and consequences of false accusations.

Telephone Courtesy Pays $79.00
Excellent telephone skills increase customer satisfaction and assure that you won’t miss important business opportunities. Be confident
that your company is presenting a professional telephone image. Learn how to handle multiple calls, transfer calls, solve communication
problems, resolve problems, take clear messages, and use voice mail effectively.

Valuing Diversity at the Interpersonal Level $129.00
We’re all different. We have different work methods, different communication styles, and different personal values. Watch as our cameras
follow the sometimes smooth, and sometimes not-so-smooth, interactions between a diverse set of coworkers in a restaurant setting.
All too often, simple biases and assumptions get in the way of open communication.
Learn four guidelines to help establish strong connections with coworkers and customers: Do I acknowledge and respect differences? Am I
communicating openly and clearly? Is it possible that my words or actions are being misinterpreted? Are my assumptions creating barriers?
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APPLICANT AND EMPLOYEE TESTING

Testing Solutions Ensure Hiring, Team and Promotion Success
SESCO is pleased to offer a number of validated and effective testing and assessment solutions to assist you in assessing
applicants to make sure you have the best candidate available. These systems also assist in evaluating and coaching current
team members to ensure individuals and teams succeed. Our assessment solutions fall into the following categories:

Applicant & Employee Testing

SESCO offers a wide range of pre-employment and employee testing. Our assessments represent a network of top assessment
publishers. All tests are consistent with standards set by professional associations like the American Psychological Association and
the Association of Test Publishers. Testing categories include:

Online Testing
Accounting

Applicant Risk Profiler (ARP)
Employee Screening Questionnaire (ESQ)
SkillCheck Accounting — Accountant
SkillCheck Accounting — Accounts Payable
SkillCheck Accounting — Accounts Receivable
SkillCheck Accounting — Bookkeeper
SkillCheck Accounting — Cost Accounting
SkillCheck Accounting — Financial Statements
SkillCheck Accounting — Inventory/Depreciation Test
SkillCheck Accounting — Payroll
SkillCheck Accounting — Taxes

Administrative/Office

Administrative and Clerical Questionnaire
Applicant Risk Profiler (ARP)
Employee Screening Questionnaire (ESQ)
Office Skills Battery

Applicant Assessment

Administrative and Clerical Questionnaire
Air Conditioning Specialist
Applicant Risk Profiler (ARP)
Bennett Mechanical Comprehension Test (BMCT)
BldgTest — Form B-E
Career Automotive Retailing Scale (CARS)
Employee Screening Questionnaire (ESQ)
Healthcare Employee Productivity Report (HEPR)
Light Industrial Skills Test (LIST)
Office Skills Battery
Restaurant Manager Assessment Report
Sales Potential Inventory (SPI)
Service Ability Inventory
ServiceFirst
SkillCheck Accounting — Accountant
SkillCheck Accounting — Accounts Payable
SkillCheck Accounting — Accounts Receivable
SkillCheck Accounting — Payroll
Skills Profiler
SureHire
Teller Test
Watson-Glacer Critical Thinking Appraisal — Short Form Abbreviated
Watson-Glacer Critical Thinking Appraisal — Standard Version A & B
Workforce Effectiveness Index (WEI)

— Call for pricing information or visit our website —
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APPLICANT AND EMPLOYEE TESTING

Automotive Retail

Healthcare

Bennett Mechanical Comprehension Test (BMCT)
Career Automotive Retailing Scale (CARS)
Office Skills Battery
Sales Achievement Predictor (SalesAP)
Sales Potential Inventory (SPI)
Service Ability Inventory
ServiceFirst
SkillCheck Accounting — Accountant
SkillCheck Accounting — Accounts Payable
SkillCheck Accounting — Accounts Receivable
SkillCheck Accounting — Payroll

Applicant Risk Profiler (ARP)
Employee Screening Questionnaire (ESQ)
Healthcare Employee Productivity Report (HEPR)
Office Skills Battery

Customer Service

Maintenance

Applicant Risk Profiler (ARP)
Employee Screening Questionnaire (ESQ)
Service Ability Inventory
ServiceFirst

Applicant Risk Profiler (ARP)
Bennett Mechanical Comprehension Test (BMCT)
BldgTest – Form B-E
Employee Screening Questionnaire (ESQ)

DiSC Personal Profile System

Managerial Selection & Leadership
Development

DiSC Classic
DiSC Classic — Management Focus
DiSC Classic — Sales Focus
DiSC Classic Facilitator Report
DiSC Classic Group Culture Report
DiSC Customer Service Action Planner
DiSC Management Action Planner
DiSC Managing Performance Action Planner
DiSC Sales Action Planner
Discovering Diversity Profile
Discovering Diversity Profile Group Report
Discovering Diversity Profile Individual Report
Personal Listening Profile®
Personal Listening Profile® Facilitator Report
Personal Listening Profile® Individual Report
Team Dimensions Profile 1.0
Team Dimensions Profile 2.0
Team Dimensions Profile 2.0 Group Report
Time Mastery Profile®
Time Mastery Profile® Facilitator Report
Time Mastery Profile® Individual Report
Work Expectations Profile
Work Expectations Profile Group Report
Work Expectations Profile Individual Report
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HVAC
Air Conditioning Specialist
Applicant Risk Profiler (ARP)
Bennett Mechanical Comprehension Test (BMCT)
BldgTest — Form B-E
Employee Screening Questionnaire (ESQ)

360° Leadership Navigator for Executives
Career Exploration Inventory (CEI)
DeMoulin Leadership Development Series (LDS)
Devine Inventory SelectBest
Management — Leadership Practices Inventory (MLPI)
Management Development Questionnaire (MDQ)
Team Practices Inventory (requires facilitator)
Workforce Effectiveness Index (WEI)

Mechanical and Technical Skills
Air Conditioning Specialist
Bennett Mechanical Comprehension Test (BMCT)
BldgTest — Form B-E
Skills Profiler

Personality and Personal Skills Assessment
Employee Screening Questionnaire (ESQ)
New Workforce Inventory (NWI)
Watson-Glaser Critical Thinking Appraisal

— Call for pricing information or visit our website —
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APPLICANT AND EMPLOYEE TESTING

Restaurant

Sales

Applicant Risk Profiler (ARP)
Employee Screening Questionnaire (ESQ)
Restaurant Manager Assessment Report
Service Ability Inventory
ServiceFirst

Career Automotive Retailing Scale (CARS)
Employee Screening Questionnaire (ESQ)
Sales Achievement Predictor (SalesAP)
Sales Potential Inventory (SPI)

Retail
Applicant Risk Profiler (ARP)
Employee Screening Questionnaire (ESQ)
Sales Achievement Predictor (SalesAP)
Sales Potential Inventory (SPI)
Service Ability Inventory
ServiceFirst
SureHire

Paper & Pencil Testing
SESCO offers a wide range of pre-employment and employee testing. Our assessments represent a network of top assessment
publishers. All tests are consistent with standards set by professional associations like the American Psychological Association and
the Association of Test Publishers.

DiSC Personal Profile System
Dimensions of Leadership Profile
DISC Personal Profile
Values Analysis Profile

Mechanical and Technical Skills
Bennett Mechanical Comprehension Test
Intuitive Mechanics Test

Personality and Personal Skills Assessment
Wonderlic Personnel Test

Personnel Tests for Industry
Numerical Test
Verbal Test

S.E.T. (Short Employment Tests)
Clerical Test
Numerical Test
Verbal Test

— Call for pricing information or visit our website —
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BENEFIT STATEMENTS
Ensure Employees Understand Their Total Compensation
How much is your organization spending on employee benefits? According to the
U.S. Chamber of Commerce, employers spend an average of 42% on top of payroll for benefits alone! Unfortunately, few organizations get their money’s worth.
Industry studies show that while employees receive thousands of dollars in benefits annually, most have no idea what their benefits are or how much they cost.
SESCO’s Opinion Survey reports nationally that 68% of all employees do not know
the dollar value of their benefits.

Benefit Statements
SESCO assists our clients in communicating the high cost and value of their benefit
packages to employees. Communication is the key to employee understanding
and appreciation. SESCO benefit statements are a proven and cost-effective way
for you to communicate the value of benefits to your employees. We can ensure
your employees discover their total compensation package. Features include:
• Fully customized to each employee
• Professionally printed and bound
• Customized commentary/explanation of benefits
• Cost effective as outsourced

BACKGROUND CHECKS
BACKGROUND CHECKS
Background Checks:
Working with people you can trust is critical to the success of your business. Before you make a hiring decision, offer a large promotion, or forge a vendor relationship, you need the facts. Crimcheck.com is a nationwide leader in background checks, providing
fast, affordable, and comprehensive background checks to both small businesses and large corporations. There are a variety of
background checks available, including:

Criminal Checks

Data Checks

Reference Checks

• Misdemeanors
• Felonies
• National Sexual Offender List

• Social Security Traces
• Motor Vehicle Reports
• Credit Reports

• Employment Verification
• Educational Verification
• Personal and Professional References

The Importance of Pre-Employment Screening
In today’s competitive environment, making a hiring decision involves more than simply reviewing an application and spending a
brief time interviewing the applicant. In order to ensure that your business hires the best and most qualified applicants for the job, it is
critical that you take steps to verify that the information provided on the application is true and accurate and that the background and
history of the applicant is thoroughly examined to ensure there are no negative issues, such as a criminal history.
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THE SESCO REPORT

The SESCO Report
SESCO’s monthly newsletter will provide you with timely human resource and
employee relations information on today’s issues affecting all aspects of the
employer-employee relationship. This publication provides insight on developing trends in the area of human resource management and will assist management in staying ahead of the curve when it comes to problem-solving as
well as preventing misunderstandings and miscommunication which can lead
to alleged wrong doing and subsequent costly litigation.
The SESCO Report is unlike other “legal” newsletters. Because of our involvement with clients on a day-to-day basis in assisting them with people problems as well as complying with federal and state employment regulations, the Report is practical and useful to our clients.
The SESCO Report may be accessed from our website.

SESCO SERVICES
A Full Spectrum of Workforce Solutions
Employee Handbooks & Policy Manuals
An employee handbook is the cornerstone of an effective employer-employee relationship. Employee handbooks are proactive communications tools wherein employees have a complete understanding of what they can expect from their employer and what their employer
expects from them. Development and implementation of policies in accordance with the multitude of federal and state employment laws is
one of the most important human resource systems an employer can implement. SESCO maintains a staff dedicated to the review and development of employee handbooks that are not only compliant to federal and state employment regulations, but also are proactive communications documents.

Professional Screening & Recruiting Services
SESCO offers professional recruitment and retention services to help you recruit the right employees for your organization, and keep them
there. SESCO has developed and provides proven systems to help our clients recruit and retain employees. Because hiring the right person
the first time is critical in long-term retention, it befits you to do what you can legally to screen and hire the right person who will match the
position and your culture.

800. 764. 4127 | www.sescomgt.com | SESCO Management Consultants
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SESCO SERVICES
Satisfaction & Opinion Surveys
The core purpose of our Management/
Employee Satisfaction Survey is to provide
members of your management team a
candid insight and understanding into your
employees’ opinions, feelings and perceptions in key areas of their work life environment. Since it was professionally developed and field-tested among hundreds of
organizations in multiple industries over the
past 60 years, the core survey questions in
eighteen attitude categories are reinforced
by our national industry norms. Comparison of the individual question and attitude
category results of your organization with
our national norms will add a tremendous
dimension to your evaluation, comparison
and reporting of the survey results and
feedback with your managers and employees throughout the organization. SESCO’s
Satisfaction Survey has been validated by
the University of Tennessee and is the only
satisfaction survey on the market that has a
validation rating (92%).

Management Coaching & Development
SESCO specializes in coaching and counseling individual managers and leaders on a one-on-one basis. At SESCO, we strive to assist
leaders in this process of self-discovery and ongoing transformation. SESCO will select and utilize self-evaluated measurements to help
develop a coaching plan of action that is specific to him or her to foster the greatest degree of success. This program often includes four
major components: strength evaluation, trend analysis, goal setting and goal measurement.

Compensation Administration
Having a structured program of compensation is essential in optimizing good employee relations by establishing a meaningful and
acceptable relationship between work and rewards. Work performed by employees should help the organization achieve its objectives
as identified in the organization’s overall business strategy which is supported by clearly articulated mission and vision statements. It is
the role of the SESCO consultant to first understand what the organization wants to accomplish from its compensation system and then
help develop the necessary systems that will support the organization’s compensation philosophy while adhering to the basic tenets.

Family Business Consulting
SESCO provides consulting, training, and educational services for closely-held and family business. We understand the added dynamics
of familial relationships and challenges that are associated with managing a family business. In fact, SESCO is in our third generation of
family ownership. Our mission is to enhance these unique relationships in an effort to improve business processes and relationships.
We believe that our personal and professional experience in this area of service provides us with the skills and knowledge to enhance
individual, family, and organizational dynamics.
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SESCO SERVICES
Affirmative Action Plans
SESCO develops and implements compliant Affirmative Action Plans which have passed the scrutiny of a number of OFCCP desk audits.
The development of AAPs and supporting reports can be a complex and time consuming process, but one that must be fulfilled as a
condition of doing business with the federal government. Working with you, SESCO Management Consultants can produce your annual
AAP(s) in full compliance with Executive Order 11246 and the Office of Federal Contract Compliance Programs (OFCCP) regulations.
SESCO consultants are also experts in representing clients before the OFCCP desk audits, onsite reviews, offsite analysis, compliance
checks and focused reviews.

Equal Employment Opportunity Commission Reparation
SESCO represents clients before the Equal Employment Opportunity Commission as well as the Department of Labor. SESCO’s consultants have successfully represented literally hundreds of clients over our 60 year history. Because of our practical, hands-on compliance
assessment of SESCO clients, our consultants bring a special understanding to investigations and have developed proven strategies to
successfully defend client actions. Representation cases include Sex Harassment, Title VII, OFCCP 11246 (AAP), Federal and State WageHour, Immigration and other employment cases.

Job Descriptions
Job descriptions are a very common tool developed and implemented by most employers. In fact, Job descriptions are one of the key
systems to manage the behavior that the organization purchases. In our consulting practice, we have found over the years that those
organizations who continually challenge, update, revise and keep active job descriptions, that they become an effective and essential
tool. Other clients develop job descriptions and find them gathering dust in personnel files or in binders. Job descriptions can and
should be an essential tool in the daily management of your most valued asset.
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SESCO SERVICES
Wage Surveys
Using comprehensive local, regional, and national salary survey data, coupled with direct contact with many of the organizations
with which you are in competition for staff, we attain a comprehensive profile of the current wages and salaries being paid for comparable positions in the area. This information gives a current, contemporary feel for what is transpiring in the marketplace. Once
each year, a wage survey should be conducted to ascertain whether or not your wages are competitive with similar organizations and
industries in the labor market. Adjustments should be made, if necessary, to insure that wages are equal to or better than competing
businesses or industries in the area.

Wage-Hour Investigations
SESCO Management Consultants specializes in Wage and Hour Accounting and representation of clients before the Department of
Labor – Wage-Hour Division. SESCO utilizes a number of practical and proven methods in representing clients. Our track history has
been extremely successful in reducing assessed back wage liability as well as coordinating investigations and managing the Department of Labor Investigators as they can expand greatly.

Equal Employment Opportunity & Harassment Training
SESCO brings a practical, hands-on approach to training employees and management on Equal Employment Opportunity matters to
include Harassment, Discrimination, Hiring and Firing, Progressive Discipline, Terminations, Family and Medical Leave, and all other
federal and state employment regulations and HR best practices. Participative training techniques are utilized to include case work,
bringing meaning to the sessions.

Employee & Labor Relations
SESCO specializes in the prevention of unionization, persuasive pro-employee counter-union communications training of your
supervision and management and development of winning counter-union communications campaigns for employers committed to
maintaining a positive, pro-employee and union-free work environment. Following are the highlights of our professional union-free
employee relations services we can provide your management/supervisory team for the purpose of educating, training, and communicating with your supervision and employees for the purpose of preventing a costly unionization campaign and/or having a majority
of your employees vote “NO” should a secret-ballot election be scheduled by the NLRB.

Team Building
Organizations are more apt to succeed when there
is a strong sense of teamwork, interdependence
and understanding. This workshop will explore the
elements of an effective team structure and how
teams are developed to include potential barriers
to teamwork and team self-assessment. We will
discuss the basics of every good team and
participants will look at how the team must
operate to be successful to include being an
effective team member themselves and
resolving team conflicts.
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PROFESSIONAL SERVICE AGREEMENT LEVEL SUMMARY
In our consulting work, we find that many organizations have the need to establish a reliable, professional resource to call upon to address
people problems, discuss compliance issues, or provide special research on a daily or as-needed basis. SESCO created the Professional Service
Agreement to support our clients in this endeavor, allowing for unlimited access at fixed monthly fees.
Through our Professional Service Agreement, your organization, in essence, can retain a full-service human resource department complete
with research facilities. SESCO boasts of one of the largest human resource library facilities in the country. In addition, SESCO maintains an
experienced staff to recieve calls immediately, answer questions, and provide practical solutions.

Level One Service Agreement
Level I- Provides the Following at No Additional Charge:
* Unlimited telephone consultation, fax, and research consulting
* Free analysis and review of your personnel policies, work rules, and employee handbooks
* The SESCO Report, SESCO’s monthly newsletter to be mailed to all management personnel selected by the
client
* Free federal and state compliance posters

Level Two Service Agreement
Level II- Provides the Following at No Additional Charge:
* Unlimited telephone consultation, fax, and research consulting
* Free analysis and review of your personnel policies, work rules, and employee handbooks
* The SESCO Report, SESCO’s monthly newsletter to be mailed to all management personnel selected by the
client
* Free federal and state compliance posters
* One (1) on-site Human Resource Assessment per year

Level Three Service Agreement
Level III- Provides the Following at No Additional Charge:
* Unlimited telephone consultation, fax, and research consulting
* Free analysis and review of your personnel policies, work rules, and employee handbooks
* The SESCO Report, SESCO’s monthly newsletter to be mailed to all management personnel selected by the
client
* Free federal and state compliance posters
* Two (2) on-site Human Resource Assessments per year
— Call for pricing information or visit our website —
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Additional Services Available from SESCO
Employment Law Compliance
* Compliance Assessments
* Affirmative Action Plans
* Wage-Hour Investigations
* Representation Before DOL / EEOC
* Required Training
(Sexual Harassment, etc.)

Recruitment and Retention
* Turnover Analysis
* Screening and Hiring Systems
* Industry Specific Assessment Tools
* Employee Satisfaction Surveys
* Retention Strategies

Human Resource Management Systems
* Customized Employee Handbooks
* Criteria-Based Job Descriptions
* Compensation Systems
* Performance Management / Appraisal
* Career Pathing / Succession Planning

Leadership Development
* SESCO Leadership Series
* Audio Seminars
* Customized Training Development
* Train the Trainer
* Vital Learning Training

Organizational Development
* Team Development
* Individual Assessment / Coaching
* Management Assessment / Appraisal
* Benchmarking
* Family Businesses

Workplace Culture
* Culture Assessments / Identification
* Satisfaction Surveys / Benchmarking
* Transition Plans
* Diversity Awareness Training
* Change Management

