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	14
	The Employee Handbook


The employee handbook is one of the most useful and practical items given to a new hire. The handbook puts in writing what is expected on the new hire, thereby lessening the possibility of disputes and potential legal actions. The following areas are subjects that must be addressed for each position within a company.  Obviously, the handbook for a small company will be less extensive, but whether the company is large or small, the handbook is an excellent means to implement personnel policies as the company grows. Therefore, it is imperative that the handbook be kept up-to-date. The handbook should have every page numbered and the date the policy was issued or modified. A corporate review of the book should be completed annually.

The topics below are suggestions of what could or should be included within a well-written handbook. 

Hours of Employment

· What are the days of the work week?

· What are the hours of work?

· What are the start and stop times?

Salary Issues

· What is the pay period?

· What is the policy for breaks and lunches?

· What are overtime rules and compensatory time rules?

Benefits

· What benefits are provided?

· Who is eligible for benefits?

· What family members are covered, if any?

· What is the cost to employee?

Sick Leave

· What is the method of accrual?

· What are the limitations?

· What is the notification policy?

Holidays, Vacations and Job attendance

· Which holidays are paid holidays?

· What makes an employee eligible for holiday pay?

· How are vacation days determined?

· How long before the length of vacation time increases?

· What are the increments of use; by the hour, half-day, full-day?

· What types of absences are excused?

Conduct of the Employee

· What constitutes unexcused absences and excessive tardiness?

· Company policy on drug and alcohol abuse.

· Company policy of sexual harassment.

· Outline of a disciplinary policy including warning letters, suspension and termination.

· Company policy on violence in the workplace; zero tolerance.

A Few Words of Caution 

The handbook is not a technical contract, but don’t allow the handbook to serve as a limitation to disciplinary action or even termination. It is advisable to include a disclaimer that states the following:

The company reserves the right to discipline or terminate an employee for items and actions not stated in this manual.

Lesson Summary:

The Employee handbook goes beyond employee orientation and steps into employee management. 

Whether the handbook is a short guide and directly to the point, or an extensive manual, this product is an enforcement tool and leaves less room for any errors or misunderstanding.  

Recommended Sources:

www.canmummery.com 

This site provides a table of contents for constructing your own handbook and has other products.

www.employer-employee.com

This site hosts many related products from handbooks to job descriptions. 

www.knowledgepoint.com

This site is another excellent source of products and self help tools.  








