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The Employee Handbook is an official written policy related to key topics related to business operations. It is a business resource that ensures that all employees are aware of the company's rules and procedural policies and reduces workplace confusion surrounding the issues covered.
First impressions often create indelible impressions. A firm that has taken the time to develop a thorough employee management reports a high level of professionalism for new employees. Having a unified policy in the written guidance for employees sets the initial tone of business culture
as a serious acceptance of the issues addressed in the manual. When a company reports them as important issues, employees will also view them as important to their position in the company. The Staff Handbook is the best way to ensure that the enterprise complies with its regulatory
obligations, such as issues related to safety legislation and employment discrimination. When a company operates without written guidance to employees, it assumes that its employees are fully aware of the company's operating protocols. This can be an expensive assumption. It is also a
good company policy to have staff directories regularly reviewed by a lawyer to make sure that all issues considered comply with existing laws. Poorly prepared or outdated management for employees can create a substantial legal exposure for the company. A thorough analysis of the
information contained in the staff guidance should be part of the training of new staff. Typical handbooks cover issues such as policies and procedures related to wages and salaries, attendance, employee benefits, sexual harassment, disciplinary procedures and security. Standardizing
these methods with written guidance puts everyone on the same page. The existence of a management for employees can be a formal agreement between the company and its employees. New employees are generally required to sign a form that confirms what they have read, understand
and agree with management policies and procedures for employees as a condition of employment. When an employee files a civil complaint against a company related to issues covered in an employee's management, this can be an important document in this case. Employee guidance
can help protect cases such as breaches of common law of contractual requirements where the legal issue concerns management issues. In addition, the availability of employee guidance, which is constantly applied to employees regardless of issues related to race, gender and age, can
assist in discrimination claims in Employment. A handbook for staff, which clearly describes and identifies distinctive employment issues, will reduce the employee's need to call human resources staff with the issues discussed in the handbook. This creates cost efficiency by giving human
resources or administrative professionals more time to other issues within the company. What is a staff guide? An employee guide is a document that tells you about your company's mission, policies, and expectations. Employers give this to employees to clarify their rights and
responsibilities while they work for the company. To help you create the best directory for your employees, we've developed a template to give you a start in creating your own document. Download the full employee handbook template in .doc and pdf format by clicking on the links at the
bottom of this page. Words in brackets are seat holders - replace them with specific guidelines of your company. Also, feel free to change the language of this template to match your company's culture. Here's what should be included in the employee guide; Our template covers all important
employee leadership policies: If you only need to work on certain parts of your guide, click on each of the following sections to download them separately. By linking these sections together, you can create a complete employee guide. The full template includes these sections plus an
introduction, so you can welcome new employees to your company. To support your efforts even more, here is our guide to what each section entails and tips to flesh out your own employee guidance that meets your company's requirements: Keep in mind that our employee management



examples and relevant recommendations are not legal documents and cannot take into account all relevant local or national laws. Neither the author nor Workable will assume any legal responsibility that may result from the use of these templates. Please ask your lawyer to review your
revised policy documents or Handbook. The Basic Employment Section This section is mostly informative and will help you establish the basic definitions associated with employment. This will give your employees an idea of what the terms of their contract and job classification are. They
can use this section as a resource to back off when they have basic questions. It is also a good place to set out the rules regarding attendance. You can also explain your hiring process to train future hiring managers in your company. Here's the content of our Employment Basics template:
Types of employment contracts. Identify full-time and part-time employees, as well as interns, apprentices, and other employees you hire. Equal employment opportunities. This is a necessary statement not only for legal purposes, but also to promote a culture of meritocracy and respect in
the workplace. Recruitment and selection process. Here are the usual steps in the hiring process. Also you often conduct pre-employment checks, determine at what stage hiring managers can order these checks and even how to handle them. Similarly, if you have a permanent referral
program or if you issue referral awards often, this is a good place to set out the procedure and related them Attendance. State rules regarding attendance: for example, what employees should do when they can't make it to work or in which cases you can justify an unreported absence.
Workplace Policy This section describes what your workplace should be. This is the environment in which your employees work. Include policies such as anti-harassment and health and safety in your leadership for employees to build a legitimate and enjoyable workplace where your
employees can thrive. We've developed a template that will help you create a workplace policy section. Here are the policies included with tips on how to customize them to your workplace: Privacy and Data Protection. Our template sets out the basic rules for protecting information, but you
need to change it to reflect any specific laws that apply to your company. Mention these laws and how you make sure you stick to them as well as what you expect employees to do. Harassment and violence. Respect for and from colleagues is an important part of a harmonious life. In this
section, you can firmly publish your commitment to eradicating harassment and violence in the workplace. You will also determine what is considered persecution, as well as outline the possible consequences. Safety and health in the workplace. This section will provide guidelines that
employees must adhere to to ensure a healthy and safe workplace. You can add actions taken by your company in accordance with occupational health and safety laws, as well as protect employees in hazardous work or from emergencies. Our template specifically includes sections on
preventive measures, emergency management, smoking and a drug-free workplace. You can also add a mental health policy if your company has the relevant provisions. Your Code of Conduct provides a framework for employee conduct. You will set out how you expect employees to treat
others, whether colleagues, partners, clients, or external stakeholders. It's about ethics and trust - and creating a safe and professional space for everyone. To work on your own Code of Conduct, use our complete template, which includes the following sections: Dress Code. Here you can
find out your company's dress code - even if you don't have one. Employees should know what they may or may not wear. Describe the requirements as much as possible; for example, what does formal attire mean for your company? Cybersecurity and digital devices. Address internet use,
cell phone companies, corporate email and social media (both corporate and personal). Outline Principles without being overly restrictive towards staff; most people expect to have some freedom in these matters as long as they follow the rules of security and data protection. Conflict of
interest. Here you can describe what constitutes a conflict of interest, what employees can do when faced with one, and what that for wilful violation of relevant company laws or regulations. Relationships with employees and fraternity. While many companies are flexible when it comes to
employees becoming friends or dating, some rules are needed to avoid gossip or unprofessional scenes. Employment of relatives. This section is important to avoid accusations of nepotism and favoritism. Give specific advice about working relationships resolved between relatives in your
company. Visitors to the workplace. This is a matter of security as well as the protection of the company's data and property. Delineat the process of attracting visitors to the company's premises to ensure that employees are always vigilant and responsible. Request and distribution. In this
section, you can refer to attempts by outsiders or employees to request or distribute leaflets, products or services and how employees can handle these cases. Compensation and Development This part explains how you pay and reward employees for their work and help them develop.
With these policies, you show that you value employees and motivate them to continue working with you. To work on this, see our compensation and development template, including these sections: Compensation Status and Salary. This part is mostly important for the U.S., which has laws
on exempt and unsized workers. You can explain the legal framework and clarify the rules of overtime. You can also mention on what days employees are paid or paid. Performance management. This section helps employees understand how their performance will be measured and
prepares managers for management responsibilities. You can mention performance reviews and how you expect managers to lead their team. Training and development of employees. This is your chance to highlight most of your retention strategy - making sure employees improve
personally and professionally. You can mention educational opportunities and education budgets, if any. Benefits and perks did you ever have an employee say something like: Hey, I don't know, did we have a discount gym? It is likely that employees are often unaware of the full benefits
and benefits offered by your company. This section will help you keep employees well informed in this matter. Our benefits and benefits template includes the following sections (but add your own unique benefits and perks): Employee health. It can be anything from private health insurance
to gym membership wellness programs. Also, insert explanations for relevant laws such as FMLA and COBRA. Workers' compensation. Outline the process employees must follow if injured at work and The benefits you will offer. Change our template based on applicable law in your area.
Work from home. Being able to work from home is an advantage with growing popularity. Find out how employees can request remote work and what rules they should follow (such as cyber at home). Also, outline rules for permanently remote workers. Employees' expenses. Mention what
work-related costs you will cover and what the process of getting a refund is. Car company. If you offer the company's cars as a perks, be sure to tell employees how you expect them to behave when using the car and what costs you will offset (such as gas and parking fees.) Like the
company's car allowance, if you offer free parking in the office, tell employees how to manage their space. If you have a limited number of parking spaces to issue, set out the criteria that you use to highlight these places. Equipment issued by the company. If you give equipment to
employees (such as phones, laptops, etc.), tell them how they should take care of it. Related: Employee Benefits: A Guide to the General and Best Benefits of Working Time, PTO and Vacation This is one of the sections employees will take care of the most. By joining your company, they
want to know how they can split their time between work and leisure or out of work responsibilities. Develop your own appropriate policies using our easy-to-change template containing these sections: Working Time and Paid Leave (PTO). Mention the company's working hours and any
exceptions. Then you'll find out how many days of paid days you give to employees and explain the PTO request process. Holidays. List all the holidays your company follows and explain how you will compensate for them if employees need to work these days. Hospital. State what the law
obliges you to offer to employees and add any additional sickness benefits you choose to offer. You can include both definitions of short-term and long-term diseases. Bereavement leave. Give a few days of bereavement leave to employees who lose a loved one - it's a compassionate
shake-up that can help you establish a trusting relationship with your co-workers. Jury duty and voting. Describe the leave law to perform these civic duties and what documents employees may have to bring. Holiday. This may include paternity and maternity leave approved by law or
company-sponsored for employees who have or adopt a child. You can also include parental benefits as a few hours to attend school meetings. Dismissal and dismissal If something fails, employees should have an idea of how their employment relationship with your company will end.
Especially when it comes to Process. We have created an Leaving Our Company template to address relevant issues. Here's a outline of the content: Progressive Discipline. Go through the stages of your progressive discipline process and how you expect managers to cope. Resignation. In
cases where an employee retires, he or she should know what the notice notice period should be and the resignation process. It is also a good opportunity to address issues such as training or relocation reimbursement, and explicitly prohibit forced resignations. Termination. Include
applicable law and your own internal termination process. The terms of the severance pay mentioned and how you will compensate for the remaining leave and sick leave. Links. Add a small comment about providing references to employees who have resigned or been fired. For example, if
an employee has been fired for a reason, you can refuse to provide a link. Conclusion You can use the opinion to provide notification of future changes and ask employees to recognize that they are reading the manual. Here's our template to do it. Close your employee guide on a positive
note though. Repeat as you are happy that the employee is now working with you and welcome them to your team. Look for examples of manuals for employees for inspiration, but make sure you write in the tone of your own company and voice. Download the PDF employee guide and start
building yours! Further reading employee handbook design template free download. employee handbook cover design template
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