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EMPLOYEE HANDBOOK TEMPLATE

1.1 Employee Responsibility

This employee handbook has been prepared for your information to help you understand the policies, practices, and benefits of working with {Name of Company}. Upon completion of your review of the handbook, please sign the statement below and return it to your supervisor by the due date.  You will be provided with a photocopy of the acknowledgment for your records.

I, ______________________________, have received a copy of the Employee Handbook of the {Name of Company} which outlines the policies, practices, and expectations of the Company, as well as my responsibilities as an employee.

I have reviewed the contents of the handbook.  By my signature below, I acknowledge, understand, accept, and agree to comply with the information contained in the Employee Handbook. I understand the handbook is not meant to cover every situation which may arise during my employment.

I understand the Employee Handbook is not a contract of employment, and should not be deemed as such.

_________________________________

Due Date:

(Employee Signature)

1.2
About the Company

______________________________________________________________________________

______________________________________________________________________________
1.3
Company Missions, Values, and Beliefs

______________________________________________________________________________

______________________________________________________________________________
1.4
Statement of Non-Discrimination
______________________________________________________________________________

______________________________________________________________________________
2.0
Company Expectations


2.1
Hours of Work
______________________________________________________________________________

______________________________________________________________________________
2.2
Standards of Conduct and Performance

______________________________________________________________________________

______________________________________________________________________________
2.3
Attendance

______________________________________________________________________________

______________________________________________________________________________
2.4
Use of Company Property

______________________________________________________________________________

______________________________________________________________________________
2.5 
Dress Code

______________________________________________________________________________

______________________________________________________________________________
2.6
Safety Rules

______________________________________________________________________________

______________________________________________________________________________
2.7
Lunch/Coffee Breaks

______________________________________________________________________________

______________________________________________________________________________
2.8
Harrassment

______________________________________________________________________________

______________________________________________________________________________
2.9
Smoking

______________________________________________________________________________

______________________________________________________________________________
3.0
Pay Policies

3.1 Wages and Salaries

______________________________________________________________________________

______________________________________________________________________________
3.2 Pay Periods & Method of Payment

______________________________________________________________________________

______________________________________________________________________________
3.3 Benefits

______________________________________________________________________________

______________________________________________________________________________
3.4 Reporting Hours of Work

______________________________________________________________________________

______________________________________________________________________________
3.5 Overtime Pay

______________________________________________________________________________

______________________________________________________________________________
3.6 Making Up Time

______________________________________________________________________________

______________________________________________________________________________
3.7 Lateness

______________________________________________________________________________

______________________________________________________________________________
3.8 Wage and Salary Adjustments

______________________________________________________________________________

______________________________________________________________________________
4.0 Leave Policies

4.1 Vacations and Holidays

______________________________________________________________________________

______________________________________________________________________________
4.2 Sick and Personal Leave

______________________________________________________________________________

______________________________________________________________________________
4.3 Maternity and Parental Leaves

______________________________________________________________________________

______________________________________________________________________________
4.4 Bereavement Leave

______________________________________________________________________________

______________________________________________________________________________
4.5 Jury Duty

______________________________________________________________________________

______________________________________________________________________________
4.6 Time Off For Voting

______________________________________________________________________________

______________________________________________________________________________
4.7 Leave of Absence without Pay

______________________________________________________________________________

______________________________________________________________________________
5.0 Termination Policies

5.1 Layoff for Lack of Work or Funds

______________________________________________________________________________

______________________________________________________________________________
5.2 Termination: Poor Performance or Failure to Comply with policies

_____________________________________________________________________________

______________________________________________________________________________
5.3 Termination Procedures

______________________________________________________________________________

______________________________________________________________________________
5.4 Retirement

____________________________________________________________________________
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