SUGGESTED TOPICS FOR EMPLOYEE HANDBOOK

The Employee Handbook is an employee’s primary source of information about the Company’s policies and procedures. As one of management’s primary means of communicating with employees, a Handbook can foster positive employee relations and minimize litigation. An Employee Handbook is a good place to reiterate your employee’s “at-will” status regarding their employment relationship. A sample at-will policy should be part of the introductory and closing remarks. The following is a checklist of suggested topics for inclusion in an Employee Handbook.

Checklist of suggested topics for inclusion in an employee handbook

1. Table of Contents

2. Introductory Statement

a. Letter from chief executive officer or president, including welcome to new employees and expression of appreciation to present employees

b. Overview of handbook, including disclaimer protecting right to make changes and to terminate employment “at will”

c. About the Company

i. Nature and scope of business

ii. Origin

iii. Representative customers 

iv. Number and location of facilities

d. Equal employment opportunity statement

e. The Company’s position on unions/employee relations philosophy

f. Sexual harassment policy

g. Problem-solving procedure

3. Employment Policies 

a. Supervisor’s or Manager’s responsibilities

i. Represents Company management to employees

ii. Represents employees to Company management

iii. Responsible for quality and quantity of product or work performance

b. Introductory period

c. Hours of work

i. Attendance and punctuality

ii. Time cards

iii. Overtime

d. Wages, salary and earnings

i. Comparison with comparable companies

ii. Pay day

iii. Payroll deductions

iv. Wage, salary and performance reviews

v. Shift differentials/premiums

e. Promotions and transfers

f. Termination of employment

i. Notice, pay in lieu of notice

ii. “Employment-at-will” statement

4. Benefits

a. Holidays

b. Vacation

c. Sick days

d. Workers’ Compensation

e. Social Security and Medicare

f. Employee benefit plans

i. Explain that the benefit plan documents set forth the actual benefits. Summaries are provided for informational purposes only.

ii. Medical and hospitalization benefits

iii. Dental benefits

iv. Life insurance

v. Pension

vi. Savings and investment

vii. Profit sharing

viii. Disability (long term and short term/salary continuation)

g. Leaves of Absence

i. Family and medical

ii. Disability (including maternity)

iii. Military

iv. Jury duty

v. Bereavement

vi. Personal

h. Educational programs

i. Employee assistance plan

5. Facilities

a. Cafeteria or lunch area

b. Parking

c. Restrooms

d. Lockers

e. Use of bulletin boards

f. Employee activities

6. Rules and Regulations

a. Substance abuse policy

b. Smoking policy

c. Solicitation

d. Distribution of printed materials

e. Access to premises by off-duty employees

f. Safety rules and practices

g. Moonlighting

h. Code of conduct, describing prohibited misconduct

i. Explain that list is illustrative, not exhaustive

ii. Explain Company’s right to take corrective action/discipline without progressive steps
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