8 195. Notice and record-keeping requirements. Every enpl oyer shall:

1. (a) provide his or her enployees, in witing in English and in the
| anguage identified by each enpl oyee as the primary | anguage of such
enpl oyee, at the tine of hiring, a notice containing the follow ng
information: the rate or rates of pay and basis thereof, whether paid by
the hour, shift, day, week, salary, piece, conm ssion, or other;
al l owances, if any, clainmed as part of the m nimum wage, including tip,
nmeal , or | odging all owances; the benefit portion of the mnimumrate of
hone care aide total conpensation as defined in section thirty-six
hundred fourteen-c of the public health |aw ("hone care aide benefits"),
i f applicable; prevailing wage supplenents, if any, clainmed as part of
any prevailing wage or simlar requirenment pursuant to article eight of
this chapter; the regular pay day designated by the enployer in
accordance with section one hundred ninety-one of this article; the nane
of the enployer; any "doi ng busi ness as" nanes used by the enpl oyer; the
physi cal address of the enployer's nain office or principal place of
busi ness, and a mailing address if different; the tel ephone nunber of
t he enpl oyer; plus such other information as the comm ssioner deens
mat eri al and necessary. Were such prevailing wage suppl enents are
cl ai med, or such hone care aide benefits are provided, the notice shal
identify, for each type of supplenent clained or each type of hone care
ai de benefits provided: (i) the hourly rate clainmed; (ii) the type of
suppl ement or type of honme care aide benefits, including when
applicable, but not limted to, pension or healthcare; (iii) the nanes
and addresses of the person or entity providing such suppl ement or such
hone care aide benefits; and (iv) the agreenment, if any, requiring or
provi di ng for such supplenment or such hone care ai de benefits, together
with informati on on how copi es of such agreenents or summaries thereof
may be obtai ned by an enpl oyee. Each tinme the enpl oyer provides such
notice to an enpl oyee, the enployer shall obtain fromthe enpl oyee a
signed and dated witten acknowl edgenent, in English and in the prinmary
| anguage of the enpl oyee, of receipt of this notice, which the enpl oyer
shall preserve and maintain for six years. Such acknow edgenent shal
include an affirmation by the enployee that the enpl oyee accurately
identified his or her primary |anguage to the enployer, and that the
notice provided by the enployer to such enpl oyee pursuant to this



subdi vision was in the | anguage so identified or otherwi se conplied with
paragraph (c) of this subdivision, and shall conformto any additional
requi renents established by the comm ssioner with regard to content and
form For all enployees who are not exenpt from overtine conpensation as
established in the conm ssioner's m ni num wage orders or otherw se

provi ded by New York state |law or regulation, the notice nust state the
regular hourly rate and overtinme rate of pay;

(b) The comm ssioner shall prepare tenplates that conply with the
requi renents of paragraph (a) of this subdivision. Each such tenplate
shal | be dual -l anguage, including English and one additional |anguage.
The conmi ssioner shall determine, in his or her discretion, which
| anguages to provide in addition to English, based on the size of the
New York state popul ation that speaks each | anguage and any ot her factor
that the comm ssioner shall deemrelevant. Al such tenplates shall be
made avail able to enployers in such manner as determ ned by the
commi ssi oner;

(c) Wien an enpl oyee identifies as his or her primary | anguage a
| anguage for which a tenplate is not available fromthe conmm ssioner,

t he enpl oyer shall conply with this subdivision by providing that
enpl oyee an Engli sh-1anguage notice or acknow edgnent;

(d) An enployer shall not be penalized for errors or omssions in the
non- Engl i sh portions of any notice provided by the conm ssioner;

(e) The comm ssioner shall have discretion to waive or alter
requi renents of paragraph (a) of this subdivision for tenporary help
firms as defined in section nine hundred sixteen of this chapter.

2. notify his or her enployees in witing of any changes to the
information set forth in subdivision one of this section, at |east seven
cal endar days prior to the time of such changes, unless such changes are
reflected on the wage statenent furnished in accordance with subdivision
three of this section;

3. furnish each enployee with a statenent with every paynent of wages,
listing the follow ng: the dates of work covered by that paynent of
wages; nane of enployee; nanme of enployer; address and phone nunber of
enpl oyer; rate or rates of pay and basis thereof, whether paid by the
hour, shift, day, week, salary, piece, commi ssion, or other; gross



wages; deductions; allowances, if any, clainmed as part of the m ni num
wage; the benefit portion of the mninumrate of honme care aide tota
conpensation as defined in section thirty-six hundred fourteen-c of the
public health law ("hone care aide benefits"), if applicable; prevailing
wage suppl enents, if any, clainmed as part of any prevailing wage or
simlar requirenment pursuant to article eight of this chapter; and net
wages. Wiere such prevailing wage suppl enents are clai med, or such hone
care aide benefits are provided, the statement shall either: (i)
identify the type of each supplenent clainmed, or the type of each hone
care aide benefits provided, and the hourly rate for each; or (ii) be
acconpani ed by a copy of the applicable notice required under
subdi vi sions one and two of this section. For all enployees who are not
exenpt from overtinme conpensation as established in the conm ssioner's
m ni rum wage orders or otherw se provided by New York state |aw or

regul ation, the statenent shall include the regular hourly rate or rates
of pay; the overtinme rate or rates of pay; the nunber of regular hours
wor ked, and the nunber of overtime hours worked. For all enployees paid
a piece rate, the statenent shall include the applicable piece rate or
rates of pay and number of pieces conpleted at each piece rate. Upon the
request of an enpl oyee, an enpl oyer shall furnish an explanation in
writing of how such wages were conputed,;

3-a. in addition, every railroad corporation shall furnish each
enpl oyee with a statenent with every paynment of wages |isting accrued
total earnings and taxes to date and further furnish said enployee at
the sane tinme with a separate listing of his daily wages and how t hey
wer e conput ed;

4. establish, maintain and preserve for not |ess than six years
cont enpor aneous, true, and accurate payroll records show ng for each
week worked the hours worked; the rate or rates of pay and basis
t hereof, whether paid by the hour, shift, day, week, salary, piece,
commi ssion, or other; gross wages; deductions; allowances, if any,
clainmed as part of the m ni num wage; anount of sick |eave provided to
each enpl oyee; the benefit portion of the mninmumrate of hone care aide
total conpensation as defined in section thirty-six hundred fourteen-c
of the public health | aw ("honme care aide benefits"), if applicable;



prevailing wage supplenents, if any, claimed as part of any prevailing
wage or simlar requirenment pursuant to article eight of this chapter;
and net wages for each enpl oyee. Wiere such prevailing wage suppl enents
are clained, or such hone care aide benefits are provided, the payrol
records shall include copies of all notices required by subdivisions one
and two of this section. For all enployees who are not exenpt from
overtime conpensation as established in the comm ssioner's m ni mum wage
orders or otherw se provided by New York state |aw or regul ation, the
payroll records shall include the regular hourly rate or rates of pay,
the overtine rate or rates of pay, the nunber of regular hours worked,
and the nunber of overtinme hours worked. For all enployees paid a piece
rate, the payroll records shall include the applicable piece rate or
rates of pay and number of pieces conpleted at each piece rate;

5. notify his enployees in witing or by publicly posting the
enpl oyer's policy on sick | eave, vacation, personal |eave, holidays and
hours.

6. notify any enpl oyee term nated fromenpl oynent, in witing, of the
exact date of such termnation as well as the exact date of cancellation
of enpl oyee benefits connected with such termnation. In no case shal
notice of such term nation be provided nore than five working days after
the date of such termnation. Failure to notify an enpl oyee of
cancel l ati on of accident or health insurance subjects an enployer to an
additional penalty pursuant to section two hundred seventeen of this
chapter.



