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About this Sample

This sample is taken from portions of some of our policies.

The actual wording and length of each policy depends on your state and federal legal requirements.
Your employee handbook will come with a complete Table of Contents for all of your policies.

Any questions?
Call us toll-free:  1-888-396-2682

or e-mail us: info@fingertipmanuals.com
ACKNOWLEDGMENT

OF RECEIPT OF EMPLOYEE HANDBOOK,

AT WILL EMPLOYMENT AND

RIGHTS OF EMPLOYER WITH RESPECT TO

EMPLOYER FURNISHED EQUIPMENT AND SERVICES

The employee named below acknowledges receipt of the Company’s Employee Handbook and that such handbook does not create a contract of employment between the Company and employee. Employee acknowledges that Employment is always At Will. The employee further acknowledges that… 
[ACTUAL ACKNOWLEDGMENT CONTINUES]
_____________________________
________________________

Witness 
Employee’s signature

_____________________________
_________________________

Printed name
Printed name

___________________
______-____-______

Date signed
Social Security Number

Welcome to Our Company
Hi.  Welcome to our Company.

Our employees are our greatest asset.  

We are happy to have you as part of our team.

As a member of our team, you will grow with us, applying your knowledge and skills productively to contribute to the success of our Company as well as developing your personal career goals.

We respect, recognize and acknowledge individual performance and expect to provide you with a sense of satisfaction, accomplishment and pride in your contributions to the goals of the Company.

We expect you, as our employee, to perform your job consistent with the policies as set forth in this Employee Handbook, being always mindful of the high ideals which contribute to the character and reputation of our Company.

Should you have any questions concerning any of our policies, you should feel free to speak with your Supervisor.

Once again, welcome to our Company.

Our Employee Handbook
This Handbook describes some of the policies that employees are expected to follow in order for our Company to efficiently operate our business.  Consider these policies the “Rules of the Road” for your employment.  

Understanding of these “Rules of the Road” will make it easy for employees understand what our Company and fellow employees expect from them.  

Please read these policies.

This Employee Handbook does not create a contract, expressed or implied, between an employee and the Company and…
[ACTUAL POLICY CONTINUES]

At Will Employment

Your employment is “At Will.”  At Will employment means that either you or the Company may terminate your employment at any time, with or without cause and with or without notice.  We cannot terminate your employment if such termination is a violation of federal, state or local law.

While the Company does reserve the right to change, modify, add and delete policies, At Will employment is the one Company policy that will not change. 
Immigration Law Compliance

The Company is committed to full compliance with our nation’s security requirements. The Company does not unlawfully discriminate on the basis of…[ACTUAL PARAGRAPH CONTINUES]
In accordance with federal law, all new employees are required to comply with the I-9 requirements of the Department of Homeland Security.  Should an employee accept employment with us and then fail to meet the I-9 requirements, the offer of employment is withdrawn…

[ACTUAL POLICY CONTINUES]
Equal Employment Opportunity

Our employment decisions are based solely on qualifications and merit. We provide equal employment and opportunities for all employment applicants and employees.  We do not discriminate in employment opportunities or practices on the basis of…
[ACTUAL POLICY CONTINUES WITH BOTH YOUR STATE AND FEDERAL ANTI-DISCRIMINATION LEGAL REQUIREMENTS INSERTED HERE]
Compensation / Pay Periods / Deductions and Offsets

The Company believes that employees should be rewarded for their contributions to the Company through appropriate and adequate wages.

We seek to properly compensate all employees without regard to race, age, national origin and all other statuses protected by law.

The Company reviews wage rates and compensation periodically as determined by the Company’s management in order to maintain an appropriate and properly compensated workforce.

The Company has established pay periods under which employees in the various employment categories are paid.  At a minimum, such pay periods are set in accordance with any applicable state law which establishes such pay periods…
[ACTUAL POLICY CONTINUES INCLUDING YOUR STATE’S LEGAL REQUIREMENTS ON AN EMPLOYER’S RIGHT TO DEDUCT MONEY FROM AN EMPLOYEE’S PAYCHECK]
Dress Code and Personal Hygiene

The Company's primary objective in an employee’s proper dress is to encourage our employees to "dress for success".  Our employees must project a professional image and wear proper attire at all times and for the position they occupy.  Each employee is a representative of the Company, and an employee’s appearance reflects the professionalism, quality and service our Company exemplifies.  Proper attire is also necessary for achieving the appropriate standards of safety and sanitation the Company expects…
[ACTUAL POLICY CONTINUES]

Sexual Harassment

The Company has a workplace that is free from sexual harassment. It is the policy of the Company that sexual harassment in the workplace, in any form, is strictly prohibited.

Sexual harassment is defined as unwelcome sexual advances, and other verbal or physical conduct of a sexual nature when:
· Submission to the conduct is either an explicit or implicit term or condition of employment.

· Submission to or rejection of the conduct is used as a basis of any employment-related decision affecting the person who rejected or submitted to the conduct.

· The conduct has a purpose or effect of unreasonably interfering with a person’s work performance or creating an intimidating, hostile or offensive work environment.
Failure of an employee to adhere to the above policy…

[ACTUAL POLICY CONTINUES]

Substance Abuse

Employees who are impaired by substance abuse endanger not only themselves but fellow workers.
For purposes of this policy, “substance abuse” means the use or possession of any drug in a manner prohibited by law or the use of alcohol or any legal drug or other substance in such a way that the employee’s performance is impaired.
An employee violates our Substance Abuse policy when the employee:
· Reports to work or performs work while impaired by, or under the influence of, any controlled substance or alcohol.

· Engages in unlawfully manufacturing, distributing, dispensing, possessing or using a controlled substance while in the workplace or on Company business.
[ACTUAL POLICY CONTINUES WITH YOUR STATE’S LEGAL REQUIREMENTS]
Jury Duty

The Company recognizes the importance of an employee’s civic obligation to serve on jury duty…
[ACTUAL POLICY CONTINUES WITH YOUR STATE’S LEGAL REQUIREMENTS]

Family and Medical Leave

The Company is in full compliance with the federal Family and Medical Leave Act.

Under the Act, and provided that an employee has worked at least 12 months and at least 1250 hours during the previous 12-month period, and at a location where at least 50 employees are employed at the location or within 75 miles of the location, an employee is eligible for leave.

An eligible employee may take leave under any one of the following circumstances: …
[ACTUAL POLICY CONTINUES BASED ON FEDERAL LEGAL REQUIREMENTS]

Family Medical Leave - State Required

Important Note: Many states have employment laws that give employees greater family and medical leave rights than the federal legal requirements. For employers in such states, policies based on your state’s legal requirements are included in the Employee Handbook you order.
Important Information

This is just a sample of some of the policies that will be included in your attorney drafted employee handbook.  Policies and benefits specific for your state employment laws will be included.

All policies and benefits are fully customizable and easy for you to change in MS-Word just like this sample.  If you would like, we’ll insert your logo and company name in your handbook cover and throughout each of the policies for you free.
Thank you,

Please call us for any questions or if you would like us to help place your order.  1-888-396-2682
