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Employee handbooks serve as crucial tools for educating employees about the regulatory framework governing employer-employee relationships. These comprehensive guides outline an organization's preferred conduct, policies, and benefits, ensuring that all stakeholders are on the same page. Regularly updated to reflect changing company policies,
industry regulations, and labor laws, employee handbooks typically accompany new hires during their first day of work. To create an effective employee handbook, it is essential to include key elements such as a welcome message from management, an introduction to the company's culture, values, mission statement, and vision. This section should
provide an overview of the organization's purpose, highlighting its commitment to maintaining open communication channels and fostering a positive working environment. While state and federal laws do not require employers to maintain employee handbooks, many companies recognize their value in preventing miscommunication and
misunderstandings. In fact, certain regulatory frameworks mandate that written policies be in place regarding leave of absence, sick leave, paid time off (PTO), harassment, discrimination, health rules, and workplace safety. To kickstart the process of creating an employee handbook, a sample template is provided, allowing employers to modify, add,
or delete sections as needed. This comprehensive guide serves as a valuable resource for organizations seeking to establish clear expectations and guidelines for their employees. As you're building an online marketplace where people can find the best gaming laptops, it's essential to outline your company's employment policies. This should be a
detailed part of the handbook that includes sections such as Employment Classifications, Equal Employment Opportunity (EEO), Harassment-Free Workplace, Drug and Alcohol-Free Workplace, Dress Code, Workplace Health and Safety, and Attendance and Punctuality. In the Employment Classifications section, list your company's employment
classifications like regular-full-time, regular part-time, temporary full-time, temporary part-time, and independent contractor. Specify how many hours each role earns per week and whether they are eligible for full benefits. The EEO section should demonstrate your commitment to providing an environment of mutual respect where equal employment
opportunities are available to all employees and applicants without regard to race, sex, color, religion, pregnancy status, national origin, physical and mental disability, age, sexual orientation, gender identity, marital status, gender expression, veteran and military status, genetic information (including testing and characteristics), and any other
characteristics protected by relevant laws. A Harassment-Free Workplace should be maintained by explaining that your company is committed to preventing harassment based on sex, race, color, national origin, religion, disability, age, or any other legally protected class. Any type of harassment will be treated as a disciplinary matter. Your company
should prohibit employees from being under the influence of illegal drugs or alcohol while on company property, conducting company business, or operating vehicles in the Drug and Alcohol-Free Workplace section. The Dress Code policy should inform employees about your company's dress code expectations, which could be casual, business casual,
business professional, or uniform. Define these terms and list prohibited clothing items or styles. In the Workplace Health and Safety section, assure employees that your company takes pride in providing a safe work environment. Expect all employees to follow safety rules and standards, and encourage them to report any safety concerns to their
supervisors immediately. Everyone should be responsible for maintaining a clean workspace. The Attendance and Punctuality section should explain attendance and work hour expectations, including when employees are terminated due to their inability to work, whether the company allows remote work (work from home policy), breaks, and
attendance during bad weather conditions. The company expects employees to communicate respectfully and professionally. For instance, the policy could state: "At our organization, we value respectful and professional communication among all staff members. We will use email, team meetings, and other tools to keep everyone informed about any
updates or changes." Additionally, it's a good idea to outline your cell phone usage policy in this section. *Compensation, Time Off, and Benefits** This part of the employee handbook explains how employees are paid and what benefits they receive. By clearly outlining these details, you demonstrate the value you place on your staff members, which
can motivate them to continue working with you. At a minimum, be sure to address: * Compensation status and payroll: Explain the legal framework for overtime rules, how employees are paid (e.g., through direct deposits or checks), and when they receive their wages or salaries. * Leaves of absence: Outline when and how employees can take leaves
of absence and how long these absences last. Ensure that your regulations comply with state and federal laws, such as the Family and Medical Leave Act (FMLA). * Employee benefits: Inform employees about your company's benefits and perks, including gym memberships, wellness programs, private health insurance, remote work options, and free
parking at the office. * Workers' compensation: Provide information on payments for diseases or injuries related to employees' work. End this section with the name and contact details of a human resources (HR) team member who can answer questions about compensation, time off, and benefits. Employers cant fire empliyees after 6 month probation
without good cause in most states. They can only let go of workers for job performance issues, disrupting the business or other legit reasons. Companies should include a form where empliyees sign and date that they recieved and read the employee handbook. Its best if you write your own handbook instead of using a template and getting it reviewed
by a lawyer. Keep the language simple so employees understand. Give them access to a digital version for easy updates on policies. Most states require written policies on sick leave, time off and workplace safety in employee handbooks. You shouldnt include legal documents like employment contracts or work processes in your handbook, as these can
be in separate manuals. Use our free template to see what else you need in your handbook. Documentation for new employees is not just about preparing them for their job responsibilities, but also helps them feel comfortable and part of the team from day one. What does an effective employee handbook include? Basics of Employment Workplace
Policies Code of Conduct Compensation Benefits and Perks Working Hours, PTO and Vacation Resignation and Termination Make sure your employee handbook is up-to-date and easily accessible to all employees at any time. Our template makes it easy to create a customized handbook for your business. However, don't forget to have legal counsel
review it before sharing with employees. **Employee Handbook Template** **Basics of Employment** * A welcome statement that highlights the company's history and mission * An organizational chart with pictures to help new hires get familiar with team members * Contact information for each employee (in a separate section or within the
hierarchy chart) * Explanation of different employment types, including full-time, part-time, interns, and seasonal staff **Workplace Policies** * Confidentiality and data protection guidelines (including relevant laws and procedures) * Harassment and violence policies (with clear repercussions for non-compliance) * Workplace safety and health
protocols (including incident report forms) **Code of Conduct** * Dress code standards (even if there's no strict policy, outline what employees can and can't wear) * Cyber security guidelines for internet usage, company cell phones, corporate email, and social media To maintain a harmonious and productive work environment, we've outlined key
policies and guidelines for employee conduct, relationships, and benefits. Firstly, flexibility is allowed, but adherence to rules is essential for its continuation. To avoid conflicts of interest, we'll outline what constitutes such situations, the actions employees should take if they encounter one, and the consequences for non-compliance. To promote a
professional atmosphere, we've established guidelines on employee relationships and fraternization, as well as employment of relatives. Additionally, we'll clarify the rules for workplace visitors, including when an employee can bring a friend or family member onto company premises. We'll also address solicitation and distribution, providing tips on
how employees should handle these situations. Furthermore, we'll detail compensation and payroll policies, including overtime rules and performance management procedures to ensure employees understand how their performance is evaluated. To support employee growth and development, we've outlined plans for employee retention, including
training opportunities and education budgets. We'll also cover benefits and perks such as employee health initiatives, workers' compensation, work-from-home arrangements, employee expenses, company cars, parking, and company-issued equipment. Finally, we'll detail working hours, paid time off (PTO), vacation policies, holidays, and sick leave
procedures to ensure employees have a clear understanding of their benefits and responsibilities. As an employer, you are required to provide certain benefits to your employees, including extra sick leave, bereavement leave, jury duty and voting leave, parental leave, and new pet leave. Here's what you need to know: **Sick Leave**: Offer a
reasonable amount of short-term and long-term illness leave, defining what constitutes each. Ensure employees understand the process for taking time off due to illness. **Bereavement Leave**: Grant days (determined by you) of bereavement leave to employees who have lost a loved one, allowing them to grieve and make necessary arrangements.
**¥Civic Duties**: Provide details on jury duty and voting leave, including the documents required from employees called up for civic duties before, during, and after fulfilling their responsibilities. **Parental Leave**: Outline the laws governing paternity and maternity leave, as well as the necessary documents. If your company has additional guidelines
for new parents, include this information. **New Pet Leave ("Furternity")**: Allow employees to work remotely for a week or take two weeks of paid leave after adopting a pet, giving them time to bond with their new furry friend. You can determine the amount of time off provided. **Resignation and Termination**: * **Progressive Discipline**: Outline
your company's progressive discipline process, including the steps managers should follow. * **Resignation**: Explain the process for resigning, including how much notice is required, what documents need to be filled out, and so on. * *Termination**: Provide information on applicable laws and your company's internal termination process. Outline
conditions of severance pay and compensation for remaining vacation days and sick leave. **References**: If an employee resigns or is terminated, outline the process for offering a reference letter, including any necessary procedures or documents.
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