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Welcome Message

To: All Employees of Company Name

Welcome to Company Name! We are delighted that you have chosen to be part of our team.
This Employee Handbook has been prepared to introduce you to our organization and to
provide you with information about our policies, procedures, and benefits.

This handbook is designed to serve as a guide and reference, outlining your rights and
responsibilities as well as those of Company Name. It is important that you read,
understand, and comply with the policies contained in this handbook and any updates that
may be issued.

Please note that this handbook is not a contract of employment. Employment at Company |
is "at-will," meaning that either you or the company may terminate the employment
relationship at any time, with or without cause or notice.

We encourage open communication. If you have any questions about the information in this
handbook, please speak with your manager or the Human Resources department.

Welcome aboard! We look forward to a successful and rewarding journey together.

Sincerely,

Name of CEO/President
Title

Company Name
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1. Company Overview

1.1. Our Mission, Vision, and Values

Mission: Insert Company Mission Statement: A concise statement of the company's |

Vision: Insert Company Vision Statement: An aspirational description of what the company ¢



Core Values: List 3-5 core values, e.g., Integrity, Innovation, Collaboration, Customer |

1.2.Company History

Provide a brief paragraph on the company's founding, growth, and major milestones.

1.3.0rganizational Structure

A high-level description of the company's structure. May include an optional organizational «

2. Employment Policies

2.1.Equal Employment Opportunity

Company Name is an equal opportunity employer. We prohibit discrimination and
harassment of any kind based on race, color, religion, age, sex, national origin, disability
status, genetics, protected veteran status, sexual orientation, gender identity or expression,
or any other characteristic protected by federal, state, or local laws.

2.2, At-Will Employment

Employment with Company Name is "at-will." This means the employment relationship may
be terminated by either the employee or the company at any time, with or without cause or
advance notice.

2.3. Employment Categories
* Full-Time: Employees regularly scheduled to work e.g., 35-40 hours per week.

e Part-Time: Employees regularly scheduled to work less than e.g., 35-40 hours per
week.

e Temporary/Contract: Employees hired for a specific period or project.

e Exempt/Non-Exempt: Classification for purposes of overtime eligibility under the Fair
Labor Standards Act (FLSA).

2.4. Background Checks

All employment offers are contingent upon the successful completion of a background
check, which may include verification of employment history, education, and criminal record,
as permitted by law.

2.5. Probationary Period

New employees will undergo a e.g., 90-day introductory period. This period is for training,
orientation, and mutual assessment.

2.6. Personnel Files



The company maintains a confidential personnel file for each employee. Employees may
request to review their own file by contacting HR with reasonable notice.

3. Standards of Conduct

3.1.Professional Conduct

All employees are expected to conduct themselves professionally, treating colleagues,
clients, and vendors with respect and courtesy.

3.2. Attendance and Punctuality

Regular and punctual attendance is essential. Employees must notify their manager as soon
as possible if they are unable to report to work or will be late.

3.3. Dress Code and Personal Appearance

Our dress code is e.g., "Business Casual," "Smart Casual," or describe specific guidelines.
Attire should be neat, clean, and appropriate for your role and scheduled activities.

3.4. Workplace Relationships

Policy on fraternization, dating, and relationships between managers and direct reports.

3.5. Conflict of Interest

Employees must avoid any activity, investment, or association that interferes with, or
appears to interfere with, the independent exercise of their judgment in the company's best
interest.

3.6. Confidentiality and Data Protection
Employees are required to sign a confidentiality agreement and are responsible for
protecting all proprietary, confidential, and sensitive information.

3.7. Social Media Policy

Employees are encouraged to be ambassadors for Company Name online but must clearly
state that their views are their own. Disclosure of confidential information and disparaging
remarks about the company, colleagues, or clients is prohibited.

3.8. Use of Company Property

Company equipment (computers, phones, vehicles, etc.) is to be used primarily for business
purposes. Limited personal use may be permitted if it does not interfere with work.

3.9. Workplace Monitoring



The company reserves the right to monitor use of company systems, including email,
internet, phone, and computer files, to ensure compliance with policies and for security
purposes.

4. Work Arrangements

4.1.Work Hours and Schedules

The standard workweek is e€.g., Monday-Friday, 9:00 AM - 5:00 PM. Your specific schedule
will be determined by your manager based on business needs.

4.2. Remote Work Policy

Eligible employees may work remotely under guidelines outlined in a separate Remote Work
Agreement, which requires manager approval.

4.3. Flexible Work Arrangements

Requests for flexible schedules (e.g., compressed workweek, adjusted start/end times) will
be considered based on operational needs and must be approved in writing.

4.4. Overtime

Non-exempt employees will be compensated for overtime (hours worked over 40 in a
workweek) at a rate of one-and-one-half times their regular rate, as required by law.
Overtime must be pre-approved by a manager.

4.5. Timekeeping

Non-exempt employees are responsible for accurately recording all hours worked via e.g.,
. Falsification of time records is grounds for immediate termination.

5. Compensation and Benefits

(Note: This section should summarize benefits. Detailed plan documents from providers
govern actual benefits.)

5.1.Pay Periods and Methods

Employees are paid e.g., bi-weekly on Fridays via e.g., direct deposit.

5.2. Performance Reviews

Formal performance reviews are conducted e.g., annually. Continuous feedback is
encouraged throughout the year.

5.3. Promotions and Transfers



Internal candidates are encouraged to apply for open positions. Promotions and transfers
are based on qualifications, performance, and business needs.

5.4. Health Insurance

Company Name offers group health insurance to eligible full-time employees. Coverage
begins on e.g., the 1st of the month following 30 days of employment. Details are provided in
the Summary Plan Description (SPD).

5.5. Dental and Vision Insurance

Optional dental and vision plans are available to eligible employees.

5.6. Retirement Plans

Eligible employees may participate in the e.g., 401(k) plan after e.g., 90 days. Describe any «

5.7. Paid Time Off (PTO)

Full-time employees accrue PTO at the rate of e.g., 15 days per year, which can be used for
vacation, personal time, or iliness. Accrual rates and caps are detailed in the PTO policy.

5.8. Holidays

Company Name observes the following paid holidays: List holidays, e.g., New Year's Day, |

5.9. Leave Policies
e Sick Leave: If separate from PTO, describe accrual and usage.

e Family and Medical Leave (FMLA): Eligible employees are entitled to up to 12
weeks of unpaid, job-protected leave per year for qualifying reasons, as outlined in
the separate FMLA policy.

e Bereavement Leave: e.g., Up to 3 days of paid leave for the death of an immediate 1

e Jury Duty: Employees will be granted paid time off for jury service.

e Military Leave: Leave will be granted in accordance with federal and state laws.

5.10. Other Benefits
e List any other benefits, e.g., "Employee Assistance Program (EAP)", "Life and AD&D |

6. Professional Development



6.1.Training Programs

The company offers various training opportunities, including onboarding, skills development,
and leadership programs.

6.2. Tuition Assistance

Eligible employees may apply for tuition reimbursement for job-related courses or degree
programs, subject to manager and HR approval and specific policy guidelines.

6.3. Professional Memberships

The company may pay for or reimburse membership dues in professional organizations
relevant to an employee's role, with prior approval.

7. Workplace Health and Safety

7.1.Safety Regulations

All employees are responsible for following safety rules and procedures and for reporting
unsafe conditions or practices immediately.

7.2. Accident Reporting

All workplace injuries, accidents, or near-misses must be reported to a manager and HR
immediately.

7.3. Emergency Procedures

Emergency evacuation maps and procedures are posted. Familiarize yourself with the
nearest exits and assembly points. Participate in all mandatory drills.

7.4. Drug and Alcohol Policy

The workplace must be free from the influence of illegal drugs and alcohol. Company Name
is a specify if "drug-free workplace" and describe any testing policies.

7.5. Workplace Violence Prevention

Violence, threats, harassment, intimidation, and other disruptive behavior will not be
tolerated. Report any concerns immediately.

7.6. Health and Wellness Programs

Describe any wellness initiatives, e.g., gym discounts, wellness challenges, flu shot clinics.

8. Technology and Communication



8.1. Email and Internet Use

Company systems are for business purposes. Personal use should be minimal and must not
interfere with work, violate policies, or compromise security.

8.2. Software and Hardware

Only company-approved software may be installed on company equipment. All hardware
must be used in accordance with manufacturer and IT guidelines.

8.3. Password Security

Employees are responsible for maintaining the confidentiality of their passwords and logging
out of systems when not in use.

8.4. Communication Guidelines

Professional and clear communication is expected in all interactions, whether verbal, written,
or digital.

9. Separation of Employment

9.1.Voluntary Resignation

Employees are requested to provide at least e.g., two weeks' written notice of resignation.

9.2. Termination of Employment

The company reserves the right to terminate employment in accordance with its at-will policy
and progressive discipline procedures, where applicable.

9.3. Exit Interviews

Departing employees may be asked to participate in an exit interview with HR.

9.4. Final Paycheck and Benefits

Final pay will be issued in accordance with state law. Information regarding continuation of
health insurance (COBRA) and retirement accounts will be provided.

10. Policy Acknowledgment and Agreement

EMPLOYEE ACKNOWLEDGMENT OF RECEIPT

I, Employee’s Full Name, acknowledge that | have received, read, and understand the
Company Name Employee Handbook. | understand that it is my responsibility to comply
with the policies and procedures contained in this handbook. | understand that this handbook
is not a contract of employment and that my employment with Company Name is "at-will."
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| understand that the company reserves the right to modify, revise, or delete any policies or
benefits described in this handbook at any time, with or without notice.

Print Name: Employee Signature:
Employee's Full Name

Date:
M/D/YYYY

Note to HR/Management: This handbook is a template and must be reviewed and
customized by legal counsel to ensure compliance with all applicable federal, state, and local
laws (e.g., FLSA, FMLA, ADA, EEOC, OSHA, and state-specific wage, leave, and anti-
discrimination laws) before distribution.
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